Request for Information (RFI)
[Company name]  |  [Phone]  |  [Email]
	RFI number
	RFI-[###]

	Date
	[date]

	Project
	[project name]

	From
	[who is asking, and through whom]

	To
	[who can answer: designer, architect, or owner]

	Reference
	[drawing, sheet, specification section, or location]

	Response needed by
	[date]


Question
	Describe the question clearly

	[State exactly what is unclear and what you need to know. One question per RFI works best.]


Attachments
☐ Drawing or sheet     ☐ Photos     ☐ Other: ____________
Response
	Answer

	


	Responded by
	

	Response date
	

	Does this change the cost or schedule?
	☐ No     ☐ Yes: a change order may be needed


After the answer arrives: record it in the RFI log, send it to everyone affected, and file it in the project's RFI folder.
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