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Request For Information
Last updated by Andrea Bowman on Nov 1, 2024

When the Contract Documents for a project are developed it is inevitable that all of the information needed for construction will not adequately be addressed. It would be 
impossible for the architect to produce "perfect" documents with no discrepancies or missing information. When the contractor needs additional information to properly complete 
the scope of work to be performed, a Request For Information (RFI) should be issued to the architect. This RFI should clearly relay the information needed either through a written 
or graphic format. It is important to note that neither the contractor's request or the architect's response provides authorization for work to proceed that would modify the contract 
amount or contract time. 

GHC's Contract Documents stipulate that all RFI's have to be submitted in writing and posted to Centerline to be valid. Technically a contractor should not transfer questions in 
any other format (i.e. email, phone calls or facsimile communication).

Via Article 1 "General Provisions" of the AIA A201 General Conditions, answered RFIs legally become a part of the Contract Documents as a written order for minor changes in 
the work and have to adhere to all requirements that fall under Article 7.4 "Minor Changes in the Work". 

To eliminate confusion in the field all RFIs should be tracked with sequential numbering and be logged and tracked within Centerline. To not delay construction and depending on 
the complexity of the RFI it is a general rule that RFIs should be answered and closed out within three business days of being submitted. Refer to the project's construction 
contract to verify the amount of time allowable for responding to RFIs. 

The architect's response to an RFI should also be provided in writing and/or graphic format and should clearly address the question in hand. 

Centerline

Per our standard specifications, RFIs should be received and responded to through Centerline. The Project Manager is responsible for assigning consultants, reviewing responses, 
and submitting responses to the contractor. Follow the instructions below on how to respond to a RFI in Centerline:

1.  All RFIs can be found in the Request for Information section of the Construction module in Centerline. A dashboard houses all RFIs and displays the following information: RFI 
#, Title, Description, date submitted, the person Currently Responsible, due date, Status, date returned to contractor and the contractor acceptance status.

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


6/9/26, 11:24 AMRequest For Information - Milo

Page 2 of 7https://milo.grace-design.com/page/166/request-for-information

2.  Centerline will automatically assign the "Architect Administrator" (designated in the Construction Management section) as the responsible party. This person should be the 
project's Project Manager. The Project Manager will receive an autogenerated email from Centerline notifying them that the ball is in their court. In the event that the PM has 
changed their notification settings to not receive notifications in real-time, it is the PM's responsibility to check Centerline daily at a minimum. Click on the RFI to open up its page. 
From here you can find the full description, current file attachment, comments, summary information, notification list, associated documents, and the activity log.



6/9/26, 11:24 AMRequest For Information - Milo

Page 3 of 7https://milo.grace-design.com/page/166/request-for-information

3.  Click the green "Assign to Consultant" button to assign this RFI to an internal or external party. Click on the Consultant drop down menu to select a person to assign the RFI. 
Click the calendar button to assign a due date for internal review. The allowable timeframe shown will follow the RFI duration specified in the Construction Management section. 
Type in comments, if needed, for the assigned person. Click the green "Assign to Consultant" button when finished. 

It is recommended that Project Managers use this tool to assign responsibility within GHC project teams as well as outside consultants. It helps to create clear 
communication and assign direct responsibility to an individual team member.
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4.  Once the RFI is assigned, that information will show up in the Confidential Consultant Review area just below the previous assignment area.
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5.  If you are assigned a RFI, you will receive an email notification. Click the "+Review" button to open the Confidential Review dialogue box.
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6.  From there you can download the document to review offline, upload a response document, or download a link to markup in Bluebeam Revu. You can also change the status to 
review in progress or review complete, return to architect. When complete, click on the blue "Submit" button.

7.  Once the consultant or internal review is submitted, the Project Manager will receive an email notification and they will become the responsible party. The PM can go into 
Centerline and review the RFI response. In the Architect Action dropdown area the PM can select Accept, Return for Consultant Review, or Cancel this Consultant Review. It is the 
PM's responsibility to review all RFI responses for validity, clarity, and possible change to the contract amount. If the response is expected to generate a change order, ask the 
contractor for a rough order  magnitude to communicate to the owner as soon as possible.

8.  If Accept this selected, the page will reload and the response document will appear in the top Consultant Review section. The Project Manager can then choose to include 
comments or markups or simply select Review Complete and then click the blue "Return to Contractor" button. The RFI response will be send back to the Contractor and no 
further action is required by the Architect.
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9.  If the Project Manager is not satisfied with the response provided they can select Return for Consultant Review and the responsibility will return to that consultant. The 
document must then be reviewed again and the process repeats until the PM is satisfied with the response.


