SMALL PROCUREMENT MANUAL 

for 

CONSTRUCTION PROJECTS


CHAPTER  8:  EXAMPLE FORMS and CORRESPONDENCE

INDEX

Master Forms are in electronic format at: (TBE)

The following forms and records documents are suggested for use on small procurements that are construction related:

Activity Checklist

Solicitation and Award Documents

· DOT&PF Waiver Request  for Alternate Procurement Methods 
Form 25D-026
· Invitation for Quotes for a Small Procurement 
Form SPC-001
· Small Procurement Quote Submittal 
Form SPC-002
· Notice of Award / Notice to Proceed 
Form SPC-003
· Small Procurement - Quote Contact Report 
Form SPC-004
· Payment Bond (if required by the Procurement Officer)
Form SPC-005
· Performance Bond (if required by the Procurement Officer)
Form SPC-006
· Alaska Products Preference Worksheet 
Form SPC-007
· Offeror's Questionnaire 
Form SPC-008
· Quote Results 
Form SPC-009
Change Documents

· Directive 
Form SPC-020
· Request for Change Order Proposal - Small Construction 



Procurement Contract 
Form SPC-021
· Change Order 
Form SPC-022 

· Support Information / Backup 
Form SPC-022A
· Supplemental Agreement 
Form SPC-023
Inspection and Payment Process Documents

· Inspector's Daily Report 
Form SPC-030
· Daily Report -- Labor, Equip. and Materials for Time and Mat'ls Work  
Form SPC-031
· Project Construction Report 
Form SPC-032
· Certificate of Substantial Completion 
Form SPC-033
(Cont'd)
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Project Close-Out Documents

· Certificate of Final Estimate 
Form SPC-040
· Completion Report 
Form SPC-041
· Contractor's Release 
Form SPC-042
Example Correspondence
Notice Correspondence

Transmittal Letter: Contract Award (optional for use w/ SPC-003)

Preconstruction Meeting Agenda

Redelegated Contracting Officer's Authority

Approval and Denial Correspondence

Subcontractors [and] Suppliers

Shop Drawings [and] Materials

Substitute Product [and] Methods

Contractor's Pay Request

Warranties and Unsatisfactory Performance

Required Warranty Work

Cure Letter

Lack of Performance Letter

Project Close Out

Notice of Final Completion

Request for Clearance of Taxes

Request for Clearance of Wages

Letter of Project Acceptance

