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(Use this template to prepare project Addenda letters.  REMEMBER, YOU ARE MODIFYING THE SPECIAL PROVISIONS, NOT THE STANDARD SPECIFICATIONS.  Modify sentences as needed.  Copy and add sentences as appropriate.  Delete sentences that do not apply.)

DATE:
_________________, 20__


Addenda No. ___

TO:
PLAN HOLDERS
(The preparer of the addenda letter must sign on the "Prepared By:" line.  The Engineer of Record must sign on the "Approved By:" line.  Signatures must be legible.)

PREPARED BY:
______________________

APPROVED BY:
______________________ P.E.

SUBJECT:
_______________________________________________ Section


_______________________________________________ Highway


_______________________________________________ County


_______________________________________________ Project


(Bids to be opened and read ____________, 20__)

(Start the Addenda on this first page.  If the Addenda is longer than one page, be sure to set a "Section Break" at the end of the first page and create a header, in the Header Section, for all the remaining pages.  In the Header Section, make sure that "Same as Previous" is turned off, otherwise the header will also show up on the first page.  The header contains the following information.  Fill in the blanks.  If you copy the below lines for the additional pages header, be sure to change the font color to black.)

_______________________________ Section
Addenda No. ___

_______________________________ Highway

_______________________________ County

_______________________________ Project

(Bids to be opened and read ____________, 20__)
(Use the following lead-in sentence and numbered paragraphs when changing the Bid Booklet.  If only one change is being made, modify the words "changes are" to "change is" and remove the number from the line.  If only one change is being made to the Project Bid Items, (item 2) remove the alpha letter from the line.  If only some of the Bid Item changes are used, but not all of them, (in item 2) re-alphabetize them as appropriate.)

The following changes are made to the Project Bid Booklet:

 1.
DESCRIPTION OF WORK page - The paragraph under COMPLETION TIME LIMIT is replaced with the following:

 2.
The following changes are made to the Project Bid Items:

a.
Quantity and Unit changes:


Unit
Quantity

Number
Item
Original
New
Original
New

b.
Quantity changes:



Quantity

Number
Item


Original
New

c.
Deleted items:

Number
Item

d.
Added items:

Number
Item
Unit
Quantity
e.
Name changes:

Number
Item
Make a copy of and use the new attached Bid Sheets.  A Bid not including these new Bid Sheets will be rejected as non‑responsive.

(Use the following lead-in sentence and numbered paragraphs when changing the Special Provisions.  If only one change is being made, modify the words "changes are" to "change is" and remove the number from the line.)

The following changes are made to the Project Special Provisions:

 1.
DESCRIPTION OF WORK page - The paragraph under COMPLETION TIME LIMIT is replaced with the following:

 2.
Subsection __(number and title)__ - The following paragraph(s) is(are) added after the paragraph that begins "________________":

 3.
Subsection __(number and title)__ - The paragraph that begins with the words "__________________" is replaced with the following:

 4.
Subsection __(number and title)__ - The paragraph that begins with the words "______________________ " is deleted.

 5.
Subsection __(number and title)__ - The ____ sentence of the paragraph that begins with the words " _________________ " is replaced with the following:

 6.
Subsection __(number and title)__ - The ____ sentence of the paragraph that begins with the words " _________________ " is deleted.
(When replacing or adding subsections, be sure to include the subsection number and title in the replaced or added text.)

 7.
Subsection __(number and title)__ - This subsection is replaced with the following subsection:

 8.
Subsection __(number and title)__ - This subsection is added after subsection _(number)_:

 9.
Subsection __(number and title)__ - This entire subsection is deleted.

(Use one or both of the following two lines if you are replacing a Section or adding a new Section that is one page or less in length.)

10.
Section __(number and title)__ - This Section is replaced with the following Section:

11.
Section __(number and title)__ - This Section is added after Section _(number)_:

(Use one or both of the following two lines if you are replacing a Section or adding a new Section that is longer than one page.  Be sure to attach the replaced or new Section to the end of this letter.)

12.
Section __(number and title)__ - This Section is replaced with Section _(number)_.  See attachment for full text.

13.
Section __(number and title)__ - This Section is added after Section _(number)_.  See attachment for full text.

14.
Section __(number and title)__ - This entire Section is deleted.

(Use the following lead-in sentence and numbered paragraphs when changing the Plan Sheets.  If only one change is being made, modify the words "changes are" to "change is" and remove the number from the line.)

The following changes are made to the Project Plans:

 1.
Plan sheet(s) _______( to _______) is(are) replaced with revised plan sheet(s) _______( to _______ ).

 2.
Plan sheet(s) _______( to _______ ) is(are) deleted.

 3.
Plan sheet(s) _______, _______, and ______ is(are) added.


(Use the following paragraph in all addenda letters.  Modify "This (These) change(s)" as needed.)

This (These) change(s) will be included in the Contract for this Project.  It is understood that your Bid will be submitted accordingly.

(Use the following paragraph when attaching new Bid Sheets.)

Make copies of the new Bid Sheets to replace the Special Provisions Bid Schedule Sheets.

Use the following when the preparer is different than the approver.  Fill in the initials of the preparer and approver.  Example: jd:KB where jd is the preparer and KB is the approver.)
____:____

(Use the following to list attachments.  Delete what does not apply.  If there are no attachments, delete all the attachment lines.)

Attachments:
New Bid Sheets


Revised Plan Sheet(s)


Replaced Special Provisions Section(s)


New Special Provisions Section(s)


New Plan Sheet(s)

(POSTPONED - For projects to be postponed, use one of the following "Postponed versions" as appropriate.  Except for the Date, To, Prepared By, Approved By, and Subject lines as modified, do not use any of the above paragraphs.  Remove the "Bids to be opened and read…" line from the Subject on the first page.)

[ Use this Postponed version when a follow-up addenda letter will be issued.  When preparing the follow-up addenda, be sure to include the Bid Booklet and Special Provisions changes that are included in the second version below. ]

This letter is to inform you of a change in the bid opening date for this Project:

The time and date for opening bids on this Project previously scheduled for bid opening at 9:00:00 a.m. on __(month day, year)__ has been postponed to 9:00:00 a.m. on __(month day, year)__.

Bidders are advised to retain and use their current bidding documents.  Revisions to the bidding documents will be included in a follow-up addenda letter to be issued at a later date.

Notify your subcontractors of the above change.

[ Use this Postponed version when a follow-up addenda letter will not be issued.  Fill in all appropriate blanks. ]

This letter is to inform you of a change in the bid opening date for this Project and to make changes to the Bid Booklet and Special Provisions.
The time and date for opening bids on this Project previously scheduled for bid opening at 9:00:00 a.m. on __(month day, year)__ has been postponed to 9:00:00 a.m. on __(month day, year)__.

The following changes are made to the Project Bid Booklet:

 1.  COVER PAGE - The date on the Bid Booklet cover page is replaced with __(month day, year)__.

 2.  DESCRIPTION OF WORK page - The first paragraph under TIMES AND PLACES OF RECEIVING BIDS (BID CLOSING) is replaced with the following:

Bid Closing for the work described above will be at 9:00:00 a.m. on the ____ day of _________________, 20__.  Bids will be received by Wynnette Gentemann, Construction Contracts Manager at the following times and places:

The following changes are made to the Project Special Provisions:

 1.  COVER PAGE - The date on the Special Provisions cover page is replaced with __(month day, year)__.

 2.  DESCRIPTION OF WORK page - The paragraph under TIME AND PLACE OF RECEIVING BIDS is replaced with the following:

Bids for the work described above will be opened and read at the Oregon Department of Transportation, 455 Airport Road SE, Bldg. E, Salem, Oregon 97301-5348, at 9:00:00 a.m. on the ____ day of __________________, 20__.

These changes will be included in the Contract for this Project.  It is understood that your Bid will be submitted accordingly.

(WITHDRAWN - For projects to be withdrawn, use the following paragraph.  Except for the Date, To, Prepared By, Approved By, and Subject lines as modified, do not use any of the above paragraphs.  Remove "Addenda No. ___" and "Bids to open and read…"  from the introduction to this letter on the first page.)

This letter is to inform you that the subject Project has been withdrawn from the __(month day, year)__ bid opening and that the opening of bids for the subject Project has been postponed indefinitely.

Department of Transportation


Technical Services


Office of Project Letting


4040 Fairview Industrial Drive SE


Salem, OR 97302


Telephone 503-986-4040
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