	FORM PM 7101
INTEROFFICE MEMORANDUM

PROJECT SUMMARY STATEMENT
TO:	Robert Davidson
	Contract Construction Administrator

THRU:	[Enter Name]
	Engineering Division Manager
	
FROM:	[Enter Name]
	Project Manager

CC: 	Rose M. Guevara
	Claudia Lara	
	Ivan Hernandez
	
DATE:	[Enter Date]

SUBJECT:	[Enter Project Name] – Bid number [SW, CSPXX-XX]
         
                                                                                                                                                                           		

PROJECT SUMMARY

Who, What, When, Where, Why

Substantial Completion - 
Final Completion - 

Project ID#:  
Engineer’s Estimate:  

Engineer of Record:  

Example:

The project is located within the Glen Campbell Ponding area in East El Paso.  The work consists of the construction of a reinforced concrete spillway structure with energy dissipators, to include a parapet concrete wall, modification of the alignment of a 24-inch Reinforced Concrete Pipe (RCP), removal of water from ponding area, excavation, grading, installation of gabion baskets for erosion control and all necessary incidental work items to complete the project as per plans and specifications.

Substantial Completion – 60 calendar days
Final Completion – 90 calendar days

Project ID#:  1234
Engineer’s Estimate:  $94,456.07

Engineer of Record:  ABC Consultant, Inc.
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