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Personal disclosure;
I have no favorites and 
no allegiances, all 
other schools will be 
treated equally.



Construction
• Few barriers to entry

• Individuals have significant impact

• Difficult to differentiate

• Largely a service business

• Readily available software and 
management tools



So, WHAT are we selling?

• Unique products, creative 
patented products? 

• Proprietary software or tools? 

• Special licenses, qualifications, 
educational degrees?





YOU are  selling YOU….
Your proposal represents 
YOU. The reader forms an 

image of YOU.



“It is a fact that you 
project what you are.”

Norman Vincent Peale



What image will you project?



WHO will be reading your proposal?

• Technical audience?

• Financial audience?

• Construction Manager - initial cost?

• Owner – total cost?

• Construction experience?

• Their Values – safety, quality, money?



The Proposal
Will you claim to be…

Professional?
Thorough?

Detail oriented?
The best choice?



Overall Appearance
Quality binding & paper

Cover page 

Page layout

Well organized

TOC, page numbers, tabs

Distinctive / Unique



Organization
• SUMMARY

• WHAT  

– Scope Statement

– Design , Value Engineering

• HOW

– Project Plan, Schedule

• COST

– Estimating and cost data

• WHO

– Experience, Financials, Insurance, Safety



Executive Summary



Executive Summary
• Critical - sets the tone for the proposal

• Many will read only this section

• Use it to draw attention to strengths

• Very difficult to recover from a poor start

• MUST be well written







“The most valuable of 
all talents is that of 
never using two words 
when one will do.”

Thomas Jefferson



Executive Summary
• Three quarters of a page –signed!

• Personal and project specific

• Active verbs “will” vs. “could”

• Accurate spelling and punctuation

• State what and for how much

• Lead the reader to your strengths



Scope Statement



Scope Statement
• Identify project specifics, demonstrate you know 

the project better than the competition

– Scour the project for and unique issues

• Avoid “Exclusions” 

• Don’t state the obvious

• No long itemized lists – use brief narratives

• Reference the contract documents

– dates, RFI’s, bulletins and addendums



Scope Statement Tips

• All overtime and shift work is excluded.

OR;

• This proposal is based on the understanding 
all work is scheduled to be performed during 
normal work hours.



Scope Statement Tips

• This proposal includes all equipment, material 
and labor required for a fully functional HVAC 
system.

OR;

• This proposal is based on the contract 
documents listed below and includes all labor, 
material, equipment and tools necessary to 
provide the work identified as the 
responsibility of the HVAC Contractor.



Scope Statement Tips
• Includes Boilers.

OR;
• This proposal includes furnishing, rigging and 

installing Boilers, B-1, B-2 and B-3 in the 
second floor M.E.R. and assumes the 
construction manager will provide roof 
openings to lower the boilers into place. 
Furthermore, it is understood the boilers will 
be set on housekeeping pads provided by 
others. 



Technical Data



–“Everything 
should be as 
simple as 
possible, but not 
simpler.”

Albert Einstein



Design & Engineering

Verify solutions are appropriate
Get help, use resources; 

Vendors
Manufacturer websites
Contractors
Engineers

Stay within your scope 





CAD Drawings

• Not expected to have design complete

• No incomplete or pointless Drawings

• Consider example or representative 
drawings to show competency
– Fabrication, equipment hook ups, design











Value Engineering

• recognize impact to other trades

• recognize impact to schedule

• recognize impact to base design

• UNDERSTAND THE CONCEPT



Project Plan



Project (Specific) Plan

• Personnel plan – don’t overburden the 
project

–2.5 to 5% for management personnel

• Site logistics – material lay down, tools, 
office

• Purchasing plan – long lead items

• Planning, coordination, BIM

• Fabrication and subassembly



Project (Specific) Plan

• Safety approach and concerns

• Critical tasks – cranes, deliveries

• Start Up, testing, functional checks, etc.

• Quality control & punch list procedures



Time for a reminder…

Be certain all sections of proposal 
agree; scope of work, project plan, 

estimate, value engineering.

When working as a team, thoroughly 
understand each others work. Does it 

agree with your work? 



Schedules



Schedule

• Modern software and detail mandatory

• Pre-construction activities

– Submittals, coordination, mobilization

• Check and re-check sequences, durations

• Two to three pages for mid-size projects

• One task ONE PAGE

• Recognize Value Engineering



Schedule Narrative

• Results in a better schedule

• Elaborate on project specifics 

• Differentiator

• “Feels” custom vs. canned software

• Convey passion and enthusiasm

• Send a message of care and concern



Time for a reminder…

Be certain all sections of proposal 
agree; scope of work, project plan, 
estimate, value engineering, etc.

When working as a team, thoroughly 
understand each others work. Does it 

agree with your work? 



Estimate and Cost Data



Estimate / Cost data

• Summary level data

1. Labor ($ and hrs)

2. Material ($ and quantities)

3. Value Engineering



Estimate / Cost data

• Detailed data

1. Equipment

2. Sub Contracts

3. Other direct job costs
• Site office expenses, rentals, 

cranes, permits, etc.



Estimate / Cost data
• Organized format – Think “six small jobs” 

• Tables and Sub-Totals

• Accurate labor rates
– Wages, fringe benefits, taxes and insurances

• Margins – 5 to 18%...depends, what’s in 
job cost

• Internal check # - $’s/sf, feet per man day, 
total man-days, etc.



Estimate / Cost data
• Check your math

• Check your math

• Check your math

• Check your math

• Check your math

• Then,

• Check your math again

• Then, can you guess ?

• Have someone else check your math



Time for a reminder…

Be certain all sections of proposal 
agree; scope of work, project plan, 

estimate, value engineering.

When working as a team, thoroughly 
understand each others work. Does it 

agree with your work? 



Company Data



Company Data

• Show Relevant Project experience
– projects and staff experience from representative 

work

• 15 pages of resumes is unnecessary 
– Multiple brief bios on one page for non-job 

charged personnel

• Organizational charts –
– Project personnel with staffing plan?

– Designate job charged positions (in estimate)



Company Data
• Income statement

– Validate margins? Project = what % of annual 
revenue? Make sense?

• Balance Sheet
– Current ratio, debt to equity, cash balance
– Over / under billings
– Get some help if unfamiliar

• Surety Letter 
– Capacity letter
– Insurance Certificate (sample)



Company Data
• Backlog

– What % of annual revenue?, show by year
– This project = what % of your annual revenue?

• 5 to 20%, good target range
• Safety performance and program information

– Program with Project Plan
– Experience Modification Rate – 1.00 = average
– Recordable accident rate – frequency
– OSHA 300 log from prior year 
– Awards

• Insurance 
– CGL, Auto and Workers Comp. minimum 
– Insurance Certificate (sample)







Time for a reminder…

Be certain all sections of proposal 
agree; scope of work, project plan, 

estimate, value engineering.

When working as a team, thoroughly 
understand each others work. Does it 

agree with your work? 



Killer Mistakes
Black and White - (It’s 2009 people !)

Inconsistency
Estimate vs. Scope vs. Technical Solution

Poor writing skills including spelling and grammar

Last year’s information

No binding, missing pages, out of order, TOC



Killer Mistakes
Incomplete, incorrect or pointless CAD drawings

Bid forms not included
Please read the competition instructions

Crazy financial information 

Math errors and inconsistencies in the estimate

Dramatically inappropriate technical solutions 
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