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Proper use of Form 105 – Speed Memo
Proper Use of Form 105 – Speed Memo

Section 120.4 of the CDOT Construction Manual defines when a Form 105 – Speed Memo is to be used as follows:

Use Form 105 – Speed Memo to document:

· directions and interpretations given the Contractor;

· instructions to Contractor for work formalized later with a change order;

· agreements between the Project Engineer and the Contractor; and
· transmittal of project documents and other project information,  including to the contractor, internal CDOT staff and consultants working on the project.

Use of E-mail Is Not An Acceptable Alternative
E-mail is not the Construction Manual established manner for CDOT project staff to communicate the information listed in section 120.4 of the Construction Manual.  Therefore, the use of an e-mail as an alternative method of documenting these communications in-lieu of a Form 105 – Speed Memo is not acceptable.  

An e-mail “read receipt” or any of other form of tracking delivery or receipt of an electronic copy of a Form 105- Speed memo is not an acceptable alternative to obtaining a copy of a Form 105 – Speed Memo signed by the Contractor.

Contractor's Failure to Sign Form 105

According to Section 120.4 of the Construction Manual the Contractor's refusal to sign the Form 105 should be dealt with as follows:
If a Contractor refuses to sign the form, this refusal should be noted on the form. The form should then be immediately sent by registered mail to the home office address of the Contractor.

The use of e-mail to deliver a Form 105 – Speed Memo is not an acceptable alternative to sending the Form 105 – Speed Memo by registered mail to the home office of the Contractor in the case of the Contractor refusing to sign the form.  The use of e-mail to deliver a Form 105 – Speed Memo is an acceptable method of sending the Form 105 to the Contractor in other circumstances.  The Contractor should return a signed copy to the Project Engineer.
It is recommended that CDOT’s use of Forms 105, as detailed above, be discussed with the Contractor at the start of the project. 
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