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Sealed Bids Or Proposals (Sample)

Dear Reader:
The following document was created from the MTAS website (mtas.tennessee.edu). This website is
maintained daily by MTAS staff and seeks to represent the most current information regarding issues
relative to Tennessee municipal government.
We hope this information will be useful to you; reference to it will assist you with many of the questions
that will arise in your tenure with municipal government. However, the Tennessee Code Annotated and
other relevant laws or regulations should always be consulted before any action is taken based upon
the contents of this document.
Please feel free to contact us if you have questions or comments regarding this information or any other
MTAS website material.
Sincerely,
The University of Tennessee
Municipal Technical Advisory Service
1610 University Avenue
Knoxville, TN 37921-6741
865-974-0411 phone
865-974-0423 fax
www.mtas.tennessee.edu
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Sealed Bids Or Proposals (Sample)

Sealed Bids Or Proposals (Sample)
Reference Number: MTAS-1734
Sealed bids are required on purchases of $2,500* or more. Bids must be advertised in a local
newspaper of general circulation not less than five days before bid opening date.
Purchasing Department's Responsibilities
• Prepare bid requests.
• Establish date and time for bid opening.
• Select possible sources of supply.
• Prepare specifications (unless of a technical nature, such as architectural, engineering, etc.)
using department's input and assistance.
• Mail bid requests and advertise as appropriate. If delivered by hand, a receipt of the bid request should be signed by the vendor.
• Receive and open bids.
• Evaluate bids using department's assistance.
• Prepare bids and make a recommendation on award to governing body for approval.
• Process purchase order after governing body approval.
• Maintain all specification and bid data files.
Using Department's Responsibilities
• Prepare requisition to begin bid process. This should contain specific information about items
needed. For example, quantity, size, brand preferred, performance requirements, etc.
• Submit requisition to begin bid request to the purchasing department at least three weeks prior
to the date bids are to be opened.
• Assist in specification preparation if needed.
• Assist in evaluation of bid results.
General Information
The following policies shall apply to sealed bids:
1. Bid or Proposal Opening: Bids will be opened at the time and date specified on the bid request. All
bids are opened publicly and read aloud, with a tabulation provided to all vendors participating.
Proposals for extensive systems, complicated equipment, or construction projects, with prior approval of
the governing body, may be opened privately in cases where the disclosure of the contents of the
proposal could not readily be evaluated and would have a negative impact on both the vendor and the
city.
2. Electronic Bids: The invitation for bids shall be distributed electronically and bids shall be
considered when they are received in hand at the designated office if by the time and date set for
receipt of bids. Such electronic bids or proposals shall contain specific reference to the Invitation for
Bids; the items, quantities, and prices for which the bid is submitted; the time and place of delivery; and
a statement that the bidder agrees to all the terms, conditions, and provisions of the Invitation for Bids.
3. Late Bids: No bids received after closing time will be accepted. All late bids will be returned
unopened to the vendor. Bids postmarked on the bid opening date but received after the specified time
will be considered late and will be returned unopened.
4. Bid Opening Schedule: The Purchasing department is responsible for setting bid opening dates and
times.
5. Telephone Bids: The Purchasing department will not accept any bid by telephone.
6. Bid Form: The Purchasing department sends duplicate copies of bid request forms to each bidder,
thereby enabling the bidder to return one and maintain a file copy. Bids will not be accepted on any
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vendor letterhead, vendor bid form, or other substitutions unless special permission is given by the
purchasing department.
7. Unsigned Bids: Failure of a vendor representative to sign a bid proposal removes that bid from
consideration. A typed official's name will not be accepted without that person's written signature.
8. Acceptance of Bids: The city reserves the right to reject any or all bids, to waive any irregularities in
a bid, to make awards to more than one bidder, to accept any part or all of a bid, or to accept the bid (or
bids) that in the judgment of the governing body is in the best interest of the city.
9. Shipping Charges: Bids are to include all shipping charges to the point of delivery. Bids will be
considered only on the basis of delivered price, except as otherwise authorized by the governing body.
10. Sample Product Policy: The purchasing department may request a sample product as part of a
bid. If this is stated on the bid proposal form, the vendor is required to comply with this request or have
the bid removed from consideration.
11. Approved Equal Policy: Specifications in the request for bid are intended to establish a desired
quality or performance level or other minimum requirements that will provide the city with the best
product available at the lowest possible price. When a brand name or model is designated, it signifies
the minimum quality acceptable. If an alternate is offered, the bidder must include the brand name or
model to be furnished, along with complete specifications and descriptive literature and, if requested, a
sample for testing. Brands or models other than those designated as "equal to" products shall receive
equal consideration.
12. Alternate Bids: Should it be found, after bids have been opened, that a product has been offered
with an alternative specification and that this product would be better for the city to use, all bids for that
item may be rejected and specifications redrawn to allow all bidders an equal opportunity to submit bids
on the alternate item.
13. Vendor Identification: Potential suppliers are selected from existing vendor files using
department's suggestions and any and all sources available to locate vendors related to a specific
product or service. New suppliers are added to the bid list as they are found.
14. Tie Bids: A tie bid is one in which two or more vendors bid identical items at the same unit cost.
The winning bidder among tie bids may be determined by one of the following factors:
• Discount allowed
• Delivery schedule
• Previous vendor performance
• Vendor location
• Trade-in value offered
15. Cancellation of Invitation for Bid or Request for Proposal: An invitation to bid, a request for
proposal, or other solicitations may be canceled, or any or all bids or proposals may be rejected in part
as may be specified in the solicitation when it is in the best interest of the city. The reasons shall be
made a part of the bid or proposal file.
16. Public Advertisement: In addition to publication in a newspaper of general circulation as required
by law, the purchasing agent may make any other efforts to let all prospective bidders know about the
invitation to bid. This may be accomplished by delivery, verbally, mail, or by posting the invitation to bid
in a public place. It is not required that specifications be included in the invitation to bid. However, this
notice should state clearly the purchase to be made.
17. Mistakes in Bids: Mistakes in bids detected prior to bid opening may be corrected by the bidder
withdrawing the original bid and submitting a revised bid prior to the bid opening date and time. Bidder
mistakes detected by the bidder after the bids have been opened based on miscalculation may be
withdrawn only with the approval of the purchasing agent. The purchasing agent shall determine if all or
a portion of any bid bond shall be surrendered to the city as liquidated damages for any costs
associated with the bid withdrawal.
18. Bid Bond: The purchasing agent may require that bidders submit a bid bond or other acceptable
guarantee equal to 5 percent of the bid to ensure that the lowest responsible bidder selected by the
board enters into a contract with the city. All or a portion of the bid bond shall be surrendered to the city
as liquidated damages should the successful bidder fail to enter into a contract awarded by the board.
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19. Performance Bond: The purchasing agent may require and then include in the bid documents a
requirement for the successful bidder to post a performance bond or other guarantee satisfactory to the
city attorney that insures the faithful performance of all of the terms and conditions of the purchase
contract.
*Unless lowered or increased to the maximum allowed by law by the governing body.

DISCLAIMER: The letters and publications written by the MTAS consultants were written based upon the law at the time and/or a specific
sets of facts. The laws referenced in the letters and publications may have changed and/or the technical advice provided may not be
applicable to your city or circumstances. Always consult with your city attorney or an MTAS consultant before taking any action based on
information contained in this website.
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