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	State of Connecticut
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	mo/day/yr
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Consultant's name
Consultant's address
Dear Sir, Madam or leave blank
A meeting was held inTown name, CT, on mo/date/yr, at time: A.M./P.M. The following people were in attendance:
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The purpose of the meeting was to introduce the Consultant to those persons responsible for program requirements, to familiarize the Consultant with the scope of the project, and to walk the site and review existing conditions.

The following items were discussed:

1. The Consultant shall not proceed with the work until the contract has been approved and the Architect/Engineer is so notified in writing by the Department of Public Works. 

ALTERNATE: The Consultant shall not proceed with the work until a task or an on-call contract has been approved and the Consultant is so notified in writing by the Department of Public Works.  If the project cannot be bonded for design and the design cannot be completed before the on-call contract is scheduled to expire the Department reserves the right to withdraw this offer of work.
2. The construction budget for this project is $     .00.  The Consultant was informed that the design will be limited by the construction budget and the Consultant’s estimate will be reviewed at each submittal for conformance to the budget.

3. The scope of the project consists of:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     .

4. The Department of Public Works will supply all available as-built drawings of the existing facility applicable to this project to the Consultant.  The Department of Public Works does not guarantee the accuracy or completeness of the drawings.  It is the Consultant’s responsibility to verify in the field all information contained in the drawings.

5. Within two weeks after receipt of as-built drawings, the Consultant agrees to submit a proposal, which shall include the proposed fee and the number of calendar days required to do each stage of the design.

6. The Consultant shall perform a preliminary review of the “CHECKLIST FOR PERMITS, CERTIFICATES AND APPROVALS” (330L) as referenced in the DPW Consultant’s Procedure Manual to determine what permits, certificates, or approvals are applicable to the project.  All DPW projects are to be designed to ensure applicable regulatory approvals can be met.  The Checklist shall be submitted with the Consultant’s proposal and revised and resubmitted with each design submittal to the DPW Project Manager and DPW Technical Services for all DPW projects. The Consultant shall submit drafts of all applications and back up material as part of the Design Development submission.  Furthermore, the Consultant shall coordinate with the appropriate agency(ies), prepare and provide needed material, complete all necessary application forms, and submit the permit(s), certification(s), and/or approvals for the project.  
For DEP Inland Water Resources and State Traffic Commission approvals, the Consultant shall coordinate with DPW Environmental Planning.  
Generally speaking the Consultant’s fee includes the completion of the application forms/requirements and the required backup information.  However, the Consultant may be entitled to additional compensation if special studies or extensive meetings before regulatory agencies, beyond what is usually necessary, are required to complete the application(s) or obtain approval(s) for the project.

7. If the Consultant requires the services of sub-consultants, they shall be reimbursed from the Consultant’s fees. 

8. The Consultant will submit at least three (3) proposals each for Special Services indicated in Article IV of the Terms and Conditions of Contract:  e.g., borings.

9. The DPW has inspected this building for the presence of asbestos and determined none exists.   If the Consultant suspects any asbestos exists, notification shall be made to the DPW Project Manager, who will have the material tested.  If the material tests positive for asbestos then DPW will either arrange for its removable as a separate project or will provide the Consultant a specification for its removal by the General Contractor.

10. The DPW will have test cuts made of the existing roof to determine if asbestos is present, and will provide the test results to the Consultant.

11. After consultation with the Agency representative, it appears that this project does not have a need for Historical review by the Connecticut Commission on Culture & Tourism.  By copy of this letter, Susan Chandler, Architect, Historic Preservation & Museum Division, is given the opportunity to question this determination.  OPTION:  This project involves work on a building listed on the DPW State Register of Historic Places. The DPW historic building number is:      . The Consultant shall contact Susan Chandler at 59 South Prospect Street, Hartford, CT 06106 at 860 566-3005 x316 for further information.

12. The Consultant was advised that DPW participates in the Northeast Utilities Energy Conscious Construction Program/United Illuminating Company’s Energy Blueprint Program.  The Consultant shall cooperate fully with N.U./U.I. for upgrading to more energy efficient systems.

13. This project may be subject to a Life Cycle Cost Analysis.  The Consultant shall fill out the Life Cycle Cost Analysis Determination Form and submit it with his schematic submission.  See “Energy Evaluations” specified in Chapter II of the Consultant Procedure Manual.
14.
FM Global Requirements: All DPW projects are to be designed in accordance with standards set out by the State’s Insurance Risk Manager, FM Global, Inc. (FM).  These standards do, in respects, exceed some of the requirements of the 2005 Connecticut State Building Code and the 2005 Connecticut State Fire Safety Code, and focus on the design and installation of the building’s fire protection and roofing systems.  A disk containing the commonly used datasheets is being given to the A/E at this time for use during design of this project.  Other applicable datasheets are available from the DPW Code Unit or from FM directly.  FM’s RoofNav roof design/approval program is available on the web (www.roofnav.com).  Your design submissions may be submitted to FM, based on the size and other project criteria.  A copy of this scope letter is being sent to FM for their determination as to the level of review required for this project.
15. The percentage of the Consultant’s fee for basic services allocated to each stage of the design was explained as follows: 15% for schematic design, 20% for design development, 30% for working drawings, 10% for tracings and masters, and 25% for construction administration.  Payment of the Consultant’s fee is in accordance with the State’s Standard Fixed Fee Consultant Contract.

16. The Consultant should review in detail the following handouts to identify the technical information required in the documents he prepares, as this will be the basis for review and approval of his submittal at each stage of the design. Handouts that were given to the Consultant at the meeting include: 

Consultant Procedure Manual, dated 3/24/05 

As-Built Drawings (List:)

Architect or Engineer (select one) Contract with Terms and Conditions

17. This project has a budget line item for Artwork. 1% of the construction budget is set aside for Artwork and the oversight of the State Art Division from the Connecticut Commission on Culture & Tourism. The Consultant can participate in the location and selection of artwork associated with this project. 

18. It was stressed to the Consultant that, while the design should meet the needs of the user agency, the Consultant’s contract is with the Department of Pubic Works, and the contract scope cannot be changed without the written authorization of the Department of Public Works.

19. The Consultant’s Certificate of Authority (Corporate Resolution) was discussed.  It was explained that the corporate resolution should be signed by the corporate secretary authorizing a corporate officer other than the corporate secretary to sign the contract.  A sample Certificate of Authority approved by the Attorney General was reviewed and is included in the Consultant Procedure Manual.

20. The Consultant’s contract is subject to the review and approval of the State Properties Review Board and is not binding on the State until signed by the Attorney General.

21.The Consultant shall submit prior to contract signing, proof of professional liability insurance to the Department of Public Works, A/E Contracts Unit, Room 482, State Office Building, 165 Capitol Avenue, Hartford, CT 06106.

22. The Consultant shall take notes of all future meetings and include the above listed project number on all correspondence.  A copy of all meeting minutes shall be sent to DPW’s Project Manager and to the Agency Representative.

23. The drawings for this project shall be provided on AutoCAD Release 14 or later version as approved by the DPW.

24. As an agency in compliance with ADA requirements, DPW will provide accessibility at any meeting, as needed, upon reasonable notice from any attending member requiring assistance.

25. These minutes represent the Department of Public Works understanding of what was discussed and agreed upon at this meeting.  Anyone in disagreement with the information contained herein should immediately contact the DPW Project Manager in writing.

If you have any questions, please call me.

Very truly yours,

enter PM's name
Project Manager

Attachments      
Copies:
Attendees


Commission on the Arts:  Linda Dente (see #16)


DOIT:  Bernie O’Donnell


Connecticut Commission on Culture & Tourism:  Susan Chandler (see #11)



DPW Asbestos:  G. Glassman (see #9)


DPW Environmental Planning:  J. Bolton

DPW Codes: J. Cassidy


FM Global - J. Emerson (Address: FM Global, 500 River Ridge Drive, Norwood, MA 02062) 
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