_______________________________ Section	Letter of Clarification No. ___
_______________________________ Highway
_______________________________ County


[bookmark: _GoBack](Use this template to prepare project letters of clarification.)

BID REFERENCE DOCUMENT


DATE:	_________________, 20__


	Letter of Clarification No. ___

TO:	PLAN HOLDERS


(The Preparer of the letter of clarification must sign on the "Prepared By:" line.  Type the names of the Preparer below the signature lines. If the Preparer is not an ODOT employee, also type the name of the Preparer's firm.)

PREPARED BY:	______________________
	(Type name below line.  If other than ODOT, also type name of Firm.)


SUBJECT:	_______________________________________________ Section
	_______________________________________________ Highway
	_______________________________________________ County
	_______________________________________________ Project
	(Bids to be opened and read ____________, 20__)

(Start the Letter of Clarification on this first page.  If the Letter of Clarification is only one page, delete the header on the second page and delete the "Section Break" on this page.  If the Letter of Clarification is longer than one page, move the "Section Break" so that it is located at the end of the first page and fill in the project information in the Header Section for all the remaining pages.  In the Header Section on the second page, make sure that "Link to Previous" is turned off, otherwise the header will also show up on the first page.)

NOTICE TO USERS
{Only create letters of clarification on ODOT letterhead.  Use the letterhead of the ODOT Region or Office from which the letter is being sent.  Do not use letterhead from a consultant firm.
Delete this note prior to signing and printing.}
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