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Purpose: 

Some bid projects have a complexity to the bid requirements than necessitates a bid day team.  The 
purpose of this Standard Operating Procedure is to provide guidelines for establishing a team to help the 
preconstruction manager review bids, post bids, make phone calls, etc. prior to submitting the bid. 

 

Procedure: 

1) Select the bid day team. 
A) Team selection will be established at least five (5) business days prior to bid day. 
B) Include other members of the preconstruction department to help with typical preconstruction 

manager tasks (ex. posting bids). 
C) Include the project manager that will be running the project, if possible. 
D) Include project managers with similar project experience. 

 
2) Meet with the bid day team. 

A) Either the day before, or the morning of the bid, meet with the team. 
B) Assign activities to team members (posting, phone calls, etc.) 
C) Discuss specific scope concerns. 
D) Determine bid posting cut-off time.  

 


