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FORMAT for the

MEMORANDUM OF UNDERSTANDING
(FOR AN A/E TERM CONTRACT)

OWNER:   

ARCHITECT/ENGINEER (A/E):  

TITLE OF PROJECT:	TERM CONTRACT FOR ARCHITECTURAL & ENGINEERING SERVICES

REFERENCE:	TERM CONTRACT BETWEEN OWNER and ARCHITECT/ ENGINEER FOR PROFESSIONAL SERVICES #             

DATE OF MOU:  

*    *    *    *    *    *    *    *     *     *    *    *    *    *    *    *    *    *    *    *    *    *    *   *    *

The A/E agrees to provide the following services pursuant to the terms set forth below for the above-identified A/E Contract:

1.	GENERAL 

Unless otherwise waived by the Owner in writing, all requirements relating to architectural/engineering services set forth in the A/E Contract, including but not limited to the A/E Manual, shall apply to each Project Order.  The particular revision of the A/E Manual in effect at the time a particular Project Order is issued shall be applicable to and noted on the Project Order, Form CO-3.1a.  In the event of a conflict or inconsistency between the requirements of this MOU and the Terms and Conditions of the A/E Contract, the requirements of this MOU shall take precedence.  


2.	A/E SERVICES 

The A/E shall furnish all professional services, expertise, labor, and resources to provide complete design services, Construction Administration services, investigation and report, feasibility study, or other services required by the Project Order in accordance with the requirements of the A/E Contract and A/E Manual except as may be modified by the particular Project Order.  
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3.	HOURLY RATES 

The following hourly rates (including overhead and profit) shall be used as a basis to calculate the lump sum  Project Order Fee based on the estimated time required for the A/E Services.   In addition, these rates will be used where a Project Order Fee is to be determined on an hourly rate basis with a “maximum” or “not-to-exceed” amount:

[Project Manager (P.E. or R.A.)	$	
Architect (licensed, R.A.)	$	
Structural Engineer (P.E.)	$	
Mechanical Engineer (P.E.)	$	
Electrical Engineer (P.E.)	$	
Civil Engineer (P.E.)	$	
Architect Designer	$	
Plumbing Designer	$	
Sprinkler System Designer	$	
Engineering Designer	$	
CADD Technician	$	
Architect Drafter	$	
Engineering Drafter	$	
Interior Designer	$	
Interior Technician	$	
Landscape Architect	$	
Spec/Report Writer	$	
Typist/Clerical	$	
Estimators 	$	]


4.	PERSONNEL

The Owner's Project Manager assigned to this A/E Contract is _______________________ telephone number ____________________  FAX number ________________  e-mail 			 .  The Owner will advise the A/E in writing of any change in the Owner's Project Manager.

The A/E assigns the following persons as being responsible for the various functions/disciplines that may be involved in the Project Orders issued under this A/E Contract. 

Function/Discipline	         Name	Telephone #
Contract Signature Authority	
[or]
Project Manager/Coordinator:	
A/E of Record:	
Structural Engineer:	


Mechanical Engineer:	
Electrical Engineer:	
Civil Engineer:	
[Interior Design	
Landscape  Architect	
Food Service Consultant	]

Should circumstances require substitution for any of the above-listed personnel assignments, the A/E shall so advise the Owner in writing.  Any substitute shall have the same or greater level of expertise and experience.  Owner reserves the right to accept or reject proposed substitutions of personnel.

5.	PROJECT ORDERS & FEES

A.	One or more Project Orders may be issued to the A/E during the Contract Term.  Although the potential exists for multiple Project Orders with a maximum aggregate total of $1,000,000 during the Contract Term, the Owner does not represent or guarantee that the A/E will receive any Project Orders during the Contract Term.

B.	Each Project Order shall describe the scope of A/E Services required of the A/E and show the Project Order Fee for the work.  If applicable, the Project Order or its attachment shall identify any special requirements for the Project, identify the "Design-not-to-exceed" Budget, show any schedule milestones for performance of the A/E Services and the Work, and list any deviations from the A/E Manual requirements which may be authorized for that Project Order. 

C.	If Extra Services are requested or approved by the Owner during the course of any Project Order, the A/E shall be compensated on the basis of a fixed sum fee to be negotiated at the time the extra work is ordered or at the hourly rates listed above.  An hourly rate method as specified above may be used instead of a fixed fee at the Owner's discretion.  The fees for any such extra work shall be included in any calculation of the total value of the Project Order and in the aggregate total of all Project Orders issued during the Contract Term.

D.	Any Project Order for a feasibility or other study or a schematic or preliminary design shall not include the right to extend the A/E Services to include full design and construction period services.  The A/E shall not, however be prohibited from participating in a competitive negotiation for such services pursuant to the Virginia Public Procurement Act.


6.	SCOPES OF SERVICES:  

The following generally summarizes the types of scope of services that the A/E may be required to perform, depending on the individual Project Orders:

A.	[Provide evaluations, analysis, recommendations, cost and time estimates, reports, feasibility studies, preparation of schematic or preliminary designs, field inspections and investigations,  and code compliance investigation for architectural projects (or structural engineering, or mechanical engineering projects, or civil engineering projects) . ]  

B.	[Provide complete contract documents for small projects assigned by the Project Order.]


C.	[Provide services to investigate problems and prepare recommendations for corrective action]

D.	[Prepare an A/E cost estimate for proposed projects.]

E.	[Prepare feasibility studies for proposed projects. ]

F.	[Other types of professional services of a nature consistent with the intent of the Term Contract.] 


7.	SUPPLEMENTAL INSTRUCTIONS & CLARIFICATIONS  

The following are offered to generally clarify the Owner's expectations regarding A/E Services that may be required depending on the individual Project Order.  They are explanations offered for the benefit, information and assistance of the A/E.  None of the items listed below are Additional or Extra Services, but are included in the A/E's Basic Services as set forth in the A/E Manual and the A/E Contract.  [ The following examples were  compiled from previous MOU's and are provided only as examples of the sorts of clarifications the Owner might consider helpful. ]   

A.	[The Owner will usually provide to the A/E copies of pertinent drawings on file indicating existing buildings, utilities and conditions.  The Owner is not warranting the accuracy of these documents. It will be the responsibility of the A/E to coordinate with all public and private utility companies regarding existing utilities (if any) and their location.  The A/E must also consult with the Owner's staff regarding any existing utilities not indicated on drawings or by utility easements.]  

B.	[The Owner will usually provide the A/E copies of any pertinent drawing available on an existing building which is the subject of a Project Order.  The A/E must not rely totally on information contained in the "as-built" documents.  The Owner is not warranting the accuracy of these documents.  As part of the required services, it is the A/E's responsibility to verify, by on-site observations of applicable existing buildings, the configurations, locations, dimensions, sizes and conditions accessible for verification.] 

C.	[The Owner will usually procure survey services for the site. The A/E shall be responsible for the coordination with the survey consultant for survey information needed by the A/E to provide its services. ] 

D.	[The A/E's project related costs of all miscellaneous printing, reproduction of reports, photocopying, long-distance telephone calls, facsimile transmissions, , travel and postage are included in the lump sum fee and marked up hourly rates negotiated. ]

E.	[Prior to preparing the Schematic or Preliminary Submittal for the design of a small project, the A/E will submit floor plan and elevation schemes to the Owner and describe how the schemes relate to the space, function, and adjacency requirements in the project criteria. ]


F.	[A/E shall respond to all DEB review comments, resolve outstanding design issues and take appropriate action in the design of a project prior to making any subsequent submittal. ]  

G	[List any clarifications which may be appropriate and necessary for the type of Term Contract being awarded.  For example, a Mechanical Term Contract may state that all heating and cooling systems be attached to a central utility distribution system.  ]

H	[Additional clarifications relevant to the specific Project Order will be provided at the time the Project Order is issued.  ]




AGREED TO ON THE DATE INDICATED ABOVE BY:


______________________________________	______________________________________
         Architect/Engineer	                    Owner


By: ___________________________________	By:___________________________________
                 [Type name here]             Date	             [Type name here]             Date
                 [Type job title here]	    		[Type title here]


