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SUBJECT:   Correspondence/Standard Letters in Office Libraries
PROCEDURES:    The following letters have likely been established in WinRMS, however, your letters may vary.

NOTE:  If you have any comments on existing letters or any additional letters that you would like to have established in WinRMS, please email the document(s) to your district RMS POC so that he can put in the correct format and then distribute to all Office Libraries in WinRMS.

The following letters to the Contractor are available:
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Progress Schedule Approval
Frompt Payment

S Papment Issues

Safety 138 lems

Show Cause Lelter - Tineliness

Stop Wark for Salely Violalion
Subcontiactor Nonpayment Complaint
Submitalof Accident Prevention Plan
Supetintendence by the Contiactor
Suspension of Work Leter

Uniateral Caver Letter

Value Enginesring




Precon Letters (under Letters to Contractor) actually generates 8 letters.

Celebrate Safety

CQC Plan Requirements to Contractor

Equipment Layout

ID Badges

Prompt Payment

Safety

Superintendence by the Contractor

Value Engineering

Final PE Package (under Letters to Contractor) actually generates a letter and 6 forms.


Final PE Letter


Prompt Payment Certification (Form 1151)


Release of Claims (Form 1019)


Final Completion Statement (Form 292)


Non Assessment of LD (Form 1092)


Final Clearance Statement (Form 294)


PE Checklist

The following Request for Proposal letters include RFP Form 
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The following Government In-House Memos include various Forms and SF Forms.
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To access these Letters to Contractor, Request for Proposal Letters and Government In-House Memos; a user must first select a contract, Administration, Correspondence and then Add. Then select the Category and then the appropriate letter.

All of the Correspondence categories are also available under Finances, Contract Changes or Contract Modifications, Supporting Documents Tab. 
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To access the Contract Plans, a user must first select a contract, Administration, Contract Plans and then Add. Then select either the Pre-Construction Conference Outline or the Quality Assurance Plan.

More information on using the Correspondence Module in WinRMS can be found in Chapter 6 of the WinRMS Manual.

B3-1
This printed copy is for “Information Only.” The controlled version resides on the SAD Contract Administration Website.
B3-2
This printed copy is for “Information Only.” The controlled version resides on the SAD Contract Administration Website.

