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Purpose: 

Bid invitations are used not only on bid projects, but also on negotiated work with some exceptions.  The 
purpose of this Standard Operating Procedure is to provide guidelines for creating and issuing bid 
invitations to subcontractors and material suppliers. 

Procedure: 

1) We are currently using SmartBid as our bid management service. 
 

2) Refer to SOP 4.112 Project Posted Online for information on how to set each project up in SmartBid. 
 

3) Once the project has been posted online, including all groups/filters, trades, etc., select tab 6 
Qualified. 
 

4) Within tab 6, select each scope (ex. 02310 – Grading).  DO NOT select “Select All” or “Clear All.” 
 

5) After selecting a given scope (ex. 02310 – Grading), all subcontractors and suppliers that meet the 
filter requirements established will be listed.  Make your selection of invitees by selecting the box 
next to each company name. 
 

6) After selecting all companies, click Send Communication. 
 

7) Confirm all information in the “communication” section. 
 

8) Select “Send Communication.” 
 

9) Within the next window: 
A) Confirm numbers of subs selected. 
B) If not already done so, select “email only.” 
C) Select “send communication now”.  

 
 


