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Purpose:  

The purpose of this Standard Operating Procedure is to establish a list of clarifications (or a Narrative) to 

be included with the bid/proposal. 

 

Procedure:  

(*NOTE* - the description below is for Clarifications, but the same instructions apply for a Narrative):  

1) Open the Template - Clarifications file located in Preliminary\Templates within the Preliminary 

folder of each job folder. 

 

2) Save a copy – File – Save As 

A) Change file name to include the job name and date (ex.  Project Example Clarifications 23.3.29) 

B) Save the file in the appropriate folder (ex. 01 Conceptual Budget) in the 02 Proposals folder.   

 

3) Eliminate any sample clarification items that do not apply. 

4) Make modifications to any sample clarification items as applicable to the project. 

5) Add any additional clarifications as needed for the project. 

 


