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Gentlemen:

In accordance with the applicable provisions of the on-call contract dated you are hereby authorized to perform the following scope of services for the subject project.
1. Scope

(Note to PM:  The Space Planner’s contract identifies various services that may be considered optional. The PM must carefully review the on-call contract and clearly define in the scope section of this task letter those services which are required based on the needs the project. )

A.   The gross square feet area of space available in the present facility is ____ square feet.  The estimated gross square feet area needed for this Agency is ____ square feet.  
(Note to PM:  The scope of services must denote if they include the programming phase, or if a program has been provided to the Space Planner as part of the Task Letter.  Select one of the following options as subparagraph B.)
B.   As set forth in subsection 1.b of Section B of the subject on-call contract, the Space Planner will be required to provide services to prepare a space program.
OR

B.   As set forth in subsection 1.b of Section B of the subject on-call contract, the Space Planner will not be required to provide services to prepare a space program.  The Space Planner has been provided with a copy of the space program as prepared by (Insert the author’s name, and date of said program).
(Note to PM:  If the subject property is a leased space, and other design professionals may be involved, note the following:)
C.  The subject project site is leased space, and NOT the property of the State of Connecticut.  For the purpose of this task letter the Lessor shall be defined as the owner of the leased space, pursuant to the lease agreement between the Lessor and the State.  The Space Planner’s services for this task letter may require that the Space Planner coordinate work with the Lessor, or Lessor’s design professional(s), in order to meet the specific agency’s needs.

(Note to PM: Refer to Subparagraphs 1.e, 2.g, and 2.h of Section B of the on-call contract when determining the need or extent to which the Space Planner is to execute and/or record work, and record completed work onto CAD disks.)
D.
As set forth in subsection 1.e of Section B of the subject on-call contract, the Space Planner (will/will not) be required to develop drawings for the subject project using computer aided drafting software fully compatible with the current release of AutoCAD or such other version of AutoCAD as approved in writing by the Department of Public Works.

E.
As set forth in subsection 2.g of Section B of the subject on-call contract, the Space Planner (will/will not) be required to record on the original drawings (and CAD disks) all architectural, plumbing, mechanical, telecommunication, and electrical changes made during the period of construction/installation as furnished and recorded by the contractor/installer.

F.
As set forth in subsection 2.h of Section B of the subject on-call contract, the Space Planner (will/will not) be required to record on the original drawings (and CAD disks) the furniture and equipment final layouts reflecting all changes made during the period of construction/installation as furnished and recorded by the contractor/installer.

2.   Fee
The Space Planner’s total fee of ________________ Dollars ($     .00) shall be paid as indicated below for the completion of the work specified where previously authorized in writing and after the Department of Public Works (DPW) receives and accepts each phase of the work.  Said fee includes all subconsultant fees and the Space Planner’s overhead and profit.
A.  Standards Phase:




Dollars ($        .00);
B.  Programming Phase: 




Dollars ($        .00);

C.  Design Development Phase: 



Dollars ($        .00);
D.  Contract Documents Phase: 



Dollars ($         .00);

E.
Construction/Installation Administration Phase

Dollars ($         .00).

[Note to PM: If the task letter is for a not-to-exceed fee based on hourly rates, include the hourly rates followed by the paragraph below. In no case can hourly rates exceed $35/hour for principals of the firm performing administrative functions.  See OPM General Letter No. 97-1. Also, if SPRB review is needed, the proposal should show a breakdown of how the fee was arrived at. If TL does not involve hourly rates, do not include paragraph below.]
The requests for payment shall be submitted on properly prepared invoice forms with attachments showing actual hours worked and rates applied.  The Space Planner shall certify that each amount invoiced is both accurate and commensurate with the work performed for the State under this contract.  The State shall have the right to audit records associated with said task letter at any reasonable time.  It is specifically understood that the pre-approved hourly rates shall only apply for the period of time that the person is actually working on the project.

3. Submittals/Time Period

The Space Planner shall provide the work pursuant to the following phases within the time periods specified below or, at the option of the Department of Public Works, within extended periods to be determined by the Department if the Department is of the opinion that such extensions are warranted and if the Department evidences its consent to such extensions in writing:

A. Standards Phase: :___ sets of the space program within ___calendar days after receipt of this approved task letter;

B. Programming Phase:___ sets of the space program within ___calendar days after receipt of this approved task letter; 
C. Design Development Phase: ___ sets of drawings; ___ sets of specifications; and ___ sets of detailed cost estimates; within ___ calendar days (Note to PM:  select either after receipt of written notice to proceed; or, if a space program is not required  after receipt of this approved task letter;)
D. Contract Documents Phase:  ___ sets of drawings; ___ sets of specifications; and ___ sets of detailed cost estimates; within ___ calendar days after receipt of written notice to proceed.

All the terms and conditions of the subject on-call contract and any prior task letters for the same project under the same on-call contract shall remain in full force and effect except as modified herein.

Please indicate your acceptance by signing this original task letter and returning it to the DPW Legal Services Division, Room 437, State Office Building, 165 Capitol Avenue, Hartford, CT 06106. 
You are now authorized to proceed with the above-noted work.






Sincerely,







Bruce B. Cornish







Chief Financial Officer





ACCEPTED: ___________________________
_______







Space Planner


Date





Print/Type Name: ____________________________________________






    Title: ____________________________________________

BBC/   /
xc:
State Properties Review Board

Agency – 
R. V. Curtis, Comm.

A. Herring


R. Sears


On-Call Contract File (B. Bockstael)

Legal Unit


Team File


Project Manager

	
	
	Page 1 of 3

	
	On-call Task for Space Planner
	271F 121307 PMT

	
	
	CORE CT No. __________________


	Page 2 of 3

	H:\Data Files\Contract-CL-TL\Task Letter Space Planner.doc



