Contract Document Package

1) CONTRACT- (Section 902) – The contractor should execute the document but leave ALL DATES BLANK.  Have a witness sign also and include the witness’s address.  The contractor should include the Contractor’s “SEAL” on this contract as noted.  (Return the Original Contract.)  The LPA shall record the minutes in the space provided on the bottom of the form.

2) PERFORMANCE and PAYMENT BOND – (Section 903) – The Contractor and Surety should both sign this document but leave ALL DATES BLANK.  All Bonds must be signed or countersigned by a Mississippi Agent or Qualified Nonresident Agent for the Surety with Power of Attorney attached.  The second page of the Performance and Payment Bond should also include the Contractor’s Seal and the Surety’s Seal.  (Return the Original Performance and Payment Bond.)  The LPA shall confirm the amount shown is equal to or greater than the 905 total bid.

3) Include all addenda in the front of the proposal.

4) OCR-481 LPA that has been initialed by MDOT.

5) Ten (10) sets of the executed proposal with plans are required.

6) One of the proposals shall be marked as true and correct with stamp and signature.

7) Fill in DUNS number information on the NTB and shall include the signature.

8) Section 901 Advertisement date matches bid opening/contract let date.

9) [bookmark: _GoBack]CERTIFICATE OF INSURANCE – This document should be completed by the company writing Liability Insurance and should be signed or countersigned by a Mississippi Agent or qualified nonresident Agent – (address must be included).  The Agent must possess a Certificate of Authority from the Mississippi Insurance Commissioner to sign for that company.  Company names listed on the Certificate of Insurance MUST MATCH EXACTLY with the listing of the Mississippi Insurance Commission.  

10) A.	PRIME CONTRACTOR CERTIFICATION – Form No. 1 – If this form is attached, the Contractor must fill out, date, sign and return such.  For use with projects having NTB 3067.

B.	PRIME CONTRACTOR CERTIFICATION – Large Construction General Permit – If this form is attached, the Contractor must fill out, date, sign and return such.  MDOT will complete the Owner Information section upon return.  For use with projects having NTB 3581.

11) BID SHEETS – If your Bid Sheets are included in this package, YOU MUST select your optional item by initialing the item(s) that will be used on the project and striking through the item(s) that will not be used on the project.  DBE % on 905 shall match the contract requirement.

12) EEV Certification and Agreement – This form must be completed and returned with your signed contract.  Contract will not be executed without this document.

13) Subcontractor EEV Certification – This form (or one with similar information) must be maintained by you (the Prime Contractor) for all subcontractors who work on this job.

Send the 10 copies of the executed contract document package to MDOT LPA Division in Jackson MS.




Checklist for Certificate of Insurance
Completion


___________	Have the “Named Insured:” blanks been filled in with the Contractor’s name and address?

___________	Have the “Company:” row blocks been filled in appropriately?  (Note that the Insurance Company names will be checked by our personnel with the Mississippi Insurance Commission and the Insurance company names must match exactly as listed with the commission.)  

___________	Have the “Policy No.” row blocks been filled in appropriately?

___________	Have the “Effective Date” and “Expiration Date” row blocks been filled in appropriately?

___________	On the next two (2) blanks of the form, have you typed in the Project Number and county?

___________	Has the Mississippi Agent or Qualified Nonresident Agent for the listed insurance companies signed the form beside “By:”?  To be eligible to sign for the insurance company(s) the Agent has listed, the Mississippi Agent or Qualified nonresident Agent must possess a Certificate of Authority from the Insurance Commissioner for the listed insurance company(s).  If you are not aware how or if such is listed with the Insurance commission, call the Insurance Commission at (601)359-9217 prior to completing this section.  (Note, under the signature, you should type the Agent’s name because many signatures are not legible.)

___________	Has the “Address:” of the Mississippi Agent OR Qualified Nonresident Agent been filled in.  


___________	Has the document been notarized appropriately?



Please utilize this checklist prior to sending the Certificate of Insurance form(s) back because failure to input appropriate information on the Certificate of Insurance Form(s) will result in delayed issuance of the Notice To Proceed.





