
PUBLIC WORKS INITIAL SET-UP

Transmittal for BID and /or Contract Documents

	DATE:
	     
	

	
	

	FROM:
	     
	
	     

	
	(DISTRICT NAME)
	(REPRESENTATIVE)

	
	
	
	

	TO:
	District Financial Services
	
	

	
	San Bernardino County Superintendent of Schools

	
	

	SUBJECT:
	Checklist of Documents Submitted for Contracts / Agreements Over

	
	The Legal Bid Limit

	
	
	
	

	
	

	VENDOR NAME:
	     

	
	
	
	

	Vendor #
	     
	District Contract / Project #
	     

	
	
	

	
	Original Bid / Contract Amount: $
	     

	
	
	
	

	
	
	
	

	DOCUMENTS ATTACHED:
	
	

	
	
	
	

	1.
	Purchase Order / Contract / Agreement (signed by a board authorized agent)
	     

	
	
	Including:
	
	

	
	
	* purpose of contract/obligation of parties
	


	
	
	* time period
	

	
	
	* amount of contract and payment conditions
	

	
	
	* Indemnification – Hold Harmless Agreement
	

	2.
	Payment Bond (Public work in excess of $25,000.00)(Proof of CA-admitted surety. Print out web site from Department of Insurance or certificate from county clerk and attach to bond).
	     

	3.
	Performance Bond (if required by contract)
	     

	4.
	Certification of Board of Trustees action awarding the bid to the lowest responsible bidder
	     

	5.
	Bid Opening Summary (bid recap of all bidders)
	     

	6.
	Proof of Bid publication (see GC 6066)
	     

	7.
	Division of State Architect (DSA) Approval
	     

	
	(for construction projects including purchase of relocatables that have student occupancy)
	

	8.
	Other
	
	
	     

	
	
	
	

	
	
	
	

	DFS: Verification for Receipt of Above Listed Contract Documents

	
	
	
	

	
	
	
	

	 Reviewed by:
	     
	
	     

	
	
	                    District Financial Services
	  Date


*PLEASE SUBMIT TWO (2) COPIES TO DFS
WITH THE FIRST PAYMENT*
CHANGES TO ORIGINAL CONTRACT

Transmittal for BID and / or Contract Documents

	DATE:
	     
	

	
	

	FROM:
	     
	
	     

	
	(DISTRICT NAME)
	(REPRESENTATIVE)

	
	
	
	

	TO:
	District Financial Services
	
	

	
	San Bernardino County Superintendent of Schools

	
	

	SUBJECT:
	Checklist of Documents Submitted for Contracts / Agreements Over

	
	The Legal Bid Limit

	
	
	
	

	
	

	VENDOR NAME:
	     

	
	
	
	

	Vendor #
	     
	District Contract / Project #
	     

	
	
	

	
	Original Bid / Contract Amount: $
	     

	
	
	
	

	
	
	
	

	DOCUMENTS ATTACHED:
	When applicable please submit

	
	
	
	

	1.
	Escrow in Lieu of Retention
	P.C. Code
	     

	
	A.
	 Reduction of retention
	
	     

	
	B.
	Change of Escrow Agent
	
	     

	
	
	

	2.
	Change Order Number (cannot exceed the greater of 10% or BID amount)
	     

	
	A.
	Structural changes require DSA approval
	     

	
	B.
	Non Structural changes letter from architect stating so
	     

	
	
	
	

	3.
	Board acceptance of change order
	     

	
	
	

	4.
	Stop Notice
	     

	
	
	

	5.
	Release of Stop Notice
	     

	
	
	

	6.
	Pending Change Order
	        

	
	
	Board Approval Date        
	

	
	
	
	

	

	DFS: Verification for Receipt of Above Listed Contract Documents

	
	
	
	

	Reviewed by:
	     
	
	     

	
	
	                    District Financial Services
	  Date


	
	
	**PLEASE SUBMIT TWO (2) COPIES TO DFS**

	



FINAL PAYMENT ON ORIGINAL CONTRACT

Transmittal for BID and / or Contract Documents

	DATE:
	     
	

	
	

	FROM:
	     
	
	     

	
	(DISTRICT NAME)
	(REPRESENTATIVE)

	
	
	
	

	TO:
	District Financial Services
	
	

	
	San Bernardino County Superintendent of Schools

	
	

	SUBJECT:
	Checklist of Documents Submitted for Contracts / Agreements Over

	
	The Legal Bid Limit

	
	
	
	

	
	

	VENDOR NAME:
	     

	
	
	
	

	Vendor #
	     
	District Contract / Project #
	     

	
	
	

	
	Original Bid / Contract Amount: $
	     

	
	
	
	

	
	
	State Bond Project:
	 FORMCHECKBOX 


	
	
	
	

	
	
	
	

	DOCUMENTS ATTACHED:
	When applicable please submit

	
	
	
	

	1.
	Notice of Completion and/or Board Acceptance ………………………….
	 FORMCHECKBOX 


	2.
	Release of Retention ……………………………………………………….
	 FORMCHECKBOX 


	3.
	FINAL PAYMENT, retention with Escrow Agent, NO FURTHER CHANGES ANTICIPATED
	 FORMCHECKBOX 


	
	
	

	Retention payment and/or final progress payment will not be released without all completed documentation listed on page 1 and all applicable completed documentation listed on pages 2 and 3.

	

	

	

	

	

	

	

	

	DFS: Verification for Receipt of Above Listed Contract Documents

	

	Reviewed by:
	     
	
	     

	
	
	                    District Financial Services
	  Date


***PLEASE SUBMIT TWO (2) COPIES OF THIS FORM TO DFS***
DFS


File Number





#________





DFS


File Number





#________





DFS


File Number





#________
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