EXAMPLE CONSTRUCTION RFI TEMPLATE

Company Name
123 Main Street
Hamilton, OH 44416
(321) 456-7890

Email Address

Point of Contact
PROJECT NAME
Cartman & Associates Front-Office Redesign
PROJECT LOCATION
1200 Pike Place, 1st Floor
RFI OVERVIEW

Recepftion desk height and width in spec does not match
initial request

CHANGE IN COST

NO CHANGE
X | INCREASE IN COST $ 1,400
DECREASE IN COST $

REQUEST / CLARIFICATION REQUIRED

Initial desk build-out request: 63"Wx32'Dx41"H

Spec dimensions read: 104"Wx32"'Dx41"H

NAME OF REQUESTING PARTY SIGNATURE

Joel Richardson

RESPONSE

Initial desk build-out request size is correct: 63"Wx32'Dx41"H

NAME OF RESPONDING PARTY SIGNATURE

Calista Schultz

S

REQUEST FOR INFORMATION

RFI NUMBER DATE OF REQUEST
A1006 00/00/0000
PROJECT ID DRAWING ID
R7-625A1 A21

SECTION(S) REFERENCED

Fig-1-Reception.jpg

CHANGE IN TIME

NO CHANGE
X | INCREASE IN TIME
DECREASE IN TIME

# of Days = 1
# of Days =

| RECEPTION

p AREA
K 1 97

NN
N

DATE OF REQUEST

00/00/0000

DATE OF RESPONSE

00/00/0000


http://bit.ly/2vbyQ2W

DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for
reference only. While we strive to keep the information up to date and correct, we make no
representations or warranties of any kind, express or implied, about the completeness,
accuracy, reliability, suitability, or availability with respect to the welbsite or the information,
articles, templates, or related graphics contained on the website. Any reliance you place on
such information is therefore strictly at your own risk.



