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EXAMPLES 
• The contractor asks where to apply a special coating and you 

direct the contractor to the schedule in the drawings and the 
section in the specs.

• The contractor asks for a dimension and you direct the 
contractor to the applicable detail.

• For questions regarding coordination among disciplines.

• Typos or mistakes not altering the scope.

• USE this form to track and sort RFI’s into: 

• Valid RFIs resulting from lack of clarity or coordination in the 
documents, 

INVALID RFI’s 
Separate invalid RFIs from valid ones.  Invalid 
RFIs are those where the information requested 
is clearly indicated on the Drawings and specs, or 
can easily be inferred from the information on the 
Documents.  If the Contractor makes a claim for 
losses due to incomplete information, the invalid 
RFIs are already identified as such.

BEWARE! 
BEFORE YOU SEND OUT THIS FORM, make 
sure that the answer does not add cost or time to 
the contract and that you are ONLY clarifying 
what is already in the documents.  If it does, 
follow up with a Bulletin as soon as possible.
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WHEN TO USE 
USE WHEN the contractor, through an RFI or otherwise, 
asks for information on the work that is already included 

in the contract documents.  The answer should ONLY 
CLARIFY the content of the contract documents, NOT 
MODIFY IT (that is, the answer should not add or delete 
anything in the contract documents).  You can find this 
form in Rspace under Tools - CA Forms.

If you make a clarification verbally or in other format 
(email, for example), follow it with a Notice of Clarification 
to document it.

WHY USE?  This form contains a clause that informs the 
contractor that the clarification does not modify the scope 
of work, so no changes to the CONTRACT TIME or the 
CONTRACT SUM are allowed. If the contractor believes 
that a change in the contract sum or contract time is 
involved, then research its claim, and if so, issue a RMW 
Bulletin. 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