
 
Document No.: EPM-KE0-PR-000006 Rev 003 | Level - 3-E - External   Page 1 of 25 

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision. 
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this Document. 

 

 
 

EXPRO National Manual for Projects Management 

 

Volume 6, chapter 3 

  

Development of Service Requisition - Procedure 

 
 

Document No. EPM-KE0-PR-000006 Rev 003 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 
Development of Service Requisition - Procedure 

 
 

 
Document No.: EPM-KE0-PR-000006 Rev 003 | Level - 3-E - External   Page 2 of 25 

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision. 
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this Document. 

Document Submittal History: 

 
 
 
  

Revision: Date: Reason For Issue 

000 30/10//17 For Use 

001 8/12/2018 For Use 

002 12/03/2019 For Use 

003 15/08/2021 For Use 



 
Development of Service Requisition - Procedure 

 
 

 
Document No.: EPM-KE0-PR-000006 Rev 003 | Level - 3-E - External   Page 3 of 25 

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision. 
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this Document. 

 

THIS NOTICE MUST ACCOMPANY EVERY COPY OF THIS DOCUMENT 

IMPORTANT NOTICE 
 
This document, (“Document”) is the exclusive property of Government Expenditure & Projects Efficiency Authority. 

This Document should be read in its entirety including the terms of this Important Notice. The government entities may 

disclose this Document or extracts of this Document to their respective consultants and/or contractors, provided that such 

disclosure includes this Important Notice. 

Any use or reliance on this Document, or extracts thereof, by any party, including government entities and their respective 

consultants and/or contractors, is at that third party’s sole risk and responsibility. Government Expenditure and Projects 

Efficiency Authority, to the maximum extent permitted by law, disclaim all liability (including for losses or damages of 

whatsoever nature claimed on whatsoever basis including negligence or otherwise) to any third party howsoever arising 

with respect to or in connection with the use of this Document including any liability caused by negligent acts or omissions. 

This Document and its contents are valid only for the conditions reported in it and as of the date of this Document. 
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1.0 PURPOSE 

The purpose of this procedure is to define the Engineering activities relating to the preparation of Scope of Work 
to convey Engineering instructions to the Contracts Department in the formation of Request for Proposal (RFP) 
through to Engineering input in the preparation of Conformed Contract and post award support to Contracts 
administrator.  
 

2.0 SCOPE 

This procedure applies to Contracts initiated by the Engineering for Engineering Only Services. This procedure 
does not apply to the Construction-only Contracts initiated by the Construction. Engineering provides required 
design input to construction only packages. 
 

3.0 DEFINITIONS 

Item Definition 

DDSR Document and Data Submittal Requirements  

ECMS Enterprise Content Management System 

ENTITY 
A Saudi Government organization which is responsible for the delivery 
of government funded infrastructure construction projects. 

ECMS Enterprise Content Management System 
EPC Engineering, Procurement and Construction 
NMPM National Manual for Project Management  
PC Project Controls 
QA/QC Quality Assurance/Quality Control 
RFP Request for Proposal 
SOW Scope of Work 
SQ Supplier Quality 
SR Service Requisition 
TQ Technical Query 

 

3.1 Acronyms  

 

ITEM Definition 

DDSR Document and Data Submittal Requirements  

ECMS Enterprise Content Management System 
EPC Engineering, Procurement and Construction 
NMPM National Manual for Project Management  
PC Project Controls 
QA/QC Quality Assurance/Quality Control 
RFP Request for Proposal 
SOW Scope of Work 
SQ Supplier Quality 
SR Service Requisition 
TQ Technical Query 

 

4.0 REFERENCES 

• EPM-KE0-PR-000001 – Development and Implementation of Design Standards Procedure 

• EPM-KE0-PR-000004 - Engineering Contract Close Out Procedure 

• EPM-KE0-PR-000002 - Design Review Procedure 

• EPM-EN0-PL-000001 - Technical Standardization Plan 

• EPM-KE0-PR-000009 - Design Change Notice Procedure 

• EPM-KE0-GL-000015 - Project Submission Standards and Requirements  

• EPM-KE0-GL-000016 - General Design Guideline  

• EPM-KE0-TP-000008– Document and Data Submittal Requirements Template  
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5.0 PROCESS 

Entity initiates the contract formation cycle through the preparation of a Service Requisition (SR) which provides 
the Contracts Department the Engineering Requirements for RFP/ Conformed Contract. The Service 
Requisition includes Scope of Work (SOW), drawings, specifications, Pricing Schedule, Quality Requirements, 
etc. The technical documents included in a SR along with other Contracts documents such as terms and 
conditions, Health, Safety, Security and Environment (HSSE) requirements, permits, etc. culminates in to RFP 
and, subsequently in to the Contract. Besides SR the Engineering will also provide technical input to some other 
documents that form the RFP/ Conformed Contract. Depending upon the package the Scope of Work, parts of 
SR, may also require input from other departments such as Construction and Project Controls. Refer to the 
NMPM, Volume 4 (Project Contracts and Tending) for the make-up of RFP package and Engineering input 
required for various parts of RFP/ Conformed Contract package.   
 
The SR originator determines the necessity for interdisciplinary/ interdepartmental coordination in the 
preparation of SOW. It is recommended that a review meeting be held at the initiation of a contract package to 
confirm contract scope definition with all involved engineering disciplines and other departments. 
 
SOW is issued with a cover sheet, refer to Attachment 1, to this procedure for the template for the cover sheet, 
along with technical documents (specification, drawings, templates, procedures, etc.) required to fully describe the 
services required from the Contractor. Document numbers with revision number of documents included in the 
SOW must be listed in it.  
 

5.1 Contractor Contact 

Throughout the bidding process, including the period when the bid documents are being prepared, Entity shall 
avoid direct contact with any bidder except through Contract Department who will be the single-point-of-contact 
with bidders during the Bid/Evaluate/Award (BEA) cycle. Entity shall direct any bidder 
communications/questions to Contracts. 
 

5.2 Scope of Work Content 

The scope of work document is to be checked using checklist included in the Attachment 4. The scope of work 
document, included in Part 5 of RFP/ Confirmed Contract, should not contain or establish design information 
which shall be covered by drawings, specifications, procedures, templates, etc. to be included as appendices 
to the SOW document. However, in cases where it is necessary to provide technical or design information in 
the Scope of Work, reference to the suitable design document shall be made, with the design document 
becoming an appendix to the SOW. Similarly, the schedule and pricing information shall not be included in the 
SOW document. The schedule and pricing information for a RFP is developed by the Project Control department 
and included in other parts of RFP/ Conformed package, refer to Volume 4 for details. However, Engineering 
shall provide input to the Project Controls/ Contracts in the development of Contract pricing data in terms of 
Engineered quantities. SOW document shall align with the pricing table of the Contract.   
 
The Scope of Work document with associated technical documents (specification, drawings, data sheets, etc.) 
and other technical requirements such as document submittal requirements are packaged together and issued 
as Part 5 of the RFP/ Contract package.  
 
A typical Scope of Work outline is illustrated in Part 5 – Typical Scope of Work and Technical Specifications, 
Attachment 2 to this Procedure. The Scope of Work becomes part of RFP Part 5 and subsequently part of the 
Contract. The completed Part 5 shall be transmitted by the SR and incorporated into the RFP and contract by 
the Contract Department.  
 

5.2.1 Specifications, Data Sheets, and Drawings 

 
Scope of Work along with Specifications, Data Sheets, Drawings etc.  defines the technical requirements 
established by Engineering with support from Construction, Project Controls, Contracts, etc.  as required. 
Applicable specifications, Data Sheets; Drawings, Document Submittal Requirements, etc. are included as 
Appendices to the Scope of Work (Part 5) – Attachment 2, as indicated in the table below:  
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Table – Appendices to Part 5 of SR 
 

SN Document Title 

Preparation 
Responsibility 

Lead Support 

1 Part 5 – Scope of Work and Technical Specifications E C 

2 Appendix 5-1: Document and Data Submittal Requirements (DDSR) E C 

3 Appendix 5-2: Data Sheet(s) E  

4 Appendix 5-3: Supplier Quality (SQ) Requirements E SQ 

5 Appendix 5-4: Entity Furnished Permits E C 

6 Appendix 5-5: Changes to Standard Specifications E  

7 Appendix 5-6: List of Drawings and other documents  E  

Legend: E- Engineering, C – Construction, SQ – Supplier Quality 

 
The preferred method of using technical specifications is to use them “as-is” and list them as attachments to 
RFP Part 5. Any project-specific deviations shall be addressed in an appendix (not an attachment) to the Part 
5 titled Changes to Standard Specifications.  If there are significant deviations to the standard specification(s), 
preparing a project specification is acceptable if approved by the Entity. 
 
Technical requirements can be defined/supplemented with drawings and documents. Scoping drawings are 
recommended to clearly define the subcontractor's work responsibilities. Any drawings to be included in the 
package shall be included in Part 5 as Appendix 5-6; interfacing requirements shall be clearly identified. 
 

5.2.2 Contractor Document Submittal Requirements 

 
Document and Data Submittal Requirements (DDSR) Template, Attachment 3 (Document No. EPM-KE0-TP-
000008) provides guidance on selecting appropriate documentation to be provided by the contractor and is 
included as an appendix to RFP Part 5. A single DDSR form shall be developed to include all submittal 
requirements related to a contract package.  
 

5.2.3 Quality Management System and Quality Surveillance Requirements 

 
If the technical specifications do not adequately specify the engineering Quality Management System (QMS) 
requirements, these shall be included as an Appendix to scope of work document. The extent of Quality 
Surveillance required shall be coordinated with the Quality group and indicated in the appropriate box on the 
SR cover sheet (Attachment 1). 
 

5.2.4 Optional Scope 

 
Any optional scope shall be defined separately and included as a separate section at the end of Section 1.0 of 
RFP Part 5 in RFP. Contracts adds pricing terms for the optional work scope to RFP Part 4. 
 
 

5.3 The SR Processing and Coordination 

 
The SR Originator is responsible for coordinating interdepartmental technical input during all phases of the 
SR/RFP/ contract process. This includes coordinating the supplier quality and surveillance requirements, 
subcontractor shop inspection requirements, and technical bid evaluation. Input from other functional groups, 
such as Construction, Contracts, and Project Controls, should be obtained when completing the SR form. 
 
A checker shall review all technical requirements and approves the SR following resolution and incorporation 
of any comments. 
 
The SR originator shall evaluate and review items pertinent to the reviewing group's area of responsibility and 
shall ensure that interdisciplinary and interdepartmental coordination has occurred and all comments have been 
resolved prior to issuing SR to the Engineering Manager for approval. 
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5.4 Documentation Control Requirements 

5.4.1 Numbering 

 
SRs are assigned numbers by the ECMS group in accordance with the Entity’s Document Numbering System. 
A number assigned to an SR that is subsequently deleted shall not be reused. If an SR is split prior to bidding, 
at least one new SR shall be created and assigned new SR number.  
 
If it becomes necessary to divide the award of the services on an SR between two or more contractors, the 
original SR is updated with the revised scope of work and a new SR created for the balance of the work. 
Contracts makes modifications as required to conform the documents to the contract numbering convention and 
to comply with contract formation requirements. 
 

5.4.2 SR Distribution and Retention 

 
ECMS team is responsible for transmitting the approved SR including any appendices and attachments to the 
Contracts in accordance with Entity’s ECMS procedures.  
 

5.4.3 SR Revisions 

 
The initial SR submittal triggers both the bidder selection process (bid list development) and commencement of 
RFP development. Any technical revisions incorporated during the SR review period and prior to issuing the 
RFP for bid shall be clearly identified using alpha revisions (e.g., SR Revision B, SR Revision C). Any impact in 
the quantity or cost due to SR revision shall be identified and coordinated with Project Control and approval 
obtained before SR revision is progressed for further action. 
 
On approval for award, all contractor-agreed changes are documented as SR Revision 0 with all technical 
content reviewed and approved for award.  
 
Any change following award approval shall be clearly identified using numerical revisions (e.g., SR Revision 1, 
SR Revision 2). Any change, including those initiated by Contracts or Engineering, shall be incorporated into 
the appropriate SR document; only the revised portions of the SR package need be transmitted to the project 
ECMS for retention and distribution. If there are substantial changes to the SR package during any revision, 
preparing a conformed SR package is recommended. 
 
All SR revisions shall be clearly identified in the “Remarks” section of the SR form. In addition, the current SR 
revision number shall be identified on all SR pages, whether changed or not. Revisions shall be checked, 
reviewed, and approved in the same manner as the original issue. A revision to the SR is required for all changes 
to the RFP or contract scope and documentation. 
 

5.5 Technical Bid Evaluation Plan 

For all contracts, it is especially important that the impartiality of the evaluation process be documented. For 
complex contracts, a formal, detailed evaluation plan shall be prepared and approved before the RFP is issued 
to bidders. Originator shall prepare the technical portion of the bid evaluation plan and obtain approval of the 
Engineering Manager. This technical evaluation plan shall identify the criteria to be used by Engineering to 
compare bidders' proposals. 
 
The technical bid evaluation plan should identify the documents required for submittal and should determine 
evaluation criteria for each submittal. Documentation submittals required for proposal evaluation (e.g., data 
sheets, drawings, catalog cuts) shall be listed in the DDSR provided to the Contracts.  
 
Technical evaluation of the proposal documents establishes the basis for Engineering's recommendation of 
technically acceptable bidders. These submittals should provide sufficient technical data to evaluate the bidder's 
equipment, materials, processes, staff, execution plan, and organizational ability, as appropriate.  
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5.6 RFP Processing 

Contracts is responsible for assembly of the RFP and for additional coordination of in-house reviews of the 
documents, if necessary after the initial submittal. Contracts consolidates all information and documents 
provided by Engineering and the other involved functional groups, develops the RFP package and issues the 
RFP to those firms on the approved bidders list. 
Any revision to the SR and RFP document shall be performed in accordance with Section 5.4.3 of this 
procedure.  

5.7 Bid Clarification 

All questions to/from bidders shall be submitted to Contracts in writing. Contracts forwards questions involving 
technical aspects to the Originator who shall subsequently develop responses, obtain approval of the 
Engineering Manager and forward the responses to Contracts for transmittal back to the bidders. 
Once the RFP has been issued, a meeting with prospective bidders may be held by Contracts to provide 
clarification of RFP requirements. When meetings of this nature are held, the SR Originator and/or Engineering 
Manager shall participate. The SR Originator shall provide agenda discussion points to Contracts, as 
appropriate, so that scope, design, and specification requirements are correctly presented and understood. 
 

5.8 RFP Revision (After Issued for Bid/Pre-Award) 

If it becomes necessary to change any requirements after the RFP has been issued for bid, Contracts issues 
an addendum to the RFP to all bidders. If technical requirements contained in drawings or specifications are to 
be changed, the Originator initiates the changes and has them reviewed, approved, and issued by the project 
ECMS in accordance with the approved procedure for that document. For each addendum, the Originator shall 
initiate a SR revision to notify Contracts of the change. 
 

5.9 Contract Award 

After all bids have been reviewed, Contracts is responsible for collecting all completed bid evaluations (including 
technical, pricing, and contractual) and preparing a letter of recommendation for award for Entity’s approval.   
 
The Originator shall incorporate any changes to the Scope of Work, specifications and drawings (RFP Part 5), 
or other technical documents resulting from addenda to the RFP, revisions to the bid evaluation, or negotiations 
with bidders. The Originator shall revise the technical documents in accordance with the documents’ applicable 
procedure, in support of the award.  
 
Upon Entity’s approval of the award, Engineering shall transmit the revised technical package to Contracts via 
SR Revision 0, Issued for Award. Contracts shall then consolidate the contract documents for signature and 
execution by the contracting parties.  
 

5.10 Contract Administration (Post-Award) 

During contract execution, the work is managed by the Contracts group. Engineering is responsible for 
supporting the administration of the awarded contract until final closeout and completion. When the work is 
solely technical or engineering scope only, Engineering has primary responsibility for the technical 
administration of the contract. 
 

5.10.1 Post-Award Meetings (Engineering Package) 

 
For engineering or design-only contracts, a kickoff meeting with the successful bidder is recommended and may 
be held at the Entity or Contractor’s office.  This meeting occurs prior to authorizing the contractor to proceed 
with work and involves a detailed discussion of the technical and commercial implementation requirements of 
the contract. The Originator/ Lead Discipline Engineer shall assist Contracts in developing the agenda for the 
meeting and coordinate all technical aspects of the meeting with Contracts. 
 

5.10.2 Post-Award Meetings (Construction Package) 
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For construction contracts with an engineering component, a kickoff meeting is recommended and may be held 
with the contractor at the jobsite prior to mobilization. A pre-construction meeting typically takes place with the 
contractor at the jobsite prior to mobilization. This meeting occurs prior to authorizing the contractor to proceed 
with work and involves a detailed discussion of the technical and commercial implementation requirements of 
the contract. Construction and Contracts have primary responsibility for developing an agenda and coordinating 
the discussion topics with the appropriate functional groups. Where design is a significant element of a contract, 
the SR Originator shall participate in this meeting to ensure that the design requirements and technical aspects 
of the contract are adequately addressed.  
 

5.10.3 Correspondence 

 
All contacts with the contractor, including Technical Queries (TQ’s), e-mail, other written correspondence, and 
telephone correspondence are transmitted through Contracts. TQ’s shall be processed in accordance with 
Procedure for TQ’s.   
 
If direct telephone contact between Engineering and the contractor is necessary, Contracts shall be advised 
prior to the call and shall either facilitate the call, participate in the call, or inform Engineering to proceed with 
the call without the presence of Contracts. The essential features of the discussion shall be documented and 
transmitted to Contracts for filing. 
 

5.10.4 Contract Changes (Post-Award)  

 
To mitigate uncontrolled changes and potential claims in a contract, Contracts administers all changes and 
contractor interfaces. Engineering shall ensure that comments made to the contractor or on contractor 
documents do not authorize a change to the contract. For those cases where Engineering believes that any of 
the above have potential cost or schedule implications or present cost alternatives, the Originator/Lead 
Discipline Engineer shall so advise Contracts. 
 

6.0 ATTACHMENTS 
1. Attachment 1: EPM-KE0-TP-000030 - Service Requisition Cover Sheet Template  
2. Attachment 2: EPM-KE0-TP-000031 - Scope of Work and Technical Specifications Template 
3. Attachment 3: EPM-KE0-TP-000008 - Document and Data Submittal Requirements Template  
4. Attachment 4: EPM-KE0-TP-000022 - Engineering Scope of Work Checklist   
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Attachment 1: EPM-KE0-TP-000030 - Service Requisition Cover Sheet Template 

 

 



 
Development of Service Requisition - Procedure 

 
 

 
Document No.: EPM-KE0-PR-000006 Rev 003 | Level - 3-E - External   Page 12 of 25 

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision. 
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this Document. 

Attachment 2: EPM-KE0-TP-000031 - Scope of Work and Technical 
Specifications Template 
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Attachment 3: EPM-KE0-TP-000008 - Document and Data Submittal Requirements 
Template 
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Attachment 4: EPM-KE0-TP-000022 - Engineering Scope of Work Checklist 

(This checklist to be used by EPMO in the preparation of Service Requisition (SR) for the Design 
Scope) 
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