Sample Form for Invitation of Tenders for Works Contract

Date:
To: [Contractor’s name and address]
Tender Invitation - Maintenance Project

You are invited to submit a tender for the maintenance works for our building at _______________________ [Name and address of building].  The details of the works requirements are as shown in the attached Form of Tender [, Drawings, Specifications]1 and Schedule of Works.
If your company is interested in undertaking the above maintenance works, please submit the completed Form of Tender [, your proposed drawings, specifications]2 and Schedule of Rates in a sealed envelope to the Tender Box at ___________________ [Address] on or before ________________ [Time & Date].  Late submission will not be accepted. 
Your tender should also include a photocopy of your company code of conduct, Business Registration Certificate, certificate(s) of Registered General Building Contractor/ Registered Fire Service Installation Contractor/ Licensed Plumber3. The details of similar projects undertaken including position, contact details of referees and information of your company’s financial condition should also be submitted. 

Should you require a site visit, please contact _____________________ [Name] at _____________ [Telephone Number].  For any queries, please contact _________________ [Name] at ________________ [Telephone Number].
	Stamp and Signature:
	

	Name:
	

	Chairman

Management Committee of the Owners’ Corporation


Encl. Form of Tender 4 [, Specifications, Drawings] 1 and Schedule of Works

Notes on using the sample invitation of tenders
1. To be deleted if no specifications and drawings are provided to the tenderer.

2. To be deleted by the OC before invitation of tender if the tenderer is not invited to submit drawings and specifications.

3. Delete as appropriate. 

4. OCs may make reference to the standard form of tender and other tender/contract documents published by the professional bodies. [image: image1.png]
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