Procurement Procedural Form No. 7

RECORD OF PRE-BID MEETING
Name of the Procuring Entity: [insert name of Procuring Entity (PE)]
Tender ID No.: [Insert tender identification number]

Subject of Procurement: [insert subject of procurement]
Date of Pre-Bid Meeting: [insert date]    

Actual Time of Meeting: [insert time]    

Location of Meeting: [insert location for the meeting]    
	 PART 1: Project Details


	S/N
	Item
	Description

	1
	Specific project information
	Insert ‘’ Specific project information’’

	2
	Unusual aspects of the project
	Insert ‘’unusual aspects of the project’’


	 PART 2: Record of Questions and Answers


	S/N
	Questions Asked
	Responses Given


	1
	
	

	2
	
	

	nth
	
	


	PART 3: Record of Attendance

(To be signed by all staff and potential tenderers present at Pre-Bid Meeting)



	S/No.
	Name
	Position
	Company/Firm
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Certification of Minutes as a true record of the proceedings of the meeting:
	Chairperson
	Secretary 

	Signature:
	Signature:

	Name:
	Name:

	Date:
	Date:


Document attached: 

Minutes of the Pre-Bid meeting
(Note: Minutes of Pre-Bid Meeting to be sent to all tenderers who purchased or were issued with the tendering documents)
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