🧾 RFI (Request for Information) Form Template
Project Information
· Project Name: 
· Site Location: 
· RFI Number: 
· Date Submitted: 
· Submitted By: 
· Role / Position: 

RFI Subject
· ☐ Drawing Clarification 
· ☐ Specification Clarification 
· ☐ Scope Interpretation 
· ☐ Material Substitution 
· ☐ Construction Method 
· ☐ Other: 

RFI Description
· Reference Document / Drawing No.: 
· Detail / Section / Page: 
· Question / Clarification Needed:
· 
· 

Reason for RFI
· ☐ Missing Information 
· ☐ Conflicting Details 
· ☐ Unclear Instructions 
· ☐ Field Condition Conflict 
· ☐ Other: 
· Explanation: 

Attachments
☐ Marked-up Drawing
☐ Photos
☐ Specification Excerpt
☐ Sketch / Diagram
☐ Other: 






Requested Response By
· Date: 
· Urgency Level: ☐ Low ☐ Medium ☐ High 
· Impact if Delayed:
· ☐ Schedule 
· ☐ Cost 
· ☐ Quality 
· ☐ Safety 
· ☐ Other: 

Consultant Response (To Be Completed by Consultant)
· Response Date: 
· Responded By: 
· Response / Clarification:
· 
· 

Signatures
· Submitted By: 
· Date: 
· Consultant Signature: 
· Date: 

