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Purpose: 

To establish and submit questions of items that need to be clarified by the Architect prior to submittal of 

the bid/proposal. 

Procedure: 

1) Create a document to be used in keeping a list of questions. 

 

2) When reviewing the project documents, list anything that needs clarifying. 

 

 

3) When reviewing the project documents, list anything that is in conflict.  For example, site utility plan 

shows building entrance at a different location than the plumbing drawings, or specifications provide 

a different material selection than what is described on the finish schedule. 

 

4) When reviewing the project documents, list anything that could be interpreted incorrectly by 

subcontractors, vendors, or other bidding general contractors so these may be clarified. 

 

 

5) Review the project documents or bid instructions to determine if there are specific requirements for 

submitting questions and follow those instructions. 

 

6) Save all questions in the “Preliminary” folder within the project folder on the “P” drive. 

 


