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What are SOPs?
Standard Operating Procedures (SOPs) are
documented guidelines and instructions that an
organization or an individual follows to perform a task
of a process in a consistent and standardized manner.



Why SOPs

Inconsistency 
breeds 

inefficiency. 



Why SOPs
§ Consistency
§ Efficiency
§ Training Tool
§ Compliance and Safety
§ Set-up the project for success



Project Deliverables

Construction	
Activities	SOP
Access a template to generate
SOPs specifically for construction
field activities.

SOP-Pro	Tool
Generate SOPs using the SOP
Production Tool.

Generated	SOPs	&	
Tools
Access generated SOPs and
associated tools for specific
activities.

SOP	for	SOPs
Learn more about about SOP
through this infographic.

SOP	for	
SOPs

Generated	
SOPs	&	
Tools

SOP-Pro	
Tool

Field	Activities	
SOP

Project	
Deliverables

Part	of	the	figure	credited	to	©	Copyright	PresentationGO.com



SOP for SOPs
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SOPs for 5 Essential Activities
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Procurement 
SOP

Lookahead 
Schedules 

SOP

Change and 
Additional 

Tickets SOP

Document 
Management 

SOP



SOPs for 5 Essential Activities
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Daily Logs
SOPs



Daily Logs SOP
§Project Information
§Project Conditions

§ Weather
§ Team

§ Your Company Manpower
§ Subcontractors
§ Visitors
§ Equipment/Tooling

§ Safety



Daily Logs SOP
§Project Information
§Project Conditions
§Project Status

§ Activities
§ Materials
§ Productivity

§ Working space
§ Changes
§ Production
§ Materials/Equipment/Tools
§ Information



Daily Logs SOP
§Project Information
§Project Conditions
§Project Status
§Signature



Daily Logs SOP
§ Informational SOP – Word Document

§ Fillable Excel Form

§ Fillable PDF Form



Daily Logs SOP



Daily Logs SOP
Excel Form



Daily Logs SOP – PDF Form



SOPs for 5 Essential Activities
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Procurement 
SOP



Procurement SOP
§ Informational SOP – Word Document

§Vendor Evaluation Tool (VET) – Excel Tool

§Excess Materials Handling Tool – Excel Tool



Procurement SOP



VENDOR	NAME: 1	|	

2	|	

QUALIFICATIONS Weight

Level	0 Level	1 Level	2 Level	3 Level	4 Level	5

Past	
Experience No	Information Very	

Dissatisfied Dissatisfied Neutral Satisfied Very	Satisfied

Reliability No	Information Very	Unreliable Unreliable Neutral Reliable Very	Reliable 3	|	

Reputation	in	
the	Industry No	Information Very	Poor	

Reputation Poor	Reputation Neutral	
Reputation

Good	
Reputation

Excellent	
Reputation

Geographic	
Coverage No	Information Very	Limited	

Coverage
Limited	
Coverage

Adequate	
Coverage Good	Coverage Excellent	

Coverage 4	|	

0.0% Total	Sum	of	Weights	must	be	equal	to	100%

SERVICES Weight

Level	0 Level	1 Level	2 Level	5

Storage	|	
Space

Not	
Needed/Require

d

No	storage	
Services	
Provided

Limited	Amount	
of	Storage

Adequate	
Amount	of	
Storage

5	|	

Storage	|	Cost
Not	

Needed/Require
d

No	storage	
Services	
Provided

Expensive Cost	Effective

Delivery
Not	

Needed/Require
d

Significantly	
Delayed

Occasionally	
Delayed

Consistently	on	
Time 6	|	

Kitting	&	
Staging

Not	
Needed/Require

d

No	
Kitting/Staging	

Services	
Provided

Basic	
kitting/Staging

Advanced	
kitting/Staging

Price	
Competitivene
ss

Non-Decision	
Factor

Always	
uncompetitive

Rarely	
Competitive Competitive Very	

Competitive	 7	|	

Materials	
Management	
System	|	
platform

Not	
Needed/Require

d
No	MMS	used

Not	
Compatible/Inte
grable	with	
Contractor

Compatible/Inte
grable	with	
Contractor

Materials	
Management	
System	|	User	
Experience

Non-Decision	
Factor No	MMS	used Not	very	user-

friendly User-friendly 8	|	

Extended	
Warranties	|	
Manufacturer

Non-Decision	
Factor Not	Offered Minimal	

Extension
Optimal	
Extension

Extended	
Warranties	|	
Distribution

Non-Decision	
Factor

Not	Offered
Passing	on	

Manufacturer	
Warranty	

Additional	offer	
to	Manufacturer	

Warranty

Early	
Payment/Cash	
Discounts

Non-Decision	
Factor Not	Offered Standard	

Industry	Terms
Customer-

Specific	Terms

On-Site	
Material	
Handling

Not	
Needed/Require

d
Not	Offered Basic	Services

Advanced/Soft
ware	managed	
Services

0.0% Total	Sum	of	Weights	must	be	equal	to	100%

Total	Score

*	For	example,	double	clicking	on	D12	will	highlight	"No	
Information"	
*	To	"unselect"	an	assessment,	right	click	the	
corresponding	cell	and	the	highlight	will	disappear.	

VENDOR'S	ASSESSMENT

Total	Qualification	Score Total	Services	Score

Weight Factor

*	Click	on	Save	as	PDF	to	save	your	assessment	as	
PDF.	File	will	be	saved	in	the	same	folder	as	the	tool

Reset	Assessment

*	Click	on	Reset	to	clear	your	assessment	and	start	a	
new	one.	

Get	Score

*	Click	on	Get	Score	to	compute	your	vendor's	
evaluation	score.

Transfer	to	Database

*	Click	on	Transfer	to	Database	to	transfer	your	
assessment	to	the	Database	Sheet

Save	as	PDF

Select	an	Assessment	Level	for	each	factor

*	To	select	an	assessment	level,	double	click	the	
corresponding	cell.	

*	On	a	scale	of	100%,	how	important	are	SERVICES	when	
selecting	a	vendor

*Both	weights	should	add	up	to	100%

Assign	weights	for	each	factor	under	QUALIFICATIONS	and	
SERVICES

*	QUALIFICATIONS	weights	and	SERVICES	weights	should	
add	up	to	100%

INSTRUCTIONS

Provide	Vendor	Name

Assign	a	weight	for	QUALIFICATIONS	and	SERVICES
*	On	a	scale	of	100%,	how	important	are	QUALIFICATIONS	
when	selecting	a	vendor

Vendors	Evaluation	Tool	(VET)
ENABLE	MACROS

Prepared	by	NCM	Consulting,	LLC.

Assessment	Level

Assessment	Level

FactorWeight

REST

Get	ScoresGet	Scores Transfer	to	
Database

Save	as	
PDF

Vendor 
Evaluation 
Tool



VENDOR	NAME: 1	|	

2	|	

QUALIFICATIONS Weight

Level	0 Level	1 Level	2 Level	3 Level	4 Level	5

Past	
Experience No	Information Very	

Dissatisfied Dissatisfied Neutral Satisfied Very	Satisfied

Reliability No	Information Very	Unreliable Unreliable Neutral Reliable Very	Reliable 3	|	

Reputation	in	
the	Industry No	Information Very	Poor	

Reputation Poor	Reputation Neutral	
Reputation

Good	
Reputation

Excellent	
Reputation

Geographic	
Coverage No	Information Very	Limited	

Coverage
Limited	
Coverage

Adequate	
Coverage Good	Coverage Excellent	

Coverage 4	|	

0.0% Total	Sum	of	Weights	must	be	equal	to	100%

SERVICES Weight

Level	0 Level	1 Level	2 Level	5

Storage	|	
Space

Not	
Needed/Require

d

No	storage	
Services	
Provided

Limited	Amount	
of	Storage

Adequate	
Amount	of	
Storage

5	|	

Storage	|	Cost
Not	

Needed/Require
d

No	storage	
Services	
Provided

Expensive Cost	Effective

Delivery
Not	

Needed/Require
d

Significantly	
Delayed

Occasionally	
Delayed

Consistently	on	
Time 6	|	

Kitting	&	
Staging

Not	
Needed/Require

d

No	
Kitting/Staging	

Services	
Provided

Basic	
kitting/Staging

Advanced	
kitting/Staging

Price	
Competitivene
ss

Non-Decision	
Factor

Always	
uncompetitive

Rarely	
Competitive Competitive Very	

Competitive	 7	|	

Materials	
Management	
System	|	
platform

Not	
Needed/Require

d
No	MMS	used

Not	
Compatible/Inte
grable	with	
Contractor

Compatible/Inte
grable	with	
Contractor

Materials	
Management	
System	|	User	
Experience

Non-Decision	
Factor No	MMS	used Not	very	user-

friendly User-friendly 8	|	

Extended	
Warranties	|	
Manufacturer

Non-Decision	
Factor Not	Offered Minimal	

Extension
Optimal	
Extension

Extended	
Warranties	|	
Distribution

Non-Decision	
Factor

Not	Offered
Passing	on	

Manufacturer	
Warranty	

Additional	offer	
to	Manufacturer	

Warranty

Early	
Payment/Cash	
Discounts

Non-Decision	
Factor Not	Offered Standard	

Industry	Terms
Customer-

Specific	Terms

On-Site	
Material	
Handling

Not	
Needed/Require

d
Not	Offered Basic	Services

Advanced/Soft
ware	managed	
Services

0.0% Total	Sum	of	Weights	must	be	equal	to	100%

Total	Score

*	For	example,	double	clicking	on	D12	will	highlight	"No	
Information"	
*	To	"unselect"	an	assessment,	right	click	the	
corresponding	cell	and	the	highlight	will	disappear.	

VENDOR'S	ASSESSMENT

Total	Qualification	Score Total	Services	Score

Weight Factor

*	Click	on	Save	as	PDF	to	save	your	assessment	as	
PDF.	File	will	be	saved	in	the	same	folder	as	the	tool

Reset	Assessment

*	Click	on	Reset	to	clear	your	assessment	and	start	a	
new	one.	

Get	Score

*	Click	on	Get	Score	to	compute	your	vendor's	
evaluation	score.

Transfer	to	Database

*	Click	on	Transfer	to	Database	to	transfer	your	
assessment	to	the	Database	Sheet

Save	as	PDF

Select	an	Assessment	Level	for	each	factor

*	To	select	an	assessment	level,	double	click	the	
corresponding	cell.	

*	On	a	scale	of	100%,	how	important	are	SERVICES	when	
selecting	a	vendor

*Both	weights	should	add	up	to	100%

Assign	weights	for	each	factor	under	QUALIFICATIONS	and	
SERVICES

*	QUALIFICATIONS	weights	and	SERVICES	weights	should	
add	up	to	100%

INSTRUCTIONS

Provide	Vendor	Name

Assign	a	weight	for	QUALIFICATIONS	and	SERVICES
*	On	a	scale	of	100%,	how	important	are	QUALIFICATIONS	
when	selecting	a	vendor

Vendors	Evaluation	Tool	(VET)
ENABLE	MACROS

Prepared	by	NCM	Consulting,	LLC.

Assessment	Level

Assessment	Level

FactorWeight

REST

Get	ScoresGet	Scores Transfer	to	
Database

Save	as	
PDF

Vendor 
Evaluation 
Tool



Vendor 
Evaluation 
Tool

VENDOR	NAME: VENDOR	TEST

QUALIFICATIONS Weight 40.0%

Level	0 Level	1 Level	2 Level	3 Level	4 Level	5

30.0% Past	Experience No	Information Very	Dissatisfied Dissatisfied Neutral Satisfied Very	Satisfied

40.0% Reliability No	Information Very	Unreliable Unreliable Neutral Reliable Very	Reliable

20.0% Reputation	in	
the	Industry No	Information Very	Poor	

Reputation Poor	Reputation Neutral	
Reputation Good	Reputation Excellent	

Reputation

10.0% Geographic	
Coverage No	Information Very	Limited	

Coverage Limited	Coverage Adequate	
Coverage Good	Coverage Excellent	

Coverage

100.0%

SERVICES Weight 60.0%

Level	0 Level	1 Level	2 Level	5

4.0% Storage	|	Space Not	
Needed/Required

No	storage	
Services	Provided

Limited	Amount	
of	Storage

Adequate	
Amount	of	
Storage

10.0% Storage	|	Cost Not	
Needed/Required

No	storage	
Services	Provided Expensive Cost	Effective

20.0% Delivery Not	
Needed/Required

Significantly	
Delayed

Occasionally	
Delayed

Consistently	on	
Time

6.0% Kitting	&	
Staging

Not	
Needed/Required

No	
Kitting/Staging	
Services	Provided

Basic	
kitting/Staging

Advanced	
kitting/Staging

10.0%
Price	
Competitivenes
s

Non-Decision	
Factor

Always	
uncompetitive

Rarely	
Competitive Competitive Very	Competitive	

5.0%

Materials	
Management	
System	|	
platform

Not	
Needed/Required No	MMS	used

Not	
Compatible/Integ

rable	with	
Contractor

Compatible/Integ
rable	with	
Contractor

15.0%

Materials	
Management	
System	|	User	
Experience

Non-Decision	
Factor No	MMS	used Not	very	user-

friendly User-friendly

5.0%
Extended	
Warranties	|	
Manufacturer

Non-Decision	
Factor Not	Offered Minimal	

Extension
Optimal	
Extension

5.0%
Extended	
Warranties	|	
Distribution

Non-Decision	
Factor Not	Offered

Passing	on	
Manufacturer	
Warranty	

Additional	offer	
to	Manufacturer	

Warranty

5.0%
Early	
Payment/Cash	
Discounts

Non-Decision	
Factor Not	Offered Standard	

Industry	Terms
Customer-

Specific	Terms

15.0% On-Site	Material	
Handling

Not	
Needed/Required Not	Offered Basic	Services

Advanced/Softwa
re	managed	
Services

100.0%

Total	Score

36.00%

VENDOR'S	ASSESSMENT

16.80%

Total	Qualification	Score Total	Services	Score

19.20%

Weight Factor

Vendor	Evalutaion	Tool

Assessment	Level

Assessment	Level

FactorWeight

RESET

Get	ScoresGet	Scores Transfer	to	
Database

Save	as	
PDF



Vendor Evaluation Tool -
Database

Vendor
Total	

Qualification	
Score

Total	Services	
Score Total	Score Past	Experience Reliability Reputation	in	

the	Industry
Geographic	
Coverage Storage	|	Space Storage	|	Cost Delivery Kitting	&	Staging Price	

Competitiveness

Materials	
Management	System	|	
platform

Materials	
Management	System	|	
User	Experience

Extended	Warranties	
|	Manufacturer

Extended	Warranties	
|	Distribution

Early	Payment/Cash	
Discounts

On-Site	Material	
Handling

TEST	1 Weight 40% 60% 100% 30% 40% 20% 10% 4% 10% 20% 6% 10% 5% 15% 5% 5% 5% 15%

Assessment 17% 19% 36% No Information Unreliable
Excellent 

Reputation
Adequate 
Coverage

Not Needed/Required
No storage Services 

Provided
Occasionally Delayed Competitive

Not 
Compatible/Integrable 

with Contractor
Minimal Extension

Additional offer to 
Manufacturer Warranty

Standard Industry Terms Not Offered

TEST	2 Weight 40% 60% 100% 30% 40% 20% 10% 4% 10% 20% 6% 10% 5% 15% 5% 5% 5% 15%

Assessment 17% 19% 36% No Information Unreliable
Excellent 

Reputation
Adequate 
Coverage

Not Needed/Required
No storage Services 

Provided
Occasionally Delayed Competitive

Not 
Compatible/Integrable 

with Contractor
Minimal Extension

Additional offer to 
Manufacturer Warranty

Standard Industry Terms Not Offered

DATABASE QUALIFICATIONS SERVICES
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SOP for Construction Activities



SOP-PRO Tool
§ The	SOP-Production	Tool	is	designed	to:

§ Streamline	the	creation	of	SOPs
§ Centralize	SOPs



SOP-PRO Tool



Final Report



Final Report



Q&A
THANK YOU!


