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Itam 
No. Description Retention 

1. 

2. 

Bid Project Polder 
Documentation of the work of Contract Services 
Office in putting a project out on bid, providing 
a record of who was invited to bid and who actually 
bid with results. 
This file includes: 

Bid Date Request Form 
Advertising Letter/Invitation to Bid 
Proposal Form 
Addenda 
Change of Bid Date Letter 
List of contractors that were sent invitation 

letters 
List of contractors that have picked up plans & 

specs 
Tabulation of Bids 
MBE DATA 

Contractor's Qualification Questionnaire 
A form listing a contractor's qualifications, 
which must be completed and filed 
with the Bureau of Engineering before contractor 
is allowed to submit a bid on county projects. 
Qualification Questionnaires must be annually 
updated. 

Retain for five (5) 
years, then destroy 

Retain until annual 
update is received, 
then destroy 

Sdtaduli Ap provce1 by Dtpertmant, 

Agency, or Dlvlifon R«prtt*nlaflv« 

Tlt l . 

Schtdul* Auttieri ««d liy 
Hall of Rtcordi Commlnlon 


