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Purpose:

The purpose of this Standard Operating Procedure is to provide guidelines for evaluating subcontractor
proposals.

Procedure:

1) Receive proposals/ bids from trade partners.
2) Review trade partner bid/proposal.
A) Has the subcontractor been prequalified?
B) Is the subcontractor capable of performing the work required on this project?
C) Confirm the scope of work is complete.
D) Confirm all products and installation methods meet the specifications.
E) Review all qualifications and exclusions.
F) Review quantities, if provided.
G) Check proposal expiration date.

3) Add to the bid tabulation sheet if all criteria above are met.

4) If additional clarification is required, contact the subcontractor/material supplier for additional
information and/ or pricing.

5) If additional information and/or pricing are not sufficient, discard the proposal.



