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Purpose:

The purpose of this Standard Operating Procedure is to provide guidelines to determine all scopes of work 
required for the project and solicit subcontractors/vendors for each. 

Procedure:

1) During the initial review of the bid documents, identify each scope of work required. 

2) Include all scopes of work and approved subcontractors and vendors in the bid invitation.

3) Look for national accounts that may be required and contact them (if they are not already in our 
database and invited)

4) Contact a subcontractor or vendor that provide scopes of work that are not included in our bid 
solicitation system (some specialty items for examples) 
A) Look for contact information in products or manufactures paragraph in each given section of the 

Project Manual. 
B) If no contact information is provided with the manufacturer, a search of the internet may be 

required. 

5) Follow up with each prior to bid day and confirm you will be receiving a bid. 


