ATTACHMENT 1 to Exhibit A
Consultant Responsibilities and Instruments of Service

(These provisions supplement the Basic Services Agreement – Short Form, Designer Procedure Manual and Design Guidelines)

	Responsibility/Services
	Instruments of Service

	Schematic Design/Design Development
	

	General

· Three progress meetings: 2 on site(s), and 1 at RECS Office.


	· Meeting Minutes in form provided by RECS.

· Three sets of review documents for each meeting.



	Program Evaluation
	· Written notification to State if Project Program is insufficient or if available funds are inadequate.



	Evaluation of existing conditions

· Visual Survey and critical measurements

· Tests of roofing and substrate  

· Product Research

· Analysis of existing roof structure to verify that conditions are suitable for recommended systems.

· Review project with Code Officials


	Report consisting of: 

· Narrative of general roof condition including photographs.

· Test Reports

· Code Review

· Structural Evaluation

· Cost benefit analysis for replacement vs. repair and upgrade. (Consider any available roofing types)

· Recommendations

· Preliminary cost Analysis

· Project Schedule



	Drawings and Specifications
	· General Arrangement Plan of roof areas

· Typical detail(s) of critical roof areas at 3”=1’0”

· List of Specification Sections

	Submittals
	Three review sets of Schematic Design Documents



	Construction Documents 


	Completed Design Guidelines Checklist as appropriate.  

(see Section 07500 of the Design Guidelines)

	Drawings and Specifications

The design of this roof will be for a

· 20 yr service life – See RECS Design Guidelines


	· General Arrangement Plan of roof areas drawn at a minimum scale of 1/16" = 1' - 0".
· The following details drawn at a minimum scale of 3" = 1' - 0":

Any change of condition of outside roof edge.

Flashings at walls, curbs and other penetrations of the roof.  Include details at door sills, louvers, etc. where appropriate.

Roof drains.  On reroofing projects indicate existing drain height and new insulation thickness(es).

Expansion joint details including details at transitions and terminations.

Wall copings.

· Isometric drawings of unusual conditions

	General

· Two progress meetings: One at site(s), and 1 at RECS Office.


	· Meeting Minutes

· Three sets review documents at 50% and 95% completion.

· Updated Schedule

· Updated Cost Analysis

· 

	Submittals
	Sets of Contract Documents to:

· State Architect’s Office

· Materials Management Division (MMD)

· Division of State Building Codes and Standards

· State Department of Health (if required)

· Fire Marshall


	Bidding

· Prepare bidding documents and submit to MMD 
· Assist MMD with bidders’ questions

· Issue Addenda via MMD 
· Evaluate Bid results provided by MMD (including contacting low bidder) and recommend Award to RECS Project Manager
	·  Bid documents in electronic format 
· Written responses to all bidders’ questions via MMD.
· Addenda
· Letter of recommendation for award


	Construction Contract Administration

· See the RECS Designer Procedures Manual which is available at the RECS web site: http://www.admin.state.mn.us/recs/

Use the following path starting at the Home Page: Designer Procedures Manual > Development & Implementation of a project > Consultant Responsibilities – Construction Observation

Project Specific Requirements:

·  Onsite observation during each major construction operation or an average of one site visit per week.
· Obtain a minimum of one test cut in roof for each 10,000 sf of roof area plus three additional test cuts to be taken at discretion of consultant.
· Conduct inspections to determine dates of Substantial Completion and Final Completion


	· Meeting Minutes in format provided by RECS.

· Field Reports including photographs.

· Two sets of approved Contractor’s Submittals (one for the Facility and one for RECS)

· Written responses all requests

· Supplemental Agreement on form provided by RECS.

· Punch List

· Certificate of Substantial Completion

· Record Documents:
-- Two full size hard copies of drawings
-- One annotated specification manual that notes all changes and identifies products selected.
-- Two CDs containing: record drawings in dwg format with all layers bound; the annotated record specification manual in PDF format and Daily Field Reports.



	Warranty 

· Conduct 10 Month Inspection
	· Punch List 
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