[Insert project name]

Project Information

	This proforma outlines information that can be provided to consultants and contractors bidding on a project. It is not BIM-specific or exhaustive. Edit it to suit the project. The completed document is generally appended to the Request for Proposal (RFP). If you think this proforma contains inaccuracies or ambiguities, or you have suggestions for improving it, please contact NATSPEC via email at bim@natspec.com.au


PROJECT INFORMATION PROFORMA
Project outline

Project name:
Project number:
Address:
Owner/client details:
Contracting agency:
Project Manager:
Project contacts

For information about:

· The building and project brief:
· The bidding process:
· Site access:
Project brief

(See the briefing information items in the Client-Lead BIM Adviser discussion checklist.)
Service description

Scope of services required by type and/or project phase:
Insurances
Specific insurance requirements including minimum insurance levels for:

· Public Liability Insurance:
· Workers Compensation Insurance:
· Professional Indemnity Insurance:
Contract particulars

Terms of the Client/Consultant Agreement:
Special conditions or departures from the client organisation’s standard conditions:
Bid selection

Selection criteria:
Selection procedure and program:
Terms and conditions:
Submittal instructions

Format:
Submission methods:
Submission rules:
Closing dates:
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