TP18- RE-AWARD/COMMENCEMENT MEETING TEMPLATE (optional) 

PRE-AWARD/COMMENCEMENT MEETING

MINUTES OF MEETING

Project:


Minutes To:
Pre-Commencement Meeting 

Date/Time:


Contract Number:


Our Reference:


Venue/Site:


Present:

-


Distribution:
As above + List

Agenda:

1.0
Purpose of Meeting

2.0
Key Personnel

3.0
Date of Commencement of Works

4.0
Review Tender Submission

5.0
Review Scope of Work

6.0
Methodology

7.0
Site Matters

8.0
Contract Administration

9.0
Any Other Business

	
	
	ACTION

	1.0
	PURPOSE OF MEETING
	

	
	
	

	2.0
	KEY PERSONNEL (including safety and emergency after hours)
	

	
	For Contractor
	

	
	Name                            Role                                   Phone
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	For Principal
	

	
	
	

	
	
	

	
	
	

	3.0
	DATE FOR COMMENCEMENT OF WORKS
	

	
	
	

	
	
	

	
	
	

	4.0
	REVIEW TENDER SUBMISSION
	

	
	
	

	
	Tender Amendments
	

	
	
	

	
	Tags
	

	
	
	

	
	Price Confirmation
	

	
	
	

	
	Programme
	

	
	
	

	
	Bond
	

	
	
	

	
	OSH
	

	
	
	

	
	Sub-contractors
	

	
	
	

	
	Materials 
	

	
	
	

	
	Other Details
	

	
	
	

	5.0
	REVIEW SCOPE OF WORK
	

	
	
	

	
	Drawings and Specifications
	

	
	
	

	
	Services
	

	
	Accommodation Works
	

	
	
	

	
	Backfilling Requirements
	

	
	
	

	
	ALC (Connections) Requirements 
	

	
	Etc
	


	6.0
	METHODOLOGY
	

	
	
	

	
	Sequence of Works 
	

	
	
	

	
	Services Co-ordination
	

	
	
	

	
	Traffic Control, Pedestrians - Traffic Management Plan
	

	
	
	

	
	Signage
	

	
	
	

	
	Etc
	

	
	
	

	7.0
	SITE MATTERS
	

	
	
	

	
	Notifications
	

	
	
	

	
	Testing 
	

	
	
	

	
	OSH - Safety Plan
	

	
	
	


	
	
	

	8.0
	CONTRACT ADMINISTRATION
	

	
	
	

	
	Routing of Correspondence
	

	
	
	

	
	Progress Claims and Procedures
	

	
	
	

	
	Progress Meetings
	

	
	
	

	9.0
	ANY OTHER BUSINESS
	

	
	
	


Meeting closed at:


These minutes will be adopted at the next meeting as a true and accurate record unless otherwise indicated in writing before any party concerned.  They will also form part of the contract if awarded.

Name:


Date:


