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Sample
Bid Package Cover Letter
Invitation to Bid

Date:


__________________________________________
RE:
Bid Package

For Property Owner:
___________________________________________

Address:

___________________________________________




___________________________________________

Telephone No.

___________________________________________
Staff Contact for Questions:

_______________________________

Instructions on How to Access Property:
_______________________________________

___________________________________________________________________________

___________________________________________________________________________

Date, Time and Place Bid is Due:

__________________________________







Date







__________________________________







Time







__________________________________







Place

______________________________________________________________________________

Dear Contractor:
1.  
Because you have qualified as a contractor for the __________________________’s CHIP 
Program, you are invited to submit a proposal for improvements listed on the attached work 
write-up for the referenced property.

2.
If you are interested in submitting a bid, it must be delivered to the location listed above in a 
sealed envelope labeled as follows:





Bid Submission





City/County CHIP Program





For:  Owner Name and Owner Property Address
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3.
Bids must be prepared using the Bid and Proposal form enclosed herein and bidder’s 
signature must be completed in ink.
4.
As of the date, time and place written above, the bids will be opened and publicly read. All bids 
will be reviewed jointly by the Property Owner and the _______________’s CHIP Program staff.  
Bids must include all requested work items, conform to the program’s Written Rehabilitation 
Standards/Specifications and be responsive, accurate and cost reasonable.  The Property Owner 
will select a contractor to perform the work and the contract will be executed between the 
Property Owner and the winning contractor.

5.
You are reminded to bid only on the items designated on the work write-up.  Should the owner 
request additional work or deletion of any work from the write-up while you are inspecting the  
property, or should you feel additional work is needed, list those items with costs on a separate 
piece of paper or your letterhead stationery.  All additional items 
will be considered separately 
from the base bid and consideration of any changes will be negotiated with the owner after 
the bid opening. 
6.
The Property Owner has the right to reject any and all bids.

7.
For your convenience, the Property Owner’s telephone number is listed above.  Please contact 
the Property Owner prior to making your inspection so as to prevent any intrusion of privacy on 
the occupants.

8.
Should you have any questions or concerns about any of the items on the work write-up, please 
contact the “Staff Contact” listed above for clarification prior to bidding.

9.
You are reminded that your bid should be inclusive of all taxes, fees and permits.
10.
Upon selection of the winning contractor, the Property Owner will authorize the State 
Recipient to send a Bid Award Notice to the selected contractor.  The Bid Award Notice  
will 
notify the selected contractor of the date, time and location of the pre-construction 
conference.  The Bid Award Notice will advise the selected contractor that construction 
cannot 
begin until after attendance at the pre-construction conference with the Property 
Owner and the 
State Recipient and not until after the Property Owner executes and issues the “Notice to 
Proceed” which must also be executed by the selected contractor.
11.
Included with this Invitation to Bid are:


a.
Regular rehabilitation work write-up (without cost estimates)

b.
Written Rehabilitation Standards/Specifications for regular rehabilitation

c.
Lead Based Paint Hazard Reduction work write-up (without cost estimates)


d.
Library of Model Specifications for Lead Hazard Evaluation and Reduction

e.
bid and proposal form (Make sure that the bid form makes it clear that all bids are 

to include permit fees and sales taxes.  Additionally, some State Recipients 


combine the bid form with the actual final construction contract.  This allows the 


contractor to see exactly the terms and conditions of the contract if he or she is 


awarded the contract.  This method is a legally enforceable bid when signed by 


the contractor.  It only becomes a binding contract obligating the contractor to 


perform the work and the owner to pay for the work when the owner signs the 


document.)


f.
arbitration agreement (if used by your local program as the mechanism to settle 


disputes). (If a State Recipient utilizes this mechanism to settle disputes, a copy of 

the agreement 
should be a part of the bid package.  The instructions should tell 


the contractor to sign the agreement, as by doing so he indicates his 



willingness to follow this required procedure.  The document does not 



become binding until it is signed by the owner at the time the construction 



contract is signed.)  An arbitration clause is included in the sample 
construction 


contract in Appendix A.


g.
sample construction contract that will be used when bid is accepted including



Exhibit G, HOME Addendum to Rehabilitation Contract.


12.
If you are not interested in bidding on this project, please sign on the line below and return 
this letter to our office.


______________________________________________

____________


Signature of Contractor Not Interested In Bidding


Date

