The Ultimate Bid Checklist:
50+ Critical Points to Review
Before You Submit

A step-by-step guide to submitting accurate, complete, and risk-aware bids that reduce surprises and
increase profitability.




Presentation Roadmap: Ultimate Bid Checklist

Key sections for reviewing and winning bids

01 Scope Review & Drawings - Accuracy & Completeness

02 Specifications, Inclusions & Exclusions - Scope & Compliance

03 Quantity Takeoffs & Pricing - Validate Numbers & Costs

04 Pre-Submission Cross-Checks - Finalizing Bid for Success

0 5 Risk & Competitiveness Assessment - Profitability & Market Position
06 Strategic Framework - From Review to Submission

07 Key Metrics & Industry Insights - Improving Accuracy & Win Rates

08 Conclusion - Transforming Checklist into Winning Strategy



Scope Review & Drawings: Ensuring Accuracy

Step-by-step checklist to verify drawings and scope before bidding

Latest IFB
Always verify that the issued-for-bid (IFB) m

drawings are the latest revision by checking

Addenda

Review all addenda carefully to ensure scope

title block dates and confirming with GC.

changes, clarifications, and new bid forms are
Rev. Numbers

Cross-check drawing revision numbers and E
dates with bid documents and official bid log

included to avoid disqualification.

to ensure no sheets are missing or outdated. General Notes

General notes often contain critical details like

Cross-Check special finishes or standards which impact

: cost and must be thoroughly reviewed.
ldentify and resolve conflicts between sy

architectural, structural, and MEP E
drawings early to avoid cost overruns and
delays.

Flag & RFI

Immediately flag drawing inconsistencies

and submit Requests for Information (RFIs)
before bid day to clarify uncertainties and

avoid assumptions.



Specifications, Inclusions & Exclusions Checklist

Align scope and compliance with 10 essential points

@ Checklist Point

01

02

03

04

05

06

07

Verify CSI division specification sections for your scope. Specs take
precedence over drawings. Confirm your CSI divisions are covered.

Cross-check inclusions against GC's requested format. List clearly
what's included, following GC bid form language.

Clearly list exclusions to avoid scope creep. Example: “Excludes fire
alarm wiring” or “Excludes overtime not scheduled by GC.”

Confirm material grade and brand requirements. Specs may mandate
a brand (e.g., Sherwin-Williams paint). Missing this could mean re-

pricing.

Ensure compliance with local building codes. Double-check energy
efficiency, seismic, and fire requirements.

Check for warranty and guarantee requirements. Warranties add cost
— factor into pricing.

Identify LEED or sustainability requirements. Green certifications
affect materials, submittals, and documentation.

08

09

10

11

12

Review mock-up or sample requirements. Mock-ups consume labor
and material. Clarify if at your cost.

Confirm testing and inspection obligations. Fireproofing, concrete, or
weld testing costs must be included.

Note submittal and shop drawing timelines. Tight schedules for
submittals = added drafting/design cost.

Review alternates and unit price requests. Specs often ask for
optional alternates — price carefully.

Document inclusions/exclusions in writing.



Validating Quantity Takeoffs & Pricing

Key checklist points to ensure accurate bid costs

@ Checklist Point

01

02

03

04

05

06

07

Perform takeoffs using On-Screen Takeoff or Quick Bid, or any other
digital takeoff platform. Digital tools improve accuracy but should be
validated.

Validate quantities with a secondary manual check. Human review
catches software oversights.

Factor in material wastage percentages. Industry norms: 5-10%
drywall, 10-15% flooring, etc.

Confirm labor productivity rates match project schedule. Compressed
schedules equal higher labor cost.

Include overtime or shift work rates if required. Hospitals, airports, or
occupied facilities often mandate night shifts.

Apply latest supplier pricing. Request updated quotes—don't rely on
last month's prices.

Verify taxes, duties, and delivery charges. Imported materials may
have hidden costs.

08

09

10

11

12

13

Check subcontractor quotes for completeness. Ensure labor,
materials, and markups are included.

Include equipment rental or usage costs. Cranes, lifts, and scaffolding
are often overlooked.

Account for permit and bonding costs. Some GCs push these down to
subcontractors.

Add contingency for unforeseen site conditions. At least 2-5%
depending on risk profile.

Price for escalation if long project timeline. Locking in escalation
clauses avoid losses.

Add Overhead & Profit percentages as per markets allows to be
competitive.



Finalizing Your Bid: Essential Pre-Submission Checks

Step-by-step final bid review to ensure compliance and success

Match proposal format
to GC

Follow the GC's template exactly to
avoid disqualification.

a Check breakdown by

trade or division

Provide clear cost division to reduce
bid clarifications.

m Proofread spelling,
grammar, numbers
Correct typos and errors to keep

your bid professional.

m Ensure proposal is
signed and dated
Unsigned or undated bids are often
invalid and rejected.

m Include RFI responses in
pricing

Ensure all GC clarifications adding
scope are in your bid.

Complete bid form fully
with no blanks

Avoid blanks; use “N/A" if items don't
apply to avoid risks.

Verify unit prices and

alternates

Check prices and alternates carefully
to avoid rejection.

m Attach required
certifications/licenses

Include all needed licenses and
certifications requested.



Risk & Competitiveness Assessment for Profitability

Assess project
location and
logistics risks
thoroughly
Remote or congested

sites increase project
costs.

1

Check market
average pricing
for similar project
scopes

Benchmark current
bids for accurate
pricing. Add Overhead
& Profit accordingly.

Key steps to evaluate risks, pricing, and market position

Identify value
engineering
opportunities to
build trust

Suggest alternatives
that reduce costs
effectively.

Review liquidated
damages clauses
carefully

Understand penalties
for project delays.

Verify payment
terms and
retention policies
impacting
cashflow

Avoid long payment

holds to protect profit.

1}

Assess availability
of labor and

materials within
schedule

Confirm supplier and
crew readiness early.
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