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The Architect's Supplemental Instructions (ASI) is a document issued by the Architect to the Contractor. It is intended to relay additional 
information to the contractor and also generate minor changes to the contractor's work. The official ASI form, recognized by the American 
Institute of Architects, is the "AIA Document G710-2017". This form defines the information that should generally be included when issuing 
to the contractor. The G710-2017, when properly issued, legally modifies the original details of the Owner/Contractor Agreement. 

Although the AIA intended for this document to be issued for minor changes that would not affect the original contract sum or original 
contract time, GHC issues ASI's for most changes to the Construction Documents. Once the G710-2017 is issued the contractor will review 
the information and because the form legally modifies the Owner/Contractor Agreement, the contractor is obligated to provide written 
notification of any cost or time ramifications. 

GHC utilizes this form for changes because it is short and efficient as well as legally binding when signed. The G710-2017 has certain 
components that need to be incorporated so that it can be executed. They are as follows:

Name of project 

The form should be dated and numbered so that it can be properly tracked during construction administration

The form provides an area intended for a description of the changes 

A listing of attachments should be provided

Architect's signature and date signed 

Only certain employees within GHC are able to access and utilize the AIA Contract Documents Software (Cantina). When an ASI document 
is needed, use the link below and fill out the applicable information. The Administration team will generate the document and contact the 
Project Manager with any additional questions. 

Architect's Supplemental Instructions Request Form

Below depicts basic nomenclature of the AIA G710-2017:

https://wkf.ms/3WhhB8W
https://milo.grace-design.com/employee/8021e62e-52f2-4da9-88c3-294806aaaa8c/andrea-bowman
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Centerline

Once an ASI is fully executed it should uploaded and distributed through Centerline. Follow the instructions below:

1.  ASIs can be found in the ASI Documents section of the Construction module in Centerline. A dashboard houses all ASIs and displays the 
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1.  ASIs can be found in the ASI Documents section of the Construction module in Centerline. A dashboard houses all ASIs and displays the 
following information: ASI #, Title, Description, the person that created them in Centerline, and the date is was Posted.

2.  Click the blue "Create" button and fill out the information for the ASI #, title, and a brief description of the contents. 
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3.  Click the "Upload" button to attach a single file as the packaged ASI.

4.  Click the blue "Define Notification List" and select a predetermined ASI notification group or create one for consistent distribution of 
future ASIs on your project. Click the green "Save Changes" once complete.

5.  Click the blue "Create" button to save the information and upload into Centerline.

6.  Once the document uploads, you will see a pop-up asking if you would like to conform this ASI into the existing drawings and 
specifications. Ultimately, the Project Manager will need to conform the new documents to the set but this gives the PM opportunity to do it 
now or later at a more convenient time. 

If you click the blue "Yes" button, it will automatically direct you to the Publishing and Conforming Center.

If you click the orange "No" button, you will return to the updated dashboard.

7.  Follow the steps described in the Construction Management Setup section to conform your drawings and specification sections to the 
current set housed on Centerline. Note:  Previous versions of the documents will remain on Centerline but be moved from the Current File 
section to the Previous Files sections. They will continue to be accessible within the individual document's page but will not longer show up 
on the dashboard as part of the current set.

https://milo.grace-design.com/page/308/construction-management-setup

