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Preparing a Responsive BidPreparing a Responsive Bid

Caltrans mission is to improve mobility 
across California.  The construction 
industry is our partner in achieving 
this mission.

The following information is provided to assist our 
industry partners in preparing bids responsive to 
state and federal contracting requirements.



Preparing A Responsive BidPreparing A Responsive Bid

Notice:
Although we have strived to make this document as complete 

as possible, contractors are advised that individual 
contracts may have unique requirements.  Bidders are 
advised to thoroughly review the contract documents 
(plans, specifications, materials information, bid items and 
addenda) to submit bidder’s inquiries as necessary.

Disclaimer:
The Department of Transportation (Caltrans) has provided this 

information as a convenience to bidders.  It does not 
constitute a legal standard, nor does it establish 
departmental policy.



Bidding Bidding –– 12 Basic Requirements12 Basic Requirements
1. Review and understand the contract requirements 
2. Be trustworthy and posses the quality, fitness, capacity 

and experience to perform a public works contract
3. Possess a valid Contractors License in CA of type(s) 

specified for contract
4. Legibly complete all bid items (unit prices and extensions)
5. Acknowledge any addenda
6. Sign the Bid
7. Claim appropriate preferences
8. List subcontractors (greater of 1/2 of 1%, or $10,000)
9. Provide bidder security = 10% of your bid (either bond or 

cashier’s check)
10. Complete the certifications
11. Submit UDBE or DVBE forms with bid or by 4th day after
12. Submit the bid by time specified to the correct location



Bid Book Contents Bid Book Contents -- CoverCover

This is a typical bid 
book for a Caltrans 
construction contract
Note the following:

– Contract Number
– Federal Aid number

(absent from State-only 
funded contracts)

– Bid opening date



Completing Your Bid Completing Your Bid –– Page 1Page 1
Legibly print or type 
company information 
including address, 
telephone number and fax.
Include license number 
(type not required). 
Make sure your license is 
in good standing.
Note the bid interpretation 
rules in case of price 
discrepancy (e.g missing 
unit price, decimal error, 
etc.)



Completing the Bid Completing the Bid –– Page 2Page 2
Page 2 is the Signature 

Page
Acknowledge 
addenda
Indicate type of bid 
security included
Sign and date bid
Legibly print or type 
name and title of 
person signing
Late bids are not 
accepted



Completing the Bid Completing the Bid –– Item PagesItem Pages
Note the fully completed, 

legible example
Legibly complete all unit 
prices and extensions
Use large figures
Remember decimals
Avoid bidding to the 
penny if possible
Keep figures within the 
columns
Omit dollar symbols ($)



Completing the Bid Completing the Bid –– Item PagesItem Pages
Make edits neatly
Use black or dark blue 
ball point pen
Check your math
If you submit a 
recreated item page 
(e.g. from a 
spreadsheet), it must 
include the same 
information as the 
original form



Completing the Bid Completing the Bid –– Item PagesItem Pages

Note the blank bid 
item
Failure to complete 
an item renders 
the bid non-
responsive.



Completing the Bid Completing the Bid –– Item PagesItem Pages
Note the messy 
example.
Do not:
– round item totals
– write in lump sum 

boxes
– change quantities or 

units
– make stipulations or 

conditions on your bid
– Staple or tape addenda 

replacement page over 
the old page. (Remove 
the old page and insert 
the addenda page)



Completing the Bid Completing the Bid –– Subcontractor ListingSubcontractor Listing

Public Contract Code 4104 
requires listing of 1st tier 
subcontractors with the bid
– performing at least ½ of 1 

percent of the bid total or 
$10,000, whichever is 
greater

– It is not necessary to list 
suppliers or truckers

The form must include 
subcontractor names, 
cities, percentages & items
For partial items, write 
“partial” and include work 
description
Group items by firm



Completing the Bid Completing the Bid –– Subcontractor ListingSubcontractor Listing

Messy example
Note bidder did not 
include description of 
partial work
Failure to list a 
subcontractor or listing 
two subcontractors for the 
same work means the 
bidder agrees to perform 
the work
Bidders are not allowed to 
change the subcontractor 
listing after bid opening 
except in case of a listing 
error (PCC 4107 et seq.)



Completing the Bid Completing the Bid –– Subcontractor ListingSubcontractor Listing

Messy subcontractor list
Bidder must specify 
percentages for partial 
items
Percentages are the 
amount of the bid item 
subcontracted divided by 
the bid item total
Fax percentages to (916) 
227-6282 within 24 hours 
of bid opening.  
Late submittals not 
accepted



Completing the Bid Completing the Bid –– Request for Small Request for Small 
Business PreferenceBusiness Preference

State-funded contracts 
only
If you are a California 
certified Small Business -
request the Small 
Business Preference
Do not request the Non-
Small Business Preference
Attach copy of your 
certification or write in 
your certification number
Sign and submit form and 
certification with the bid
No preference allowed if 
the completed form is not 
submitted with the bid



Completing the Bid Completing the Bid –– Request for NonRequest for Non--Small Small 
Business PreferenceBusiness Preference

State funded contracts 
only
If you are not a small 
business, but commit to 
using at least 25% 
California certified small 
businesses, request the 
non-small business 
preference
Do not request the small 
business preference
Sign and submit the form 
with the bid
No preference allowed if 
the completed form is not 
submitted with the bid



Completing the Bid Completing the Bid –– Request for NonRequest for Non--Small Small 
Business PreferenceBusiness Preference

Complete and sign the 
form.
Mail the list of certified 
small business 
subcontractors so it is 
received within 2 business 
days of bid opening
Faxes not accepted
No preference given if 
form is received late
A request for the non-
small business preference 
can not displace a small 
business from the contract 
award



Completing the Bid Completing the Bid –– California California 
Company PreferenceCompany Preference

State funded contracts 
only
Select one of the 
California Company 
options or
Select the non-
California Company 
option
Date and sign the form
Submit the form with 
the bid
No preference given if 
form is received late



Bid SecurityBid Security
A bid security in the 
amount of at least 10% 
of the bid is required 
with the bid
Acceptable forms of bid 
security are:
– A bid bond from a CA 

admitted surety
– Cashier’s or Certified 

Check
– Cash (not recommended)

Letters of credit or 
personal guarantees 
are not accepted



Bid SecurityBid Security
Complete and sign the 
bond form.  Surety to sign 
and seal bond form.
Notarize bond form or 
attach all purpose 
acknowledgement
Cashier’s or certified 
checks are held for the 
three low bidders until 
contract approval
Other bidders’ checks are 
returned after bid 
verification
Failure to submit proper 
bid security renders the 
bid non-responsive



Certified DVBE SummaryCertified DVBE Summary
State funded contracts only
Complete and sign form
List all certified DVBE 
subcontractors and 
suppliers, regardless of tier
Submit with bid or by 
fourth business day after 
bid opening.
Faxes not accepted
Late Certified DVBE 
Summary forms render the 
bid non-responsive



Small Business StatusSmall Business Status

Federal aid 
contracts only
Voluntary 
information
Please complete 
and submit the 
form with the bid



UDBE InformationUDBE Information
Federal aid contracts only 
List all certified 
Underutilized DBE (UDBE) 
firms subcontractors & 
suppliers regardless of tier :

– African American
– Asian Pacific Islander American
– Native American
– Women

Include UDBE Information -
Good Faith Efforts forms
Submit with bid or by 4th 
business day after bid 
opening. Faxes not accepted
Late forms not accepted



Certifications Certifications –– Lobbying DisclosureLobbying Disclosure

Federal aid 
contracts only
Read Federal Aid 
Projects 
Disclosure of 
Lobbying 
Activities 
Certification



Certifications Certifications –– Lobbying Lobbying 
Disclosure Form InstructionsDisclosure Form Instructions

Federal aid 
contracts only
If your company 
employs a 
lobbyist, read the 
disclosure form 
instructions



Certifications Certifications –– Disclosure of Disclosure of 
Lobbying Activities Lobbying Activities 

Federal aid 
contracts only
If your company 
employs a 
lobbyist, complete 
and sign the form.
Submit the form 
with the bid.



Certifications Certifications –– EEO & Title 49EEO & Title 49
Federal aid contracts only
Equal Employment 
Opportunity Regulation 
Certification
– Read, insert bidder name, 

check either “has” or “has 
not”.

Title 49 CFR, Part 29, 
Debarment and 
Suspension Certification
– Read form.
– List exceptions to 

certification

Acme x

N/A



Certifications Certifications –– NLRB, Antitrust NLRB, Antitrust 
and Responsibilityand Responsibility

Read the National 
Labor Relations Board 
certification
Read the Antitrust law 
certification.
– Select either “has” or 

“has not”. 
– If you have been 

convicted of an 
antitrust offense, 
provide details in the 
space provided or 
attach a statement



Certifications Certifications –– NLRB, Antitrust NLRB, Antitrust 
and Responsibilityand Responsibility

Read the Bidder 
Responsibility 
Questionnaire.
– Select “yes” or “no” for 

each question
– If “yes” for any 

response, attach a 
statement with details 
of the non-
responsibility 
determination



Helpful Information Helpful Information –– Bid BookBid Book

If you disassemble the bid book, put 
the pages back in order before 
stapling
Do not attach addendum
Do not tape or staple bid bond or 
DVBE information on inside cover



Bid Verification & ResultsBid Verification & Results
Your sealed bid will be opened and read publicly.
After bid opening, all bids are verified and 
entered into the Bid Opening System
Illegible bids or non-responsive bids delay bid 
verification and posting of bid results
Verified bids posted on the hotline (916-654-5500) 
about 6 pm after bid opening.
Bid summaries posted on the Internet 
(http://www.dot.ca.gov/hq/esc/oe/awards/bidsum_
html/6week_list.php) within two business days 
after bid opening



If YouIf You’’ve Made A Mistakeve Made A Mistake
Public Contract Code 5100 et seq. allows bidders 
to seek relief from their bid in case of an error.
To qualify for relief, you must have made a 
mistake in filling out the bid.
Download the relief of bid form at : 
http://www.dot.ca.gov/hq/esc/oe/contractor_info/r
elief.pdf
Follow the instructions on the form
Fax the completed form and attachments to (916) 
227-6282 by 4 pm on the 5th business day after bid 
opening



Reminder: Bidding DeadlinesReminder: Bidding Deadlines

4:00 pm, 5 business days after bidRelief of Bid Request

4:00 pm, 4 business days after bidUDBE & Good Faith Efforts forms
Or DVBE form 

4:00 pm, 2 business days after bidCert. SBE List for Non SB 
Preference

4:00 pm, 2 business days after bidSubcontractor Substitution
2:00 pm, 24 hours after bidSubcontractor Percentages
With your bidSubcontractor List
With your bidCC Preference
With your bidNon SB Preference
With your bidSB Preference
2:00 pm on date specifiedBid
DeadlineItem



Thank you for doing business with 
Caltrans.  We wish you success.

For information on current and 
upcoming contracting opportunities, 
please visit our website at:

http://www.dot.ca.gov/hq/esc/oe/contractor_info/


