PREBID/INFORMATIONAL MEETING                                          Date:
[edit as needed for the specific project] 
Project:							State Project No.
1. INTRODUCTIONS 
0. Owner’s team -  facility staff, consultant, 
0. Meeting objective and format  (topics below)

1. SIGN-IN Pass around sign-in sheet 

1. REVIEW FRONT-END of Project Manual (20-min.)
2. Discuss front-end of Project Manual to avoid misinterpretations.  Focus on:
BID/SOLICITATION
0. Solicitation Advertisement Information
0. Instructions to Responders
0. Bid Bond
CONTRACT Requirements 
0. Prevailing Wage requirements- submittal of payroll information
0. Targeted Group Business Goals requirements & Work Force Goals
0. Jobs reporting (for GO Bond funded projects 2012 bonding year and beyond)
0. Insurance, payment & performance bonds
0. Change Orders/SAs:   30 day execution of SA following DE approval
GENERAL & SPECIAL CONDITIONS
0. All permits, fees, utility access charges. SWIP, etc – by contractor-include in bid
0. Demolition – salvage rights   and Abatement
0. Special / Supplementary Conditions
0. Substantial Completion Date -Liquidated damages Amount
2. SCHEDULE of events overview
1. Bid Docs questions due date (2-days after Pre-Bid Meeting) to consultant via email only
1. Addenda response date (2-days after questions due)
1. Bid Opening date
1. Lowest qualified bid verification and reference check
1. Recommendation to Award (2-3 days after Bid Opening)
1. Executed contract / Notice to Proceed (2-3 weeks after Bid Opening)
1. Initial Submittals due (1 week after NTP)
1. Submittals returned (1 week)
1. On-site construction start and completion of work
1. Explain EXPECTATIONS – stay on schedule, project reporting through PWA.

1. REVIEW plans and technical specs of the Project Manual by the design consultant (15 min.)
0.  Discuss unique requirements of the project such as:
Facility info- Secure facility guidelines, Cap Complex Guidelines,  Parking, field office.
0. Alternates, unit prices, phasing
0. Abatement preceding construction

1. TOUR of WORK AREA - led by the design consultant and facility manager (25-40 min.)
0. Explain to participants that all oral questions during the meeting are not part of the contract scope or bid information.  All questions must be submitted via email and will be addressed through addenda.

1. Adjourn meeting (normally 60 min. total meeting)
