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1. The scope of work stated in the contract document should reflect what was negotiated for (as reflected in the scope meeting minutes) unless you or your PM or SPM has made a conscious decision to delete certain scope items that were originally negotiated. If elements are eliminated, you should consider a corresponding price adjustment.  It is recommended that a comment be made in the margin of the proposal to reflect a decision to not include an item set forth in the scope meeting minutes.    

2. All areas of the building that are involved in the consultant’s work should be stated (e.g., specific wings, floors, library, kitchen, etc.), and stated consistently (e.g., “building exterior,” “building façade,” “brick walls”; pick one and stick with it if they mean the same thing).

3. If more than one building is involved, a clear delineation of the type of work being performed on each building should be stated.

4. The typical submittals should be set forth in the Submittal/Deliverable sections of the contract.  Also included in those sections should be the number of copies of each submittal and the time frame/deadline for delivery to DPW.  All submittals expected to be produced by the consultant and not set forth in the body of the contract should be stated in the scope of work in Exhibit A.  
5. The PM should consider whether a requirement to “examine” or “review” existing documents (reports, studies, maps, prior plans from other sources) involves a simple review or actually requires an evaluation or some other heightened level of examination (e.g., “evaluate”, “critique”  etc.) and a corresponding submittal evidencing the consultant’s effort.  If an “evaluation” is desired, use that word instead of or in addition to “examine,” or “review.”

6. Check to make sure all MEP services required for the project are included within the scope. (e.g., if the project requires mechanical and plumbing, should electrical also be included?)

7. Does the project involve construction, renovation, or major upgrades?  If so, an easement may be necessary.  Where easement work is to be included in the scope, the specific requirements for that work need to be specified: (1) preparation of legal description; (2) preparation of easement map; and (3) preparation of draft easement, all of which should be reviewed by Legal. 

8. Use the template on the P-drive, not your personal drive so that you will use the most current language and see options that you may otherwise forget.  See samples of scope of work in Exhibit A of forms 201 and 203.
9. Read the Proposal submitted by the consultant and make sure you understand its provisions before you simply copy it into the contract document.  If you don’t understand what a provision means, it will be difficult for you and anyone else who is trying to implement the contract and can lead to unnecessary disputes.
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