REQUEST FOR INFORMATION

Contract Number:



Document #:

DATE: 22 May 2003

ISSUE:

 Characterized the issue in 1 or 2 short sentences

FACTS:

1. List only salient and important facts

2. Keep them short and succinct.

DISCUSSION:

Here you may provide more detailed discussion about the problem or information needed. Be concise and to the point.

ALTERNATIVES:

1. List each alternative.  Address impact on QRST (Quality, Resources, Scope of Work, and Time) for each alternative

2. List all the reasonable alternatives

RECOMMENDATION:

Offer your recommendation, most likely from one of the alternatives listed above.  Explain why you recommend this course of action.

IMPLEMENTING ACTION:

Explain what you think needs to be done to implement the course of action you recommend.  For example, “The Government needs to modify the contract to incorporate the features of alternative #.  A draft SOW for this modification is attached.

Please respond no later than the close of business November 1, 2001. 

Contact the undersigned with any questions and/or comments. 

(Your Company Name Here) Representative
Date
Phone

(Your Company Name Here) Project Manager
Date
Phone

APPROVAL:

Corps Project Engineer
Date
Phone

Corps Technical Manager
Date
Phone

Comments:
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