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Purpose:

The purpose of this Standard Operating Procedure is to ensure that the most current information is 
available to all team members (including all trade partners) at all times prior to submitting a proposal.

Procedure:

1) Process all questions for the architect and/or owner.
A) Send questions as necessary to clarify requirements of the project.  

i) Request that responses to questions be provided to all bidding contractors as a formal 
response or addenda.

ii) Any questions that are not answered should be included as a clarification (refer to Section 
4.115 Clarifications / Narrative).

2) Maintain and publish all addenda as received.
A) Save addenda to the “P” drive (refer to Section 4.104 Bid Document Organization).
B) Put addenda in online plan room (SmartBid), and send notification to all bidders.


