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CONSTRUCTION

Purpose:

The purpose of this Standard Operating Procedure is to standardize our breakdowns when provided with
proposals.

Procedure:

1) Locate the Excel document called “Template — 16 Division Breakdown.” Each project has its own
folder on the P drive. This document is in the “Template” folder within the “Preliminary” folder of
each job folder.

2) Open the “Template — 16 Division Breakdown” file and save it as a new file.
A) The file name should include the proposal description and include the date. Below are two
examples:

i) Breakdown — Job Name — DD Budget 23.5.15 (used with preliminary budgets)

ii) Breakdown — Job Name 23.5.15 (used with final proposals)

B) The file should be saved in the appropriate location. Below are two examples:

i) The DD budget described above should be saved in the “03 DD Budget” folder in the
following example path: P:\all projects\10 — Preliminary & Estimating\Job Number &
Name\Preliminary\02 Proposals\03 DD Budget

ii) The final proposal above should be saved in the “04 Final Proposal” folder.

3) 3. Modify the template Excel file as necessary.
A) Provide the job name, address, and date at the top of the document.
B) The template is based on a 16 Division breakdown. Add lines as necessary when providing more
detail.

4) Save the Excel file and a PDF version (to be attached to the proposal).



