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Vendor Bid Comparison

Use this template to compare property service bids by scope, cost, exclusions,
schedule, compliance, and recommended award.

Template Metadata
Field Details
Category Real Estate & Property
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly / Annual / Event-based]
Status [Draft / In Review [ Approved]

Project and Procurement Summary

Identify property, project, requested scope, bid due date, evaluation team, and procurement method.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]
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Bidder Overview

List bidders, contacts, license or insurance status, site walk attendance, and submitted documents.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Cost Comparison

Compare base bid, alternates, allowances, unit rates, exclusions, taxes, and payment terms.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Scope and Schedule Review

Evaluate coverage of required work, proposed materials, staffing, lead times, phasing, and tenant
impact.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Vendor Bid Comparison

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Compliance and Risk Review

Review insurance, permits, safety plan, references, warranties, change order risk, and contract

exceptions.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or

decision]

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Evaluation Scorecard

Rate cost, scope compliance, schedule, experience, service capacity, and risk.

Item

[Item or
requirement]
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Details

[Describe the relevant detail, evidence, or

decision]

Owner

[Owner]

Status

[Open/
Complete]

3/4



5/5/26, 2:46 PM Vendor Bid Comparison

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Award Recommendation

State recommended vendor, rationale, negotiation points, approval needs, and next steps.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]
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