Requests for Interpretation
(RFI)



RFI- Purpose

» The purpose of the RFl is to seek an
interpretation or clarification of the Contract
Documents from the Associate (A/E)




Workflow
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Create RFI

» In Oaks Cl navigate
to:

» Logs -> Requests for
Interpretations

» Click New
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Create RFI Form

» Complete Upper Form (General)

» Enter a description of the RFI
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Create RFI Form

» Use the Collaboration tab to add additional comments as
necessary




Sending RFI for A/E Review

» Select Workflow Action: Send for Response

» The (To) field will automatically populate
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A/E Review and Response

v

Open the Record by

navigating to: \

Collaboration -> Tasks

v

The New Task is bolded < I

v

Double Click to Open
the Task '

v

Review any Task Notes /

Click Accept Task -
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A/E Review and Response

Complete A/E Response and Collaboration blocks

v

v

Set the Request for Change Order Deadline date to 7 calendar days from
Today’s date

v

Select Workflow Action: Respond and click Send

v

Action Details section changes depending on Workflow Action
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Contractor Acceptance

» Open the Record by
navigating to:
Collaboration -> Tasks

» The New Task is bolded S
» Double Click to Open

the Task
» Accept the Task

» Complete the Cost and
Time Impact section, if
necessary

» Select a Workflow
Action: Accept or
Return for Clarification

» Click Send
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Change Order Required?

» If there is no cost and/or time impact the workflow goes to
the end step

» If there is a cost and/or time impact, the Contractor has 7
days to request (via uMail to the A/E) that a change order be
created from the RFI

» The Task will remain in the Contractor task list as a reminder to
initiate a change order request

» When an RFl is returned for clarification, the contractor
should ensure that the cost and time impact is accurate
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Questions?

OAKS CI Support Desk Contact Info:

oaksci@ofcc.ohio.gov

614.644.2211
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