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Bid Package & Leveling Worksheet
Use this worksheet to assemble a professional bid package and then systematically compare the bids you receive. A comprehensive bid package prevents apples-to-oranges comparisons, and structured leveling reveals where bids genuinely differ versus where scope was interpreted differently.
Project Title: _____________________________________________________
Date: _____________________________________________________
Part 1: Bid Package Completeness Checklist
	Component
	Complete
	Notes

	Construction Documents (full set, stamped)
	
	

	Specifications (materials, products, performance requirements)
	
	

	Site Information (survey, geotech report, utility locations)
	
	

	Allowances Schedule (with dollar amounts for each category)
	
	

	Bid Form (standardized format for all bidders)
	
	

	Bid Instructions (timeline, site visit date, RFI deadline, submission requirements)
	
	

	Addenda (any changes or clarifications issued during bid period)
	
	



Bid Period Management
	Milestone
	Date

	Bid packages distributed
	

	Mandatory site visit
	

	RFI submission deadline
	

	Final addendum issued
	

	Bid submission deadline
	

	Bid review and leveling
	

	Builder selection target
	



RFI Log
	RFI #
	Date
	Bidder
	Question
	Response
	Addendum Issued?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Part 2: Bid Leveling Comparison
	Trade/Category
	Bidder A
	Bidder B
	Bidder C
	Variance
	Notes

	General Conditions
	
	
	
	
	

	Site Work & Excavation
	
	
	
	
	

	Foundation
	
	
	
	
	

	Framing (structural)
	
	
	
	
	

	Roofing
	
	
	
	
	

	Exterior Cladding/Siding
	
	
	
	
	

	Windows & Doors
	
	
	
	
	

	Insulation & Air Sealing
	
	
	
	
	

	Plumbing
	
	
	
	
	

	Electrical
	
	
	
	
	

	HVAC
	
	
	
	
	

	Drywall & Plaster
	
	
	
	
	

	Interior Trim & Millwork
	
	
	
	
	

	Cabinetry
	
	
	
	
	

	Flooring
	
	
	
	
	

	Painting
	
	
	
	
	

	Tile & Stone
	
	
	
	
	

	Landscaping
	
	
	
	
	

	Allowances
	
	
	
	
	

	General Contractor Fee/Markup
	
	
	
	
	

	Contingency
	
	
	
	
	

	TOTAL
	
	
	
	
	



Scope Discrepancy Log
When bids vary significantly on a line item, the difference is usually scope interpretation, not price. Clarify before comparing.
	Item
	Bidder
	Included/Excluded
	Impact on Price
	Resolution

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Red Flags
☐ Any bid more than 15% below the average (investigate why)
☐ Vague or lump-sum line items without breakdown
☐ Excessive exclusions or qualifications
☐ Unrealistically short timeline
☐ Missing allowances that other bidders included
☐ No contingency or contingency below 5%
Bid Selection Summary
Selected Bidder: _____________________________________________________
Total Bid Amount: $_______________
Key Differentiators:
_____________________________________________________________________
_____________________________________________________________________
Concerns to Address in Contract Negotiations:
_____________________________________________________________________
_____________________________________________________________________
Next Steps
1. Once you have selected a bidder, use the M4L4 Contract Review Checklist to negotiate and finalize your construction contract before signing.
2. Incorporate clarifications and resolutions from your scope discrepancy log into the final contract scope of work.
3. Schedule a detailed preconstruction meeting with your selected builder to confirm budget, timeline, and communication protocols.
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