Master Grid for Requesting a Construction Bid Front End (Revised 01-2024).

This document is to be completed and submitted to the Associate Director of Purchasing to request a Purchasing Agent.  Items in Black are to be completed for input into the Front End.  Items in Red are for the Purchasing Agent’s information only.  Items in Blue should be left blank for completion by the Purchasing Agent when they prepare the front end.

Note:  The information in the right-side box should be replaced with the bid content (i.e. “Project Name” might become “Matthaei Pool Renovation”
The completed grid can be saved and attached to an e-mail, or can simply be copied “as is” into the body of an e-mail.  Both work well for Purchasing.
	(Project_Name)
	Project Name

	(Project_No.)
	Project No.

	(Project_Manager_Name)
	Project Manager Name 

	(Project_Address) 
	Project Address

	(Project_Brief_Description) 
	Project Brief Description

	(Project_Detailed_Description) 
	Project Detailed Description

	(Architect_Name)
	Architect Name 

	(Architect_Representative)
	Architect Representative

	(Architect_Address)
	Architect Address

	(Architect_City/State/Zip)
	Architect City/State/Zip

	(Suggested_Release_Date)
	Release Date

	(PreProposal_Bid_Option)
	Mandatory or Optional or None.

	(PreProposal_Meeting_Type)
	Virtual or In Person

	(Suggested_PreBid_Date)
	PreBid Date

	(Suggested_PreBid_Time)
	PreBid Time

	(PreBid_Location)
	Pre-bid Location

	(PreBid_Address)
	PreBid Address

	(PreBid_Room)
	PreBid Room

	(Site_Visit_Date)
	Site Visit Date

	(Substantial_Completion_Date) 
	Substantial Completion Date

	(Damages_No_(Numerical)
	Damages No

	(Professional_Liability_Amount)
	Professional Liability Amount

	(Private_Posting)
	No

	(Website_Posting_Address)
	http://go.wayne.edu/bids

	(Prebid Required?)
	Yes – unless waived 

	(Prebid Waiver Approved by)
	

	(Estimated Construction Budget) 
	

	(Total Project Budget) 
	

	(Does this Project Require BOG approval (Yes or No))
	

	(Number of Alternates (if any)
	

	 (Unit Pricing  (if any)
	

	(Allowances  (if any)
	

	(Type of Construction (pick one: General, 
General Research, 
Mechanical, 
Electrical, 
Roofing, 
Cement or 
Hazardous Remediation)
	Construction Type

	(Primary_Buyer) 
	Primary Buyer

	(Primary_Buyer_Title)
	Senior Buyer

	 (Primary_Buyer_Phone (4 digit ext.)
	Primary Buyer Phone

	(Primary Buyer_Email  (6 digit )
	Primary Buyer Email

	(Team Link)
	Click Here to Join Pre-bid Meeting

	(Team Conference ID)
	Not Applicable

	(Registration_Date)
	Registration Date

	(Questions_Date)
	Questions Date

	(Bid_Due_Date)
	Bid Due Date

	F12 = Insert from Master Grid| 

Sift-Cntl - F12 = No Onsite Prebid
	Shift-Alt - F12 = No Team Meeting
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