Process of Creating a Bid Book

1. Get a white binder from Sue (3”-4” size) – she has a stash in the closet off the Conference Room
a. Check the rings and make sure they come together firmly – if they are off or loose, put the binder back and get a different one
2. Make a spine label
a. Title to include:
i. “Preliminary Bid” or “Final Bid”
ii. NAME Residence
iii. Job Number
b. O:\Templates & Forms\Job Book Templates
i. Binder Spine Cover.docx	
3. Make a front cover
a. Title to include:
i. “Preliminary Bid” or “Final Bid”
ii. NAME Residence
iii. Job Number
b. O:\Templates & Forms\Job Book Templates
i. Binder Cover 8.5 x 11.docx
4. Get Division tabs from Sue – have her make you a couple of sets for a couple of bids
5. Collect, review, and insert all bids
6. Insert all takeoffs and other infomation
7. Paperclip or binder clip scopes together
8. Print and bind final version of estimate as the front page (tape edge with punched holes to prevent tearing)
