Estimator Job Description and Expectations
Primary Responsibilities:
· Scope Sheets: Develop and send a detailed scope sheet to the client within 4 days of deciding to bid or not.
· RFIs: Submit RFIs to the client within 5 days of bid receipt to clarify uncertainties.
· Bid Submission: Complete all bids at least 1 day before their due date.
· Bid Follow-Ups:
· Contact the client within 24 hours of bid submission to confirm receipt and discuss next steps.
· Log follow-up details in the tracking spreadsheet and keep it updated regularly (every few days or weekly, depending on activity).
· Communication: Always confirm a timeline for the next touchpoint during follow-ups, ensuring alignment with the client’s expectations.
Work Hours:
· 50 hours per week, with flexible start and end times as long as goals are met and deadlines are achieved.
End-to-End Estimation Process:
· Review plans.
· Develop a detailed scope.
· Perform takeoffs.
· Enter material and labor costs.
· Write and submit proposals.
· Conduct follow-ups with clients to align on feedback and next steps.
Goals:
Month 1:
· Bid $1.75 million in work within the first 30 days.
· Read How to Win Friends and Influence People.
Month 2:
· Bid $2.5 million in work during the second month and consistently bid this amount or more as needed to hit revenue goals. 
Annual:
· Maintain a close rate of at least 12%.
· Meet or exceed awarded work targets (stretch goals to be defined).

Sales Process: 9 Clear Steps
Step 1: Review Plans
· Evaluate the plans and determine whether to bid on the project.
Step 2: Account Discovery
· If not done already, schedule a call with the client to go through account discovery questions for clarity and alignment. Use document “Account Discovery Questions” located in Dropbox. 
Step 3: Confirm Bid Intent
· If bidding:
· Call the client to inform them.
· If they don’t answer, leave a voicemail and send a follow-up email.
Step 4: Scope Development
· Within 3 Days:
· Review the plans in detail and develop a scope sheet. Sample of this is attached in this document. 
· Email the scope sheet to the client to manage expectations and assess the bid's complexity to avoid overcommitting and taking on too many opportunities. 
Step 5: Send RFIs
· Within 5 Days:
· Submit any Requests for Information (RFIs) to the client to clarify uncertainties.
Step 6: Submit the Bid
· Ensure the bid is submitted ON TIME or EARLY.
Step 7: Post-Bid Confirmation
· Within 24 Hours of Bid Submission:
· Call the client to confirm they received the bid. Reference the attached “Follow up Process”. 
· Agree on a date to reconnect for feedback and understand their decision-making timeline.
· Set a calendar reminder for the follow-up date.
Step 8: Track the Bid
· Log the bid and follow-up details into the tracking spreadsheet to maintain visibility on all projects.
Step 9: Send a Thank You Card
· Within 2 Weeks (or based on agreed follow-up date):
· Mail a handwritten thank-you card to the client, expressing gratitude for the opportunity.











Sample Scope Sheet
[Company Name]
Project Name: [Insert Project Name]
Client Name: [Insert Client Name]
Date: [Insert Date]

Scope of Work
Structural Steel
· Fabrication of all structural steel components as per provided plans (Sheet Nos. [Insert]).
· Steel grades and specifications: [e.g., ASTM A36, A992].
· Includes the following components:
· Columns: [Quantity and Dimensions]
· Beams: [Quantity and Dimensions]
· Bracing: [Details, if applicable]
Miscellaneous Steel
· Fabrication and installation of:
· Stairs and handrails: [Details]
· Ladders: [Details]
· Miscellaneous connections and supports: [Details]
Erection
· On-site erection of all fabricated steel.
· Includes cranes, certified riggers, and installation labor.



Follow-Up Process: Relationship-Focused Phone Call and Email
Step 1: Phone Call
· Timing: Within 24–48 hours of bid submission.
· Script:
Hi [Client Name],
I’m reaching out about the bid we submitted for [Project Name] on [Submission Date]. I want to confirm you received it and see if there’s anything else you need from us at this stage.
Do you have a sense of when you’ll be reviewing bids or making a decision? I’d like to schedule a time to reconnect that works best for you.
Thank you for the opportunity to work together. I’ll make a note to follow up as we discussed.
Note: Confirm the client’s preferred timing and method for follow-up, and set a reminder.

Step 2: Relationship-Focused Email
· Timing: Send if the call goes to voicemail or as a follow-up after the call.
· Subject Line: Reconnecting on [Project Name]
Hi [Client Name],
I’m reaching out about the bid we submitted for [Project Name] on [Submission Date]. I want to make sure you received it and see if there’s anything else you might need from us.
Do you have a timeline for reviewing bids or making decisions? I’d like to reconnect at a time that works for you. Let me know what’s best, and I’ll make sure to follow up accordingly.
Thank you again for the opportunity. Please don’t hesitate to reach out if there’s anything else we can assist with in the meantime.
Best regards,
[Your Name]
[Your Title]
[Contact Information]

Step 3: Phone Call (Reconnection Date and Time)
Timing: On the agreed reconnection date and time.
Script:
Hi [Client Name],
This is [Your Name] from [Your Company]. I’m following up on the bid for [Project Name]. Just wanted to check in and see if you had a chance to review the bids.
[Pause for client response]
If you’re able to, could you share how our pricing compared? Were we higher, lower, or about the same?
[Pause for client response]
If possible, any percentage difference or actual numbers would be really helpful to understand where we stand.
[Pause for client response]
And how many bids did you receive? That’ll give us a better sense of the competition.
[Pause for client response]
Thanks so much for taking the time to discuss this today. I’ll follow up as needed based on your feedback.

Step 4: Follow-Up Email (After Call on Reconnection Date)
Timing: Send after the call if feedback was provided.
Subject Line: Follow-Up on [Project Name] Bid Feedback
Email Body:
Hi [Client Name],
Thanks for the time today and for sharing the feedback on our bid for [Project Name]. It really helps us understand where we stand and how we can improve.
Let me know if there’s anything else you need. Looking forward to staying in touch.
Best regards,
[Your Name]
[Your Title]
[Your Contact Information]

Key Note’s:
· Always Set the Next Touchpoint:
· Use phrases like:
· “When should I reconnect with you for feedback?”
· “What timeline are you working on, so I can follow up appropriately?”
· Confirm the agreed date and method, document it via calendar and send invite to client and to Supervisor and follow up as planned.

Tips for Efficiency During Follow-Ups:
1. Directly Confirm Needs:
· “Is there anything unclear or additional information I can provide?”
2. Focus on Timeline:
· “What’s the best time for us to discuss next steps?”










Estimator Weekly Scorecard
Subject: Estimator Weekly Scorecard - [Week Ending Date]
Email Body:
Hi [Supervisor’s Name],
Please find below my weekly scorecard for the week ending [Date]. I will continue to send this every Friday prior to leaving the office.

1. Bids Submitted
· Total Number of Bids Submitted This Week: [Enter number]
· Total Value of Bids Submitted This Week: [$ Total]
· Submitted Bids to Date (Month): [Enter total number and value of bids submitted this month]
· Thank You Cards: Enter total number mailed that week. 
2. Bid Status
· Bids Won: [Enter number or percentage of bids won]
· Bids Lost: [Enter number or percentage of bids lost]
· Pending Bids: [Enter number of bids still under review]
· Follow-up Completed: [Enter number of follow-ups made this week]
3. Feedback from Clients
· Number of Follow-ups Done This Week: [Enter number]
· Key Feedback from Clients: [Provide a summary of feedback received on pricing, competitiveness, etc.]
· Was Pricing High, Low, or On Target? [Enter summary based on client feedback]
· Areas for Improvement: [List any identified areas where process or accuracy can be improved]
6. New Opportunities
· New Leads/Projects Identified: [Enter number or list any new leads generated this week]
· Follow-up Actions for New Leads: [List next steps or follow-up actions planned for these leads]
7. Other Notes/Comments
· [Enter any additional comments or observations related to bids, client interactions, or projects]















