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Vendor Scope of Work Builder
Give bidders the same requirements so quotes are easier to compare.
Complete before requesting quotes. Attach drawings or photos using references and remove sensitive access
information.
Project / site / scope owner / quote due date

Problem and required outcome
Describe existing conditions, work limits and the result that must be delivered.

Site constraints and coordination
Access hours, occupied areas, shutdown approvals, protection and cleanup expectations.

Quote and acceptance requirements
Require itemized costs, exclusions, schedule, warranty and measurable completion evidence.

Working record

Deliverable / acceptance check Included or excluded /
clarification

Responsible party / due date

Scope approved by / date / revision issued to bidders

Ask every bidder to acknowledge the same scope revision and list deviations explicitly.
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