Project: ______________________________

Contractor: ___________________________

Date Plans Received: ____________________

Date Bid due: ____________

Date

Completed:
__________
Receive Plans

__________
Make Folder

__________
Copy Equipment Schedules

__________
Fax Equipment Schedules to Appropriate Vendor

Vendor



Date Quote Received




____________________

________________




____________________

_________________




____________________

__________________




_____________________

__________________

_________
Call Vendors to Verify Receipt of Fax

_________
Mark and Count Out Diffusers

_________
Fax Completed Diffuser/Exhaust Fan Schedule to appropriate vendors

Vendor




Date Quote Received



______________________

____________________




_______________________

_____________________




_______________________

______________________




_______________________

_______________________

_______
Call Vendors to Verify Receipt pf fax

_______
Complete Plan Take off

_______
Once all quotes have been received, forward complete file to Rob

_______
Forward material sheets to Tommy for price.

