
Lead Management
Add the lead, on update  
the project is set up in 

CATDocs 

Tender Set Up 
Job Specific – Letting Manager, 

Tender Close, Trades, 
Document Folders (all default 

from module admin)

Module Admin
Set up module admin with 
default Trade Letting info 

• Trades for Pricing
• Trade Specific Blurb
• Invite Blurb
• Document Folders
• Subcontract Agreement
• Trade Letting Blurb
• Schedule 1 
• Pre Letting Minutes

Tender Contact List
Add tender contacts list 
from existing subs and 
tender only subs (import) 

All contacts 
must have an 
NZBN / ABN

Tender Documents
Upload all project documents, 
split pdfs, generate document 
schedules, revision control. On 

publish these are sent to 
CATDocs for Subcontractors

Tender Invitations
Invite subs by trade, uses 

default trade and invitation 
blurb. Emails invites to invited 

subcontractors

Subcontractor Actions
Subs login to CATDocs and 

download documents. They 
submit their tender including, 

price, options & pdf quote 

Subcontractor Pricing
Subcontractors quotes flow to 
CATProjects. Add allowances 
and decide which company to 

be used for this tender. 

Manual option 
availableEstimating (if in use)

Add prelims to trade prices, 
add options and submit 

Tender Presentation 

Pre Letting Meeting Minutes
Template from Module Admin 
defaults and can be modified 

Project Foundations
Confirm details, retention, 
practical completion info 

and load budget if not using 
estimating else auto

Contract Letting
Acceptance letter and 

Subcontract Agreement sent 
for electronic signing, plus 

relevant attachments

Subcontract Set Up
Auto set up including signed 

contract, add compliance 
docs, check insurance, 

contract breakdown for 
payment certificates

Quickly extend 
close date for all 
trades in 1 step

Subs control their 
own staff logins to 

ensure the right staff 
are included

Edit templates for 
specific conditions, 

attach multiple 
documents

Document Updates
Add revisions and supersede old 
if there is a document match and 

notify subcontractors by email 
on publish

Notice to Tenderers
Issue Notice to Tenderers 

to all subcontractors or 
selected trades
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TRADE LETTING MENU

• Tender Contacts

• Tender Set Up

• Tender Documents

• Tender Invitation

• Tender Pricing

• Notice to Tenders

• Pre Letting Minutes

• Contract Letting

• Module Admin

Continue trade letting once 
project is confirmed and live

Start the process at 
confirmed project if 
not using leads or 
estimate modules
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