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NOTICE OF INTENT TO REJECT ALL BIDS – INSTRUCTIONS

(rev. 8/26/13)
IMPORTANT: ISSUE THIS DOCUMENT AS SOON AS A DEPARTMENT DECISION IS MADE TO REJECT ALL BIDS.  REFER TO THE CITYWIDE CAPITAL PROCUREMENT PROCEDURES FOR ADDITIONAL INSTRUCTION. 
· USE THE TEMPLATE REJECT ALL BID NOTICE (ATTACHED) 

· REMEMBER TO USE CORRECT DEPARTMENT LETTERHEAD (IF NOT PUBLIC WORKS)

· REPLACE THE INFORMATION IN BRACKETS WITH YOUR PROJECT-SPECIFIC DETAILS

· SELECT THE APPROPRIATE AUTHORITY LANGUAGE (DIRECTOR OR COUNCIL) AND DELETE THE OTHER

· NAME THE DOCUMENT “XXXX_NORAB”

· REMOVE THESE RED INSTRUCTIONS
· PLACE XXXX_NORAB.PDF IN FOLDER 12-3 AND CLICK ON “RESULTS AND NOI” BUTTON

· NOTIFY THE PROCUREMENT SUPPORT TEAM THAT THE NOTICE OF INTENT TO REJECT ALL BIDS IS UPLOADED AND READY TO POST

(continued)

NOTICE OF INTENT TO REJECT ALL BIDS 
For

[PROJECT NUMBER – PROJECT NAME]

[DATE]
On [BID OPENING DATE], the City of San José opened bids for the above referenced project.  

EITHER
[USE FOR DIRECTOR’S AUTHORITY]
This memo serves as notification that the Director of Public Works is rejecting all bids on the basis that [INSERT REASON, IF APPLICABLE] pursuant to the authority granted by Council Resolution No. 73532.  All Bid Packages are posted on www.bidsync.com.  (If applicable, insert the following sentence - The City of San José intends to re-advertise this project in the near future.)
The City of San José appreciates your interest and effort in preparing and submitting a bid for this project.
OR

[USE FOR CITY COUNCIL RECOMMENDATION]
This letter serves as notification that the Director of Public Works will recommend that the City Council reject all bids on or about [INSERT EXPECTED COUNCIL DATE] on the basis that [INSERT REASON, IF APPLICABLE]. All Bid Packages are posted on www.bidsync.com.  (If applicable, insert the following sentence - The City of San José intends to re-advertise this project in the near future.)
The City of San José appreciates your interest and effort in preparing and submitting a bid for this project.
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