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	June 4, 2014
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RE:  INTENT TO FILE CLAIM

	Fin No:
FAP No:
Contract No:     
County:  
Project Description:
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[bookmark: Text4]Dear      :

[bookmark: Text47][bookmark: Text48]This is written to acknowledge receipt of your letter dated       wherein you informed us of your intent to file a claim for      .

Should you plan to drop the claim, please notify us in writing indicating that the claim has been abandoned.  Should you plan to pursue the claim, provide a complete claim package including the following information:

1. A detailed factual statement of the claim providing all necessary dates, locations, and items of work affected.
2. The date or dates on which actions resulting in the claim occurred or conditions resulting in the claim became evident.
3. Identification of all pertinent documents and the substance of any material oral communications relating to such claim.
4. Identification of the provisions of the Contract which have allegedly been breached or alternatively, support the claim and a statement of the reasons why.
5. A detailed compilation of the amount of additional compensation sought and a breakdown of the amount sought as described in Specification 5-12 Claims by Contractor.


6. On a weekly basis, provide the Project Administrator a copy of the Contractor’s Daily records.  (5-12.7  Mandatory Claim Records)  “…..The Contractor shall, once a notice of intent to claim has been timely filed, and not less than weekly thereafter as long as appropriate, provide the Engineer a copy of the Contractor’s daily records and be likewise entitled to receive a copy of the Department’s daily records….”
7. The Contractor will be required to certify the Claim by an officer or director with the authority to bind the Contractor as described by 5-12.9, Certificate of Claim.

Should you have any questions concerning this correspondence, please contact me at your earliest convenience. We would like to address and close this matter as soon as possible.


		Sincerely,
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Enclosure
[bookmark: Text40]cc:	Jonathan M. Sands, P.E., District Construction Engineer
[bookmark: Text41][bookmark: Text52]	     , P.E., Operations Center Engineer
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[bookmark: Text50][bookmark: Text54]	     , P.E., In House Contract Manager
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