
FOR JOBS WITH DESIGN FEES OF LESS THAN $10,000 AND ESTIMATED 
CONSTRUCTION COSTS OF LESS THAN $25,000
Instructions for Completing the Scope of Services
The Scope of Services (“SOS”) for jobs with estimated design fees of less than $10,000 and estimated construction costs of less than $25,000 is designed to be a guide for LHAs to use in contracting with a Designer.  The document is in Word format, which allows it to be easily edited by the LHA. LHAs are required, to use the SOS so as to minimize contracting problems and to set the foundation for a good working relationship between the LHA and the Designer. 

Many of the sections of the SOS are self-explanatory – such as Background and Project Goals – and so need little elaboration here.  Other sections – such as Project Phases or Work Included – may not be familiar to the LHA and so will be discussed in greater detail.  The instructions (in italics) will walk through all the sections of the SOS, just as they appear in the SOS itself, thereby making it easy for the writer of the SOS determine what to write in each section.  Let’s begin.
SCOPE OF SERVICES

DHCD Project # [this is where you will put the project number from your award letter]
[Put the name of the housing authority here] Housing Authority
[Project Description]
[Date - put in the date you prepare the SOS]

The Construction Budget for this project is $______ and the Design Fee is $______ [this is filled in after you and the Designer have agreed upon a fee].
 I.
Background:
The LHA should tell the Designer something about the problem/condition that it wants the Designer to address.  For example, for a leaking roof problem, it would be good for the Designer to know that the roof is sloped and has one layer of asphalt shingles that were installed in 1991.

This is also the place where the LHA would tell the Designer whether or not as-built drawings exist for the property in question.  (The existence or absence of as-built drawings can make a big difference in the cost of design services.)

II.
Project Goals and General Scope: 
The LHA can use the project description from DHCD’s Capital Planning System (CPS) as a starting point for describing what it expects the end product to be. For example, if you have a leaking roof, the end product is fairly simple – a roof that doesn’t leak!
III.
Project Phases: 

Work under this Scope of Services (“SOS”) is divided into the Project Phases as listed below.  Each Project Phase may consist of one or more required submissions, and may include site visits, meetings with the Authority and others, or other tasks as described. 

This is where things get interesting.  As you can tell from the preceding paragraph, the Project Phases portion of the SOS is filled with “may’s,” meaning that the SOS writer will have to pay close attention to what is, and is not, be to included.   All the possible phases are shown below, with all the possible steps shown within a phase.  The task for the SOS writer thus becomes a matter of exclusion.

The general approach is that the Project Phases section will be completed after the LHA has had the opportunity to meet with the Designer and discuss the LHA’s needs and budget.  This section thus becomes a memorialization of what the LHA and Designer have agreed to.
A. Study/Investigative Phase: [this is modified by the LHA to reflect the Designer’s proposal]
1.   Attend a “Kick-Off” meeting with the Authority to review the project.  Prior to the meeting the Designer shall:
(a)
Thoroughly review the requirements of the SOS including scope, budget, and schedule.

(b)
Visit the site and become familiar with existing conditions as they relate to the scope. 

(c)
Conduct a preliminary review of the codes and regulations relating to the project.
(d)
Formulate a general approach (or alternative approaches) to the design of the project for informal presentation and discussion at the “Kick-Off” meeting.
(e) 
Collect and study all available drawings, reports, maintenance reports and other existing data pertaining to the project.
(f) 
Conduct all appropriate testing.
B.
Schematic Design Phase: [this is modified by the LHA to reflect the Designer’s proposal]
1. Collect and study all available drawings, reports, maintenance reports, and other existing data pertaining to the project.

2. Conduct a thorough on-site review of conditions relating to the project.

3. Analyze all applicable codes and regulations, including any special design standards supplied by the Department of Housing & Community Development (DHCD).
4. Interview the Authority staff and tenants.  Meet with local building officials.
5. Prepare and submit a formal “Schematic Design” submission incorporating any previously required changes, suggestions, or additions.  A cost estimate and schedule update shall be included in the submission.
C.
Construction Documents Phase: [this is modified by the LHA to reflect the Designer’s proposal]
1.
Prepare and submit “Construction Document Submissions” at the 100% level of completion.  

(a)
Include a cost estimate and schedule.
(b)
Incorporate the DHCD “front end” materials, including Division 01, General Requirements of the Technical Specifications into the Project Manual. (This material is available on electronic media to facilitate editing.)

(c)
Include Specifications prepared in DHCD’s standard format (modified CSI).
                        2.   If required by the Authority, meet with the Authority to resolve any issues.

      
  3.   A single construction bid package shall be prepared for the solicitation of competitive bids in accordance with MGL Chapter 149 Section 44A-J bid requirements.
D.
Bid Phase. [this is modified by the LHA to reflect the Designer’s proposal]
1. Prepare any and all addenda required during the bidding phase.

2. Provide technical assistance to the Authority relative to questions and requests for clarifications received from potential bidders.

3. Make recommendations to the Authority regarding the award of a Construction Contract.

E.
Update the Capital Planning System Phase: [do not modify this phase]
1.   Assist the LHA in updating their Capital Planning System (CPS) building inventory components that are anticipated to be replaced or altered as a part of this project.  DHCD and all Local Housing Authorities utilize CPS to electronically gather, track, and forecast inventory and condition data for the Commonwealth’s supply of state-assisted public housing. Completion of the Update CPS Phase is a key deliverable in the scope of services.

2.   Attached is a PDF of a standard CPS report titled Facility Inventory Condition Assessment Report. The report lists all building inventory components for this capital improvements project and is standard output from CPS.

3.   Print the CPS report onto paper.  Mark-up or “redline” the report to identify which building inventory components were altered as a part of this project.  Keep the hardcopy for record purposes.

4.   Scan the edited Facility Inventory Condition Assessment Report into an electronic PDF. Transmit the PDF to the LHA, and to the DHCD Project Manager.

5.   Note it is the LHA’s responsibility to review the Designer’s edited Facility Inventory Condition Assessment Report, and then make the actual updates to the LHA’s inventory and condition records with the CPS database.

6.   The designer shall respond to reasonable question from the LHA for all of the above.

7.   For reference purposes, two typical situations are described below that will likely be encountered in the Update the Capital Planning System Phase.
Example of Complete Replacement:  Consider a typical sloped shingle roof with an

industry standard life expectancy of 30 years. If the roof was completely replaced as part of this project, the Designer should indicate on the redline copy of the report the following information:

· at Year Installed enter the year the new roof was installed (2012 for this example)

· at Adjusted Lifespan enter to the number 0 (which indicates the new roof is at the beginning of its expected lifespan);

· at Expiration Year enter the year the roof is expected to need total replacement (2042 in this example). 2042 is arrived at since the shingle roof is expected to last 30 years, and was installed in 2012, hence 2012 + 30 = 2042.


Example of Partial Replacement:  Consider a window replacement for a building

containing 100 similar windows. The project includes enough funds to replace 60% of the worst windows with new units, while the remaining 40% of the windows will get replaced in a future project as funds allow. In this example, the Designer should use two different means to effectively account for the work. A new row of inventory data can be “written-in” at the bottom of the report to account for characteristics of the 60 new windows. Conversely, the row of window inventory data already appearing in the report can be changed by editing the Quantity to 40, thus accurately leaving 40 windows untouched and as-is within CPS. Note the “write-in” approach can also be used to write in information onto the report for entirely new inventory components that do not appear whatsoever within the CPS generated Facility Inventory Condition Assessment Report.


For CPS questions or technical assistance, please contact Rick Brouillard @ 617-573-1193 or 


Richard.brouillard@state.ma.us
F.
Construction Phase. [this is modified by the LHA to reflect the Designer’s proposal]
1. Attend periodic job meetings at the project site to observe the quality and progress of the work and furnish a written field report for every such visit, including the minutes of the job meeting.  

2. Review and act upon shop drawings, in a timely manner, as submitted by the contractor.

3. Provide consultation and technical assistance in the interpretation of contract documents.

4. Review construction process to ensure compliance with construction documents.

5. Review and recommend action relative to Contractor's Request for Payments.

6. Ensure that all necessary inspections and approvals from appropriate regulatory authorities are secured.

7. Prepare punch lists and final contractor payment/completion documents.

IV.
Submission Schedule: [It is highly recommended that no modifications be made to this section.]
The submission times listed in Table 1 herein are requirements of this SOS, not estimates.  Unless otherwise stated, performance times listed below include the time required for any meetings necessary to the production of the submission. The Authority shall approve or reject the submission.  Non-approved submissions must be resubmitted within the time period shown.  A resubmission may consist of additional information requested by the reviewer, a partial resubmission, or complete resubmission.
Submissions must be complete.  If, for example, a submission requires a cost estimate that has not been included, the Authority will notify the Designer of the missing item, and the submission will not be reviewed until the cost estimate is received. NOTE: Each submission requires certification by the Designer that the materials and details specified in the submission meet the DHCD design guidelines or indicate where the submission does not meet a guideline and state why.
V.
Estimated Project Duration: [The only modifications to this section would be supplying the times associated with each period of work as noted.]
The total duration of this SOS is estimated at approximately ___ weeks, which is composed of a design and review period of ___ weeks, a Bidding Phase of ___ weeks, and a Construction Administration Phase of ___ weeks.  These durations are estimates only.  Actual durations may vary according to the extent of document revisions required, time required for regulatory approvals, and the construction contractor’s performance.  Such variances in estimated time will not, in and of themselves, constitute a justification for an increased fee.
VI.
Work Included: 
Unless specifically excluded, services to be performed consist of the tasks described in this SOS including all investigative work, design work, preparation of construction documents, bidding period administration, Owner-Contractor contract administration, and other related work reasonably inferred as being necessary to meet the project’s stated scope and goals.  
Much like Section III, Project Phases, it is anticipated that the “Work Included” section will be modified after the LHA has had the opportunity to meet with the Designer to discuss its needs and budget. This section thus becomes a memorialization of what the LHA and Designer have agreed to.
Services specifically include (but are not limited to) the following items that are included in the design fee shown on Page 1 of this SOS: 

A. Cost Estimating. [this is modified by the LHA to reflect the Designer’s proposal] 
Detailed constructions cost estimates, whether done by the Designer or a consultant or subcontractor to the Designer, are included in this SOS.  In addition, where project cost estimates generated during the design process exceed the approved construction budget listed in the contract, it shall be the responsibility of the Designer, as part of the fee stated on Page 1 of this SOS, to research and propose ways to reduce such costs while meeting DHCD construction standards.

B. Revisions and Re-submissions of “Non-Approved” work. [this is modified by the LHA to reflect the Designer’s proposal]  
The Authority will review and issue written comments on all Designer submissions.  Work found to be “Not Approved” shall be revised and resubmitted at no additional cost.  Such submission approvals will not be withheld unreasonably.  The Authority may require revisions and/or resubmissions where submitted designs or construction documents:
1.   Do not meet the requirements for submission content,

2.   Do not meet building code, Massachusetts bid law, or other regulatory requirements,

3.   Do not adequately or accurately reflect the project’s goals, scope, or tasks as stated herein,

4.   Are not sufficiently clear or complete enough to allow for proper bidding and construction,

5.   Do not meet, or have not been shown to be equal in quality to established DHCD design and construction standards,

6.   Do not reflect the most cost-effective means of meeting project goals and scope.
C. Architecture and Engineering Services: [this is modified by the LHA to reflect the Designer’s proposal]
All architectural and engineering services incidental and required to fulfill the project goals and general scope as described herein are included in the fee stated on Page 1 of this SOS.
VII.
Submission Schedule & Payment Schedule:
The Authority shall make progress payments upon satisfactory completion of each Project Milestone listed below indicated by written acceptance and approval. 

Table 1 – Submission & Payment Schedule 
All the information shown in the table below is for illustrative purposes only.  The actual “Milestones,” “Due” dates, “No. of Meetings,” and “Payment” information for any particular SOS will be filled out after the LHA and the Designer have met and come to terms with regard to what services will be provided at what cost.
	Milestone
	Due
	
	No. of Meetings
	Payment

	Attend a “Kick-Off” meeting:
	2  weeks from
	execution of Scope of Services
	1
	$0000000

	Schematic Design:
	3 weeks from
	from “Kick-Off” meeting
	1
	$0000000

	100% Construction Documents:
	3 weeks from
	last written approval.
	1
	$0000000

	Bidding:
	2 weeks
	
	1
	$0000000

	Update Capital Planning System:
	
	
	
	$0000000

	Construction Administration:
	12 weeks
	
	12
	$0000000

	TOTAL
	
	
	17
	$0000000


The A/E shall invoice the Authority according to the above schedule.  Upon Receipt of the A/E’s invoice the Authority shall verify the milestone has been satisfactorily achieved and shall then forward said invoice to DHCD for payment.
VIII.   Expectations [it is highly recommended that no modifications be made to this section.]

A.   The Designer shall design a project to fit within the Construction Budget stated on Page 1.

B.   The Designer shall adhere to the Submission Schedule noted in Section VII.

C.   The Authority shall own the studies, designs, materials and submissions produced by the Designer.

D.   The Designer shall submit a proposal to the Authority for any services that the Designer believes are beyond this SOS (“extra services”).  Such proposal must be approved by the Authority in writing before being considered accepted.

E.   The Designer shall be entitled to “extra services” for preparing change orders for work that could not be reasonably anticipated by the Designer.

F.   This contract may be terminated by the Designer or the Authority by written notice at any time.

G.   The Designer shall carry, at its own expense, professional liability insurance covering errors, omissions, or negligent acts in an amount not less than $250,000.

H.   The Designer shall carry, at its own expense, workers’ compensation insurance in accordance with Massachusetts General Laws, Chapter 152, as amended.

I.   This contract shall be governed by the laws of the Commonwealth of Massachusetts.

IN WITNESS WHEREOF, the [name of housing authority] Housing Authority and [Design Firm] have caused this Scope of Services to be executed by authorized officers this [day] day of [month], [year].
	
	Housing Authority
	
	

	
	
	[Design Firm]

	By:
	
	
	By:
	

	Print Name
	
	Print Name

	
	
	

	Print Title
	
	Print Title

	
	
	

	Signature
	
	Signature
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