
SECTION II 
 
2. INSTRUCTIONS TO BIDDERS 
 
2.1 Vendor Registration 
Prospective bidders must register as vendors on the City of Springfield website at: 
https://www.springfield.il.us/Registration/Options.aspx. 
Registration enables receipt of bid opportunities and electronic submission of responses. 
 
2.2 Retrieval of Bid/Proposal Documents 
Bidders are responsible for accessing bid documents and addenda on the City’s website: 
https://www.springfield.il.us/Departments/OBM/PurchasingHome.aspx. 
 
2.3 Submission of Bids/Proposals 
Unless otherwise specified, bids must be submitted electronically via the City’s website 
in PDF format. All required documents (addenda, certifications, insurances, guarantees, 
bonds, etc.) must be included and complete. 
 
2.4 Pre-Bid Meeting Attendance 
Some bids may require a pre-bid meeting, which could be mandatory or non-mandatory. 
For mandatory meetings, only attendees may submit bids. Meeting details will be posted 
on the City’s website. 
 
2.5 Questions 
Submit questions in writing via the Question/Answer Tab on the City's website by the 
specified deadline. Include the relevant section title for clarity. Responses will be posted 
on the website with sufficient time for bid preparation. 
 
2.6 Addenda 
Addenda will be posted on the City's website. Bidders are responsible for incorporating 
all addenda into their submissions. Failure to acknowledge addenda does not relieve 
bidders of their obligations under the contract. 
 
2.7 Withdrawal of Bid 
Bids may be withdrawn via the City's website prior to opening. After opening, bids 
cannot be withdrawn for 90 days without the City’s consent, except as permitted by 
regulation. Post-opening corrections or withdrawals require a written determination by 
the Purchasing Agent. 
 
2.8 Rejection of Bids 
The City reserves the right to reject any or all bids, waive technicalities, and accept the 
bid deemed in its best interest. Such decisions are final. 
 
2.9 Bid Opening 
Telephone, fax, email, or verbal offers will not be accepted. Bids will be publicly opened 
and read at the specified time. Late submissions will not be accepted.   
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