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Background 
There are going to be circumstances where a contract letting is not successfully completed.  One occurs 
when bids are determined to be excessive in price which requires that all bids be rejected.  Other cases 
may be when a proposal is withdrawn after it has been advertised, or the case where no bids are received 
for a particular proposal.  This Guide addresses the steps in Trns•port required to proceed on these cases. 

Rejecting All Bids 
In this case bids have been received and a management decision has been made to reject all bids and to 
re advertise the contract.  When this occurs, Central or District Contracts Administration Office staff 
will begin the process by preparing the records for recording the original bid results in DSS. 

Normal Processing 
Under normal circumstances and when time is not particularly critical, proceed as follows: 

Transfer Data to DSS 

After all posting, review, and protest periods have been completed, the letting results will be recorded in 
DSS. 

Prepare the LAS data fields for transfer to DSS: 

• DblClick the Letting from the Lettings 
list window. 

• Rclick the Proposal from the Letting 
Proposal List. 

• Click Tabbed Folder Change. 

The Letting Proposal General Tab will open with 
information showing the data for the apparent 
awarded vendor. 

 

Take the following actions. 

• Click the Bid Management tab. 

• Blank the "W" in the Status of Bid field.   

• Click the General tab. 
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At the General tab, 

• Change the Letting Status to 04 Bids 
Rejected. 

• Change the Status Date to the date the 
action is/was taken.  

• Set the Reason for Non-Processing field 
to read DBIS.  If additional information is to 
be recorded, place it in the Bid Notes field. 

• Blank the Awarded Vendor field. 

• Blank the Awarded Amount field. 

• Enter zero date for the following: 

Awarded Date 

Executed Date 

• Change the Passed to CAS/DSS flag to "blank". 

• Close and save the proposal to the database. 

 

Transfers to DSS run every weekday night.  After 
the extract program has transferred data to DSS, 
the flag in the Passed to CAS/DSS field will 
appear as "D".  Once this has occurred, further 
processing may be undertaken. 

 

 

 

 

 

Return Addendum History and Projects to Production Staff 

Three entities are involved in the transfer: the Addendum History, the Proposal Header, and the Projects.  
Prepare the Addendum history and provide it to the District Estimates Office before the full proposal 
details are lost.  Transfer the projects to the appropriate District Estimates Office. The Proposal Header 
should remain in the control of the Contracts Administration Office. 
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Addendum History Information 

At the Proposals list window  

• Highlight the particular Proposal.  (A 
different proposal is chosen here as T5131 
had no addenda) 

• Rclick Run Process. 

 

 

 

 

• Scroll down and highlight List Proposal Addendums. 

• Click OK. 

 

 

 

 

• Click Submit. 

 

 

 

• Click OK. 

 

 

From the Process Status List open the report. 

• Click Save as Rich Text. 

• Save the file to your hard drive. 

• Attach the file to an email, and send it to 
the District Estimator. 
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Transfer the project(s) 

Go to PES, open the particular proposal. 

• Click the Projects tab.   

All projects associated to the proposal will be 
identified here. 

• Click the double down arrow to remove 
all projects from the proposal. 

 

 

 

 

The proposal project list will be empty. 

 

• Save and close the proposal. 

 

 

 

 

 

Change Control Group 

When the Projects have been removed, 

• Open each project and change the Access 
Control Group to the managing District. 

For Central Office lettings: change 
from CT## to CD## 

For District let contracts change from 
CL## to CD##. 

In this example change all three projects from 
CT05 to CD05 
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Creating the New Proposal 

With the projects returned to the Production staff 
in the managing District, the District Estimator 
will: 

• Create a new Proposal Header as 
appropriate.  Enter the new Contract ID 

• In the Prev Let As Cont ID field enter the 
Contract Number of the rejected contract.  
In this example the number is T5131. 

• Enter the Contl PCN.  Either type it in or 
select from the drop down menu 

• After entering the project number in the 
Cntl PCN field, from the Menu Bar, 

• Click Edit > Import Controlling PCN 
Data. 

 

 

 

A confirmation screen will appear. 

• Click Yes.   

To stop the process,  

• Click No.   

This box indicates the fields to be copied from the Lead Project 
Number.  Change the results as necessary. 

The Import Controlling PCN function, automatically attaches 
the project to the Proposal and it will appear in the Projects Tab.   

Page 1 will appear like this. 

Other require fields to complete on page 1 are: 

 Control Group 

 Contract Type 

 Contract Work Type 

 Proposal Type 

 Proposal Class 

 Renewable 
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When these fields have been completed. 

• Click the Save icon. 

The Contract ID field will turn blue. 

 

 

 

 

Click the Projects Tab.  The Primary project will 
be seen.   

• Add any other projects to be attached to 
this proposal.  In this example there are 
two. 

 

 

 

Things to Review 

 Addenda.  If there were addenda on the original letting, apply all item level data included in the 
List Proposal Addendums process report provided by the Contracts Administration Office. review 
all of the “Revision” letters and other sources to modify the particular projects as necessary to 
include all changes. 

 Spec Year.  Verify that the new letting will be in the same Spec Year as the original letting.  If it 
is not, all Pay Items in all projects must be checked for inclusion in a new Spec Year. 

 

Further Processing 

Further processing of the new proposal should be consistent with calendar requirement to submit to 
Tallahassee for Central Office let contracts or District requirements for District let contracts. 

 

Special Circumstances 
There will be situations where time is particularly critical.  With management approval, the Contracts 
Administration Office may create temporary projects by duplicating the projects and providing them to 
the District Production staff while final processing of a Rejection of Bids is continuing.  In this case, 
ALL projects associated to the proposal to be rejected will be processed as follows: 
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Contracts Administration office 

In PES at the Proposals list window 

• Open the particular proposal (in this case 
T5131) with Tabbed Folder View. 

 

 

 

 

 

 

• Click the Projects tab. 

• Note the Financial Project Numbers of 
all projects associated to the proposal 

In this example there are three: 

23770525201, 23770525601, and 23770525602. 

 

• Close the proposal 

At the Projects list window 

• Highlight the first project on the list (in 
this case 23770525201). 

 

 

 

• From the Menu Bar click Edit > Copy 
Special. 

 

 

 

• At the Copy Project Window enter the Financial 
Project Number followed by the letters RB. 

• Click OK. 
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At the Projects list window  

• Rclick the new project 

• Click Tabbed Folder Change 

 

 

 

On the General Tab page 1 

• Change the Control Group from CT## or 
CL## to CD##.  In this case the new 
control group will be CD05. 

• Save and close the project. 

The copy of the project is now available to the 
district Production staff. 

Follow these steps for all other project(s) 
associated to the proposal. 

District Estimates Office 

Temporary Projects 

All projects from the contract being rejected are now available for use by the Production staff in the 
District Office.  These temporary Project Numbers (the RB suffix) are to be used until processing is 
complete in the contracts Administration Office involving the original Proposal and Projects.  Consistent 
with standard practice the temporary projects may be assigned to in house or consultant designers to 
update the item data. 

New Proposal header 

The new Proposal header may be created at any time.  Be sure that the Prev Let As Cont ID field is 
properly entered.  Temporarily, all of the temporary projects may be attached to it so that CES may be 
used for proposal level estimates. 
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Converting to regular FinProj Numbers 

When the original FinProj Numbers are returned 
to you, take the following actions: 

In PES at the Projects list window 

• Delete all of the original projects. 

• Using Copy Special, recreate all of the 
original FinProj Numbers from the 
temporary numbers (those with the RB 
suffix).  In this example 23770525201 
will be recreated. 

• Either wait for the overnight FM refresh to run, or manually call for an FM refresh on all of the 
recreated FinProj Numbers. 

 

After the FM refresh has occurred, at the PES 
Proposals list window 

• Open the new Proposal Header and attach 
the Cntl PCN 

 

 

 

• From the Menu bar select Edit > Import 
Controlling PCN Data. 

 

 

 

 

 
• At the query window Click Yes.   

 

The proposal will now reflect the most current data 
available relative to the controlling PCN. 
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• Click the Projects Tab. 

• Highlight any remaining Projects to be 
attached to the Proposal. 

• Click the Single Up Arrow. 

 

Proceed to the Sections and Items tabs to 
generate sections and Line Number in the usual 
man r

• Save and close the Proposal 

 

Ret  

• porary projects 

• rojects will 
be deleted from the data base. 

The new proposal is now complete.  Continue processing in the normal manner. 

ne . 

Deleting Temporary Records 

urn to the Projects list window 

Highlight all of the tem
involved in the effort. 

• Rclick one of the blue bands 

Click Delete.  The temporary p
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No Bids Received 
In the situation where no bids were received for a 
particular proposal,   

• Rclick the Letting from the Lettings list 
window in LAS. 

• Click Letting Proposal List 

• Rclick the Proposal of interest. 

• Click Tabbed Folder Change. 

The Letting Proposal General Tab will open. 

 

 

 

Take the following actions. 

At the General tab, 

• Change the Letting Status to 08, No Bids 
Received. 

• Change the Status Date to the date the 
action is/was taken. 

• Set the Reason for Non-Processing field 
to read NBID.  If additional information is to 
be recorded, place it in the Bid Notes field. 

• Change the Passed to CAS/DSS flag to 
"blank". 

• Close and save the proposal to the 
database. 

Further Processing 

After the "D" flag appears, further processing 
under this scenario follows the steps above for 
“normal” processing of Rejected Proposals. 

 Remove project(s) from the proposal 

 Return projects to the district 

 District to create new proposal header and 
attach projects. 
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Moving a Proposal to a New Letting. 
From time to time after a proposal as been advertised it will be necessary to move it to a different 
letting.  An addendum will be required to inform the proposal holders.  To move the proposal to the new 
Letting Header follow these steps. 

Detach the Proposal 

• Rclick the old Letting Header. 

• Rclick Tabbed Folder Change. 

• Click the Letting Proposals tab. 

• Rclick the correct Proposal ID. 

• Click Delete. 

 

 

 

 

 

These two delete warning messages will open.  The 
Proposal will not be deleted from the data base, it and 
the associated planholders will be detached form the 
old Letting Header. 

 

• Click Yes to both messages. 

 

 

 

• Close the Tabbed Folder window. 

• Click Yes to Save the changes. 
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Reattach the Proposal 

If the new Letting header does not exist create it 
now, otherwise, 

• Rclick the new Letting Header. 

• Click Tabbed Folder Change. 

• Click the Letting Proposals tab. 

• Rclick Add to create a new row. 

 

 

 

 

• Click the down arrow at the Contract ID 
field in the lower panel. 

• Click the Contract ID to be attached. 

• Click OK. 

• Enter from earlier listing, 

Letting Status 

Status Date 

Notice Publication Date 

 

 

 

• Close the Tabbed Folder and save the 
record to the data base. 

• Click Yes. 

The move is complete. 

 

Move the Proposal Holders 

Go to the Contract Proposal Processing System 
(CPP) to transfer the planholders to the changed 
Letting Proposal.   
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Withdrawing a Proposal 
Another situation that will occur from time to 
time will be a need to pull a proposal from a 
letting prior to receipt of bids.   

When this occurs, 

• Rclick the Letting from the Lettings list 
window in LAS. 

• Click Letting Proposal List 

• Rclick the Proposal of interest. 

• Click Tabbed Folder Change. 

 

The Letting Proposal General Tab will open. 

 

 

 

 

At the General tab, 

• Change the Letting Status to 05 
Withdrawn. 

• Change the Status Date to the date the 
action is/was taken. 

• Set the Reason for Non-Processing field 
to read PRPW.  If additional information is 
to be recorded, place it in the Bid Notes field. 

• Close and save the proposal to the 
database. 
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