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	Invitation to Tender Document No.  [			]	
[INSERT TITLE] 


	Pre-Tender Meeting Agenda Template 

	

	Date:
	[bookmark: _GoBack][INSERT DATE]

	Time:
	[INSERT TIME]

	Location:
	[INSERT LOCATION]

	Recorded by:
	[INSERT MINUTE TAKER]

	
	

	Attendees: - See Attached Attendance Sheet


	1.0
	Introduction:

	
	On behalf of the [Insert Entity], we welcome all Tenderers to the Pre-Tender meeting for the [INSERT CONTRACT PACKAGE] Invitation to Tender. 
Introduction of [Entity] participants:
– Project Director - 
– Procurement Lead - 
– Sr. Contract Management Department Manager -
– Engineering Manager -
– Site Manager - 
· Role of Participants
· Phones to silent----
· Emergency exit-----
· Following this meeting, there will be a site visit.
The purpose of the meeting is to review the requirements of the Tender Documents to ensure that all Tenderers have a clear understanding of all Tendering requirements in order that Tenderers may formulate and submit their tenders correctly.  This meeting will also provide an opportunity to respond to any questions that Tenderers may have pertaining to the Invitation to Tender.
Attendees are requested to sign the “Attendance Sheet”.  The Meeting Minutes will be made available to all Tenderers.  Tenderers are invited to make their own notes or recordings of this meeting but the Entity will not be bound by such notes which are considered invalid for clarification purposes.

	2.0
	Point of Contact for Clarifications / Questions:
Tenderers are reminded that all correspondences and questions pertaining to this Invitation to Tender are to be addressed to:
[INSERT NAME]
Contract Formation Specialist 
No other employee of the Entity is authorized to explain or interpret the Tender Documents.
Any questions must be submitted in writing and both questions and answers will be transmitted to all Tenderers.

	3.0
	Tender Bond:
Tenderers are reminded that their tenders must be accompanied by a Tender Bond to the value of not less than [SAR		], valid for a period of 180 days from the Tender Due Date of [			].  Tenders submitted without a valid bid bond will be rejected (Refer to Instructions to Tenderers, Article titled “Tender Security”). 

	4.0
	Addenda:
All changes to the Tender Documents will only be made via an Addendum.  However, these Pre-Tender meeting minutes, and all questions and answers transmitted to Tenderers, are explanatory in nature and do not constitute an Addendum to the Invitation to Tender Documents.

	5.0
	Tender Evaluation:
Tender evaluation shall consist of a two-stage process.  
First Stage: Opening and evaluation of Tenderers’ Technical Proposal and preliminary commercial evaluation for potential short listing of most responsive tenders.
Second Stage: Detailed Evaluation and Negotiations.
Only Tenderers providing acceptable Technical Proposals will progress to the second stage opening or be shortlisted for commercial evaluation.  

	6.0
	Alternative Tenders:
Tenderers are advised to submit a base Tender in full compliance with the terms and conditions stated in the Invitation to Tender.
Alternative Tenders that provide a technical and/or commercial advantage to the Entity may be submitted.  However, they must be in the format detailed in the Instructions to Tenderers, and must be clearly marked “ALTERNATIVE”.

	7.0
	Examination of Tender Documents:
Tenderers are advised that it is the sole responsibility of each Tenderer to familiarize itself with the entire Invitation to Tender.  Failure on the part of the Tenderers to inform themselves is at their own risk and no redress shall be given for any errors or omissions.

	8.0
	Tender Name:
Tenderers must notify the Entity and obtain permission in writing if they intend to submit a Tender in a name other than that to which the Invitation to Tender Documents were addressed.  Failure to comply may result in rejection of the Tender.

	9.0
	Technical Requirements:

	9.1
	Engineering
Overview of scope and review of technical requirements.

	9.2
	Construction:
A.	Access and work areas
B.	Facilities and utilities provided
C.	Permits required and permits furnished
D.	Job site work rules
E.	Site Visit

	9.3
	Health, Safety, Security, Environmental (HSSE)
A.	Zero Accident Philosophy
C.	Job Hazard Analysis (JHA)
D.	Safe Task and Risk Reduction Talks (STARRT)
E.	Construction Environmental Control Plan (CECP)
Specific items relating to Safety & Protection of the environment are emphasized.  Contractor shall be required to comply with and enforce strict construction safety program. 
· Tenderers are referred to the Contract Safety & Health requirements contained within the ITB, are urged to read and understand them, and request clarifications (in writing) if any aspect of the requirements is not understood.

	9.4
	Key Personnel & Authorized Representatives

	
	Tenderers’ attention is drawn to Part 4, Form -	.

	9.5
	QA Requirements (QA/QC):
Tenderers’ attention is drawn to the Quality Assurance Requirements of the Tender Documents.

	9.6
	Interfaces: (Construction)
Tenderers are advised that they would be interfacing and coordinating with other Contractors at the Site.   

	9.7
	Site Access & Laydown Areas: (Construction)
Tenderers entry points are discussed.  Laydown Areas are explained.

	9.8
	Method Statement/Project Execution Plan:

	
	Tenderers attention is drawn to Part 4, Form 	 - Method Statement and Project Execution Plan.

	9.9
	Schedule: 
Tenderers attention is drawn to the following key scheduling sections of the ITB namely:
[INSERT ARTICLE NUMBER], which lists the Milestones that will be required to be met by the Contractor. Tenders must contain schedules that meet these milestones. 
[INSERT ARTICLE NUMBER]. Tenderer’s attention is drawn to the requirements for an initial 90 Day Schedule within 28 days of notice to proceed. This schedule will include significant detail on mobilization, therefore any effort expended in the development of the Tender Schedule will significantly assist the Tenderer’s post NTP efforts.
Part 4, Form E - Tenderer’s Schedule, which describes how the proposed Contract Schedule should be developed and how it will be evaluated for completeness, appropriate level of detail, demonstration of knowledge of the Works, soundness of logic and durations and the overall critical path.

	10.0
	Part 4 – Commercial Conditions & Tender Forms (Contracts): 
Tenderers are referred to Part 4 Commercial Conditions, of the Tender Document, for the requirement to complete and submit all forms identified in Part 4.  In particular, attention is drawn to requirement for Tenderers to identify all exceptions/modifications/deviations etc…
Tenderers are advised that they are at liberty to add additional line items but only within the space expressly provided at the end of each section. 
Tenderers are not allowed to change the Unit of Measure shown against an item. 
Statements such as “To be advised”, “Subject to Negotiations” etc. are not acceptable.  Tenderers are reminded that technically non-responsive Tenders would not progress to the commercial Tender opening stage.
Submittal of additional information between the Technical opening and Commercial opening is generally not permitted.

	11.0
	Due Dates: 
Tenders must be received as per instructions in the Tender Documents by 
12.00 Noon on 		20  .

	12.0.
	Questions:  (Contracts)
Tenderers were invited to ask questions, and the following issues were responded to in the meeting.  Tenderers were advised that written questions would be received and answered up to [INSERT TIME AND DATE FOR LAST QUESTIONS] i.e. a week before the Tender due date.  No questions received after this date will be answered.

	
	

	Q.
	

	A.
	

	
	

	

Contract Management Dept.:
	


	

Date:_____________

	
	
	

	

Engineering Management Dept.:
	


	

Date:_____________

	
	
	

	

Construction Dept:
	


	

Date:_____________

	

	ATTACHMENTS:
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