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PREBID MEETING AGENDA

Project:


Project No.:


Date:


   
Time:


Location:


· Announce the name, location and general scope of the project to all attendees and state purpose of meeting.  Announce that, at present, bids will be taken on Thursday, [Bid Date].

· Pass around sign in sheet.  Have everyone sign it and tell them that they are to include a FAX number or email address if they want a copy of the completed list of attendees.  If location permits you may be able to run a copy of sign in sheet for everyone before meeting ends.

· Advise all attendees that whatever is said during the meeting is meant to be helpful but does not and cannot change the Bid Documents.  Bidders must rely on published Addenda for official answers to questions that are not currently covered by Bid Documents.

· Introduce all parties present who are involved in the Project.

Project Manager




Design Consultant Representative


User Department Representative


Construction Manager


Environmental/Abatement Rep. 


Contract Compliance Inspector


Testing Laboratory Representative


· Explain to attendees difference between City Code Inspectors and our own Contract Compliance Inspectors.

· Announce Addendum No. 1 is to be released shortly or on 



. Registered Plan Holders will receive notification to pick it up in Plan Room, [_________].  All Addenda for those who have not yet picked up Bid Documents are available, as part of a set of complete Bid Documents, in same location.

· Announce a tentative schedule of events:


Last Addendum
[1 week prior to Bid Date]

Receive Bids
[Bid Date]

Notify apparent Low Bidder
[Monday after Bid Date]

Low Bidder provides Post Bid Docs
[usually 10 days later]

Contract Awarded
[45-90 days later]

· Discuss other issues peculiar to Project (e.g. asbestos and lead abatement, soil remediation, buried tanks, archeological, etc.)

*
Include FAX number or email address if you want a completed copy of the sign up sheet sent to you.


Page ___ of ___


