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Gentlemen:

In accordance with the applicable provisions of the subject on-call contract dated insert date of contract, you are hereby authorized to perform the following scope of services for the subject project.  
A.  SCOPE

OPTION A – Connecticut ENVIRONMENTAL policy Act
[Note: for projects requiring environmental review under the National Environmental Policy Act (NEPA), DPW Environmental Planning will develop a different scope, submittal timeframes, and compensation.]

1.  Preparation of Environmental Impact Evaluation (EIE)

An EIE shall be prepared pursuant to Connecticut Environmental Policy Act (CEPA) statutes and, where applicable, CEPA regulations and in conformance with the Department of Public Works’ (DPW) Connecticut Environmental Policy Act Procedure Manual (Draft September 2007), as amended.  

The proposed action to be assessed under the EIE is: describe the proposed action and the proposed project under which the action will be implemented.  How will the proposed project be implemented?  Square footage?  Parking spaces?  Other useful information such as infrastructure needs?
This task includes the following:

a. Filling out and preparing DPW’s Initial Environmental Review form. [This subtask is at the discretion of DPW Environmental Planning and therefore, may not be required of the Consultant.] 
b. If the early public scoping process has not already occurred, then the Consultant will assist DPW in preparing a presentation for the Early Public Scoping Meeting covering the range of issues specified in Conn. Gen. Stat. Sec. 22a-1b(b)(5) and the CEPA process in general.  The Consultant shall give the presentation in a PowerPoint format and use poster boards as needed.  The Consultant shall meet with DPW and the sponsoring agency prior to the Early Public Scoping Meeting to review the presentation and prepare for the meeting.
c. The Consultant shall be responsible for taking notes and public comments during the Early Public Scoping Meeting.  The Consultant will meet with DPW and the sponsoring agency to discuss the comments received during the Early Public Scoping Process.  
d. Coordination with the subject project’s consultants.

e. If one is held, the Consultant shall attend a public hearing and present major EIE findings in a PowerPoint format and use posters boards as needed.  The Consultant shall also be responsible for hiring a stenographer and for the stenographer to be present at any public hearing.  A “dry run” of the public hearing presentation will be held at DPW offices in Hartford prior to the public hearing date. The Consultant shall meet with name of sponsoring agency, DPW and names of additional agencies, if applicable to discuss the comments received during the public review period.

2.  Preparation of Record of Decision (ROD)

An ROD shall be prepared pursuant to Connecticut Environmental Policy Act (CEPA) statutes and, where applicable, CEPA regulations and in conformance with the Department of Public Works’ (DPW) Connecticut Environmental Policy Act Procedure Manual (Draft September 2007), as amended.  

a. The preparation of a Record of Decision (ROD), which includes preparing response to comments.
b. The Consultant shall take meeting minutes for major issues that need to be resolved and documented as discussed during the meetings and at all subsequent meetings.   The Consultant is to send a copy to the sponsoring agency representative, the DPW Project Manager, and the DPW Environmental Analyst.
c. The preparation of DPW’s Mitigation Measures Checklist after the ROD has been approved by DPW. 
3. Optional Scope of Services [If necessary, list optional scope of services here, otherwise delete this task] 
The following optional scope of service items shall be performed at the discretion and request of DPW:
[Include the following paragraph if optional services are needed] 

These optional scope of service items are necessary to cover unforeseen changes to the project which would require additional analysis and documentation.  Therefore, these optional services are necessary to cover unanticipated changes to the project or circumstances resulting from project changes or responding to public comments.
OPTION B – STATE TRAFFIC COMMISSION (stc)

4.  State Traffic Commission (STC) 

a. STC Determination Review 
i.
The Consultant shall prepare an STC Determination Review package per applicable STC Checklist Guidelines for the subject project.  The Determination Review phase is generally needed when the project’s property does not abut a state highway or route and the total property square footage with the project exceeds 100,000 SF or 200 or more parking spaces. 

ii.
Base on the review, STC may require a Certificate or not.  Should the STC require a Certificate, then the next subtask shall be preformed by the Consultant upon written notice to proceed by DPW.
b. STC Certificate for Major Traffic Generators Application 
i.
The Consultant shall prepare an STC Certificate Application in accordance with the STC Application and Checklist for Certificate for Major Traffic Generators (revised January 2007 or as amended).

ii.
Discuss and identify intersections to be evaluated as part of the Traffic Impact Study.  [Note: The Consultant’s traffic engineer should assess any other potential intersections and include additional intersections into their proposal]
iii.
The Consultant shall refer to the Connecticut Department of Transportation’s Drainage Manual for evaluating all proposed developments and any potential effect on CTDOT drainage facilities.  
iv.
The Drainage Report shall be prepared in accordance with STC Checklist Guidelines.
Note: If the property, where the project is located, connects or discharges to existing CTDOT drainage facilities, a more detailed Drainage Report for the entire site will be required per the STC Checklist Guidelines, as amended.

c. The Consultant shall take minutes at all meetings and is to send a copy to the sponsoring agency, the DPW Project Manager, and the DPW Environmental Analyst.

OPTION C – OTHER ENVIRONMENTAL SERVICES
5.  Other Environmental Services

Discuss the purpose of this task, and the scope of work to be performed as part of this task.
B.  SUBMITTALS/TIME PERIOD

The Consultant 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:

OPTION A - Connecticut ENVIRONMENTAL policy Act
1. Environmental Impact Evaluation (EIE)

[Note: these calendar days are general; they can be negotiated with the Consultant if necessary]
a. Working Copy EIE: _____ (__) hardcopies and one (1) electronic copy (PDF and Word formats) within ninety (90) calendar days  after receipt of a copy of this approved task letter or after the close of the early public scoping period, which ever is later, and written notice to proceed from the DPW Project Manager.  Upon review and approval of the Working Copy, the Consultant will be authorized in writing by the State to prepare a Revised Working Copy;

b. Revised Working Copy EIE: _____ (__) hardcopies and one (1) electronic copy (PDF and Word formats) within thirty (30) calendar days after receipt of written notice to proceed;

c. Proof Draft EIE: _____ (__) hardcopies and one (1) electronic copy (PDF and Word formats) within fourteen (14) calendar days after receipt of written notice to proceed; and
d. EIE: _____ (__) hardcopies and one (1) electronic copy (PDF and Word formats) within seven (7) calendar days after receipt of written notice to proceed.
4. Record of Decision (ROD)
[Note: these calendar days are general; they can be negotiated with the Consultant if necessary]

a. Draft Responses to Comments: one (1) electronic copy (Word format).  Not withstanding the number and types of comments received, the standard submittal due date is within fourteen (14) calendar days after the close of the public comment period;
b. ROD: one (1) electronic copy (PDF and Word formats) of the ROD and, if warranted, an amended EIE, shall be prepared within seven (7) calendar days after receipt of written notice to proceed; and
c. Draft Mitigation Measures Checklist: one (1) electronic copy (PDF and Word formats) of the DPW Mitigation Measures Checklist within seven (7) calendar days after DPW approval of the ROD

d. Mitigation Measures Checklist: one (1) electronic copy (PDF and Word formats) of the DPW Mitigation Measures Checklist within seven (7) calendar days after DPW approval of the Draft Mitigation Measure Checklist.
OPTION B – STATE TRAFFIC COMMISSION 
5.  
State Traffic Commission 

[Note: these calendar days are general; they can be negotiated with the Consultant if necessary]

a. Draft STC Determination Review package: _____ (__) hardcopies and one (1) electronic copy (PDF format) within ninety (90) calendar days after receipt of a copy of this approved task letter.
b. STC Determination Review package: _____ (__) hardcopies and one (1) electronic copy (PDF format) within thirty (30) calendar days after receipt of written notice to proceed receipt of a copy of this approved task letter.

Should the STC require a Certificate, then the following are submittals and time periods.
c. Draft STC Application Certificate: _____ (__) hardcopies and one (1) electronic copy (PDF format) within thirty (30) calendar days after receipt of written notice to proceed.

d. Final STC Certificate Application: _____ (__) hardcopies and one (1) electronic copy (PDF format) within thirty (30) calendar days after receipt of written notice to proceed.
OPTION C – OTHER ENVIRONMENTAL SERVICES
6.  Other Environmental Services

a. _____ (__) hard copies and one (1) electronic copy (PDF and Word format) of the Draft Copy will be submitted within ____ (__) calendar days after receipt of a copy of this approved task letter and written notice to proceed from the DPW Project Manager.
b. _____ (__) hard copies and one (1) electronic copy (PDF and Word format) of the Final Copy will be submitted within ____ (__) calendar days after receipt of written comments on the Draft Plan by the DPW, name of sponsoring agency, project location, and DEP [if applicable].
C.  COMPENSATION

OPTION A - Connecticut ENVIRONMENTAL policy Act 
1.  Preparation of Environmental Impact Evaluation (EIE)

The Consultant’s not to exceed fee under this Task Letter No.___, shall be __________________ Dollars ($_______).  Said fee includes all sub-consultant fees and the Consultant’s overhead and profit.  The scope of services shall be paid as indicated below:

a. If the consultant participates during the early public scoping process, then a lump sum of _______________________________________ Dollars ($_______) after the close of the public scoping process.

b. A lump sum of _______________________________________ Dollars ($_______) after acceptance of the Working Copy EIE by DPW.

c. A lump sum of _______________________________________ Dollars ($_______) after acceptance of the Revised Working Copy EIE by DPW.

d. A lump sum of _______________________________________ Dollars ($_______) after acceptance of the Draft Responses to Comments by DPW.

e. A lump sum of _______________________________________ Dollars ($_______) after acceptance of the EIE by the Office of Policy and Management.

If significant comments are received during public review of the EIE that are not a result of the EIE’s insufficiency, then the Consultant shall submit to DPW a scope and fee to conduct additional studies and analyses as determined by DPW.  Such additional fee shall be a fair and equitable amount as determined by the Commissioner of DPW.

[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 in the BD&C folder (200 Contract Phase subfolder). If TL does not involve hourly rates, do not include paragraph below.  If PRB review is needed, the proposal should show a breakdown of how the NTE fee was arrived at.]

The requests for payment shall be submitted on properly prepared invoice forms with attachments showing actual hours worked and rates applied.  The Consultant 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.

OPTION B – STATE TRAFFIC COMMISSION (stc) APPLICATION CERTIFICATE
2.  State Traffic Commission

The Consultant’s not to exceed fee under this Task Letter No.___, shall be __________________ Dollars ($_______).  Said fee includes all sub-consultant fees and the Consultant’s overhead and profit.  The scope of services shall be paid as indicated below:

a. A lump sum of _______________________________________ Dollars ($_______) after acceptance of the STC Determination Review package by DPW.
b. A lump sum of _______________________________________ Dollars ($_______) after the STC has made a Determination.

Should the STC require a Certificate, then the following are submittals and time periods.

c. A lump sum of _______________________________________ Dollars ($_______) after acceptance of the Draft STC Certificate Application by DPW.
d. A lump sum of _______________________________________ Dollars ($_______) after approval of the STC Certificate by the STC.

[Note: 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 in the BD&C folder (200 Contract Phase subfolder). If TL does not involve hourly rates, do not include paragraph below.  If PRB review is needed, the proposal should show a breakdown of how the NTE fee was arrived at.]

The requests for payment shall be submitted on properly prepared invoice forms with attachments showing actual hours worked and rates applied.  The Consultant 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.

OPTION C – OTHER ENVIRONMENTAL SERVICES
5.  Other Environmental Services

The Consultant’s not to exceed fee under this Task Letter No.___, shall be __________________ Dollars ($_______).  Said fee includes all sub-consultant fees and the Consultant’s overhead and profit.  The scope of services shall be paid as indicated below:

a. A lump sum of _______________________________________ Dollars ($_______) after acceptance of the Draft Copy by DPW.

b. A lump sum of _______________________________________ Dollars ($_______) after acceptance of the Final Copy by DPW.

[Note: 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 in the BD&C folder (200 Contract Phase subfolder). If TL does not involve hourly rates, do not include paragraph below.  If PRB review is needed, the proposal should show a breakdown of how the NTE fee was arrived at.]

The requests for payment shall be submitted on properly prepared invoice forms with attachments showing actual hours worked and rates applied.  The Consultant 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.

D.  CONFIDENTIALITY OF DOCUMENTS 

1. The Consultant agrees on behalf of the Consultant and the Consultant's principals, employees, agents, heirs, successors and assigns that they shall only utilize drawings, specifications, maps, reports, records or other documents to the extent necessary for the performance of the Consultant's work and duties under this contract. This limitation on use applies to those items produced by the Consultant, as well as to those items received by the Consultant from the Department of Public Works or others in connection with the Consultant's work and duties under this task letter. 

2. The Consultant further agrees that said drawings, specifications, maps, reports, records and other documents may not be released to any other entity or person except for the sole purpose of the work described in this task letter. No other disclosure shall be permitted without the prior written consent of the Department of Public Works. 

3. The Consultant further agrees that the following provision will be included in its contracts with sub-consultants: 

Any and all drawings, specifications, maps, reports, records or other documents associated with the contract work shall only be utilized to the extent necessary for the performance of the work and duties under this task letter. Said drawings, specifications, maps, reports, records and other documents may not be released to any other entity or person except for the sole purpose of the work described in this task letter. No other disclosure shall be permitted without the prior written consent of the Department of Public Works. When any such drawings, specifications, maps, reports, records or other documents are no longer needed, they shall be destroyed.  All the terms and conditions of the subject infrastructure/on-call contract remain in full force and effect except as modified herein.

E.  Annual Certification:  If the aggregate value of the subject contract is $50,000.00 or more, including all amendments and/or commission letters, then the Consultant shall annually submit, on or within two (2) weeks of the anniversary date of the execution of the subject contract, a completed annual contract certification to Room 437, 165 Capitol Avenue, Hartford, CT 06106, to the attention of the Contracts Secretary.  For the purposes of this paragraph the execution date of the contract shall be the date the Commissioner of DPW signed the contract.

F.  DISCLOSURE DECLARATION:  By acceptance of this Task Letter No.___, the Consultant hereby declares that neither the Consultant nor any of its shareholders, principals, partners, or employees, as the case may be, has any financial interest in the outcome of the project and will not have such interest at any time during the duration of this task letter.

All terms and conditions of the subject contract not hereby changed shall remain in full force and effect.

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: ________________________ ____________

Consultant     

Date
BBC/ insert preparer’s initials
xc:
State Properties Review Board [delete if not applicable]
Agency – insert name of sponsoring agency
R. V. Curtis, Comm.


R. Sears

Environmental Planning – insert name of DPW Environmental Analyst

On-Call Contract File – insert on-call contract number

Legal Unit


Team File – insert project number
Project Manager – insert name of project manager
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