

SAMPLE FOR CERTIFIED LPAs
Review and, with track-changes turned on, update details and page numbers to be consistent with Certified LPA’s Bid Book, General Conditions, and related documents. Delete this instructional header.
INSTRUCTIONS FOR MODIFYING BID

General - Bid modifications must be received in writing by hand delivery, mail, parcel delivery service, or by scanning completed form and submitting via email transmission prior to the time designated for Bid Closing.  Bid modifications received after Bid Closing will not be considered.  Incomplete or late transmittals will not be accepted, regardless of reason.  Submittals in writing to revise electronic Bids will not be permitted. See 00120.60(b).

Bids will be modified at the Bid Opening according to the information received.

Instructions and Format - Make modifications to Bids according to the format shown on page 28 of this Bid Booklet and the following:

Prepare the modifications on the Bidder's letterhead stationery.

Include the Project title and the Bidder's company name.

Make changes (increase/decrease statement) for each affected Bid Item.  (Lumping the changes into one Bid Item may result in the Bid Item being unbalanced, causing the Bid to be considered irregular and constituting grounds for Bid rejection.)

List all decreased-in-Bid items in numerical order first, then list all increased-in-Bid items.

Show the total difference in the Bid last.  (Do not refer to your original Bid total.  Do not show a new Bid total.  Do not include a new Bid Schedule.)

Print name and sign the letter by an individual authorized to execute Bids.

[bookmark: _Hlk143517687]Hand Delivery - If delivering by hand, deliver to the following address [Insert any other needed instructions to confirm on-time delivery, such as a date and time stamp requirements.]:

Agency Name
Street Address / Mailing Address
City, Oregon 97###

Mail or Parcel Delivery Service - If delivering by mail or parcel delivery service, send to:

[bookmark: _Hlk143516910]Agency Name
Responsible Unit Name
Street Address / Mailing Address
City, Oregon 97###

Email Transmittals - If using email as transmission, send them according to the following:

Send the scanned completed form via email to the Agency’s Procurement Office at: AgencyName@Email.gov.  Email transmittals will be accepted only at this email address.

The time of receipt of email transmittals received by the Agency will be determined by the time which the email transmittal is electronically received by the Agency’s Procurement Office email inbox.

The Agency is not responsible for any failed or partial email transmissions of Bid changes, caused by whatever reason, mechanical failure or otherwise. 

Complete Bids will not be accepted by email.
SAMPLE FOR CERTIFIED LPAs
[bookmark: _Hlk143510447]Review and, with track-changes turned on, update details and page numbers to be consistent with Certified LPA’s Bid Book, General Conditions, and related documents. Delete this instructional header.

09-01-23	28	Bid (Federal)
BB62_MODIFY_BID_FED
LETTER FORMAT FOR MODIFYING BID

(NOTE: Text shown as "italic-underline" are instructions for preparing the letter for modifying Bids.) (Submittals in writing to revise electronic Bids will not be permitted. See 00120.60(b).)

(Prepare on Bidders Letterhead Stationery)

(Bid Opening Date)


Mail or Parcel Delivery Service Address:
	Agency Name
Responsible Unit Name
Street Address / Mailing Address
	City, Oregon 97###

Hand Delivery Address (Insert any other needed instructions to confirm on-time delivery, such as a date and time stamp requirements.):
Agency Name
Street Address / Mailing Address
City, Oregon 97###

SUBJECT:	Modifications to Bid
		(Project Title)
		(Bidders Company Name)


(For a decrease in a Bid amount: Copy and paste the following line for each Bid Item reduction.)

Reduce Bid Item No.               by $             per _________ (Indicate unit of measurement, e.g., ton, cu. yd., sq. ft., etc.)


(For an increase in a Bid amount: Copy and paste the following line for each Bid Item increase.)

Increase Bid Item No.              by $             per _________ (Indicate unit of measurement, e.g., ton, cu. yd., sq. ft., etc.)


This will (increase/decrease) our total Bid by $                                 . 	(Only show the total increase or decrease of your Bid. Do not show a new Bid total.)



	_________________________________
	(Printed name of individual signing below.)


	_________________________________
	(Signed by an individual authorized to sign Bids and execute documents.)


