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CONSTRUCTION

Purpose:

To complete the project buyout within the first thirty days after execution of the owner contract. Secure
subcontractor and material supplier pricing by written subcontract, office purchase order, Purchase
Agreement, or letter of intent within projected estimate prior to price escalations.

Procedure:

1) Receive estimate and bids accepted from estimating department.
2) Review estimate, subcontractor quotes & material quotes for accuracy.
3) Review plans and specifications.
4) Refer to schedule for critical buy out activities.
5) Determine subcontractor and material suppliers for project.
6) Prepare scope of work and duration for each subcontract
7) Prepare quantities and delivery dates for material supplied.
8) Secure price sensitive items
A) Subcontract
B) Letter of Intent (If owner contract not executed)

9) Compose commitments and office purchase orders in Procore. The following should be part of the
subcontracts:
A) Exhibit “A” — General Conditions (attachment)
B) Exhibit “B” — Project Manual (attachment)
C) Exhibit “C” — Drawing List (attachment)
D) Project completion date
E) Work description with dates and calendar day durations

10) For commitments, submit through the Procore workflow, a draft copy for review by the following:
A) Project Superintendent
B) Project Preconstruction Manager
C) VP of Operations

11) For office purchase orders, submit a draft copy for review by the project superintendent.

12) Make corrections to reviewed commitments and office purchase orders.

13) Approve and release commitments or office purchase orders to the subcontractor or vendor through
Procore.

14) Receive executed agreement from subcontractor or vendor and execute.

15) Send back through Procore.

16) For commitments, the administrative assistant will complete the workflow once all the required
documents have been received and will push the commitment to ERP.

17) For office purchase orders, the Project Manager shall make a commitment to ERP.



