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Purpose: 

A preconstruction meeting is sometimes required with bid projects.  The purpose of this Standard 
Operating Procedure is to provide guidelines for attending a preconstruction meeting. 

Procedure: 

1) During the initial bid document review, determine if there is going to be a pre-bid meeting. 
 

2) If scheduled, plan to attend the pre-bid meeting.  If unable to attend, find someone competent to 
attend for you. 

3) If there are any subcontractor scopes of work that necessitate attendance by those trades, notify them 
of the scheduled meeting. 
 

4) Prepare a list of questions that need to be presented at the pre-bid meeting. 
 

5) If the pre-bid meeting is going to be on site, reference “Site Visit” SOP. 
 

 


