
 

CITY OF SOUTH BEND, INDIANA 

CONTRACTOR’S BID FOR PUBLIC WORK 

RESPONSIBLE BIDDER CHECKLIST 

 

Project Name   

Project No.   

For Bids Due   

Contractor Name:  

 
The City seeks to enhance its ability to identify responsive and responsible bidders on all City public works 
projects by institution of comprehensive submission requirements in compliance with State law. Quality 
workmanship, efficient operation, safety, and timely completion of projects requires that all bidders meet 
certain minimum requirements to be responsive and responsible bidders.  
THIS FORM MUST BE SUBMITTED WITH YOUR BID. 
 
INSTRUCTIONS: 
If you are a pre-qualified bidder, complete Section I only.  
If you are not a pre-qualified bidder, complete Section II only. 
Section II acts as an application for pre-qualification. Submission of Section II will allow the bidder to be 
considered for pre-qualification for bids with the City of South Bend Department of Public Works. Pre-
qualified bidders will then be exempt from a portion of the submission requirements outlined in Section 6-
63 of The Responsible Bidding Ordinance No. 10594-18 (hereinafter, “Responsible Bidding Ordinance”) 
for a period of twelve (12) months.  
Thereafter, contractors who are pre-qualified must submit a complete application for continuation of “pre-
qualified” standing, on a form provided by the City (“Responsible Bidder Checklist (1) Pre-Qualified 
Bidders”) by December 31st for the upcoming calendar year, or within twelve (12) months of obtaining pre-
qualified standing. If the status of any item changes within the twelve (12) months, it is the responsibility of 
the contractor to notify the City. Failure by any pre-qualified contractor to submit its complete application 
for continuation of “pre-qualified” standing within the time prescribed above shall result in automatic removal 
of the designation, effective January 1 of the following year, or immediately following the twelve (12) months 
of pre-qualified standing.  
However, the “removed” contractor or subcontractor shall still be permitted to bid on City public works 
projects, though the contractor must submit all required documents under 6-63 until “pre-qualified” status 
is re-established. 
Please Note: The City reserves the right to request supplemental information from the bidder, 
additional verification of any information provided by the bidder, and may also conduct random 
inquiries of the bidder’s current and previous customers regardless of pre-qualified standing. 
 
It is the sole responsibility of the potential bidder to comply with all submission requirements applicable to 
the bidder in Section 6-63 of the Responsible Bidding Ordinance no later than the date of the public bid 
opening.  
  



 

POST BID SUBMISSIONS:  
Post-bid submissions must be submitted in accordance with Section 6-64 of the Responsible Bidding 
Ordinance. The post-bid submission requirements are as follows: 
 

1. All bidders shall collect, maintain, and provide upon request, a current written list that discloses the 

name, address, licensing status, and type of work for any subcontractor from whom the bidder has 

accepted a bid and/or intends to hire on any part of the public work project, including individuals 

performing work as independent contractors. 

2. Each subcontractor, whose portion of the project is estimated to be at least one-hundred fifty 

thousand dollars ($150,000.00), shall be required to adhere to the requirements of Section I of the 

Responsible Bidder Ordinance as though it were bidding directly to the City, except that the 

subcontractor shall submit the required information (including the name, address, and type of work) 

to the successful bidder prior to the commencement of work. 

3. Failure of a subcontractor to submit the required information shall not disqualify the successful 

bidder from performing work on the project and shall not constitute a contractual default and/or 

breach by the successful bidder. However, the City may withhold all payment otherwise due for 

work performed by a subcontractor, until the subcontractor submits the required information and 

the City approves such information. 

4. The disclosure of a subcontractor list (“Disclosed Subcontractor(s)”) to the City by a bidder shall 

not create any rights in the Disclosed Subcontractor(s). Thus, a bidder may substitute another 

subcontractor for a Disclosed Subcontractor by giving the City, upon request, written notice of the 

name, address, licensing status, and type of work of the substitute subcontractor. 

5. The successful bidder and all subcontractors on a public works project are required to submit 

certified payroll utilizing the federal form known as WH-347 or a similar form on a bi-weekly basis, 

submitted within 10 days after the end of each bi-weekly payroll period. Certified payrolls shall 

identify the job title and craft for each employee. Certified payrolls shall be submitted 

electronically.  

 
Please Note: Submissions deemed inadequate, incomplete, or untimely by the City may result in 
the automatic disqualification of the bid. 
 
The City, after review of complete and timely submissions, shall, in its sole discretion, after taking into 
account all information in the submission requirements, determine whether a bidder is responsive and 
responsible, and provide a Pre-Qualification Verification Letter. The City specifically reserves the right to 
utilize all information provided in the contractor’s submission and any information obtained by the City 
through its own independent verification of the information provided by the contractor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

I. PRE-QUALIFIED BIDDER CHECKLIST 

 
(a) Acknowledgements: 

(i) ___ By checking this box, I hereby acknowledge that I am a pre-qualified bidder with 

the City of South Bend and that I have met the pre-qualification requirements within 

the last twelve (12) months. A copy of my Pre-Qualification verification letter 

is attached.  

(ii) ___ By checking this box, I hereby acknowledge that the City reserves the right to 

request supplemental information, additional verification of any information 

provided by me, and may also conduct random inquiries of my current and prior 

customers. 

 
(b) Attachments: 

(i) ___  Indiana Secretary of State’s on-line records (ie. Business verification) dated within 

sixty (60) days of the submission of said document showing that business is in 

existence, current with the Indiana Secretary of State’s Business Entity Report, 

and eligible for a certificate of good standing. (Not applicable to individuals, sole 

proprietors or partnerships).  

(ii) ___ Statement on staffing capabilities, including labor sources. This statement 

indicates and ensures I have sufficient employees on staff to complete the work. It 

outlines how I intend to meet the staffing needs of the work. 

(iii) ___ Evidence that I am utilizing a surety company which is on the United States  

Department of Treasury’s Listing of Approved Sureties as required in the bid 
specifications or contract. 

(iv) ___ List of projects of similar size and scope of work performed in all areas, including  
the State of Indiana, within the last three (3) years. 



 

II. PRE-QUALIFICATION CHECKLIST (FOR BIDDERS THAT ARE NOT PRE-QUALIFIED) 

 
(a) Acknowledgements: 

(i) ___ By checking this box, I hereby acknowledge that I am not a pre-qualified bidder 

with the City of South Bend. 

(ii) ___ By checking this box, I hereby acknowledge that the City reserves the right to 

request supplemental information, additional verification of any information 

provided, and may also conduct random inquiries of my current and prior 

customers.  The City reserved the right to utilize all information provided in this 

submission and all information obtained in inquiries or requests to determine if a 

bidder is responsive and responsible.  Additionally, I acknowledge that all 

information provided to the City shall be regarded as public records. 

(iii) ___ By checking this box, I hereby acknowledge that copies of all Applicable 

apprenticeship certificates or standards for training programs applicable to the 

work performed on the project may be requested at any time and shall be furnished 

upon request. 

(iv) ___ By checking this box, I hereby acknowledge and ensure that I and all sub-

contractors, from whom I have accepted a bid and/or intend to hire to perform work 

on the public work project, are properly licensed.  Furthermore, I acknowledge my 

understanding that it is my responsibility to ensure that all sub-contractors have 

the necessary licenses to undertake the work called for in this bid. If a sub-

contractor loses their license at any point, it is the responsibility of that sub-

contractor to notify the City. 

 
(b) Attachments: 

(i) ___  Indiana Secretary of State’s on-line records (ie. Business verification) dated within 

sixty (60) days of the submission of said document showing that business is in 

existence, current with the Indiana Secretary of State’s Business Entity Report, 

and eligible for a certificate of good standing. (Not applicable to individuals, sole 

proprietors or partnerships). 

(ii) ___ List identifying all former business names. 

(iii) ___ Any determinations by a court or governmental agency any violations of federal 

state, or local laws including, but not limited to, violations of contracting or antitrust 

laws, tax or licensing laws, environmental laws, Occupational Safety and Health 

Act (OSHA), or federal Davis-Bacon and related Acts, within the preceding five (5) 

years. 

(iv) ___ Statement about staffing capabilities, including labor sources. This statement 
indicates and ensures I have sufficient employees on staff to complete the work I 
am bidding on OR outlines how I intend to meet the staffing needs of the work. 

(v) ___ Statement that individuals who will perform work on the public work project on my 
behalf will be properly classified as an employee or as an independent contractor 
under all applicable state and federal laws and local ordinances. 

(vi) ___ Evidence of participation in apprenticeship and training programs, applicable to the 
work to be performed on the project, which are approved by and registered with 
the United States Department of Labor’s Office of Apprenticeship, or its successor 
organization. 

(vii) ___ Copy of a written plan for employee drug testing that covers all of my employees 
who will perform work on the public work project and meets or exceeds the 
requirements set forth in IC 4-13-18-5 or IC 4-13-18-6. 

(viii) ___ Evidence that I am utilizing a surety company which is on the Bureau of Fiscal 
Service “Department of Treasury’s Listing of Approved Sureties” as required in the 
bid specifications or contract. 



 

(ix) ___ Written statement of any federal, state or local tax liens or tax delinquencies owed 
to any federal, state or local taxing body in the preceding three years. 

(i) ___ List of projects of similar size and scope of work performed in all areas, including 

the State of Indiana, within three (3) years prior to the date on which the bid is due. 

 
 
 

Date: ___________________________________________ 
 
 
________________________________________________ 
(Sign Here) 
 
________________________________________________ 
(Print Name Here) 
 
________________________________________________ 
(Name of Company) 
 
________________________________________________ 
(Address of Company) 
 
________________________________________________ 
(City) 
 
________________________________________________ 
(State) 
 
 
________________________________________________ 
(Telephone Number) 



 

 


