XYZ Development
Policies and Procedures

Policy Title:

Estimating and Proposals

Policy Date:

Jan 1, 2006

Policy Description

1. All Requests for Proposal will be qualified before a proposal is prepared with regard to the company’s ability to perform and the client’s ability to pay for the work.
2. Credit and background checks will be run on all new clients.  

3. Estimating will conform to internal procedures and processes for all estimators will be substantially the same.
4. All proposals and estimates will be checked for accuracy per current procedure before the document is submitted to the client.
5. Time and Materials Jobs will be estimated for purposes of presenting a conceptual or Not-to-Exceed amount before the contract is signed
6. The plans and specification for each project will be scrutinized for inconsistencies or possible substitutions.  All of these will be clarified by a request for information (RFI) with appropriate acknowledgements before the proposal is submitted to the client.

7. Proposal Amounts will consider projected costs plus an appropriate overhead factor to which an acceptable profit factor is to be added.  The overhead factor will be determined by management on an annual basis.
8. Appropriate profit factors will be analyzed quarterly with the objective of maximizing profits.  Aggressive pricing will be the policy during a favorable market.  Break-even pricing will be the policy during an unfavorable market.

Procedure

1. All project will begin by recording job information in Master Builder Screen 3-5 and by filling out job information on the Estimating Checklist.

2. See the checklist for the step-by-step process.
