REQUEST FOR BID ADVERTISING
General Instructions

Updated: 11/19/12

Background: 

· Advertising for capital construction contracts over $100,000 is required per the City Charter Section 1217 and Municipal Code Section 14.04.180.

· Paper advertising is required at least once, at a minimum of 10 days prior to the bid opening in a “newspaper of general circulation”.

· With the implementation of BidSync as a broad advertising tool, it is generally prudent to meet the “newspaper of general circulation” requirement in the most economical way possible (i.e. the San Jose Post Record).

· Additional advertising requirements may be necessary for Federally-funded projects. It is the responsibility of the project manager to check the advertising requirements in the Federal source material.

Instructions: 
· Download and complete the form with all requested information

· Determine if your project requires more than one (1) paper advertisement date.  If required:
· Indicate the additional dates (i.e. 10/17/12, 10/19/12, 10/20/12) of advertisement on the Form – “Requested Advertising Date(s)”
· Indicate the number of different publication dates on the Form – “Number of times to be published”

· Determine if your project requires advertisement in a alternate publication other than the San Jose Post Record.  If required:

· Check the “Other” box under “Publish ad in the following newspaper” and provide the name of the publication

· Provide reasoning for alternate advertisement request on the Form 

· Upload the document to the CPMS Project Files (12-1 Initial Posting or Re-Bid)

· Contact the Procurement Team through the CPMS notification when:
a. The Request for Bid Advertising Form is complete and uploaded

b. An unsigned Word.doc version of the “Notice to Contractors” (NTC) is uploaded
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REQUEST FOR BID ADVERTISING

	Bid Processor                    
	Roxanne Cook, PW Admin. Services Division         City Hall, T5
	535-8309


DEADLINE for Submission:  Thursdays by 4:00pm, a minimum of 6 days before the requested advertising date.  Earlier notice is acceptable.  

Instructions:

· Notify the Procurement Team through CPMS when this document and an unsigned Word version of the “Notice to Contractors” are uploaded in the Project Files 

· Refer to General Instruction cover page for additional details
CPMS Project ID No. ________________

Project Name: _______________________________________________________________

Project Manager: ____________________________________Cell Phone: _______________

Department/Division: ________________________________Office Phone:______________

Date the Authorization to Advertise was approved by the Director of Public Works:  ________________

Requested Advertising Date(s): ___________________

(Bids Advertise on Wednesday only, unless additional publication dates are requested below)

Requested Bid Opening Date: ____________________   

(Bid openings are Thursdays at 3:00 p.m.  Check Bid Calendar for actual dates.)

Publish ad in the following newspaper:


X  San Jose Post Record

· Other ______________________________

(Public Works Capital Projects are posted in the San Jose Post Record unless Project Manager provides sufficient reasoning for posting in alternate publications (i.e. Federal Grant Requirements).

Provide alternate advertisement request details:

Number of times to be published: 1   

(Projects are advertised only once.  If your project requires additional publication dates, indicate the specific dates and quantity above)

Charge number: __ __ __ - __ __ - __ __ __ __ __ __ 
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