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Engineering and Project Management 
102 Humphreys Service Building
Ithaca, New York 14853-3701





Project Name:
Pre-Bid Meeting Agenda
Location: 
Date & Time: 
 
1. Introductions: Project Team
Design Team
a. Architect 
i. Principal/Project Manager
ii. Architect
b. Sub-Consultant(s)
i. Principal/Project Manager
ii. Engineer  
Cornell University
a. Project Manager, Name and Email 
b. Construction Manager, Name and Email
c. Project Coordinator, Name and Email 
d. Facilities Director, Name and Email 
e. Facilities Contracts, Brenda Frank, bf343@cornell.edu
**EDIT/ADD OTHER ATTENDEES AS APPLICABLE

2. Contract Details: Facilities Contracts
a. Instruction to Bidders & Bid Form
b. All RFI’s must be submitted via email to the attention of:
i. Name and Email
ii. Name and Email
c. All RFI’s must be submitted before noon on <insert date>
d. Final addendum Issuance <insert date>
e. Private Bid Opening on <insert date>

3. Project Overview: 
a. Project Description (Power Point presentation by Consultant)
b. Scope of Work:
i. General Conditions: Staffing requirements (Full Time Superintendent)
ii. General Requirements: 
1. 01 21 00 Allowances
2. 01 22 00 Unit prices
3. 01 23 00 Alternates
4. 01 31 50 ePM – e-Builder
5. 01 32 16 Construction Scheduling
iii. Technical Specifications
iv. Drawings
c. Building Permit: Successful bidder will be required to obtain all necessary building permits. Temporary Certificate of Occupancy will be required for early turnover of spaces.
i. Note: City of Ithaca, Town of Ithaca, or Ralph D’Amato for Contract Colleges 
ii. Note: City of Ithaca requires certified abatement contractor obtain separate permit specific for this scope of work.
d. Owner Provided Materials: Furniture, AV Equipment, IT (wireless access points, etc.)
e. Known addendum items:
f. LEED Certification: (If applicable)
4. Access to Site / General Conditions:
a. <insert building name> will/will not  be occupied throughout the construction period
b. Staging: Within project areas and Palm Road
c. Site Logistics: Staging, signage, traffic management, parking
d. Behavior of workers: appropriate behavior is expected at all times
e. Noise, Dust Protection, Daily clean-up 
f. Field Office:
g. Restrooms:
h. Elevators Use:
i. Contractor Parking:

5. Project Schedule:
a. Construction Start: Upon Notice to Proceed
i. Submittals
ii. Lead times
iii. Approval schedule should permit mobilization of successful contractor <insert date>. 
iv. Earliest construction activity start <insert date>
v. Latest construction activity start <insert date>
vi. Refer to GR sections 011100: Summary of Work for contract milestones
b. Pre-construction activities: Schedules, Submittals and Survey may start <insert date>
c. Construction Substantial Completion: <insert date>
d. Coordinate shutdowns with University: Notification at a minimum of 5 days
e. Refer to GR sections 011400 – Work Restrictions, 013216 – Construction Scheduling

6. General Questions about Project  (all RFIs must be submitted electronically) 

7. Site Pre-Bid Walk-Through
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