Tendering documents – Best Practice
MC to SC 
Procuring a package – say Drylining 
I’m your commercial manager and I want you to tell me the best way to procure that package – from ground zero to placing the order
Then we are going to discuss each section in detail….
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1. Look into spec first for ‘equal or approved’ opportunity to make money form estimating stage by value engineering the spec. if its ‘client spec’ed’ then forget it e.g. kitchen.
2. Drawings are key, think about all drawings that could have an impact on the package
3. Scope of works (what can I pass down to the SC)
[image: ]
4. Best is a fully detailed BoQ (seldom are they done, why?) time and resources
5. Next best is ‘spec and drawings’ and leave the SC to take off quantities
6. Any provisional sums for possible misc. items e.g. access hatches 
7. Or schedule of rates! (‘contract sum analysis!’) 
8. BoQ helps the tender analysis, when they come back from the SCs.
9. Call them all before we send the tender out, saying what it is for, important return date and any queries etc. to me
10. Meet them on site in 1 weeks’ time. Check attendance list what are we going to supply and what are they going to supply!
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11. Email the tender out!!!! Invitation to Tender:
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12. What happens if just before return date arch gives you REV2? – tender addendum 
13. What about mid tender meeting? – needed for complex, high value packages following all SC site visit. Take minutes and include in the order.
14. How many you going out to tender too?
15. Tender return periods! Got to give SC time (4 weeks is go to, 6 for M&E) quicker if have BoQ
16. What about digital procurement (not word or excel). Using a central hub, good for communicating changes
17. Where do you get your scopes from? Give them an AI example.

18. I think the way you have done this is a really good job, of procuring your package! 

1.
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2.
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3. 
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Example SoW
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4. 
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5.
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TENDER PERIOD: How long does the subcontractor have fo return a price
TENDER RETURN: Explain the documents you'd like listed in your tender return
THE CONTRACT: Explain the details of any potential contract terms and conditions
DOCUMENT LIST: List and categorise documents that are relevant

VALUE ENGINEERING: Ask the specialist for intelligent solutions to reduce costs
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Quick Takeaway:

Do they have capacity?

Are they suitable for the project, have they done other similar schemes nearby?

If so, have you got references or visited those sites?

How do they manage Health and Safety performance?

Depending on the size of the scheme, consider financial checks. How will they fund the project?
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Quick Takeaway:

1. Providing a BoQ means you receive like-for-like tenders, making the tender analysis and

comparison process simple and effective.

2. ABoQ will improve the speed and quality at which tenders are returned.

3. The BoQis inserted info the contract and used as a management tool, providing a pre-defined
method of valuation (for variations and applications) for the rest of the project.
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Quick Takeaway:

1. Have you explicitly confirmed what the subcontractor needs to deliver?

2. Have you explicitly confirmed what you require from the subcontractor in terms of
management, insurances, health and safety and plant/access?

3. Have you referred to the BoQ and other documents in your descriptions to support the reader’s
comprehension of the scope?
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Example SoW rhz

The scope of works for this package includes for the design, supply and insfalafion of the
aluminium windows and doors os described below and noted in he NBS Specifcafion, Drawings.
nd Window Schedules

Measured Work:

@ BoQ flem 01: 50 nr aluminium windows as noted on the appended window schedule.

@ BoQ llem 02:10 . external aluminium doors as nofed on the appended window schedule

@ BoQ lfem 03: On Windows W-01 and W-02 aufomatic window operafor fo be installed by
subconractor. Please refer fo Drawing X-Y-Z.

@ Al windows and doors fo have handles installed by the subconiracor s noled on the
Architectural drawings.

@ Al windows and doors o have sils,reveals ond/or fhresholds nstalled by the subcontractor os
nofed on the Architectural drowings

Preliminaries:

“The Subcontracor s fo include for on ste management of heir works
“The Subcontractor i o include for the design of their works

“The Subcontracor s o hold Professionl Indemity Insurance fo Eimilion
“The Subcontractor i fo have CSCS operatives on sifo only.

Interfaces:

® BRICKWORK: Akey inferface i his package i the brickwork package and fhe subcontractor
will b required fo nstallwindows fo brickwork operiures by ofhers, The subconiractor will be
required 10 seal the windows with sicone and expanding foom info these apertures.

© M & E: Windows W-01 and W-02 have automalic operaors. The subconiraclor s required fo
instal the operators with | mere of cable fo be connected by the M & E Contracor.

Other items for Consideration:

@ PROTECTION: The window and doors wil b installed in advance of Pracfical Complefion
‘and sife works wil confinue around them. Your best advice on how fo manage fhe risk of
damage would be oppreciated. Could you offer some solufions for profection in your
subrmission
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Quick Takeaway:

Have you given the subcontractors a suitable amount of time to return the tender?
Have you confirmed exactly what format you'd like to receive the tender in?

Have you confirmed the contract conditions?

Have you listed out the relevant information for that package?

Have you asked for Value Engineering solutions to be put forward?
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If procurement is done well and you spend the time to make sure everything is picked up, there are only
benefits. Good procurement generally leads to:

® Both parties entering info a contract with a complete understanding of their risks.

® Reduced friction between the parties as the chance of missed scope leading to variations is
significantly reduced and improves collaboration.

® Increased opportunities for Value Engineering which can reduce overall build costs and
programmes.
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Follow these 5 Steps and you can beat your budgets and achieve subcontract success.
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“The scope of works for this package includes for the design, supply and installation of the
aluminium windows and doors ...”
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Afollow up call or meeting brings with it only advantages:

It serves as a reminder of the pending deadline.

It allows you to start building a relationship with the subcontractors.

It allows you to iron out any uncertainties or queries early.

It allows you to reiterate your requests in terms of formatting to ensure the subcontractor delivers
everything you've asked for and fills out your BoQ.

5. It allows you fo reiterate your request for Value Engineering and to mention that this will be key in
your decision making.
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