PLACE LETTER ON TOWN/CITY/AGENCY LETTERHEAD
[Modify as noted below using F11 key to navigate.  Delete “Notes to Preparer”]

{DATE}
{PROGRAM MANAGER} or {DIVISION PROJECT MANAGER}
Local Programs Management Office [Note to Preparer: Modify address as necessary]
NCDOT

1595 Mail Service Center

Raleigh, NC 27699-1595
Subject:
Request for concurrence to award construction contract

{PROJECT DESCRIPTION}
{TOWN/CITY}, {NAME} County

Project TIP # {NUMBER}, WBS Element: {NUMBER}
Dear {TPC} or {DPM}:

The {TOWN/CITY} advertised for bids on {DATE} and opened bids on {DATE}, per the guidance in the NCDOT Construction Authorization Letter dated {DATE}.  Please find enclosed the following items: [Note to Preparer: All items may be submitted by attachments to e-mail or uploaded on Local Project Management System]
· A copy of the advertised proposal, plus any addendums issued during the advertisement period

· Itemized Bid tabulation sheets (comparing eng. est. to responsive bids and over/under percentages)

· Signed Copy of City/Town/County resolution to accept low bid

· Copy of the Low Bidder’s itemized estimate from Bid Proposal
· Copy of Non-collusion affidavit from Bid Proposal (signed and sealed)
· Copy of DBE Subcontractors Listing from Bid Proposal

· Good Faith Effort Documentation (if applicable)
· Letters of Intent to Subcontract (if applicable)

The final engineer's estimate is ${AMOUNT}.  The low bid was submitted by {LOW BIDDER} in the total amount of ${AMOUNT}.  This bid was {NUMBER}% {LOWER OR HIGHER} than our final engineer’s estimate.  [Note to Preparer: If the low bid is more than 10% higher than the final engineer’s estimate, justification should be provided either as to why the estimate is low (i.e. current materials prices are higher than originally estimated) or why the bid should be accepted, rather than re-bid.]
A Disadvantaged Business Enterprises goal was established at {NUMBER}% for this project and was {achieved/not achieved} by the low bidder.  [Note to Preparer: If DBE goal is not achieved, include the following]  We have reviewed the efforts by the low bidder to meet the DBE goal and believe the low bidder made a good faith effort to solicit DBEs.  See attached documentation.
We have conducted an item-by-item review of the bids and have concluded that {LOW BIDDER} has properly prepared its bid with no irregularities and no questionable prices.

The contract date of availability shall be {EITHER DATE OR "upon written notice to proceed"} and the completion date shall be {NUMBER} calendar days after written notice to proceed.  Liquidated damages shall be assessed at ${AMOUNT} per calendar day.

By signing this letter the {CITY/TOWN} certifies that all applicable federal and state guidelines and policies were followed in the bid process.

The responsible staff person in charge of this project during the construction phase will be {NAME}.  Their contact information is:

{PHONE NUMBER}
{E-MAIL}
We request that the NCDOT review the bid package, accept the low bid, and concur in award of this construction contract to the lowest responsible bidder— {LOW BIDDER}.
Sincerely,

{Name of Local Government Project Manager}
encl.

