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ADVERTISEMENT FOR BIDS 

ADDITIONS TO  ROBERTSDALE HIGH SCHOOL
FOR THE BALDWIN COUNTY BOARD OF EDUCATION
BAY MINETTE, ALABAMA

MCKEE PROJECT NO. 23-195
    
Sealed proposals for this project shall be received by Mr. Tom Waters, Business 
Operations/Purchasing Manager, 2600-A North Hand Ave., Bay Minette, Alabama, 36507, until 
2:00 PM Central Time, TBA, 2023, then opened and read aloud.

All General Contractors bidding on this project shall be required to visit the site and examine all 
existing conditions prior to submitting their proposal. All Bidders shall have general liability and 
workman�s compensation insurance.

The project shall be bid excluding taxes. Bids must be submitted on proposal forms furnished by 
the Architect or copies thereof.  No bid may be withdrawn after scheduled closing for receipt of 
bids for a period of ninety (90) days.  The Owner reserves the right to reject any or all proposals 
and to waive technical errors if, in the Owners judgment, the best interests of the Owner will 
thereby be promoted.

A certified check or Bid Bond payable to Baldwin County Board of Education in an amount not 
less than five percent (5%) of the amount of the bid, but in no event more than $10,000.00 must 
accompany the bidder's sealed proposal. Performance and statutory labor and material payment 
bonds will be required at the signing of the Contract.

All bidders bidding in amounts exceeding that established by the State Licensing Board for 
General Contractors must be licensed under the provisions of Title 34, Chapter 8, Code of 
Alabama, 1975, and must show evidence of license before bidding or bid will not be received or 
considered by the Architect. All bidders shall show such evidence by clearly displaying their 
current license number on the outside of their sealed envelope in which the proposal is delivered. 

PDFs of the project can be reviewed by going to the McKee website @ www.mckeeassoc.com 
and selecting �Project Bid List�. Also, if you are not receiving NOTIFICATIONS from us, please 
register on our website, �Project Bid List� by selecting manage your bid list profile. The documents 
may be viewed on-line and printed by General Contractors, Sub-Contractors and Suppliers. 
Documents published through this procedure are the only documents endorsed by the Architect. 
The Architect is unable to monitor, confirm and maintain other websites that provide documents. 
Addendums will be provided to entities that have CONFIRMED bidding for this particular project. 
The Architect retains ownership and copyrights of the documents. If bidders require printed sets, 
please submit request to the Architect at mckeeplans@gmail.com. Include your first & last name, 
company name, address, phone number and the McKee project name and number. Print sets are 
to be returned in re-usable condition within ten days after bid opening. 

All RFIs and RFAs regarding the bid documents shall be sent and addressed through emails found on the 
RFI and RFA forms in the project manual.  NOTE:  ONLY THE RFI AND RFA FORMS IN THE PROJECT 
MANUAL WILL BE ACCEPTED.   The Architect will not accept inquiries via telephone or fax.

Completion Time:  See scope of work in Project Manual.

Supervision: Contractor to ensure proper supervision of all work. 

Owner:  Mr. Carl E. Tyler, Superintendent, Baldwin County Board of Education; 2600-A North 
Hand Avenue, Bay Minette, Alabama 36507, Phone: (251) 937-0306



Architect: McKee and Associates Architects, Inc., 631 South Hull Street, Montgomery, Alabama 
36104, Phone: 334.834.9933
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0000- 1

REQUEST FOR INFORMATION

(RFI)

Email this form in its entirety to Project Manager listed below.

The Architect reserves the right not to answer any Request For Information received after 2:00 p.m., Two (2) days prior to 

the bid date.

To: McKee & Associates, Architects                              

Victor Hunt, Project Manager                                  

huntv@mckeeassoc.com                           

Email

Project:_________________________________________ 

Request For Information Number:____________________

From: ____________________________________________                               

Name

____________________________________________

Company

____________________________________________

Email

Project Number:____________________________________

Issue Date: ________________________________________

 BID PHASE                                  CONSTRUCTION PHASE

Procedures for �Explanations and Interpretations�:

a. Should any bidder observe any ambiguity, discrepancy, omission, or error in the drawings and specifications, or in 

any other bid document, or be in doubt as to the intention and meaning of these documents, the bidder should 

immediately report such to the Architect and request clarification.

b. Clarification will be made only by written Addenda sent to all prospective bidders or can be accessed by going 

to the McKee web site - mckeeassoc.com and clicking on the tab �Files� to retrieve the Addendums.  Neither the 

Architect nor the Owner will be responsible in any manner for verbal answers or instructions regarding intent or 

meaning of the Bid Documents.

c. In the case of inconsistency between drawings and specifications or within either document, a bidder will be 

deemed to have included in its bid the better quality or greater quantity of the work involved unless the bidder 

asked for and obtained the Architect�s written clarification of the requirements before submission of a bid.

REQUEST FOR INFORMATION DESCRIPTION: (Fully describe the question or type of information requested.)

REFERENCES/ATTACHEMENTS: (List specific documents researched when seeking the information requested.)

Specification Title: Description:  

Section: Page: Article/Paragraph:   

Drawing Sheet Number: Title:  

Plan:_________________ Elevation:_________________ Section:___________________ Detail:_______________________
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Other:

RECEIVERS REPLY:
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Signed by: Date: Copies to:                              
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REQUEST FOR APPROVAL (RFA)

PRIOR APPROVAL/SUBSTITUTION REQUEST

Email this form in its entirety to Project Manager listed below.

All products, materials, systems, equipment and services requested for prior approval must be submitted to the architect for 

approval no later than 2:00 p.m., Ten (10) days prior to the bid date.

To: McKee & Associates, Architects                              

Victor Hunt                                                   

huntv@mckeeassoc.com                                         

Email

Project: _________________________________________

Re:  

Substitution Request Number: _________________________                               

From: ____________________________________________

Date: ____________________________________________

A/E Project Number: ________________________________

Contract For:  ______________________________________

Specification Title: Description:  

Section: Page: Article/Paragraph:   

Procedures for �Substitutions� and �Pre-Bid Approval�:

a. The identification of any product, material, system, item of equipment, or service in the  Bid Documents by reference 

to a trade name, manufacturer�s name, model number, etc. (hereinafter referred to as �source�), is intended to establish 

a required standard of performance, design, and quality and is not intended to limit competition unless the provisions 

of paragraph �D� below apply.

b. When the Bid Documents identify only one or two sources, or three or more sources followed by �or approved equal� 

or similar wording, the bidder�s proposal may be based on a source not identified but considered by the bidder to be 

equal to the standard of performance, design and quality as specified; however, such substitutions must ultimately be 

approved by the Architect.  If the bidder elects to bid on a substitution without �Pre-bid Approval� as described below, 

then it will be understood that proof of compliance with specified requirements is the exclusive responsibility of the 

bidder.

c. When the Bid Documents identify three or more sources and the list of sources is not followed by �or approved equal� 

or similar wording, the bidder�s proposal shall be based upon one of the identified sources, unless the bidder obtains 

�Pre-bid Approval� of another source as described below.  Under these conditions it will be expressly understood that 

no product, material, system, item of equipment, or service that is not identified in the Bid Documents or granted �Pre-

Bid Approval� will be incorporated into the Work unless such substitution is authorized and agreed upon through a 

Contract Change Order.

d. If the Bid Documents identify only one source and expressly provide that it is an approved sole source for the product, 

material, system, item of equipment, or service, the bidder�s proposal must be based upon the identified sole source.

e. Procedures for �Pre-Bid Approval�.  If it is desired that a product, material, system, piece of equipment, or service 

from a source different from those sources identified in the Bid Documents be approved as an acceptable source, 

application for the approval of such source must reach the hands of the Architect at least ten days prior to the date 

set for the opening of bids. At the Architect�s discretion, this ten day provision may be waived. The application for 

approval of a proposed source must be accompanied by technical data which the applicant desires to submit in 

support of the application. The Architect will give consideration to reports from reputable independent testing 

laboratories, verified experience records showing the reputation of the proposed source with previous users, evidence 

of reputation of the source for prompt delivery, evidence of reputation of the source for efficiency in servicing its 

products, or any other pertinent written information.  The application to the Architect for approval of a proposed 

source must be accompanied by a schedule setting forth in which respects the materials or equipment submitted 
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for consideration differ from the materials or equipment designated in the Bid Documents. 

The burden of proof of the merit of the proposed substitution is upon the proposer.  To be approved, a 

proposed source must also meet or exceed all express requirements of the Bid Documents. Approval, if granted, 

shall not be effective until published by the Architect in an addendum to the Bid Documents.

The undersigned requests consideration of the following product substitution:

Proposed Substitution:                                                                                      

Manufacturer: Address: Phone:  

Trade Name: Model No.:   

Supporting Data Attached:   Product Description      Drawings      Photographs       Performance & Test Data     Specifications

Attached data includes product description, specifications, drawings, photographs, and performance and test data adequate 

for evaluation of the request; applicable portions of the data are clearly identified.         

Attached data also includes a description of changes to the Contract Documents that the proposed substitution will require 
for its proper installation.

The Undersigned states and certifies the following: (Mark Boxes as Applicable)

 Proposed substitution has been fully investigated and determined to be equal or superior in all respects to specified 

product.

or

 Proposed substitution differs from what is specified in the Bid Documents. Submitted Data clearly identifies all differences 

from what is specified in the Bid Documents.

 
 No changes will be required to the Contract Documents for the proper installation of the proposed product substitution.

or

 Changes will be required to the Contract Documents for the proper installation of the proposed product substitution. 

Submitted Data clearly identifies description of changes.

and

 Warranty will be furnished for proposed substitution        Equal to or       Superior to specified product.

 Proposed substitution does not affect dimensions shown on the drawings and functional clearances.

 No changes will be required to the building design, engineering design or detailing by the proposed substitution.

 Proposed substitution will have no adverse effect on other trades and will not affect or delay construction progress 

schedule.

 No maintenance is required by the proposed substitution other than that required for originally specified product.

 Other Information:

The undersigned further states that they have read the corresponding specification sections in the project manual and 

confirms that the function, appearance and quality of the proposed substitution are equivalent to or superior to the 

originally specified product.

Submitted by: (Print) Signature: Date:

Firm: Address:  

Email: Telephone:

A/E REVIEW AND ACTION

 Substitution Approved                                  Substitution Approved as noted                                  Substitution Rejected      

 Substitution Request Received to Late

Comments:
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Signed by: Date:



DCM Form C-3
(must be submitted with DCM Form C-3A) 

August 2021 

PROPOSAL FORM

To: ________________________________________________________ Date: ___________ 
(Awarding Authority) 

For Alternate No. 1 ( . . . . . . . . . . . . . . . . . . . . . . . . . . .  ) 
  (Insert key word for Alternate) 

For Alternate No. 2 ( . . . . . . . . . . . . . . . . . . . . . . . . . . .  ) 

For Alternate No. 3 ( . . . . . . . . . . . . . . . . . . . . . . . . . . .  ) 

For Alternate No. 4 ( . . . . . . . . . . . . . . . . . . . . . . . . . . .  ) 

For Alternate No. 5 ( . . . . . . . . . . . . . . . . . . . . . . . . . . .  )   

For Alternate No. 6 ( . . . . . . . . . . . . . . . . . . . . . . . . . . .  ) 

(add)  (deduct)  $ ________________________   

(add)  (deduct)  $ ________________________  

(add)  (deduct)  $ ________________________  

(add)  (deduct)  $ ________________________   

(add)  (deduct)  $ ________________________  

(add) (deduct)  $ ________________________ 

Page 1 of 2

In compliance with the  

____________________________________________________________________________________ 
(Legal Name of Bidder)

hereby proposes to furnish all labor and materials and perform all work required for the construction of 

WORK _____________________________________________________________________________ 

____________________________________________________________________________________ 

in accordance with Drawings and Specifications, dated _____________________________, prepared by 

____________________________________________________________________, Architect/Engineer. 

The Bidder, which is organized and existing under the laws of the State of ________________________, 

having its principal offices in the City of ___________________________________________________, 

is:      a Corporation       a Partnership      an Individual      (other) ________________________. 

LISTING OF PARTNERS OR OFFICERS:  If Bidder is a Partnership, list all partners and their 
addresses; if Bidder is a Corporation, list the names, titles, and business addresses of its officers: 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 

BIDDER’S REPRESENTATION: The Bidder declares that it has examined the site of the Work, 
having become fully informed regarding all pertinent conditions, and that it has examined the Drawings 
and Specifications (including all Addenda received) for the Work and the other Bid and Contract 
Documents relative thereto, and that it has satisfied itself relative to the Work to be performed. 

ADDENDA: The Bidder acknowledges receipt of Addenda Nos._______ through ______ inclusively. 

BASE BID: For construction complete as shown and specified, the sum of _______________________ 

________________________________________________________ Dollars ($ ___________________) 

ALTERNATES: If alternates as set forth in the Bid Documents are accepted, the following adjustments 
are to be made to the Base Bid: 

Advertisement for Bids and subject   to all the conditions thereof, the undersigned 

headt
Text Box
(Including Any Unit Prices Attached)



UNIT PRICES - (Attach to this Proposal Form the unit prices, if any, on a separate sheet.) 

BID SECURITY: The undersigned agrees to enter into a Construction Contract and furnish the 
prescribed Performance and Payment Bonds and evidence of insurance within fifteen calendar days, or 
such other period stated in the Bid Documents, after the contract forms have been presented for signature, 
provided such presentation is made within 30 calendar days after the opening of bids, or such other 
period stated in the Bid Documents.  As security for this condition, the undersigned further agrees that 
the funds represented by the Bid Bond (or cashier’s check) attached hereto may be called and paid into 
the account of the Awarding Authority as liquidated damages for failure to so comply. 

Attached hereto is a: (Mark the appropriate box and provide the applicable information.) 

Bid Bond, executed by ____________________________________________________as Surety, 

a cashier’s check on the________________________ Bank of ___________________________, 

for the sum of __________________________________________________________________ 

Dollars  ($ ___________________________) made payable to the Awarding Authority. 

BIDDER’S ALABAMA LICENSE: 
State License for General Contracting: _____________________________________________________________ 

     License Number    Bid Limit Type(s) of Work

CERTIFICATIONS: The undersigned certifies that he or she is authorized to execute contracts 
on behalf of the Bidder as legally named, that this proposal is submitted in good faith without 
fraud or collusion with any other bidder, that the information indicated in this document is true and 
complete, and that the bid is made in full accord with State law.  Notice of acceptance may be sent to 
the undersigned at the address set forth below. 

The Bidder also declares that a list of all proposed major subcontractors and suppliers will be 
submitted at a time subsequent to the receipt of bids as established by the Architect in the Bid 
Documents but in no event shall this time exceed twenty-four (24) hours after receipt of bids. 

Legal Name of Bidder _______________________________________________________________________ 

Mailing Address _______________________________________________________________________

(Seal) 

* By (Legal Signature) ______________________________________________

* Name & Title (print) ______________________________________________

Telephone Number     ______________________________________________

Email Address        ______________________________________________

* If other than the individual proprietor, or an above named member of the Partnership, or the above named
president, vice-president, or secretary of the Corporation, attach written authority to bind the Bidder.  Any
modification to a bid shall be over the initials of the person signing the bid, or of an authorized representative.

Page 2 of 2 

Note: A completed DCM Form C-3A: Accounting of Sales Tax must be submitted with DCM Form C-3: Proposal 
Form.  Submission of DCM Form C-3A is required, it is not optional.  A proposal shall be rendered non-responsive if 
an Accounting of Sales Tax is not provided.

DCM Form C-3
(must be submitted with DCM Form C-3A) 

August 2021 
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CONTRACTOR COMPLETION TIME FORM

This Form MUST be submitted with the sealed Proposal.

Additions to 
Robertsdale High School

for the

Baldwin County Board of Education
Bay Minette, Alabama

MCKEE PROJECT NO. 23.195

Legal Name of Bidder ____________________________________________________________

Mailing Address ____________________________________________________________

Per Section 01010, Scope of Work, the General Contractor MUST state his/her completion time on their 
Bid Proposal Form. The Contractor�s Completion Time will be taken into consideration for award of the 
construction contract. 

The General Contractor MUST use this Completion Time Form to state his/her completion time. This Form 
MUST be submitted with the sealed Proposal.

COMPLETION TIME:

All work shall be completed in               Calendar days from Notice to Proceed issued by the Architect.

Legal Signature of Bidder ____________________________________________________________



Page 1 of 1

UNIT PRICE ITEM LEGEND

Additions to 
Robertsdale High School

for the

Baldwin County Board of Education
Bay Minette, Alabama

MCKEE PROJECT NO. 23.195

Legal Name of Bidder ____________________________________________________________

Mailing Address ____________________________________________________________

The General Contractor shall include the Unit Prices below in their Base Bid Proposal. The quantities 
assigned below are above and beyond the amounts required to complete the work required by the bid 
documents. This Unit Price Item Legend shall be submitted with the sealed Proposal.

SCHEDULE OF UNIT PRICES:

UNIT PRICES: The Unit Prices below establishes Unit Prices so that the Owner can delete/add quantities from the 
Contract(s) required.

UNIT PRICE #1: The Contractor shall include in his Base Bid proposal the cost for an Additional 100 Cubic Yards 

Measured In Place (CYMIP) of removal and off-site disposal of unsuitable soil and furnishing, placing and compacting 

of acceptable fill material from below the finished subgrade and tested to meet requirements specified for the affected 

area, in accordance with the Geotechnical Report and Section 02200 "Earthwork." 

100 CYMIP @ ______/CYMIP = $                                        Included in Base Bid    

UNIT PRICE #2:  The Contractor shall include in his Base Bid proposal 50 Cubic Yards Measured In Place (CYMIP) 

for excavation of unsuitable soils, disposal off site of excavated material and furnishing and installation of lean 

concrete mud footing �mud sill� in accordance with [ the Geotechnical Report and ] Section 02200 "Earthwork." 

50 CYMIP @ ______ per CYMIP = $                        Included in Base Bid      

Note: This unit price is not applicable to cost of mud footings that are required due to over-excavation, or due to not 

pouring footings the same date they are excavated, or other reasons indicated in Section 02200 - "Earthwork," or 

Section 03310 - "Concrete."
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ACCOUNTING OF SALES TAX 
Attachment to DCM Form C-3: Proposal Form

To:  _____________________________________________________________  Date:  __________________ 
(Awarding Authority) 

NAME OF PROJECT ______________________________________________________________________ 

__________________________________________________________________________________________ 

SALES TAX ACCOUNTING 

Pursuant to Act 2013-205, Section 1(g) the Contractor accounts for the sales tax NOT included in the bid 
proposal form as follows: 

ESTIMATED SALES TAX AMOUNT 

BASE BID:   $__________________________ 

Alternate No. 1 (………………………….……..)              (add)        (deduct) $__________________________ 
  (Insert key word for Alternate) 

Alternate No. 2 (…………………………….…..)              (add)        (deduct) $__________________________ 

Alternate No. 3 (………………………….……..)              (add)        (deduct) $__________________________ 

Alternate No. 4 (………………………….……..)              (add)        (deduct) $__________________________ 

Alternate No. 5 (……………………….………..)              (add)        (deduct) $__________________________ 

Alternate No. 6 (………………………….……..)              (add)        (deduct) $__________________________ 

Failure to provide an accounting of sales tax shall render the bid non-responsive.  Other than 
determining responsiveness, sales tax accounting shall not affect the bid pricing nor be considered in the 
determination of the lowest responsible and responsive bidder. 

Legal Name of Bidder ______________________________________________________________________ 

Mailing Address            ______________________________________________________________________ 

*By (Legal Signature) _________________________________________

*Name (type or print)   _________________________________________ (Seal)   

*Title   _________________________________________

Telephone Number       _________________________________________

Note: A completed DCM Form C-3A: Accounting of Sales Tax must be submitted with DCM Form C-3: 
Proposal Form.  Submission of DCM Form C-3A with DCM Form C-3 is required, it is not optional.  A 
proposal shall be rendered non-responsive if an Accounting of Sales Tax is not provided.

Email Address             _________________________________________
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The PRINCIPAL (Bidder’s company name and address) 
Name: 
Address: 

The SURETY (Company name and primary place of business) 
Name: 
Address: 

The OWNER (Entity name and address) 
Name: 
Address: 

The PROJECT for which the Principal’s Bid is submitted: (Project name as it appears in the Bid Documents) 

KNOW ALL MEN BY THESE PRESENTS, that we, the undersigned Principal and Surety, jointly and severally, hereby 
bind ourselves, our heirs, executors, administrators, successors, and assigns to the Owner in the PENAL SUM of five 
percent (5%) of the amount of the Principal’s bid, but in no event more than Ten-thousand Dollars ($10,000.00). 

THE CONDITION OF THIS OBLIGATION is that the Principal has submitted to the Owner the attached bid, which is 
incorporated herein by reference, for the Project identified above. 

NOW, THEREFORE, if, within the terms of the Bid Documents, the Owner accepts the Principal’s bid and the Principal 
thereafter either: 

(a) executes and delivers a Construction Contract with the required Performance and Payment Bonds (each in the form
contained in the Bid Documents and properly completed in accordance with the bid) and delivers evidence of
insurance as prescribed in the Bid Documents, or

(b) fails to execute and deliver such Construction Contract with such Bonds and evidence of insurance, but pays the
Owner the difference, not to exceed the Penal Sum of this Bond, between the amount of the Principal’s Bid and the
larger amount  for which the Owner may award a Construction Contract for the same Work to another bidder,

then, this obligation shall be null and void, otherwise it shall remain in full force and effect. 

The Surety, for value received, hereby stipulates and agrees that the obligation of the Surety under this Bond shall not in any 
manner be impaired or affected by any extension of the time within which the Owner may accept the Principal’s bid, and the 
Surety does hereby waive notice of any such extension. 

SIGNED AND SEALED this           day of             ,          . 

ATTEST: 

___________________________________________ 

ATTEST: 

___________________________________________ 

PRINCIPAL: 

___________________________________________ 

By ________________________________________ 

     ________________________________________ 
Name and Title 

SURETY: 

___________________________________________ 

By_________________________________________  

    _________________________________________ 
Name and Title 

Do not staple this form; use clips.

Note: Do not staple this form; use clips.  Purpose: quickly and efficiently scan thousands of documents into DCM’s database.

Page 1 of 1 



DCM Form C-2 
August 2021 

Page 1 of 9 

INSTRUCTIONS TO BIDDERS 
 

CONTENTS 
 

 1. Bid Documents 
 2. General Contractor’s  
 State Licensing Requirements 
 3. Qualifications of Bidders  
 and Prequalification Procedures 
 4. Preference to Resident Contractors 
 5. Examination of Bid Documents and  
 the Site of the Work  
 6. Explanations and Interpretations 
 7. Substitutions 
 8. Preparation and Delivery of Bids 

 9. Withdrawal or Revision of Bids 
10. Opening of Bids 
11. Incomplete and Irregular Bids 
12. Bid Errors 
13. Disqualification of Bidders 
14. Consideration of Bids 
15. Determination of Low Bidder by  
 Use of Alternates 
16. Unit Prices 
17. Award of Contract  

 
1. BID DOCUMENTS: 
 

The Bid Documents consist of the Advertisement for Bids, these Instructions to Bidders, any 
supplements to these Instructions to Bidders, the Proposal Form and the Accounting of Sales 
Tax, and the proposed Contract Documents.  The proposed Contract Documents consist of the 
Construction Contract, the Performance Bond and Payment Bond, the Conditions of the Contract 
(General,  Supplemental, and other Conditions), Drawings, Specifications and all addenda issued 
prior to execution of the Construction Contract.  Bid Documents may be obtained or examined as 
set forth in the Advertisement for Bids. 

 
2. GENERAL  CONTRACTOR’S  STATE  LICENSING  REQUIREMENTS: 
  

When the amount bid for a contract exceeds $50,000, the bidder must be licensed by the State 
Licensing Board for General Contractors and must show the Architect evidence of license 
before bidding or the bid will not be received by the Architect or considered by the Awarding 
Authority.  A bid exceeding the bid limit stipulated in the bidder’s license, or which is for work 
outside of the type or types of work stipulated in the bidder’s license, will not be considered.  In 
case of a joint venture of two or more contractors, the amount of the bid shall be within the 
maximum bid limitation as set by the State Licensing Board for General Contractors of the 
combined limitations of the partners to the joint venture. 

 
3. QUALIFICATIONS of BIDDERS and PREQUALIFICATION PROCEDURES: 
 

a. Any special qualifications required of general contractors, subcontractors, material 
suppliers, or fabricators are set forth in the Bid Documents. 

 
b. The Awarding Authority may have elected to prequalify bidders.  Parties interested in 
bidding for this contract are directed to the Advertisement for Bids and Supplemental 
Instructions to Bidders to determine whether bidders must be prequalified and how they may 
obtain copies of the Awarding Authority’s published prequalification procedures and criteria.  
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c. Release of Bid Documents by the Architect to a prospective bidder will not constitute any 
determination by the Awarding Authority or Architect that the bidder has been found to be 
qualified, prequalified, or responsible. 

 
4. PREFERENCE to RESIDENT CONTRACTORS: 
 (If this project is federally funded in whole or in part, this Article shall not apply.) 
 

a. In awarding the Contract, preference will be given to Alabama resident contractors and a 
nonresident bidder domiciled in a state having laws granting preference to local contractors 
shall be awarded the Contract only on the same basis as the nonresident bidder’s state awards 
contracts to Alabama contractors bidding under similar circumstances. 

 
b. A nonresident bidder is a contractor which is neither organized and existing under the 
laws of the State of Alabama, nor maintains its principal place of business in the State of 
Alabama.  A nonresident contractor which has maintained a permanent office within the State 
of Alabama for at least five continuous years shall not thereafter be deemed to be a non-resident 
contractor so long as the contractor continues to maintain a branch office within Alabama. 

 
5. EXAMINATION  of  BID  DOCUMENTS  and  the SITE of the WORK: 
 

Before submitting a bid for the Work, the bidders shall carefully examine the Bid Documents, 
visit the site, and satisfy themselves as to the nature and location of the Work, and the general 
and local conditions, including weather, the general character of the site or building, the 
character and extent of existing work within or adjacent to the site and any other work being 
performed thereon at the time of submission of their bids.  They shall obtain full knowledge as 
to transportation, disposal, handling, and storage of materials, availability of water, electric 
power, and all other facilities in the area which will have a bearing on the performance of the 
Work for which they submit their bids.  The submission of a bid shall constitute a representation 
by the bidder that the bidder has made such examination and visit and has judged for and 
satisfied himself or herself as to conditions to be encountered regarding the character, 
difficulties, quality, and quantities of work to be performed and the material and equipment to 
be furnished, and as to the contract requirements involved. 

 
6. EXPLANATIONS  and  INTERPRETATIONS: 
 

a. Should any bidder observe any ambiguity, discrepancy, omission, or error in the drawings 
and specifications, or in any other bid document, or be in doubt as to the intention and meaning 
of these documents, the bidder should immediately report such to the Architect and request  
clarification. 

 
b. Clarification will be made only by written Addenda sent to all prospective bidders.  
Neither the Architect nor the Awarding Authority will be responsible in any manner for verbal 
answers or instructions regarding intent or meaning of the Bid Documents. 

 
 c. In the case of inconsistency between drawings and specifications or within either 

document, a bidder will be deemed to have included in its bid the better quality or greater 
quantity of the work involved unless the bidder asked for and obtained the Architect’s written 
clarification of the requirements before submission of a bid. 
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7. SUBSTITUTIONS:  
 
 a. The identification of any product, material, system, item of equipment, or service in the  

Bid Documents by reference to a trade name, manufacturer’s name, model number, etc. 
(hereinafter referred to as “source”), is intended to establish a required standard of performance, 
design, and quality and is not intended to limit competition unless the provisions of paragraph 
“d” below apply. 

 
 b. When the Bid Documents identify only one or two sources, or three or more sources 

followed by “or approved equal” or similar wording, the bidder’s proposal may be based on a 
source not identified but considered by the bidder to be equal to the standard of performance, 
design and quality as specified; however, such substitutions must ultimately be approved by the 
Architect.  If the bidder elects to bid on a substitution without “Pre-bid Approval” as described 
below, then it will be understood that proof of compliance with specified requirements is the 
exclusive responsibility of the bidder. 

 
 c. When the Bid Documents identify three or more sources and the list of sources is not 

followed by “or approved equal” or similar wording, the bidder’s proposal shall be based upon 
one of the identified sources, unless the bidder obtains “Pre-bid Approval” of another source as 
described below.  Under these conditions it will be expressly understood that no product, 
material, system, item of equipment, or service that is not identified in the Bid Documents or 
granted “Pre-Bid Approval” will be incorporated into the Work unless such substitution is 
authorized and agreed upon through a Contract Change Order. 

 
 d. If the Bid Documents identify only one source and expressly provide that it is an approved 

sole source for the product, material, system, item of equipment, or service, the bidder’s 
proposal must be based upon the identified sole source. 

 
 e. Procedures for “Pre-bid Approval”.  If it is desired that a product, material, system, 

piece of equipment, or service from a source different from those sources identified in the Bid 
Documents be approved as an acceptable source, application for the approval of such source 
must reach the hands of the Architect at least ten days prior to the date set for the opening of 
bids.  At the Architect’s discretion, this ten day provision may be waived. The application for 
approval of a proposed source must be accompanied by technical data which the applicant 
desires to submit in support of the application.  The Architect will give consideration to reports 
from reputable independent testing laboratories, verified experience records showing the 
reputation of the proposed source with previous users, evidence of reputation of the source for 
prompt delivery, evidence of reputation of the source for efficiency in servicing its products, or 
any other pertinent written information.  The application to the Architect for approval of a 
proposed source must be accompanied by a schedule setting forth in which respects the 
materials or equipment submitted for consideration differ from the materials or equipment 
designated in the Bid Documents.  The burden of proof of the merit of the proposed substitution 
is upon the proposer.  To be approved, a proposed source must also meet or exceed all express 
requirements of the Bid Documents.  Approval, if granted, shall not be effective until published 
by the Architect in an addendum to the Bid Documents. 
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8. PREPARATION  and  DELIVERY  of  BIDS: 
 
 a. DCM Form C-3: Proposal Form: 
 

(1) Bids must be submitted on the Proposal Form as contained in the Bid Documents; 
only one copy is required to be submitted. A completed DCM Form C-3A: Accounting of 
Sales Tax must be submitted with the Proposal Form. 

 
(2) All information requested of the bidder on the Proposal Form must be filled in.  The 
form must be completed by typewriter or hand-printed in ink. 

 
(3) Identification of Bidder:  On the first page of the Proposal Form the bidder must be 
fully identified by completing the spaces provided for: 

   (a) the legal name of the bidder, 
   (b) the state under which laws the bidder’s business is organized and existing, 
   (c) the city (and state) in which the bidder has its principal offices, 
   (d) the bidder’s business organization, i.e., corporation, partnership, or individual  

(to be indicated by marking the applicable box and writing in the type of 
organization if it is not one of those listed), and 

   (e) the partners or officers of the bidder’s organization, if the bidder is other than an 
individual.  If the space provided on the Proposal Form is not adequate for this 
listing, the bidder may insert “See Attachment” in this space and provide the 
listing on an attachment to the Proposal Form. 

 
(4) Where indicated by the format of the Proposal Form, the bidder must specify lump 
sum prices in both words and figures.  In case of discrepancy between the prices shown in 
words and in figures, the words will govern. 

 
(5) All bid items requested in the Proposal Form, including alternate bid prices and unit 
prices for separate items of the Work, must be bid.  If a gross sum of bid items is 
requested in the Proposal Form, the gross sum shall be provided by the bidder. 

 
(6) In the space provided in the Proposal Form under “Bidder’s Alabama License”, the 
bidder must insert his or her current general contractor’s state license number, current bid 
limit, and type(s) of work for which bidder is licensed. 

 
(7) The Proposal Form shall be properly signed by the bidder.  If the bidder is: 

(a) an individual, that individual or his or her “authorized representative” must sign 
the Proposal Form; 

(b) a partnership, the Proposal Form must be signed by one of the partners or an 
“authorized representative” of the Partnership; 

(c) a corporation, the president, vice-president, secretary, or “authorized 
representative” of the corporation shall sign and affix the corporate seal to the 
Proposal Form. 

 
As used in these Instructions to Bidders, “authorized representative” is defined as a 
person to whom the bidder has granted written authority to conduct business in the 
bidder’s behalf by signing and/or modifying the bid.  Such written authority shall be 
signed by the bidder (the individual proprietor, or a member of the Partnership, or an 
officer of the Corporation) and shall be attached to the Proposal Form. 
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  (8) Interlineation, alterations or erasures on the Proposal Form must be initialed by the 

bidder or its “authorized representative”. 
 
 b. DCM Form C-3A: Accounting of Sales Tax 
 

A completed DCM Form C-3A: Accounting of Sales Tax must be submitted with DCM Form 
C-3: Proposal Form.  Submission of DCM Form C-3A is required, it is not optional.  A proposal 
shall be rendered non-responsive if an Accounting of Sales Tax is not provided. 

 
 c. Bid Guaranty 
 

(1) The Proposal Form must be accompanied by a cashier’s check, drawn on an Alabama 
bank, or a Bid Bond, executed by a surety company duly authorized and qualified to make 
such bonds in the State of Alabama, payable to the Awarding Authority. 

 
(2) If a Bid Bond is provided in lieu of a cashier’s check, the bond shall be on the Bid 
Bond form as stipulated in the Bid Documents. 

 
(3) The amount of the cashier’s check or Bid Bond shall not be less than five percent of 
the contractor’s bid, but is not required to be in an amount more than ten thousand dollars. 

 
d. Delivery of Bids: 

 
 (1) Bids will be received until the time set, and at the location designated, in the 

Advertisement for Bids unless notice is given of postponement.  Any bid not received 
prior to the time set for opening bids will be rejected absent extenuating circumstances 
and such bids shall be rejected in all cases where received after other bids are opened.  

 
(2) Each bid shall be placed, together with the bid guaranty, in a sealed envelope.  On the 
outside of the envelope the bidder shall write in large letters “Proposal”, below which the 
bidder shall identify the Project and the Work bid on, the name of the bidder, and the 
bidder’s current general contractor’s state license number.   

 
(3) Bids may be delivered in person, or by mail if ample time is allowed for delivery.  
When sent by mail, the sealed envelope containing the bid, marked as indicated above, 
shall be enclosed in another envelope for mailing.   

 
9. WITHDRAWAL  or  REVISION  of  BIDS: 
 

a. A bid may be withdrawn prior to the time set for opening of bids, provided a written 
request, executed by the bidder or the bidder’s “authorized representative”, is filed with the 
Architect prior to that time.  The bid will then be returned to the bidder unopened. 

 
b. A bid which has been sealed in its delivery envelope may be revised by writing the change 
in price on the outside of the delivery envelope over the signature of the bidder or the bidder’s 
“authorized representative”.  In revising the bid in this manner, the bidder must only write the 
amount of the change in price on the envelope and must not reveal the bid price.   
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c. Written communications, signed by the bidder or its “authorized representative”, to revise 
bids will be accepted if received by the Architect prior to the time set for opening bids.  The 
Architect will record the instructed revision upon opening the bid.  Such written communication 
may be by facsimile if so stipulated in Supplemental Instructions to Bidders.  In revising the bid 
in this manner, the bidder must only write the amount of the change in price and must not 
reveal the bid price.  

 
d. Except as provided in Article 12 of these Instructions to Bidders, no bid shall be 
withdrawn, modified, or corrected after the time set for opening bids. 

 
10. OPENING  of  BIDS: 
 

a. Bids will be opened and read publicly at the time and place indicated in the Advertisement 
for Bids.  Bidders or their authorized representatives are invited to be present. 

 
b. A list of all proposed major subcontractors and suppliers will be submitted by Bidders to 
the Architect at a time subsequent to the receipt of bids as established by the Architect in the 
Bid Documents but in no event shall this time exceed twenty-four (24) hours after receipt of 
bids. If the list includes a fire alarm contractor and/or fire sprinkler contractor, Bidders will also 
submit a copy of the fire alarm contractor’s and/or fire sprinkler contractor’s permits from the 
State of Alabama Fire Marshal’s Office.  

 
11. INCOMPLETE and IRREGULAR BIDS: 
 

A bid that is not accompanied by data required by the Bid Documents, or a bid which is in any 
way incomplete, may be rejected.  Any bid which contains any uninitialed alterations or 
erasures, or any bid which contains any additions, alternate bids, or conditions not called for, or 
any other irregularities of any kind, will be subject to rejection. 

 
12. BID ERRORS: 
 

a. Errors and Discrepancies in the Proposal Form.  In case of error in the extension of 
prices in bids, the unit price will govern.  In case of discrepancy between the prices shown in 
the figures and in words, the words will govern. 

 
 b. Mistakes within the Bid.  If the low bidder discovers a mistake in its bid, the low bidder 

may seek withdrawal of its bid without forfeiture of its bid guaranty under the following 
conditions: 

 
 (1) Timely Notice:  The low bidder must notify the Awarding Authority and Architect  

in writing, within three working days after the opening of bids, that a mistake was made.  
This notice must be given within this time frame whether or not award has been made. 

 
 (2) Substantial Mistake:  The mistake must be of such significance as to render the bid 

price substantially out of proportion to the other bid prices. 
 

 (3) Type of Mistake:  The mistake must be due to calculation or clerical error, an 
inadvertent omission, or a typographical error which results in an erroneous sum.  A 
mistake of law, judgment, or opinion shall not constitute a valid ground for withdrawal 
without forfeiture.  
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 (4) Documentary Evidence:  Clear and convincing documentary evidence of the 
mistake must be presented to the Awarding Authority and the Architect as soon as 
possible, but no later than three working days after the opening of bids. 

 
The Awarding Authority’s decision regarding a low bidder’s request to withdraw its bid 
without penalty shall be made within 10 days after receipt of the bidder’s evidence or by 
the next regular meeting of the Awarding Authority.  Upon withdrawal of bid without 
penalty, the low bidder shall be prohibited from (1) doing work on the project as a 
subcontractor or in any other capacity and (2) bidding on the same project if it is re-bid. 

 
13. DISQUALIFICATION  of  BIDDERS: 
 
 Any bidder(s) may be disqualified from consideration for contract award for the following 

reasons: 
 
 a. Collusion.  Any agreement or collusion among bidders or prospective bidders in restraint 

of freedom of competition to bid at a fixed price or to refrain from bidding or otherwise shall 
render the bids void and shall cause the bidders or prospective bidders participating in such 
agreement or collusion to be disqualified from submitting further bids to the Awarding 
Authority on future lettings.  (See § 39-2-6, Code of Alabama 1975, for possible criminal 
sanctions.) 

 
 b. Advance Disclosure.  Any disclosure in advance of the terms of a bid submitted in 

response to an Advertisement for Bids shall render the proceedings void and require re-
advertisement and rebid. 

 
 c. Failure to Settle Other Contracts.  The Awarding Authority may reject a bid from a 

bidder who has not paid, or satisfactorily settled, all bills due for labor and material on other 
contracts in force at the time of letting. 

 
14. CONSIDERATION  of  BIDS: 
 

a. After the bids are opened and read publicly, the bid prices will be compared and the 
results of this comparison will be available to the public.  Until the final award of the contract, 
however, the Awarding Authority shall have the right to reject any or all bids, and it shall have 
the right to waive technical errors and irregularities if, in its judgment, the bidder will not have 
obtained a competitive advantage and the best interests of the Awarding Authority will be 
promoted. 

 
b. If the Bid Documents request bids for projects or parts of projects in combination or 
separately, the Bid Documents must include supplements to, these Instructions to Bidders 
setting forth applicable bid procedures.  Award or awards will be made to the lowest responsible 
and responsive bidder or bidders in accordance with such bid procedures. 

 
15. DETERMINATION  of  LOW  BIDDER  by USE  of  ALTERNATES: 
 

a. The Awarding Authority may request alternate bid prices (alternates) to facilitate either 
reducing the base bid to an amount within the funds available for the project or adding items to 
the base bid within the funds available for the project.  Alternates, if any, are listed in the 
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Proposal Form in the order in which they shall cumulatively deduct from or add to the base bid 
for determining the lowest bidder. 
 
b. If alternates are included in the Proposal Form, the Awarding Authority shall determine 
the dollar amount of funds available and immediately prior to the opening of bids shall 
announce publicly the funds available for the project.  The dollar amount of such funds shall be 
used to determine the lowest bidder as provided herein below, notwithstanding that the actual 
funds available for the project may subsequently be determined to be more or less than the 
expected funds available as determined immediately prior to the time of the opening of bids.   

 
c. If the base bid of the lowest bidder exceeds the funds available and alternate bid prices 
will reduce the base bids to an amount that is within the funds available, the lowest bidder will 
be determined by considering, in order, the fewest number of the alternates that produces a price 
within the funds available.  If the base bid of the lowest bidder is within the funds available and 
alternate bid prices will permit adding items to the base bid, the lowest bidder will be 
determined by considering, in order, the greatest number of the alternates that produces a price 
within the funds available. 

 
d. After the lowest bidder has been determined as set forth above, the Awarding Authority 
may  award that bidder any combination of  alternates, provided said bidder is also the low 
bidder when only the Base Bid and such combination of alternates are considered. 

 
16. UNIT  PRICES: 
 

a. Work Bid on a Unit Price Basis.  Where all, or part(s), of the planned Work is bid on a 
unit price basis, both the unit prices and the extensions of the unit prices constitute a basis of 
determining the lowest responsible and responsive bidder.  In cases of error in the extension of 
prices of bids, the unit price will govern.  A bid may be rejected if any of the unit prices are 
obviously unbalanced or non-competitive. 

 
 b. Unit Prices for Application to Change Orders.  As a means of predetermining unit costs 

for changes in certain elements of the Work, the Bid Documents may require that the bidders 
furnish unit prices for those items in the Proposal Form.  Unit prices for application to changes 
in the work are not a basis for determining the lowest bidder.  Non-competitive unit prices 
proposed by the successful bidder may be rejected and competitive prices negotiated by the 
Awarding Authority prior to contract award.  Unit prices for application to changes in the work 
are not effective unless specifically included and agreed upon in the Construction Contract. 

 
17. AWARD  of  CONTRACT: 
 

a. The contract shall be awarded to the lowest responsible and responsive bidder unless the 
Awarding Authority finds that all the bids are unreasonable or that it is not in the best interest of 
the Awarding Authority to accept any of the bids.  A responsible bidder is one who, among 
other qualities determined necessary for performance, is competent, experienced, and 
financially able to perform the contract.  A responsive bidder is one who submits a bid that 
complies with the terms and conditions of the Advertisement for Bids and the Bid Documents.  
Minor irregularities in the bid shall not defeat responsiveness. 

 
b. A bidder to whom award is made will be notified by telegram, confirmed facsimile, or 
letter to the address shown on the Proposal Form at the earliest possible date.   Unless other 
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time frames are stipulated in Supplemental Instructions to Bidders, the maximum time frames 
allowed for each step of the process between the opening of bids and the issuance of an order to 
proceed with the work shall be as follows: 

 

(1) Award of contract by Awarding Authority 30 calendar days after the opening of bids 

(2) Contractor’s return of the fully executed 
contract, with bonds and evidence of 
insurance, to the Awarding Authority 

15 calendar days after the contract has 
been presented to the contractor for 
signature (from the Lead Design 
Professional) 

(3) Awarding Authority’s approval of the 
contractor’s bonds and evidence of 
insurance and completion of contract 
execution 

20 calendar days after the contractor 
presents complete and acceptable 
documents to the Architect 

(4) Notice To Proceed issued to the contractor 
along with distribution of the fully 
executed construction contract to all 
parties. 

15 calendar days after final execution of 
contract by the Awarding Authority, by 
various State Agencies if required and by 
the Governor if his or her signature on the 
contract is required by law  

 
 The time frames stated above, or as otherwise specified in the Bid Documents, may be extended 

by written agreement between the parties.  Failure by the Awarding Authority to comply with 
the time frames stated above or stipulated in Supplemental Instructions to Bidders, or agreed 
extensions thereof, shall be just cause for the withdrawal of the contractor’s bid and contract 
without forfeiture of bid security. 

 
c. Should the successful bidder or bidders to whom the contract is awarded fail to execute 
the Construction Contract and furnish acceptable Performance and Payment Bonds and 
satisfactory evidence of insurance within the specified period, the Awarding Authority shall 
retain from the bid guaranty, if it is a cashier’s check, or recover from the principal or the 
sureties, if the guaranty is a bid bond, the difference between the amount of the contract as 
awarded and the amount of the bid of the next lowest  responsible and responsive bidder, but 
not more than $10,000.  If no other bids are received, the full amount of the bid guaranty shall 
be so retained or recovered as liquidated damages for such default.  Any sums so retained or 
recovered shall be the property of the Awarding Authority. 

 
d. All bid guaranties, except those of the three lowest bona fide bidders, will be returned 
immediately after bids have been checked, tabulated, and the relation of the bids established.  
The bid guaranties of the three lowest bidders will be returned as soon as the contract bonds 
and the contract of the successful bidder have been properly executed and approved.  When the 
award is deferred for a period of time longer than 15 days after the opening of the bids, all bid 
guaranties, except those of the potentially successful bidders, shall be returned.  If no award is 
made within the specified period, as it may by agreement be extended, all bids will be rejected, 
and all guaranties returned.  If any potentially successful bidder agrees in writing to a 
stipulated extension in time for consideration of its bid and its bid was guaranteed with a 
cashier’s check, the Awarding Authority may permit the potentially successful bidder to 
substitute a satisfactory bid bond for the cashier’s check. 

 
 
 

END of INSTRUCTIONS TO BIDDERS 
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January 2021

SPECIAL INSTRUCTIONS TO BIDDERS

1.1 INTENT OF INSTRUCTIONS

A. The Special Instructions to Bidders are intended to amplify the abbreviated Advertisement and to 
give other details which shall allow interested parties to prepare bids which accurately reflect the 
scope of the Work.  The Special Instructions to Bidders are meant to be viewed as a complement 
to the general Instructions to Bidders found in the Project Manual.  Should any discrepancy or 
ambiguity be noted, the Special Instructions to Bidders shall defer to the general Instructions to 
Bidders.

1.2 EXPLANATION AND INTERPRETATION

A. Should any Bidder or subcontractor find any ambiguity, discrepancy, omission, or error in the 
Drawings and Project Manual, or insufficient information to provide a complete job, or be in doubt 
as to the intent and meaning thereof, he should at once report such in writing to Architect and 
request clarification prior to bidding 

B. Clarification shall be made only by written Addenda during the bid period and sent to all 
perspective Bidders.  The Architect and Consultants shall not be responsible for verbal answers 
regarding intent or meaning of the Contract Documents, or for any verbal instructions, by 
whomsoever made, prior to the award of the Contract.

C. Additionally, all designed systems and/or assemblies are to be proposed and bid as complete 
assemblies or operational systems.  Drawings are indicating intent and not attempting to fully 
obtain or detail required work.

1.3 BIDDER REQUIREMENTS

A. All Bidders must honor their bid proposals for a period of 90 calendar days from date of 
bid opening.

B. The Contractor MUST Field Verify all existing conditions prior to submitting bid proposal.

C. The Apparent Low Bidder AND Apparent Second Lowest Bidder must submit to the 
Architect a list of the principal Subcontractors, suppliers, and fabricators he plans to use for each 
category of work.  The list of Subcontractors must be received by the Architect within 24 hours 
following the Bid Opening (email to: rawlinsonk@mckeeassoc.com).  Once the successful 
bidder has obtained approval from the Owner, no changes in Subcontractors shall be made 
without the express, written consent of the Owner.  Contractor shall request consent in writing 
from the Owner and Architect and provide specific and reasonable explanation as to the 
necessity of said change.  Should said change be approved by the Owner, the Contractor must 
submit the desired replacement Subcontractor to the Architect and obtain written approval of the 
Subcontractor.

1.4 OPENING OF PROPOSALS

A. The Owner shall, according to applicable laws and regulations pertaining to bid openings, receive 
and review all Proposals submitted, according to the method selected below:  

1. Proposals shall be opened and read publicly at the time and place indicated in the 
Advertisement.

2. Proposals may be rejected if they contain any omissions, alterations of forms, additions not 
called for, conditional bids, alternate bids unless called for, incomplete bids, erasures, or 
irregularities of any kind.  Proposals in which the unit or lump sum prices bid are obviously 
unbalanced may be rejected.  Additions to or deductions from the Bid amount may be written 
on the outside of the sealed bid, or by letter enclosed in the sealed bid envelope.

1.5 DETERMINATION of LOW BIDDER by USE of ALTERNATES

A. The Awarding Authority may request alternate bid prices (alternates) to facilitate either reducing 
the base bid to an amount within the funds available for the project or adding items to the base 
bid within the funds available for the project.  Alternates, if any, are listed in the Proposal Form in 
the order in which they shall cumulatively deduct from or add to the base bid for determining the 
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lowest bidder.

B. If alternates are included in the Proposal Form, the Awarding Authority shall determine the dollar 
amount of funds available and immediately prior to the opening of bids shall announce publicly 
the funds available for the project.  The dollar amount of such funds shall be used to determine 
the lowest bidder as provided herein below, notwithstanding that the actual funds available for 
the project may subsequently be determined to be more or less than the expected funds available 
as determined immediately prior to the time of the opening of bids. 

C. If additional funds become available after the bid opening, the Owner may at his option 
elect to award to the lowest base bid bidder a contract based on the Contractors base bid 
amount and additional Alternates.   

D. If the base bid of the lowest bidder exceeds the funds available and alternate bid prices will 
reduce the base bids to an amount that is within the funds available, the lowest bidder will be 
determined by considering, in order, the fewest number of the alternates that produces a price 
within the funds available.  

E. If the base bid of the lowest bidder is within the funds available and alternate bid prices will permit 
adding items to the base bid, the lowest bidder will be determined by considering, in order, the 
greatest number of the alternates that produces a price within the funds available.

F. After the lowest bidder has been determined as set forth above, the Awarding Authority may 
award that bidder any combination of alternates, provided said bidder is also the low bidder when 
only the Base Bid and such combination of alternates are considered.

1.6 AWARD OF CONTRACT

A. The Bidder to whom the award is made shall be notified by letter to the address shown on his 
Proposal at the earliest possible date.  At such time, at the option of the Owner, additional 
information such as a complete financial statement may be required from the successful Bidder.

1.7 EXECUTION OF CONTRACT

A. The Contract shall be signed by the successful Bidder, in the number of counterparts provided in 
the Contract Agreement and returned to the Owner with satisfactory Contract Bonds within ten 
(10) days after the date of Notice of Award.

1.8 PERFORMANCE BOND AND PAYMENT BOND

A. The intent of the Performance Bond is to ensure the faithful performance of each and every 
condition, stipulation, and requirements of the Contract and to indemnify and save harmless the 
Owner, Architect, and Consultants from any and all damages, either directly or indirectly (arising 
out of any failure to perform same).  The successful Bidder to whom the Contract is awarded shall 
furnish at his expense an acceptable Performance Bond in an amount equal to one hundred 
percent (100%) of the Contract Price of the Contract as awarded.  Said Bond shall be made on 
the approved Bond form, shall be furnished by a surety company duly authorized and qualified to 
make such bonds in the State of Alabama, shall be countersigned by an authorized agent 
resident in the State who is qualified for the execution of such instruments, and shall have 
attached thereto power of attorney of the signing official.  In case of default on the part of the 
Contractor, all expenses incident to ascertaining and collecting losses suffered by the Owner 
under the Bond, the direct costs of administration, architectural, engineering, and legal services, 
shall lie against the Contract Bond for Performance of the Work.

B. In addition thereto, the successful Bidder to whom the Contract is awarded shall furnish at his 
expense a Payment Bond with good and sufficient surety payable to the Owner in an amount not 
less than one hundred percent (100%) of the Contract Price, with the obligation that the 
Contractor shall promptly make payment to all persons furnishing him or them with labor, 
material, feedstuffs, or supplies for or in prosecution of the Work provided for in the Contract and 
for the payment or reasonable attorneys' fees, incurred by successful claimants or plaintiffs in 
suits on said Bond.
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1.9 APPROVAL OF CONTRACT

A. No Contract is binding upon the Owner until it has been executed by the Owner and the 
successful Bidder and copies delivered.

1.10 CAD FILES

A. Digital Unlocked Project CAD Files may be requested by emailing cadoperator@mckeeassoc.com 
and follow instructions as required.

1.11 LIST OF SUBCONTRACTORS

A. The Apparent Low Bidder AND Apparent Second Lowest Bidder must submit to the Architect 
a list of the principal Subcontractors, suppliers, and fabricators he plans to use for each category 
of work. The list of Subcontractors must be received by the Architect within twenty-four hours 
following the Bid Opening. Email to rawlinsonk@mckeeassoc.com.  Once the successful bidder 
has obtained approval from the Owner, no changes in Subcontractors shall be made without the 
express, written consent of the Owner.
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1.12 LIST OF SUBCONTRACTORS SUBMITTAL FORM

Email this form in its entirety to contact listed below.

The Apparent Low Bidder AND Apparent Second Lowest Bidder must submit to the Architect a list of the 
principal Subcontractors, suppliers, and fabricators he plans to use for each category of work.  The list of 
Subcontractors must be received by the Architect within twenty-four hours following the Bid Opening.   

To: McKee & Associates, Architects                              

Kayla Rawlinson                                                         

rawlinsonk@mckeeassoc.com                         
Email

Project Name: _______________________________ 

Project Number: _____________________________

Bid Date: ___________________________________

From: ________________________________________                          
Company
________________________________________
Name
________________________________________
Email
________________________________________
Phone Number

Issue Date: ___________________________________

Category of Work Name of Sub to Perform Work Name of Supplier

END OF SECTION
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 (1) 

CONSTRUCTION  CONTRACT 
(2)            day of in the year of 
(3)

(4)

(5)

(6) and have been amended by 
(7)

(8)

(9)

This Construction Contract is entered into this
between the OWNER, 
Entity Name: 
Address:
Email & Phone #:

and the CONTRACTOR, 
Company Name: 
Address:
Email & Phone #:    

for the WORK of the Project, identified as: 

The CONTRACT DOCUMENTS are dated          
ADDENDA 

The ARCHITECT is
Firm Name: 
Address:
Email & Phone #:  

The CONTRACT SUM is         
Dollars ($ ) and is the sum of the Contractor's Base Bid for the Work and the following 

(10)  BID ALTERNATE PRICES: 

(11)  The CONTRACT TIME is (          ) calendar days. 

(12) 

THE OWNER AND THE CONTRACTOR AGREE AS FOLLOWS:  The Contract Documents, as 
defined in the General Conditions of the Contract (DCM Form C-8), are incorporated herein by reference.  
The Contractor shall perform the Work in accordance with the Contract Documents.  The Owner will pay and 
the Contractor will accept as full compensation for such performance of the Work, the Contract Sum subject to 
additions and deductions (including liquidated damages) as provided in the Contract Documents.  The Work 
shall commence on a date to be specified in a Notice to Proceed issued by the Owner or the Director, Alabama 
Division of Construction Management, and shall then be substantially completed within the Contract Time. 
LIQUIDATED DAMAGES for which the Contractor and its Surety (if any) shall be liable and may be required 
to pay the Owner in accordance with the Contract Documents shall be equal to six percent interest per annum 
on the total Contract Sum unless a dollar amount is stipulated in the following space, in which case liquidated 
damages shall be determined at                                                                          dollars ($________) per calendar day. 
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DCM (BC) Project No.

Page 1 of 2 

Do not staple this form and/or attachments; 
use clips.  Print single-sided; do not submit 
double-side printed documents.
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(13) SPECIAL PROVISIONS  (Special Provisions may be inserted here, such as acceptance or rejection of unit prices.

(14)

(15) APPROVAL 

ALABAMA STATE DEPARTMENT OF EDUCATION 
(SDE)

(Required for locally-funded, SDE projects.) 

 By_____________________________Date:_____________ 
  State Superintendent of Education

CONTRACTING PARTIES 

_______________________________________________ 
Contractor Company

By _____________________________________________ 
Signature

 Name & Title _____________________________________ 

_______________________________________________ 
Owner Entity 

By _____________________________________________ 
Signature

 Name(s) & Title(s) __________________________________ 
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Review/Signature flow: Architect/Engineer (prepare documents) > Contractor (review and sign) > Architect/Engineer 
(review) > Owner (review and sign) > SDE (review, sign and distribute the fully executed Contract to all parties, 
and forward a copy to the Alabama Division of Construction Management [DCM]).  Note: DCM does not sign fully 
locally-funded SDE project contract documents.

Page 2 of 2 

License No.: 
Bid Limit: 

Classification(s): 

The Owner and Contractor have entered into this Construction Contract as of the date first written above 
and have executed this Construction Contract in sufficient counterparts to enable each contracting 
party to have an originally executed Construction Contract each of which shall, without proof or accounting 
for the other counterparts, be deemed an original thereof. 
The Owner does hereby certify that this Construction Contract was let in accordance with the 
provisions of Title 39, Code of Alabama 1975, as amended, and all other applicable provisions of law, and that 
the terms and commitments of this Construction Contract do not constitute a debt of the State of Alabama in 
violation of Article 11, Section 213 of the Constitution of Alabama, 1901, as amended by 
Amendment Number 26. 

STATE GENERAL CONTRACTOR’S LICENSE: The Contractor does hereby certify that 
Contractor is currently licensed by the Alabama State Licensing Board for General Contractors 
and that the certificate for such license bears the following: 

If Special Provisions are continued in an attachment, identify the attachment below):
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Finance Chapter 355-16-1 
 

Supp. 3/31/20 16-1-1 

ALABAMA DEPARTMENT OF FINANCE 
CONSTRUCTION MANAGEMENT DIVISION 

ADMINISTRATIVE CODE 
 

CHAPTER 355-16-1 
COLLECTION OF USER FEES 

 
 

TABLE OF CONTENTS 
 
 
ED NOTE:  THE RULES OF THE BUILDING COMMISSION, CHAPTER 170-X-8, 
WERE TRANSFERRED TO THE DEPARTMENT OF FINANCE PURSUANT TO 
ACT 2015-435. 
 

 
355-16-1-.01 Applicability 
355-16-1-.02 Calculation Of Basic Plan Review And 

Permit Fees 
355-16-1-.03 Fees Required 
355-16-1-.04 Payment Of Fees 
355-16-1-.05 Final Reconciliation Of Fees 
355-16-1-.06 Penalties 
355-16-1-.07 Contract Document Administration Fees 

(Repealed 1/13/20) 
 
 
355-16-1-.01 Applicability.  The following procedures and user 
fees are applicable to new construction, additions, or 
alteration projects for buildings under the jurisdiction of the 
Alabama Division of Construction Management as defined by the 
Code of Ala. 1975, Title 41, Section 41-9-162 and authorized by 
Section 41-4-400(a)(7). 
Author:  Frank Barnes 
Statutory Authority:  Code of Ala. 1975, §41-4-400(a)(7). 
History:  New Rule:  Filed October 27, 1994; effective 
December 1, 1994.  Repealed:  Filed October 12, 1995; effective 
November 16, 1995.  New Rule:  Filed August 7, 2014; effective 
September 11, 2014.  Amended:  Published November 29, 2019; 
effective January 13, 2020. 
 
 
 
355-16-1-.02 Calculation Of Basic Plan Review And Permit Fees. 
 
 
 



 
Chapter 355-16-1 Finance 
 

Supp. 3/31/20 16-1-2 

Construction Cost Basic Plan Review Fee Basic Permit Fee 
Less than $1000 No fee. No fee, unless inspection 

required, in which case a 
$15.00 fee for each 
inspection shall be 
charged. 
 

$1,001 to $50,000 One-half of the permit 
fee which is $15.00 for 
the first $1,000.00 plus 
$5.00 for each 
additional thousand or 
fraction thereof, to and 
including $50,000.00. 
 

$15.00 for the first 
$1,000.00 plus $5.00 for 
each additional thousand or 
fraction thereof, to and 
including $50,000.00. 

$50,001 to $100,000 One-half of the permit 
fee which is $260.00 for 
the first $50,000.00 
plus $4.00 or each 
additional thousand or 
fraction thereof, to and 
including $100,000.00. 
 
 

$260.00 for the first 
$50,000.00 plus $4.00 or 
each additional thousand or 
fraction thereof, to and 
including $100,000.00. 

$100,001 to $500,000 One-half of the permit 
fee which is $460.00 for 
the first $100,000.00 
plus $3.00 for each 
additional thousand or 
fraction thereof, to and 
including $500,000.00. 

$460.00 for the first 
$100,000.00 plus $3.00 for 
each additional thousand or 
fraction thereof, to and 
including $500,000.00. 

$500,001 and up One-half of the permit 
fee which is $1,660.00 
for the first 
$500,000.00 plus $2.00 
for each additional 
thousand or fraction 
thereof. 

$1,660.00 for the first 
$500,000.00 plus $2.00 for 
each additional thousand or 
fraction thereof. 

 
Construction Cost:  Construction Cost shall include the cost of 
the actual building construction, addition, or alteration work, 
including sitework. 
Authors:  Katherine Lynn, Frank Barnes 
Statutory Authority:  Code of Ala. 1975, §41-9-141(a)(8). 
History:  New Rule:  Filed October 27, 1994; effective 
December 1, 1994.  Repealed:  Filed October 12, 1995; effective 
November 16, 1995.  New Rule:  Filed August 7, 2014; effective 
September 11, 2014.  Amended:  Published November 29, 2019; 
effective January 13, 2020. 
 
 
 
355-16-1-.03 Fees Required. 
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 (1) The Basic Plan Review Fee, the Basic Permit Fee, 
and the Basic Contract Document Administration Fee are subject 
to the Final Reconciliation at the close of construction as 
described in Rule 355-16-1-.05. 
 
 (2) Basic Plan Review Fee: This fee includes review 
of Schematic, Preliminary, Final, and one revised Final Plan 
Submittal. 
 
 (a) If the first submittal of a new project is for a 
schematic or preliminary review, it shall be accompanied by ½ of 
the Basic Plan Review Fee not to exceed $500. Submittals sent in 
without this fee will not be reviewed until payment is received. 
 
 (b) The final submittal of each project shall be 
accompanied by a payment for the balance of the Basic Plan 
Review Fee. Submittals sent in without this final submittal fee 
will not be reviewed until payment is received. 
 
 (c) Written final plan review comments must be sent 
by the Division of Construction Management to the architect 
within 30 calendar days of receipt of the submittal. If the 
submittal is not reviewed within this time limitation, the 
balance of the Basic Plan Review Fee is waived. 
 
 (3) Basic Permit Fee: This fee shall include the 
following required major building inspections: Pre-Construction 
Conference, Pre-Roofing Conference, Above-Ceiling Inspection, 
Final Inspection, and Year-End Inspection. Additional required 
inspections such as fire alarm inspections, kitchen hood 
inspections, elevator inspections, and other such inspections 
shall be included as part of the Basic Permit Fee. 
 
 (a) The Basic Permit Fee is due upon approval or 
receipt of the Construction Contract. The Pre-Construction 
Conference will not be performed prior to receipt of the Basic 
Permit Fee. 
 
 (4) Basic Contract Document Administration Fee:  The 
Basic Contract Document Administration Fee applies to contracts 
that are administered by the Division of Construction 
Management. The fee covers review of the Owner/Architect 
Agreement and Construction Contract along with related 
amendments, change orders, service invoices, and pay requests.  
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 (a) Payment must be received before the associated 
contract is fully executed. The total fee is ½% of the 
Construction Cost and it is paid in the following 2 parts: 
 
 (i) ¼% of the Project Budget for the Owner/Architect 
Agreement 
 
 (ii) ¼% of the Construction Cost for the Construction 
Contract.  
 
 (5) Additional Fees: 
 
 (a) If more than one revised Final Plan Submittal is 
required, an additional fee shall be required for each 
additional revised submittal. This additional fee shall be equal 
to the lesser of the following: 15% of the Basic Plan Review Fee 
or $2000. The time restrictions and conditions which apply to 
routine submittals shall apply to additional submittals. 
 
 (b) If the contractor schedules an inspection and it 
is determined by the Division of Construction Management 
Inspector on site that the contractor has not met required 
benchmarks or the inspection is cancelled without 48-hours’ 
notice, the Division of Construction Management shall require an 
additional fee of $1500. This additional inspection fee shall be 
applied to each additional inspection that is required to be 
rescheduled. 
 
 (c) Changes to plans for rebid or a significant 
revision in the scope of work may incur an additional fee, up to 
the amount of the Basic Plan Review Fee, based on the reviewers’ 
evaluation of the extent of the changes reviewed. 
 
 (d) Projects owned and locally funded by municipality 
and county governments must be submitted for a review for 
compliance with the current ADA Standards for Accessible Design. 
The additional fee for this service is 50% of the Basic Plan 
Review Fee, with a maximum of $500.00. If more than one revised 
Final Plan Submittal is required, the fee for each additional 
review will be 15% of the Basic Plan Review Fee. 
 
 (e) In addition to the Schematic, Preliminary, and 
Final Review Submittals, the Owner may request an optional 65% 
Intermediate Review to include all systems of the project at a 
point that is less than 100% complete. The additional fee for 
this review will be 65% of the Basic Plan Review Fee. 
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 (f) The Basic Contract Document Administration Fee 
includes review of the original submitted document and one 
revision. When more than one revision is required, an additional 
fee of $200 will be charged to the design professional for each 
additional document submittal until the document is executed. 
Author:  Frank Barnes 
Statutory Authority:  Code of Ala. 1975, §41-9-141(a)(8). 
History:  New Rule:  Filed October 27, 1994; effective 
December 1, 1994.  Repealed:  Filed October 12, 1995; effective 
November 16, 1995.  New Rule:  Filed August 7, 2014; effective 
September 11, 2014.  Amended:  Published November 29, 2019; 
effective January 13, 2020. 
 
 
 
355-16-1-.04 Payment Of Fees. 
 
 (1) The balance of the Basic Plan Review Fee payment 
shall be accompanied by the “Plan Review Fee Worksheet” and a 
copy of the architect’s latest estimated Construction Cost. The 
cost estimate shall be the basis for calculating the estimated 
Basic Plan Review Fee on the fee worksheet. 
 
 (2) The Basic Permit Fee payment shall be accompanied 
by the completed “Permit Fee Worksheet” and a copy of the 
executed Construction Contract. The Construction Contract shall 
be the basis for calculating the total fee on the fee worksheet. 
 
 (3) Fee payments are nonrefundable to the extent that 
work has been performed by the Division of Construction 
Management. 
 
 (4) Fee payments shall be paid by either (i) check or 
money order made payable to “Alabama Department of 
Finance-Division of Construction Management,” (ii) by an 
electronic means accepted by the Division of Construction 
Management, or (iii) an inter-agency transfer. Fees are deemed 
paid when the funds represented by the payment method are 
received by or made available to the Division of Construction 
Management. 
 
 (5) Check or money order payments shall be received 
only at the Division of Construction Management’s office in 
Montgomery.  
Authors:  Katherine Lynn, Frank Barnes 
Statutory Authority:  Code of Ala. 1975, §41-9-141(a)(8). 
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History:  New Rule:  Filed October 27, 1994; effective 
December 1, 1994.  Repealed:  Filed October 12, 1995; effective 
November 16, 1995.  New Rule:  Filed August 7, 2014; effective 
September 11, 2014.  Amended:  Published November 29, 2019; 
effective January 13, 2020. 
 
 
 
355-16-1-.05 Final Reconciliation Of Fees. 
 
 (1) Final Reconciliation: The Basic Plan Review Fee, 
the Basic Permit Fee, and the Basic Contract Document 
Administration Fee are paid based on the best estimate of the 
Construction Cost at the time each fee is due. When construction 
is complete, a Final Reconciliation will recalculate each of 
these fees using the actual Construction Cost. The Final 
Reconciliation will determine the amount due from or refunded to 
the Owner. The Owner has the final responsibility for payment of 
all fees. 
 
 (2) The actual Construction Cost for the final Basic 
Plan Review Fee shall be adjusted to include the lowest bid on 
any additive unawarded alternates from the bid tab. The actual 
Construction Cost for the final Basic Permit Fee and the final 
Basic Contract Document Administration Fee shall be adjusted for 
any change orders and for any sales-tax credit received by the 
Owner. 
Author:  Katherine Lynn 
Statutory Authority:  Code of Ala. 1975, §41-9-141(a)(8). 
History:  New Rule:  Filed October 27, 1994; effective 
December 1, 1994.  Repealed:  Filed October 12, 1995; effective 
November 16, 1995.  New Rule:  Filed August 7, 2014; effective 
September 11, 2014.  Repealed and New Rule:  Published 
November 29, 2019; effective January 13, 2020. 
 
 
 
355-16-1-.06 Penalties.  Where work, for which  Division of 
Construction Management approval is required, is started or 
proceeds prior to obtaining said approval, the fees herein 
specified shall be doubled.  The payment of such double fee 
shall not relieve any persons from fully complying with the 
requirements of the Division of Construction Management in the 
execution of the work nor from any other penalties prescribed 
herein. 
Author:  Frank Barnes 
Statutory Authority:  Code of Ala. 1975, §41-9-141(a)(8). 
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History:  New Rule:  Filed August 7, 2014; effective 
September 11, 2014.  Amended:  Published November 29, 2019; 
effective January 13, 2020. 
 
 
 
355-16-1-.07 Contract Document Administration Fees.  
(REPEALED) 
Author:  Katherine Lynn 
Statutory Authority:  Code of Ala. 1975, §41-9-141(a)(8. 
History:  New Rule:  Filed August 7, 2014; effective 
September 11, 2014.  Repealed:  Published November 29, 2019; 
effective January 13, 2020. 



DCM (BC) # ________________________                                    Date ______________________________ 

Project Name; Owner/Architect/Engineer Project # & Phase/Package # _______________________________ 

_______________________________________________________________________________________ 

Owner Entity Name _______________________________________________________________________ 

Architect/Engineer Firm Name _______________________________________________________________ 

Contractor Company Name ________________________________________________________________ 

 Permit  

Email address(es) for Payment Receipt: _________________________________________________________

ALABAMA DEPARTMENT OF FINANCE 
REAL PROPERTY MANAGEMENT 
Division of Construction Management 

www.dcm.alabama.gov, 334-242-4082, inspections@realproperty.alabama.gov

BASIC PERMIT FEE CALCULATION: 
Awarded Contract Sum or ACCS Storm Shelter Area Estimate is less than $1,000: N/A 
Awarded Contract Sum or ACCS Storm Shelter Area Estimate is $1,001 - $50,000: 
Contract Sum or Shelter Estimate less $1,000= ____________/1,000 x $5.00=__________+$15.00=___________ 

Awarded Contract Sum or ACCS Storm Shelter Area Estimate is $50,001 - $100,000:      
Contract Sum or Shelter Estimate less $50,000= ____________/1,000 x $4.00=_________+$260.00=___________ 

Awarded Contract Sum or ACCS Storm Shelter Area Estimate is $100,001 - $500,000: 
Contract Sum or Shelter Estimate less $100,000= ____________/1,000 x $3.00=__________+$460.00=___________ 

Awarded Contract Sum or ACCS Storm Shelter Area Estimate is $500,001 and up: 
Contract Sum or Shelter Estimate less $500,000= ____________/1,000 x $2.00=__________+$1,660.00=___________ 

 TOTAL DUE:   _____________ 

Basic Permit Fee: Covers all required pre-construction conferences, construction inspections and cetificate of substantial 
completion issuance by the DCM Inspector. This fee is due when a construction contract or self-performance letter is 
received by DCM and must be paid before the required Pre-Construction Conference is scheduled with the DCM Inspector.

ACCS Storm Shelter Permit Fee:  Covers all required storm shelter pre-construction meetings and construction inspections by the 
DCM Inspector. This fee is due when a copy of the construction contract and Notice-to-Proceed is received by DCM and must be 
paid before the required Storm Shelter Pre-Construction Meeting is scheduled with the DCM Inspector.

Permit Re-Inspection Fee:  May be charged if (A) the contractor has not completed the work required for the particular inspection 
as detailed in DCM Form B-8: Pre-Construction Conference Checklist, or (B) the inspection is canceled or rescheduled without 
the required minimum 48 hours notice to all parties.

Make check payable to:  “Finance - Construction Management,” include the DCM (BC) Project # on the check and attach the fee 
worksheet.  Mail payment to:  Finance - Construction Management, P.O. Box 301150, Montgomery, AL 36130-1150.

State agency inter-fund transfer and payments using Public School and College Authority (PSCA) funds:  contact 
Jennie Jones at 334-242-4808 or jennie.jones@realproperty.alabama.gov.

Fees may be paid online at www.dcm.alabama.gov (in which case a completed fee worksheet is not required). 

The Basic Permit Fee and ACCS Storm Shelter Permit Fee is subject to Final Reconciliation of Fees at the end of construction.

Department Use Only
Invoice # _____________________ 
Date Paid ____________________ 
Confirmation # _______________

Revised August 2021

PERMIT RE-INSPECTION FEE:  
Flat fee of $1,500.00 per occurrence

PERMIT FEE & PERMIT RE-INSPECTION FEE CALCULATON WORKSHEET

 Basic Permit Fee. 
Fee is based on 

awarded contract sum.

  ACCS Storm Shelter Permit Fee. 
AL Community College System (ACCS) storm shelter-related 
projects started after 07/31/21: Fee is based on total cost 
estimate of storm shelter (not just fortification upcharge), 
utilities connecting to storm shelter, and means of egress 

(including exit passageways/corridors, exit, exit discharges).

Re-Inspection
Flat Fee.

Select only ONE of the following: 

Awarded Contract Sum, or ACCS Storm Shelter Area Estimate: _____________________
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REVENUE DEPARTMENT USE ONLY 

PENDING DOCUMENTATION / INFORMATION: 

�  GCL            �  SBL           �  Contract / NTP / LOI           �  LOS           �  Contract Dates / Breakdown of Costs

Contact Dates: Received Date:

Forwarded for Denial:

PROJECT INFORMATION: 
PROJECT NAME                                                                                                                                                                                               PROJECT OWNERʼS FEIN (EXEMPT ENTITY) 

STREET ADDRESS OF PROJECT (CITY AND COUNTY INCLUDED)                         CITY                                                                ZIP                                             COUNTY 

APPLICANT’S INFORMATION: 
RELATION:  (CHOOSE ONE) 

�  Government Entity           �  General Contractor          �  Subcontractor 

APPLICANTʼS LEGAL NAME                                                                                                                                                                            FEIN 

DBA                                                                                                                                                                                                                    CONSUMERʼS USE TAX ACCOUNT NUMBER 

MAILING ADDRESS:  STREET                                                                 CITY                                                      STATE                    ZIP                                             COUNTY 

CONTACT PERSON                                                                                                                                                                                          BUSINESS TELEPHONE NUMBER 

EMAIL ADDRESS 

CONTRACT SIGN DATE (PROVIDED BY GENERAL CONTRACTOR)                                                     CONTRACT COMPLETION DATE (PROVIDED BY GENERAL CONTRACTOR) 

ESTIMATED START DATE (FOR APPLICANT)                                                                                          ESTIMATED COMPLETION DATE (FOR APPLICANT) 

WILL THE APPLICANT HAVE ANY SUBCONTRACTORS ON THIS JOB?                                               NAME OF PARTY TO THE CONTRACT 

�  Yes     �  No    If yes, please attach list. 

JOB DESCRIPTION 

WILL ANY POLLUTION CONTROL EXEMPTION BE APPLICABLE?                                                        ESTIMATED POLLUTION CONTROL COST 

�  Yes     �  No                                                                                $ 

TOTAL PROJECT BID AMOUNT                                                          LABOR COST                                                                                      MATERIAL COST  
(APPLICANTʼS PORTION OF PROJECT)                                            (APPLICANTʼS PORTION OF PROJECT)                                          (APPLICANTʼS PORTION OF PROJECT) 

$                                                                        $                                                                       $

AlAbAmA DepArtment of revenue 
SAleS AnD uSe tAx DiviSion 

p.o. box 327710 • montgomery, Al 36132-7710 

Application for 
Sales and use tax Certificate of exemption 

FOR GOVERNMENT ENTITY PROJECT 
This Certificate of Exemption will be limited to purchases which qualify for an exemption of  

sales and use taxes pursuant to Rule No. 810-6-3-.77

ST: EXC-01 
6/21

(            )



FORM OF OWNERSHIP: 

�  Individual      �  Partnership     �  Corporation     �  Multi member LLC    �  Single member LLC     �  Government Entity 

If applicant is a corporation, a copy of the certified certificate of incorporation, amended certificate of incorporation, certificate of 
authority, or articles of incorporation should be attached. If the applicant is a limited liability company or a limited liability partnership, 
a copy of the certified articles of organization should be attached. 

OWNERSHIP INFORMATION: 

Corporations – give name, title, home address, and Social Security Number of each officer. 

Partnerships – give name, home address, Social Security Number or FEIN of each partner. 

Sole Proprietorships – give name, home address, Social Security Number of owner. 

LLC – give name, home address, and Social Security Number or FEIN of each member. 

LLP – give name, home address, and Social Security Number or FEIN of each partner.

NAME (PLEASE PRINT)                                                                                                                              SIGNATURE 

TITLE                                                                                                                                                            DATE

Examinerʼs Remarks __________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

Examiner _______________________________________  Date _________________ 

PROJECT NAME                                                                                                                                                                                               PROJECT OWNERʼS FEIN (EXEMPT ENTITY)

PAGE 2

REVENUE DEPARTMENT USE ONLY 
PENDING OTHER: 

�  Government Entity              �  General Contractor             �  Not on LOS

Contact Dates: Received Date:

Forwarded for Denial:



instructions for preparation of form St: exC-01 
Sales and use tax Certificate of exemption for Government entity project  

 
note:  exemption Certificates will be issued as of the contract sign date or the received date of the application. if, upon 
receipt of the application, the project has already commenced, the certificate will be issued as of the received date of the 
application. Any purchases made prior to the issuance of a certificate will not be exempt.  
 

*** Please allow 10 to 14 business days for your application to be processed. *** 
 
in order to expedite the processing of your application, please include the following documentation when submitting your 
application: 
 
Exempt Entity: 
1.  Signed Application 
2.  Copy of executed/Signed Contract, letter of intent, notice of Award, and/or notice to proceed 
 
General Contractor: 
1.  Signed Application 
2.  Copy of executed/Signed Contract, letter of intent, notice of Award, and/or notice to proceed 
3.  list of Subcontractors 
4.  Alabama board of General Contractor’s license 
5.  State/County business license (usually obtained through county probate office) 
6.  Any other municipal business licenses associated with the project 
 
Subcontractor: 
1.  Signed Application 
2.  Alabama board of General Contractor’s license 
3.  State/County business license (usually obtained through county probate office) 
4.  Any other municipal business licenses associated with the project 
5.  list of Subcontractors (if any) 
 
General contractors and subcontractors:   
    •  Any additions and/or deletions to the list of subcontractors working on a project must be submitted to the 

Department within 30 days of occurrence.   
    •  if an extension is needed for a project, please contact the Department of revenue at the address, number, or email 

listed below. extension requests should be submitted no more than 30 days after expiration date. 
    •  Subcontractor’s estimated Start Date should be the date they will begin working on the project and ordering mate-

rials instead of the General Contractor’s estimated Start Date for the project.  
 
 

tHere iS A filinG reQuirement if Your AppliCAtion iS ApproveD.  the return will be filed 
through the Consumer’s use tax account. please see the following page for detailed instructions and general 
information regarding the reporting requirements.  

 
 
the application and required documentation may be mailed, faxed, or emailed to the following:  
 
fax:                          (334) 353-7867 
 
email:                      Stexemptionunit@revenue.alabama.gov 
 
mailing Address:   Attn: Contractor’s exemption 
                                 Alabama Department of revenue 
                                 Sales & use tax Division 
                                 room 4303 
                                 po box 327710 
                                 montgomery, Al 36132-7710



General Information and Instructions Regarding the  
Reporting Requirements for Contractors Awarded an Exemption Certificate 

 
A contractor’s exemption certificate for a Government entity project is needed in order to purchase materials tax exempt 
for the qualified project.  once the exemption certificate has been applied for and awarded, there is a monthly filing 
requirement to report the purchases that have been made for each exempt project.  the Consumer’s use (Cnu) tax account 
is used to report the tax-exempt purchases made with each certificate for each exempt project for each month.  

the consumer’s use tax return must be filed for each of the months covered by the exemption certificate. (for example, if 
the certificate’s effective date is June 29, 2014 and the expected completion date is october 1, 2014, a consumer’s use tax 
return must be filed for each of the following months: June, July, August, September, and october.) A return muSt be filed 
each month to report the monthly purchases. therefore, all active exemption certificates must be included on the monthly 
report even if the monthly purchases for a specific project was $0. 

if a Cnu tax account is not already open under the taxpayer/business name, one will automatically be assigned at the time 
the exemption certificate is generated. electronic filing is required through the Department’s online filing system, my 
Alabama taxes (mAt). A letter containing the online filing information will be mailed to the address on file within a few 
days after the new Cnu tax account has been assigned. this letter will contain all the information needed to create your 
online filing account in mAt.  for questions relating to setting up the account on www.myalabamataxes.alabama.gov, 
please contact business registration at 334-242-1584 or the Sales tax Division at 1-866-576-6531.  

once the mAt account is set up, please log in and file the monthly Cnu tax return. there is a table located at the bottom 
left hand corner labeled “Contractor’s exemption for Government Construction projects.”  All three fields in the table are 
required to be completed: exemption number, project number, and total amount of purchases for that specific project for 
the month. Additional projects may be added on the additional rows that appear as data is added; the table will allow the 
addition of more projects. 

***please do not use lines 1 through 9 of the return for reporting exempt project information.  leave these lines blank unless 
taxable purchases were made outside of the state of Alabama that need to be reported and tax remitted. (lines 1 through 
9 do not have anything to do with the exemption reporting requirements). 

When the certificate expires (upon the project’s completion) and the Cnu tax account is no longer needed, please contact 
the business registration unit at 334-242-1584 and close the Cnu tax account. please be advised that if there are multiple 
government entity projects open, the consumer’s use tax account should remain open until the last project completion 
date. for example, if project exC00AbCD ends in June of 2014 but project exC00efGH ends January of 2015, the Cnu tax 
account must remain open until the end of January 2015. A return for project exC00efGH must be filed all the way 
through January 2015.     

if the applicant already has a Cnu tax account and it is currently set up online, please use this account to report exempt 
project purchases through www.myalabamataxes.alabama.gov using the instructions provided above. the return may 
then be filed as usual. 

***All Consumer’s use tax returns are due on the 20th of the month following the month in which purchases were made 
(i.e., the return for the month of June is due July 20th, etc. there are 20 days to file the return before it is deemed late.)   

***Any penalty waiver requests may be directed to the Sales and use tax Division at 1-866-576-6531. only one waiver per 
18 month period is allowed.
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