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To:
      



	[Distribution]


	     





From:
Date:
Subject: 

	[Director’s Name]

[AD’s Division or Branch]

[AD’s Department or Division]



	[Date]

	PREBID MEETING FOR:        Project No. 


The Prebid Meeting for the above referenced project will be [Prebid Day of Week], [Prebid Date] at [Prebid Time],  in the [Prebid Room Number], [Prebid Street Address], Tomball, Texas ______.

The Design Consultant's estimate of construction cost for this project is $[Estimated Cost].

You or a member of your staff are invited to attend.

[Initials:initials]

c:
[Distribution List]

File

INSTRUCTIONS FOR DOCUMENT 00250

PREBID MEETING MEMO
PURPOSE:  The Prebid Meeting Memo notifies all interested parties of the date, time and place of the Prebid Meeting for the Project.

APPLICATION:
  This document should be prepared and distributed one week prior to the Prebid Meeting date.

RESPONSE:  None required.
INSTRUCTIONS:  This document is prepared by Project Manager and forwarded to the persons on the Distribution List. 

Word Processor replaces italicized text and brackets with corresponding information.  The following instructions correspond to bracketed-italicized fields on the form, reading from top to bottom.

  1.
Insert name of Contracting Department in header under “City of Tomball”.

  2.
TO:  Insert description of distribution list (e.g. “City Employees”) or a list of the actual persons on the distribution list if it is not too long.

  3.
FROM:  Insert name and division (or branch) of Assistant Director for that division or branch.  Affix any special suffix to the name (e.g. “P.E.”).  Insert division or department of Assistant Director if distributes are outside that division or department.

  4.
DATE:  Insert date document will be sent.

  5.
Insert short Project name.

  6.
Insert Project Number.

  7.
Insert day of the week, date, time, room number and street address for the Prebid Meeting.

  8.
Insert estimated Construction Cost.

  9.
Insert appropriate initials, any intermediate authority’s initials and typist's initials.

10.
Insert distribution list for copies.

CITY OF TOMBALL





[Contracting Department]





Correspondence








Interoffice
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