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CONSTRUCTION

Purpose:

The purpose of this Standard Operating Procedure is to provide guidelines for completing a bid form.

Procedure:

1) Prior to bid day, an electronic version of the bid form shall be created, if not already provided.

2) Prior to bid day, the bid form shall be completed with all information available (ex. company name,
license information, and any pricing complete at that time).

3) As the estimate/estimates is/are complete and checked by another preconstruction team member,
complete any remaining information that is to be provided.

4) Make sure all alternates, unit prices, subcontractor information, etc. are complete on the bid form.

5) All blanks shall be completed. If an item is not applicable, include “N/A”. If there is a scope of work
that we elect not to submit a bid, include “No Bid” in that line item.

6) Double check all items on the bid form prior to submission.



