American Water Quick Reference Guide
REQUEST FOR INFORMATION

The Request for Information (RFI) is used to formally address any questions, discrepancies, ambiguities or unknown issues
discovered during a Project. Each RFlis reviewed and addressed by the responsible party for the Project. American Water (AW)
will be included for any RFI that involve potential cost or schedule impact or as requested. The RFI process also allows for a Work
Change Directive (WCD) to be issued if needed to expedite changes prior to a Change Order (CO) being issued.
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OVERVIEW

1) Select the Project to submit the Request for Information

o The Project Name will appear in the drop-down next to Project Processes once you go to Step 2
2) Go to Processes on the Project Menu (left hand side of the screen)
3) Click Start Process in the upper right
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4) Start typing the process name or scroll through to select Request for Information (RFI) and click Start in the lower right
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Request For Information (RFI)
This Process captures all questions and clarifications recorded throughout the Project.
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PROCESS STEPS

START

Role(s): Contractor

Complete the following:

Drawing / Spec

Date Required

Indicate if there is a Potential Cost or
Potential Schedule Impact

RFI Title (for ease of searching in reporting)
Question

o Provide as much detail as possible
Suggestion (if applicable)

Click Submit to route for review

INITIATOR REVISE

Role(s): Initiator

Go to the Comments tab to review what needs to be
addressed. Make the requested updates or explain
via comments why it cannot be done, ensuring all
required fields remain filled out:

Drawing / Spec

Date Required

Potential Cost / Schedule Impact

Title (for ease of searching in reporting)
Question

Suggestion (if applicable)

Select Resubmit and click Take Action to
route to the RFI responder

RFI REVIEW AND ANSWER
Role(s): P20 Review RFI

Review the RFI

If clarification is needed, select Revise and

click Take Action to return to Initiator

o Explain exactly what needs to be
addressed in the comments

If an answer can be provided, record the

answer and attach any backup as a single

PDF

If AW should be included in the reply,

select “Yes” and the PM will see the answer

before it goes out

To solicit comments, use the Request

External Comments feature in AWPMIS

o Additional guidance can be found in
the General Information QRG

AW IMPACT?
AWPMIS will review to check if AW review if

AW Review = Yes
Potential Cost Impact = Yes
Potential Schedule Impact = Yes

Request for Information

All data fields with a red asterisk (*) are required in order to proceed

* Enter all data fields below

= Go to the Documents tab for any Attachments or Supporting Documents
* When ready, click Submit

Request Details

* Drawing / Spec
Reference:

* Potential Cost
Impact:
Discipline:

* RFI Title:

* Question:

Suggestion:

All data fields with a red asterisk (*) are required in order to proceed.

Go to the Comments Tab to understand what needs to be addressed

Request Details

* Drawing / Spec
Reference:

* potential Cost
Impact:
Discipline:

* RFI Title:

* Question:

Suggestion:

Make updates a5 outlined

When ready, select Resubmit and click Take Action
To Void the record, select Void / Cancel and click Take Action

All data fields with a red asterisk (*) are required in order to proceed

Review the question outlined below

Go to the Documents tab and review all attachments

Select Answer and click Take Action
To request updates, select Revise and click Take Action

.
« Provide your Answer
.

Request Details

Drawing / Spec
Reference:
Potential Cost Impact:

Discipline:

RFI Title:
Question:
Suggestion

Additional Review Information

+ Goto the Comments Tab and click Request Comment
* You can add system users or anyone via email

comments for your consideration

Consultant Comments:

-~
OvesOno * potential Schedule OvesOno
Impact:
- Please select an option -
4
4
Go to the Documents tab for any Attachments or Supporting Documents
© You will be required to enter comments to justify the Void action
-~
OvesOno * potential schedule O vesONo
Impact:
-- Please select an option - v
P
P
If you feel AW needs to review the answer before sending out, indicate that below
If your answer requires attachments / sketches, attach them as a single PDF in the Answer Backup field
o You will be required to enter comments on what needs to be revised
-~
Date Required:
Potential Schedule
Impact:
* AW Review Needed: Oves®no
-~
If additional parties need to be consuited, make a quick note below and do the following:
« The Rl will remain in your court with you as the Responsible Party, but whoever is consulted will have access to a web form to enter their
+ Their access will remain available until you advance the Process Instance out of your court
4
-~

Response

* answer:

Answer Backup:

or  Browse e-Builder Browse Computer

Reviewed January 2026



RFI FORM

No User Interaction

AWPMIS will generate a PDF that contains the RFI
question and answer, including any backup.

AW PM REVIEW RFI
Role(s): AW Project Manager

The AW Project Manager will do the following:

e Review the RFI

e If acceptable, select Proceed and click Take
Action to route for final Consultant review

e If necessary, select Revise and click Take
Action to return to the Consultant
o Explain exactly what needs to be

addressed in the comments

e Ifthe RFlis good to proceed with Cost
and/or Schedule impact, select Initiate
WCD and click Take Action to route to the
Consultant to fill out the WCD

REVIEW AND ANSWER RFI (FINAL)
Role(s): P20 Review RFI

e Review any Comments provided by AW
e Incorporate AW Comments into final
disposition as necessary
e Select Complete and click Take Action to
finalize the RFI
o A completed PDF of the RFI will be
provided to the Initiator and Project
Manager via email

PREPARE WCD
Role(s): P20 Review RFI

If the Answer to the RFI will generate a Cost or
Schedule Impact that cannot wait for a formal
Change Order, a WCD can be issued to expedite the
work on a Not To Exceed (NTE) basis.

e  Enter the estimated NTE Value

e Enter the Schedule Extension, if applicable

e  Provide the Description and Purpose for
the WCD

e The Description can be re-purposed from
the RFI Answer, but it the Purpose must
provide justification for the expedited
nature of the Change

o Select Complete and click Take Action to
send to AW for formal authorization

Request for Information

All data fields with a red asterisk (*) are required in order to proceed

* Review the Question and Answer, including all attachments on the Documents tab and Comments
« Check the box below to indicate you have reviewed the potential impact
* To request updates, select Revise and click Take Action
o You will be required to enter comments on what needs to be revised
* To accept everything as-is, select Accepted and click Take Action
« If this Answer is acceptable, yet requires additional costs, select Initiate WCD and click Take Action
© This will require the pricing exercise to start at the same time as the RFI answer is communicated

Request Details

Drawing / Spec Date Required:
Reference:

Potential Cost Impact: Potential Schedule
Impact:

AW Review Needed: No

RFI Title:
Question:
Suggestion:
Additional Review Information
Consultant Comments:
Response
Answer.

Answer Backup:

« Review the Comments to see if AW added anything specific to include in the final Consultant Comments
* Select Complete and click Take Action

Request Details

Drawing / Spec Date Required:
Reference:
Potential Cost Impact: Potential Schedule
Impact:
Discipline: AW Review Needed: No
RFI Title:
Question:
Suggestion

Additional Review Information

If the AW personnel made comments that are iate to back to the Initiator, update the Comments below with the final information.

Consultant Comments:

Response
Answer:
Answer Backup:

All data fields with a red asterisk (*) are required in order to proceed

= Outline the Description and Purpose for the Work Change Directive to be issued
+ Select Complete and click Take Action
= To request updates, select Revise and click Take Action

© You will be required to enter comments on what needs to be revised

Request Details

Drawing / Spec Date Required:
Reference:
Potential Cost Impact: Potential Schedule
Impact
AW Review Needed: No Review of Potential
Impact Complete:
Discipline:
RFI Title:
Question:
suggestion:

Additional Review Information
Consultant Comments:
Response
Answer:

Answer Backup:

Work Change Directive

*rottorweed e || *schecuebrenson | [ |

WCD Backup: @ Drag and drop file here or Browsee-Builder  Browse Computer

* Description (WCD):

* purpose (WCD):
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AW PM REVIEW WCD
Role(s): AW Project Manager

AW will review the WCD information prepared by
the Consultant. The information is presented on
screen; it can also be generated as a preview PDF of
what the composite WCD will look like.

e |dentify the Cost Methodology

e Identify the Validation Methodology

e Determine if the WCD will route for
signatures within AWPMIS or be managed
outside the system

e If changes are required, select Revise and
click Take Action
o Explain exactly what needs to be

addressed in the comments

e To proceed with the WCD, select Generate
and click Take Action to create the draft
PDF

GENERATE WCD (DRAFT)

No User Interaction

AWPMIS will generate a PDF of the WCD to be
routed for signature.

ADOBE SIGN WITHIN AWPMIS

No User Interaction

AWPMIS will review if the AW PM elected to route
for signatures using Adobe Sign within AWPMIS or
to manage signatures independently.

AW PM MANAGE ROUTING FOR SIGNATURE
Role(s): AW Project Manager

The Project Manager will hold the WCD in this step
while securing the required signatures outside of
AWPMIS.

The Project Manager can download the completed
WCD Draft and use the document to obtain
signatures manually or electronically.

e If changes are required, select Revise and
click Take Action
o Explain exactly what needs to be

addressed in the comments

e  Once all signatures have been obtained,
upload a copy of the final, fully executed,
WCD into the WCD Final field

e Select Signatures Comp and click Take
Action to proceed for pricing

Request for Information

All data fields with a red asterisk (*) are required in order to proceed

+ Review the content for the Work Change Directive outlined below
» To review a sample of the actual Work Change Directive .
o Click Print
o click the arrow and change from Default Template to Work Change Directive
o Click Print
« If everything looks good, select Generate and click Take Action to create the draft of the Work Change Directive
« To request updates, select Revise and click Take Action
© You will be required to enter comments on what needs to be revised

Request Details

Drawing / Spec
Reference:

Date Required:

Potential Schedule
Impact:

Potential Cost Impact:

AW Review Needed: No Review of Potential
Impact Complete:
Discipline:
RFI Title:
Question:
Suggestion:

Work Change Directive
The Work Change Directive can be routed for Adobe Sign within AWPMIS or manually by the Project Manager. Please note the following regarding
routing within AWPMIS:

+ The signatories will receive email notification as well as a copy of the final, fully executed copy
« The Project Manager will aot receive nofifications along the way
« There is a "Hold Step” built in that the Project Manager will uilize to check for final completion

Schedule Extension:

— Please selectan option -~ ~ * Validation

Methodology:

Not To Exceed Value:
* Cost Methodology:

[ Please select an option - ¥
* Route Adobe Sign OvesONo
through AWPMIS:
WD Backup: B

Description (WCD):
Purpose (WCD):

All data fields with a red asterisk (*) are required in order to proceed

= Manage the rauting of the WCD in the manner that works best

+ The completed WCD Draft is availzble below to download and route

= Once all signatures are secured, upload the executed version into the WCD Final field below
* Select Signatures Complete and click Take Action

Request Details

Drawing / Spec
Reference:

Date Required:

Potential Schedule
Impact:

Review of Potential
Impact Complete:

Potential Cost Impact:
AW Review Needed: No
Discipline

RFI Title:
Question:

Suggestion:

Response
Answer:
Answer Backup:

Work Change Directive
Not To Exceed Value:
Cost Methodology:

WCD Draft: * WD Final: Drag and drop file here or

Schedule Extension:
Validation Methodology:

Browse e-Builder

Browse Computer
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AW PM ROUTE WITH ADOBE SIGN
Role(s): AW Project Manager

The Project Manager will review the WCD Draft that
has been prepared and route for signatures within
AWPMIS using Adobe Sign. Upon selecting Send for
Signatures and clicking Take Action, the PM will
enter the email address for all parties and AWPMIS
will route accordingly.

AW PM HOLD FOR SIGNATURES

Role(s): AW Project Manager
The Project Manager is responsible to hold the WCD
in their step until all signatures have been secured.
Once all signatures are obtained, select Check
Signatures and click Take Action.
The fully executed WCD, stored in the Process and
be ready for the PM to distribute.

WCD ADOBE SIGN

No User Interaction
AWPMIS will compile a fully signed PDF of the WCD
to be distributed.

FINISH

All information in the Process is available in Read-
Only format.

Request for Information

All data fields with a red asterisk (*) are required in order to proceed

+ Follow instructions below for routing of Adobe Sign within AWPMIS

Request Details

Drawing / Spec Date Required:
Reference:
Potential Cost Impact: Potential Schedule
Impact:
AW Review Needed No Review of Potential
Impact Complete:
Discipline:
RFI Title:
Question:
Suggestion:

Additional Review Information
Consultant Comments:
Response
Answer:

Answer Backup:

'WCD for Adobe Signature Routing

~

Once you select Send-Signature, the Process will retum to your court as a Hold Step while the signatures are gathered. Please note the instructions on

the next step,
WCD Draft:

'WCD for Adobe Signature Routing

All data fields with a red asterisk (%) are required in order to proceed

« The Adobe Sign process will rest with the Signatories until all signatures are in place
* The following message indicates there are missing signature(s) ... lick Cancel and check back later

o Success x
¥ou have successtuly prepared documentis) for eSignature

Prepare document(s) for eSignature

o Comtiue  Conce
+ The following message indicates everything is complete ... click Continue to proceed
Prepare document(s) for eSignature

ment has been completed and cannot be edited. Press Continue to advance the

Continue  Cancel

« The following message indicates one of the signatories has cancelled the signing ... lick Cancel and then select Revise and Take Action to reset

‘the exercise

o The agreement is cancelled

Cancel

The Process is complete; all applicable fields can be reviewed below in Read-Only format.

RFI Composite:

Request Details

Drawing / Spec Date Required:
Reference:
Potential Cost Impact: Potential Schedule
Impact:
Discipline: AW Review Needed: No
RFI Title:
Question:
Suggestion

Additional Review Information
Consultant Comments:
Response

Answer:
Answer Backup:

Work Change Directive Values
Not To Exceed Value: Schedule Extension:
Cost Methodology: Validation Methodology:
Work Change Directive

Description (WCD)
Purpose (WCDY:

RFI Routing
Submitted By: Date Submitted:
Answered By: Date Answered:
Reviewed By AW: Date Reviewed AW:
WCD Recommended 8y: Date WCD
Recommended:
WCD Authorized By: Date WCD Authorized:
Date Closed:
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REPORTS

Several foundational reports have been configured to support the Request for Information in AWPMIS. To find the reports ...

1) Goto the Reports Tab
2) Begin to type “Request” into the filter box
3) Select the desired report from the list to run

My Home Dashboard Projects Cost Reports Setup  ee»

Reports

Filter

Folder: |AII Report Folders V‘ Edit | Add New Folder

Report: |Request ICIear
| Request For Information (4)

Edit | Delete | Export | History  Request For Information - Complete - RFl - Project Specific

Edit | Delete | Export | History  Request For Information - Complete - RFl - All Projects (Internal Only)
Edit | Delete | Export | History  Request For Information - Open - RFI - Project Specific

Edit | Delete | Export | History  Request For Information - Open - RFI - All Projects (Internal Only)

These reports are designed to present core information for reporting and understanding. All AWPMIS users can create their own
personal variations based on these reports.

Additional information about AWPMIS Reports can be found on the landing page; click here or type “amwater.com/PMISTraining” to
view the currently available QRG options.
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https://authoring-amwater-prod.awapps.com/corp/Partners-Suppliers/Suppliers/e-builder-training-trimble-unity-construct

