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Construction Recordkeeper Job Aid 

Overview 

Contractors must obtain materials that meet contract requirements. The 

contractor should also secure the Engineer’s approval of the proposed source 

of materials before delivery. 

The goal of this document is to provide general information and resources 

regarding the material sourcing letter for a project. 

Resources 

• Construction Contract Administration Manual, Chapter 6, “Control of 

Materials” 

• TxDOT Standard Specifications, Article 6.1., “Source Control” (2014 

and 2024 spec books) 

Applications Used 

• SiteManager 

• ProjectWise 

Knowledge Regarding Material Sourcing Letter 

The material sourcing letter, available through SiteManager, is the method 

for a contractor to submit their proposed material selections for the project. 

Common tasks include the following. 

Preconstruction Conference 

After Contract Activation, generate the material sourcing letter using 

SiteManager and provide it to the contractor at least 7 days prior to the 

preconstruction conference. Request that the contractor bring the completed 

sourcing letter to the conference with known selections for all materials 

Material Sourcing Letter 10/2025 | 1 

https://www.txdot.gov/manuals/cst/cah/control_of_materials.html
https://www.txdot.gov/manuals/cst/cah/control_of_materials.html


 

   

    

   

 

  

  

   

  

  

  

 

    

 

    

   

  

  

 

   

      

  

  

  

 

Project staff and the contractor should discuss the material sourcing letter 

during the preconstruction conference within the materials agenda item. 

Review of Material Sourcing Letter 

Prior to work beginning, project staff should perform a complete review of 

the submitted material sourcing letter. Any unapproved materials sources or 

materials that do not meet contract requirements should be brought to the 

attention of the Engineer and contractor. 

Materials should not be sourced in SiteManager until the source is verified at 

the time of delivery to the project and incorporated into the work. 

Documentation in ProjectWise 

Retain all documentation for the material sourcing letter within ProjectWise. 

Change Orders and Material Sourcing Letter 

Review any new bid items added by change order to determine if a new 

material sourcing letter should be generated or if a request should be made 

to the contractor for the source of the new bid items. Project staff and the 

Engineer should review responses. Retain all correspondence for the material 

sourcing letter within ProjectWise. 

Best Practices 

Send the original letter to the Prime contractor in Excel format. This allows 

the contractor to provide the information directly in the form. 

Save a copy of the original blank letter for reference. 

If change orders add materials to the contract, regenerate the material 

sourcing letter to capture new materials to be sourced. 

Material Sourcing Letter 10/2025 | 2 



 

   

   

  

 

 

  

 

     

   

   

    

 

    

 

 

   

 

Table 1 – Material Sourcing Letter 

Image Steps 

1. Log into the SiteManager 

application. 

a. Type your TxDOT user ID. 

b. Type your password. 

c. Click Logon. 

d. Choose the role, then click OK. 

2. On the Main Panel, click on 

Material Management. 

3. On the Material Management tab, 

choose Xcite Manager. 
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4. Choose MSL – Material Sourcing 

Letter (CIS36). 

5. A blank material sourcing letter 

template opens in Excel. 

Tip: The material sourcing letter 

may need to be opened from the 

taskbar on your device. 

6. Enter the CSJ in the Contract ID 

field and select Go to populate the 

report. 

7. Review the material sourcing letter 

for the following information. 

a. Contractor information 

b. Name and address of the Area 

Engineer for the project 

c. Project information 
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8. Review the materials information 

included in the letter for expected 

materials for the project. 

9. For materials with multiple 

components, expand the 

spreadsheet by clicking on the plus 

sign in the left column to show 

additional cells. 

10. Save the blank material sourcing 

letter in either PDF or Excel format 

in the ProjectWise folder for the 

project. 

11. Send the blank letter to the Prime 

contractor at least 7 days prior to 

the preconstruction conference. 
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12. The contractor should return the 

completed sourcing letter with 

known materials for review and 

discussion during the 

preconstruction conference. 

13. Save the revised generated 

material sourcing letters and Prime 

contractor submissions in the 

ProjectWise folder. 
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