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On-Call Task Assignment for Design Services






Contract No. OC-DPW-___-____,Task No.___






Insert Project Name 
and Location






Project No. 






Insert Consultant’s Name

and Address
Gentlemen:

In accordance with the applicable provisions of the subject on-call contract you are hereby authorized to perform the following scope of services for the subject project.  In this task letter the term Consultant shall be interpreted to mean Architect or Engineer as identified in the contract for on-call services.
1. Scope
Provide design and construction administration services as set-forth in the ____ page Exhibit A attached hereto and made a part hereof:  ( This is the final scope letter from the A/E).
Identify special services e.g. land survey, geotechnical/borings if utilized.

If any discrepancy or conflict exists between the task letter and the exhibit that is attached hereto, then the Architect shall provide the greater quality, greater detail, greater quantity, or the more stringent requirements
2. Fee

The Consultant’s total fee of _________________ Dollars ($___________) shall be paid as indicated below, and for such other work as described in Exhibit A, for the completion of the work specified where previously authorized in writing and after the Department of Public Works (DPW) receives and accepts each phase of the work.  Said fee includes all sub-consultant fees and the Consultant’s overhead and profit.
2A.
Schematic Design Phase: ____________________ Dollars ($  .00);

2B.
Design Development Phase: __________________ Dollars ($  .00);
2C.
Contract Documents Phase: ___________________Dollars ($  .00); 

(Total of design phases will add up to a total of Fee = 70%)
2D. The Consultant shall be paid a sum of _________ Dollars ($____ .00) for the Bidding phase if the project is bid and the Consultant's duties for the bidding phase have been completed to the Department of Public Work's satisfaction.  (5% Fee)
2E.
In the event the State approves and allocates funds for construction, a sum of _______________ Dollars ($___.00) shall be paid to the Consultant for construction administration, if such administration is requested by the Department of Public Works.  This sum includes the costs of services of any clerical and/or technical assistants working in the Consultant’s office or in the field. (Construction Phase = 25% of total fee)
(Note to PM- You may want to include the following paragraph)

Said sum shall be paid in equal monthly installments, based upon the construction contract time, until payment reaches 90% of the construction administration sum.  An additional 5% of the construction administration sum shall be payable upon Certification of the Final Application for Payment.  The balance of the construction administration sum shall be payable upon (1) completing project close out as required by the General Conditions and the General Requirements of the Contract for Construction and (2) the receipt of record drawings.
[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 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.

3. 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 it’s consent to such extensions in writing:

3A. Schematic Design Phase: ___sets of drawings and specifications and ___detailed cost estimates within ___ calendar days after receipt of this approved task letter;

3B. Design Development Phase: ___sets of drawings and specifications and ___detailed cost estimates within ___ calendar days after receipt of written notice to proceed;

3C. Contract Documents Phase: ___sets of drawings and specifications and ___detailed cost estimates within ___ calendar days after receipt of written notice to proceed.

(the PM/APM should obtain a written document acknowledgement by the A/E that       they agree with the above schedule)
4.  Construction Budget

The Consultant’s design shall be based on a total construction budget of ____________ Dollars ($  .00).         
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: ________________________ ____________

Consultant     

Date




Name of Firm ______________________________________________











Date





Print/Type Name: ____________________________






    Title: _____________________________, Duly Authorized
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Raeanne V. Curtis, Comm.


A. Herring


R. Sears
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