(ON YOUR LETTER HEAD)
	Memorandum


	
	
	

	To  (List Contractors Here)

	
	Re: Estimate for:

PROPERTY ADDRESS HERE

	
	
	

	From: [LPA Construction Manager]
	
	

	
	
	

	Date: 
	
	

	
	
	


Attached please find the scope of work and the specifications for both exterior and interior work to be completed at the above address.


We will hold a pre-bid walk-through at the property on [Insert Date] from [X p.m.] to [Y p.m.]. At that time, you will be able to pick up a bid packet and inspect the property. We will not mail bid packets - you must come to the walk-through in order to receive one.
Bids are due by (Insert Date & Time here). Return your bid in a sealed envelope with your company name and the property address of the job clearly written on the front of the envelope to:


YOUR ORGANIZATION’S NAME

STREET ADDRESS

CITY, STATE, ZIP CODE

Attn: CONSTRUCTION MANAGER
Include your proof of liability and workers compensation insurances along with your certification of training in lead-safe work practices with your bid.

Please fill in each line item with a $ amount, and provide a total $ amount at the end. Sign the ‘Contractor Accepts Scope of Work’ section. 

