
 

GUIDANCE 

INDUSTRY BRIEFINGS 

1 About this Guidance 

This Guidance has been prepared to assist Defence’s personnel, consultants, legal advisers and probity 

advisers with the preparation of industry briefings on Capital Facilities and Infrastructure Branch (CFI) 

projects.  This Guidance and the associated industry briefing materials are intended for use as a guide only, 

and need to be adapted for specific circumstances on individual CFI projects.  They are not authorised to be 

used for any other purpose. 

2 Purpose of an industry briefing 

2.1 The purpose of an industry briefing is to provide Tenderers with context and background information in 

relation to the Tender Documents, the tender process and the relevant project. 

2.2 An industry briefing involves Defence interacting with Tenderers so that Tenderers can better understand and 

respond to Defence’s requirements for a project.  The applicable delivery models are: 

(i) Head Contract; 

(ii) Medium Works Contract; 

(iii) Managing Contractor Contract; and 

(iv) Design Services Contract. 

2.3 The principal circumstances where industry briefings are likely to be applicable for CFI’s purposes are: 

(a) Invitation to Register Interest (ITR) Stage:  Industry briefings are rarely given at ITR Stage.  

However, a briefing may be given at ITR Stage where the nature of a project means that there will be a 

benefit in providing a briefing at an early stage. 

(b) Request for Tender (RFT) Stage:  Industry briefings are generally given at RFT Stage.  For obvious 

reasons, an industry briefing will not be required at RFT Stage where a briefing has already been 

conducted at ITR Stage. 

2.4 Template industry briefing presentation slides have been prepared by Defence and uploaded onto DEQMS.  

The template slides will need to be adapted to reflect the chosen delivery model (e.g. Head Contract) and 

other requirements for the applicable project.   

3 Industry briefing materials 

3.1 The following materials have been made available on DEQMS to assist Defence with the industry briefing 

process: 

(a) this Industry Briefing Guidance; 

(b) template PowerPoint presentation slides; and 

(c) an Industry Briefing Roadmap (i.e. a flow diagram setting out the industry briefing process).  

3.2 The industry briefing materials have been developed to assist users to prepare and conduct structured and 

consistent industry briefings and Tenderer meetings.   
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4 Preparing an industry briefing 

4.1 If an ITR is required for a project, then the first step for the industry briefing will be to determine whether the 

briefing should be conducted at ITR or RFT Stage. 

4.2 If an industry briefing is required then: 

(a) the following details need to be inserted, at clause 16 of the Invitation To Register Interest during the 

ITR, or in the Tender Particulars of the Tender Documents if during the RFT: 

(i) the time, date and location for the industry briefing; 

(ii) the maximum number of Applicant/Tenderer personnel permitted to attend the industry briefing;  

(iii) any other information or requirements for the industry briefing (e.g. all Applicant/Tenderer 

personnel must present a valid driver's licence or passport); and  

(iv) the time and date by which Applicants/Tenderers must notify the Contact Officer by email with 

details of the Applicant/Tenderer, the full names and addresses of all Applicant/Tenderer 

personnel proposed to attend the briefing (and any Tenderer meetings, if applicable) and any 

other required information. 

(b) the Contact Officer should email Applicants/Tenderers wishing to attend the industry briefing to confirm 

the details and arrangements for the conduct of the briefing; 

(c) the Contact Officer should prepare the industry briefing presentation based on the template PowerPoint 

presentation slides contained on DEQMS.  As noted above, the slides need to be adjusted to suit the 

project requirements; 

(d) where applicable, the project legal advisers and probity advisers should be asked to: 

(i) provide input into and complete the industry briefing presentation slides; and  

(ii) attend the industry briefing (including any Tenderer meetings, if applicable).  

4.3 Further guidance notes are contained within the template PowerPoint presentation slides to assist Defence’s 

representatives in preparing the industry briefing. 

5 Preparing for Tenderer meetings at RFT Stage 

5.1 CFI’s template Tender Documents now make provision for Defence to conduct Tenderer meetings as part of 

the industry briefing process.   

5.2 The purpose of conducting Tenderer meetings is to provide Tenderers with an opportunity to ask questions or 

make further enquiries concerning the Tender Documents.  It is not an opportunity for Tenderers to ‘show 

case’ their capabilities or to seek to obtain an unfair competitive advantage. 

5.3 Tenderer meetings will not normally be conducted at ITR Stage, as meeting with individual Tenderers is 

unlikely to be practical given the number of potential Applicants.   

5.4 Instead, Tenderer meetings will generally be conducted as part of the industry briefing process at RFT Stage, 

once Defence has short-listed the number of Tenderers for the project.  

5.5 If Tenderer meetings are applicable:  

(a) the option for Tenderer meetings should be selected in the Tender Particulars for the Tender 

Documents; 

(b) each of the following details also needs to be inserted in the Tender Particulars for the Tender 

Documents; 

(i) the time, date and location for the Tenderer meetings – this will normally be on the same day as 

the industry briefing; 

(ii) the maximum number of Tenderer personnel permitted to attend the Tenderer meeting; and 
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(iii) the maximum duration of each Tenderer meeting (e.g. 15/30/60 minutes). 

6 Conducting the industry briefing  

6.1 After the Contact Officer has confirmed the details and arrangements for the industry briefing with Tenderers 

by email, and the PowerPoint presentation slides have been prepared and finalised to meet the requirements 

for the project, the next step is to conduct the briefing itself. 

Components of the industry briefing  

6.2 Each industry briefing should be tailored to satisfy the requirements of each specific project.  However, 

broadly speaking, an industry briefing presentation will include five main components, namely: 

(a) an introduction and safety brief; 

(b) the probity brief; 

(c) an overview of the project; 

(d) the legal brief on the Tender Documents; and  

(e) a Site inspection. 

6.3 Detailed information in relation to each component of the industry briefing is contained in the template 

PowerPoint presentation slides contained on DEQMS.  The template slides have been created with a view to 

providing a structured and consistent approach to briefing Tenderers across the various CFI projects.  

Who should present at an industry briefing? 

6.4 The Project Director will typically chair the industry briefing.  Depending on the project, the Project Director’s 

role may include welcoming the Tenderers, introducing Defence’s representatives and delivering the safety 

brief.  

6.5 Other Defence representatives typically required to present as part of the industry briefing include:  

(a) the probity adviser - to deliver the probity brief and, where Tenderer meetings are applicable, to attend 

Tenderer meetings;  

(b) the PMCA (and, if relevant, the Design Services Consultant) - to provide an overview of the project, 

including Defence’s key requirements for the project, and other commercial, design and technical 

features; and 

(c) the project legal advisers - to provide an overview and explanation of the Tender Documents.  

6.6 Other Defence specialists or Defence Base personnel may also be asked to provide commentary as part of 

the briefing. 

6.7 The PMCA may also be required to conduct a Site inspection with all Tenderers at the conclusion of the 

briefing.  

Limiting, restricting or excluding Tenderer personnel 

6.8 Defence will normally want to limit or restrict the number of Tenderer personnel, and may wish to exclude 

certain Tenderer personnel from attending the industry briefing (e.g. foreign nationals may be excluded for 

security reasons at some sites).  

6.9 Accordingly, the ITR and Tender Documents permit Defence (in its absolute discretion) to limit, restrict or 

exclude Tenderer personnel from the industry briefing for any reason, including if the Tenderer:  

(a) exceeds the maximum number of Tenderer personnel that Defence has specified in the Tender 

Particulars; 

(b) does not notify the Contact Officer before the time and date specified in the Tender Particulars 

providing details of the Tenderer, the full names and addresses of all Tenderer personnel proposed to 

attend the industry briefing; or 

(c) substitutes or replaces Tenderer personnel after the time and date specified in the Tender Particulars. 
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6.10 The probity adviser should be contacted for advice before any Tenderer personnel are excluded from an 

industry briefing. 

Conducting the probity brief 

6.11 Defence conducts its procurement to achieve the best value for money, and in a manner that meets the 

highest standards of probity.  At the industry briefing stage, probity issues can often arise from ‘information 

management’.   

6.12 A probity adviser should attend industry briefings, and where applicable, Tenderer meetings, to ensure that all 

Tenderers are given a fair and equitable opportunity to access the same, consistent information in a way that 

enables the Tenderers to lodge a value for money Tender.   

6.13 Following the welcome and introductions, and the safety brief, the probity adviser will generally conduct the 

probity brief presentation. 

6.14 As part of the probity brief, the probity adviser should cover the following points: 

(a) Industry briefings are conducted for the purpose of providing background information only; 

(b) Tenderers must not rely upon any industry briefing for the purposes of preparing, amending, or 

negotiating its Tender / contract with Defence; 

(c) Copies of the presentation materials will not be made available to Tenderers, and Tenderers must not 

take photographs or other electronic recordings during the industry briefing (including any Site 

inspection or, if applicable, Tenderer meeting); 

(d) During the Site inspection, Tenderers must stay in a group at all times and will be given an opportunity 

to ask questions.  However, questions must be directed to the presenter only, and no side 

conversations should be held with Defence’s personnel; 

(e) Defence may take questions from Tenderers on notice, and answers may be given by Addendum or 

Information Document; 

(f) Following the industry briefing and Site inspection, all further inquiries or questions must be directed in 

writing to the nominated Contact Officer; 

(g) Tenderer meetings, if applicable, should be of equal length to ensure that each Tenderer is given the 

same amount of time to ask questions or make further inquiries regarding the Tender Documents; and    

(h) Finally, Tenderers must ensure that they understand and meet the Tender requirements, in particular 

the conditions for participation and the minimum form and content requirements for lodging a Tender. 

6.15 Further details regarding the probity brief are set out in the template PowerPoint presentation slides, and the 

suggested probity brief speaking notes, which are annexed to this Guidance.  

Questions in relation to Tender Documents 

6.16 The PMCA and legal advisers should keep a record of all questions asked by Tenderers at the industry 

briefing.  

6.17 Further guidance on the process for receiving and responding to Tenderer questions can be found in the 

relevant Tender Documents (contained on DEQMS).  

6.18 Defence is entitled to publish or issue Addenda or Information Documents to address any matters arising out 

of or in connection with the industry briefing and any Tenderer meeting.  However, subject to the 

Commonwealth Procurement Rules, Defence is not obliged to respond to questions notified during the 

industry briefing or any Tenderer meeting.   

7 Conduct of Tenderer meetings 

7.1 Tenderer meetings will not always be required as part of the industry briefing process. However, where they 

are conducted, they will provide Tenderers with an opportunity to ask Defence questions or make further 

enquiries regarding the project or the Tender Documents.  
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7.2 A probity adviser should be present at each Tenderer meeting.  The duration of each Tenderer meeting 

should be of equal length, and the maximum number of Tenderer personnel permitted to attend each 

Tenderer meeting should be consistent.  These details need to be stated in the Tender Particulars when the 

Tender Documents are issued.  The probity adviser should monitor and record the time for each Tenderer 

meeting, and after the allocated time has expired, conclude the Tender meeting.   

7.3 Tenderer meetings will typically be scheduled to occur following the conclusion of the industry briefing.  The 

Contact Officer should confirm the allocated time for each Tenderer meeting to the relevant Tenderers by 

email at the same time as confirming the arrangements for the industry briefing.   

7.4 Obviously, it is important that Defence interacts with all Tenderers in an open and transparent manner.  No 

individual Tenderer should be given information that could give it an unfair advantage over other Tenderers for 

the project, and Tenderers must not use Tenderer meetings as an opportunity to: 

(a) provide Defence with marketing material or any other promotional material; or 

(b) otherwise obtain an inappropriate competitive advantage over other Tenderers. 

Accordingly, the allocated probity adviser needs to be present at each Tenderer meeting to ensure that all 

meetings are conducted fairly, equally, and in accordance with Commonwealth requirements. 

Handling Tenderer’s requests for commercial in confidence  

7.5 During a Tenderer meeting, a Tenderer may request that certain matters which it raises (and any response by 

Defence) remain confidential on the basis that the relevant matters contain commercial in confidence 

information.  

7.6 If a Tenderer makes such a request during a Tenderer meeting, it must provide appropriate justification, and 

Defence will need to notify the Tenderer that it either: 

(a) agrees that the matter raised contains commercial in confidence information; or  

(b) does not agree that the matter raised contains commercial in confidence information. 

7.7 Where Defence agrees that the matter raised contains commercial in confidence information, then Defence 

must keep the matter confidential, and must not disclose it to other Tenderers.  

7.8 If Defence notifies the Tenderer that it does not agree that the matter raised contains commercial in 

confidence information, then: 

(a) the Tenderer must immediately notify Defence if it wishes to withdraw its request; and  

(b) if the Tenderer does not withdraw its request, Defence may (in its absolute discretion) disclose the 

matter raised (and Defence’s response) to the other Tenderers in the form of Addenda or as an 

Information Document.  

8 Conclusion 

8.1 This Guidance outlines the relevant process and procedures for conducting industry briefings and Tenderer 

meetings for CFI projects.   

8.2 Together with the template PowerPoint presentation slides and Industry Briefing Roadmap, this Guidance is 

intended to assist Defence’s personnel, consultants, legal advisers, and probity advisers with the preparation 

and conduct of industry briefings and Tenderer meetings in order to streamline the process and achieve a 

greater level of consistency across CFI projects.  

8.3 It is important that the applicable industry briefing documentation is appropriately completed and adapted to 

reflect the requirements for each project on which they are used.   

8.4 Where questions or queries arise, the relevant ITR, Tender Documents and accompanying manuals (located 

on DEQMS) should be the first point of consultation.  If the answer to a question or query cannot be found 

there, then it may be necessary to obtain legal advice.   
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Annexure A 

Suggested probity brief speaking notes for industry briefings 

 

[The following sets out some suggested speaking notes that the allocated probity adviser may use when 

presenting the probity brief as part of an industry briefing.] 

Defence wants to conduct this procurement in a way that achieves the best value for money outcome, and in a way 

that meets the highest standards of probity.  

At the industry briefing stage of the procurement, probity issues are often about “information management”.  

Accordingly, Defence is keen to ensure that you all have a fair and equitable opportunity to access the same, 

consistent information in a way that enables you to fairly compete and lodge a value for money submission. 

In order to manage that: 

 During this briefing, and during any question and answer opportunities during the site inspection, please stay 

in a group at all times and direct your questions to the presenter only.  Please do not “corral” or have side 

conversations with Project team members, or Base personnel.  This will help avoid the risk of you obtaining 

incomplete or inaccurate information, as well as avoiding unfairness to others who don’t receive the additional 

information.  

 Also, please direct your questions to the presenter in a clear way that enables everyone to hear the question.  

If there is any doubt, the presenter will repeat the question when giving their answer. 

 If any question cannot be fully and accurately answered during the industry briefing and site inspection, the 

question will be taken on notice and a reply will be distributed to all Tenderers, in writing, either as an 

Addendum or Information Document. 

 If you do not hear any part of the presentation, or would like some time to take notes, please say so, as copies 

of the presentation material will not be made available.  

 Defence has appointed a single point of contact for all questions and queries.  That person is [insert], who is 

the nominated Contact Officer.  Following today, all inquiries or questions, or other communications, must be 

directed to, and only to, the Contact Officer. 

 [Discuss whether photography is permitted on Base.  Restrictions on taking photographs will vary 

from Base to Base.  Check with Defence and inform attendees accordingly].  

 Finally, please be aware of, and comply with, the requirements for lodging a Tender, in particular the 

conditions for participation and the minimum form and content requirements specified in the Tender 

Conditions. 

 


