Bureau of General Services
Planning, Design & Construction Division

SAMPLE LETTER OF AWARD – CONSTRUCTION CONTRACT

Instructions
· Provide the project information in the highlighted text below and other text revisions as required.
· If Alternate bids are accepted as part of the bid award show the Base bid amount and each of the selected Alternate bids by number and dollar amount.  If no Alternates are accepted delete the lines showing Base bid and Alternates.
· If the contract value is more than $125,000 indicate that contract bonds are required.  If bonds are not required delete the words “, contract bonds”.
· [bookmark: _GoBack]Prepare three original copies of the contract, with all form fields filled in, and enclose with this letter of award.  The contractor signs first and forwards all three originals to the contracting agency; the contracting agency signs next and forwards all three originals plus bonds and insurance certificates to BGS for approval.
· Remove the highlighted color on the text, if you wish, when editing is complete.
· Copy the completed text below onto contracting entity letterhead.
· A copy of this letter can be sent electronically to BGS and Architect/Engineer.



Insert date

Construction company representative
Construction company name
address
municipality, state zip code

RE:  title of project as shown on bidding documents


Dear name of construction company representative,

You are hereby notified that the name of contracting entity has authorized an award of a contract to you in the amount of contract amount written in words dollars ($0,000,000.00).  The project completion date is date as stated in the bidding documents.
Base bid	$0,000,000.00
Alternate bid number	$00,000.00
Alternate bid number	$00,000.00
[bookmark: BM_1_]	
Enclosed are three copies of the construction contract for your signature.  Please return each of the signed contracts, contract bonds and insurance certificates in their entirety to name of contracting entity, within ten calendar days of the receipt of this letter, for further processing.  A fully executed copy of the contract will be returned to you as soon as the necessary signatures have been obtained and the documents are approved by the Bureau of General Services.

If you choose to proceed with material procurement, planning and scheduling of work in order to advance the project, please be alerted that any financial commitments made prior to the contract document being fully executed are made at your own risk and discretion.  In the event you fail to execute a contract within the stipulated time the State of Maine may elect to withdraw this award.

Thank you for your interest in this project.

Sincerely,



Name of contracting entity representative
Title of contracting entity representative

Encl.

cc:	Name of BGS representative – Bureau of General Services
	Name of Architect or Engineer of record – name of A/E firm
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