CITY OF HOUSTON


STANDARD DOCUMENT
REQUEST FOR CLARIFICATION / CHANGE


	TO:
Construction Standards Coordinator
City of Houston

Office of the City Engineer
[Contracting Department]

P.O. Box  1562
Houston, Texas  77251-1562

Fax:  [Insert Fax Number]
	FROM:  

DATE:  

Name:  

Firm/Dept.:  

Phone:  

Fax:  


	ACTION REQUESTED:
(  CLARIFICATION
(  CHANGE

REFERENCE DOCUMENT:
Is marked up copy attached?
(  Yes
(  No

(
STANDARD SPECIFICATION:
Section No./Title:  


Paragraph Ref.:  

(
STANDARD DETAIL:
Drawing No.:  


Drawing Title:  

(
DESIGN GUIDELINE
Guideline Title:  


OR OTHER DOCUMENT:
Paragraph Ref.:  


	QUESTION FOR CLARIFICATION OR DESCRIPTION OF RECOMMENDED CHANGE: (one item per form)



	RESPONSE:  



	DATE REC’D
	LOG NO.
	ASSIGNED TO / DATE
	RESPONSE BY / DATE
	SCHEDULED COMPLETION
DATE
	COMMITTEE APPROVAL
DATE
	DEPUTY DIRECTOR
APPROVAL / DATE

	
	
	
	
	
	
	


INSTRUCTIONS

PURPOSE:  The Request for Clarification / Change procedure requests clarification or recommends changes to published standard construction documents only.  Requests for Information and proposals on projects follow the procedures defined in the Contract documents for each project.

APPLICATION:  This form is applicable only to published standards, not project-specific documents.
INSTRUCTIONS:  This form is prepared by the originator of the request.  The following instructions correspond to the sections provided on the form.
DATE:
In upper right corner, enter the date the form is submitted.

FROM:
Provide the following information pertaining to the originator of the request:

 
Name

 
Firm/Dept. (City department, company name, or industry association)

 
Phone

 
Fax (if available)

ACTION REQUESTED:  Check box indicating whether request is a clarification or a change request.

REFERENCE DOCUMENT:

 
Is marked up copy attached?  Check Yes or No box.

 
Document Type:  Check all that apply.  For each type checked, give a direct reference to the item under consideration.  Be specific.

QUESTION FOR CLARIFICATION OR DESCRIPTION OF RECOMMENDED CHANGE:  Give a narrative of the issues to be addressed.  Use a separate form for each request.

 
For clarifications, tell how the standard is unclear or incomplete.  Describe any unusual circumstances that relate to the issue.

 
For changes, tell why the change is needed.  Explain any underlying issues.  Explain how the document is unclear, incomplete, or is in error.  Describe any unusual circumstances that relate to the issue.  The preferred method for indicating the proposed change is to mark up a copy of the current document and attach it to the form.  However, if the change is simple and easy to describe, the change may be a written description.

 
Mail the form and attachments to the address shown on the front of the form in the TO box.  The form and attachments may also be faxed to the number shown on the form.  The originator of the request will be notified within 10 days of the status of the request and schedule for disposition.

RESPONSE: Do not write in this space.  For City use only.

00933-1
02-01-2004

