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Checklist for accompanied site inspections and pre-tender meetings with tenderers

	RFT / Contract name:
	

	RFT / Contract number:
	


Pre Inspection

Guidance notes:

( This checklist should be used whenever accompanied site inspections and pre-tender meetings with tenderers are held during the tender period.

( For each item insert either “Y” (Yes) in the box to signify compliance or “NA” to signify that it is not applicable.

	1. 
	The need for an accompanied site inspection or a mandatory site meeting has been established.
	□

	2. 
	The site inspection or site meeting has been approved by the proposed contract Senior Executive / Principal’s Agent or by the relevant senior manager.
	□

	3. 
	The date and time of the site inspection or site meeting does not clash with other site inspections or site meetings for similar works in the area.
	□

	4. 
	The client’s agreement to hold the site inspection / meeting on the client’s premises has been obtained (See above re “NA”)
	□

	5. 
	For mandatory pre-tender site meetings, all documents provided to tenderers, including tender advertisements, conditions of tendering and addenda state that the site meeting is mandatory.
	□

	6. 
	Tenderers have been provided with clear written directions to the venue.
	□

	7. 
	Tenderers have been informed of the mobile telephone number of the person conducting the site inspection / meeting.
	□

	8. 
	If the Department of Services, Technology & Administration is managing the project, two officers have been nominated to conduct the site inspection / meeting and circulate the attendance sheet, take minutes and photograph (or video) site features.
	□

	9. 
	The program / agenda for the site inspection / meeting and has been distributed to and received by prospective tenderers in sufficient time for them to plan their attendance at the meeting.
	□


At accompanied site inspections

Guidance note:

( Use the following checklist to plan and manage an accompanied site inspection.

	10. 
	Obtain the names, positions and signatures of tenderers’ representatives on the attendance sheet both before the start and at the conclusion of the site inspection.
	□

	11. 
	Draw tenderers’ attention to the general extent of the proposed work, including markers or signs and site-specific issues.
	□

	12. 
	Answer questions by reference to the relevant specification clause or drawings.  DO NOT ANSWER QUESTIONS OTHER THAN BY REFERRING TO THE TENDER DOCUMENTS.  If a more detailed answer is required, record the questions and advise that a response will be issued after the site inspection by addendum.
	□

	13. 
	On conclusion of the site inspection, prepare a record of the site inspection, and issue it to all tenderers not less than two weeks before tenders close.
	□

	14. 
	Inform tenderers by addendum of any clarifications, alterations, deletions or additions to the tender documents required as a result of the site inspection.
	□

	15. 
	Encourage tenderers to promptly refer any requests for clarification of documentation ambiguities to the nominated contact person.
	□

	16. 
	Remind tenderers of the procedure for dealing with departures and qualifications in tenders to ensure all tenderers are treated fairly.
	□


	17. 
	Instruct tenderers to confirm in their tenders receipt of the site inspection record.
	□


At pre-tender meetings with tenderers

Guidance note:

( Use the following checklist to plan and manage a pre-tender meeting with tenderers.

	18. 
	Obtain the names, positions and signatures of tenderers’ representatives on the attendance sheet both before the start and at the conclusion of the pre-tender meeting.
	□

	19. 
	Draw tenderers’ attention to relevant contract conditions and clauses such as:
	

	
	Conditions of Tendering clauses

· Code of Practice for Procurement

· Collusive Tendering

· Tender Schedules to be completed

· Tender closing date

· Alternative Tenders

· Evaluation of Tenders
	□


	
	Preliminaries clauses

· Program of Work

· Information supplied by Principal

· Quality management requirements

· Site access and limitations

· OHS requirements

· Hazardous Materials

· Apprenticeship Policy

· Environmental Requirements
	□

	
	Site Specific Issues

· The general extent of the proposed work

· Existing structures, facilities and services

· Source of materials

· Particular features or constraints of the site

· Industrial conditions, including existing enterprise/ workplace agreements and/or project agreements, or site allowances

· Client operations

· Security
	□

	
	Payment provisions

· Subcontractor includes supplier and consultant for the purposes of the Building and Construction Industry Security of Payment Act 1999 (NSW)

· Inclusion of reflective clauses in subcontract agreement, where subcontract is more than $100,000

· Subcontractor may submit an Unconditional Undertaking in lieu of cash security

· Payments to subcontractors within 7 days after payment is due by Principal to Contractor

· Statutory Declaration includes subcontract obligations
	□

	20. 
	Answer questions by reference to the relevant specification clause or drawings.  DO NOT ANSWER QUESTIONS OTHER THAN BY REFERRING TO THE TENDER DOCUMENTS.  If a more detailed answer is required, record the questions and advise that a response will be issued after the site inspection by addendum.
	□

	21. 
	On conclusion of the site inspection, prepare a record of the meeting, and issue it to all tenderers at not less than two before tenders close.
	□

	22. 
	Inform tenderers by addendum of any clarifications, alterations, deletions or additions to the tender documents required as a result of the meeting.
	□

	23. 
	Encourage tenderers to promptly refer any requests for clarification of documentation ambiguities to the nominated contact person.
	□

	24. 
	Remind tenderers of the procedure for dealing with departures and qualifications in tenders to ensure all tenderers are treated fairly.
	□

	25. 
	Instruct tenderers to confirm in their tender receipt of the meeting record.
	□
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	………………………………………………..…..
	Position title:
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	Signature:
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	Date:
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