Atherton Civic Center ‐ Scope of Work
Master Development Plan

October 1, 2014

MASTER PLAN REVIEW PHASE
1.0

Task 1: Project Management
1.1

Sub‐Task 1: Project Initiation
1.1.1 Project Initiation ‐ Project Kickoff Meeting
Architect will meet with the Town’s Project Team to initiate the project,
confirm each project participant’s role and responsibilities and set up system
for documenting the project and organizing communication among project
participants. Initial assignments will be identified and communications lines will
be established among project participants.
1.1.2 Preliminary Budget Review
Architect will work with the Project Team to identify overall budget goals and
establish breakdown for construction costs, project costs and appropriate
contingencies. This initial review will serve as the basis for development of the
detailed project budget.
1.1.3 Preliminary Schedule Review
The group will review the preliminary project schedule and specific project
goals and milestones. Appropriate periods for department reviews will be
established. Specific dates for Public Workshops, Town Civic Center Advisory
Committee (CCAC) meetings and Town Council presentations will be
determined. This review will serve as the basis for development of the detailed
project schedule.
1.1.4 Meeting Schedule
Once the project schedule is complete, Architect will prepare an initial list of
interviews and meetings to be scheduled with appropriate Town and Library
Staff. Each meeting will include an agenda that addresses the issues to be
covered. Bi‐weekly project team meetings will be anticipated throughout this
project phase to be coordinated with other Town staff or agency meetings
wherever possible.
1.1.5 Quality Control
During all phases of the project the consultant will establish review periods and
provide check sets. These check sets will be issued to the entire consultant
team with enough time before each formal submittal to assure proper
coordination and back checking. This will include internal checklist review and
design and technical reviews by senior staff of the Architect’s.
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Output: A draft of roles and responsibilities, preliminary project budget and schedule, list of
interviews and meetings and directory of project participants will be distributed to
Project Team.

1.2

Sub‐Task 2: Analysis of the Existing Site and Constraints
1.2.1 Initial Site Tour
Architect, the consultant team and representatives of the Project Team will
facilitate a tour of the Civic Center site to begin refining the design and
technical opportunities and constraints of the site.
1.2.2 Site Documentation
The Town will need to provide appropriate documentation of the site including
hazardous material analysis, soils analysis, arborist survey and reports, if
required by the Planning Department. Architect will evaluate this material and
determine if it is sufficient for this phase. Initial meetings with the Planning
Department will help determine what will be necessary.
1.2.3 Additional Site Analysis
Architect will build upon the preliminary analysis completed under the Master
Plan and prepare an analytical base plan, mapping factors that might influence
the design. These include required setbacks, diagrams of noise and climatic
factors, diagrams of existing vehicular and pedestrian flow patterns and block
footprints of the building area and required parking. Existing and additional
park program elements will be identified in this analysis.
1.2.4 Additional Research
It will also be important at this early stage to continue to meet with Town
planning staff, so that we can identify additional zoning or environmental
constraints on the site. We need to look at maximum footprint, setback, FAR
and height restrictions, as well as the Town's guidelines for determining parking
requirements.

Output: Provide a site analysis drawing and a brief report documenting the meetings with
planning staff and any other site constraints that will impact the project.

1.3

Sub‐Task 3: Historical and Contextual Analysis
1.3.1 Neighborhood Tour
Architect, the consultant team and representatives of the Project Team will
tour the Civic Center and Town Park area and extended neighborhood to talk
about the existing and historical context of Atherton. Additional members of
the community are invited to join us and contribute their perspective.
1.3.2 Historical Archives
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Further historical research of the Town will help us identify significant historical
images, events and Architecture that may be relevant in identifying and
developing an Architectural expression unique to Atherton. This will augment
the research already done on historic Atherton and the Civic Center site.
Output: Architect will produce image boards of photographs and reproductions to document
our findings for our own use. These will be available for presentation to Project
Team.

1.4

Sub‐Task 4: Project Budget and Schedule
1.4.1 Project Schedule and Budget Goals
Architect will meet with the Town’s Project Team and representatives of the
Town Staff to establish a detailed schedule and budget for the project. Specific
Goals established with preliminary work will be confirmed and incorporated in
these documents
1.4.2 Project Budget
Architect will draw upon your initial budget goals, augmented by additional
input from our cost consultants to set up a working budget document that
takes into account anticipated costs for construction, fees and permits,
construction management, tests and inspections, furnishings and equipment,
moving costs and change order contingencies.
1.4.3 Project Schedule
The group will review and confirm the project schedule and specific project
goals and milestones. Architect will then generate a draft project schedule that
will be distributed to Consultant Team and Project Team for review. Architect
will incorporate comments from the Project Team and those of the Consultant
Team so that a working project schedule can be established. This document
should be updated as the project progresses.

Output: Architect will provide a draft budget and project schedule for distribution and review.
A final working budget and schedule will be issued and maintained throughout the
project.

1.5

Sub‐Task 5: Program Review / Revisions
1.5.1 Prioritization of Program Elements
Develop the Library Building Program and verify the Police program along with
any joint use facilities. The Town Hall will require careful prioritization of the
program elements stay in line with the budget. The final configuration of the
two facilities must combine to meet the intent of the Needs Assessment in a
functional and economical manner.
1.5.2 Site and Park Program
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Existing and potential new park program elements need to be identified and
included in the programming exercise. Any existing park programs that are
displaced will need to be evaluated and relocation or replacement will need to
be considered.
Output: Architect will generate comments for each of these issues related to the new Library
program and the existing Police programming. These comments will be supported by
comparisons to similar facilities within the area. A Park Program document will be
created to supplement the Building Program. Architect will generate comments and
mark‐ups of revised program documents authored by the Town’s Project Team.

CONCEPTUAL DESIGN PHASE
2.0

Task 2: Conceptual Design
2.1

Sub‐Task 1: Site Development
2.1.1 Initial Site Development
This represents the first pass at applying the results of the building program
development and site analysis on the selected site. Architect will graphically
explore issues of program size, adjacencies, circulation, parking, open space,
and scale to the site. Critical elements include the underground utilities, which
should be analyzed for relocation and the removal and replacement of heritage
trees. The goal of this exercise is to quickly familiarize the Project Team with
the elements of the project and identify critical issues that will be further
explored in subsequent sessions.
2.1.2 Preliminary Site Development Plans
Once the critical issues have been identified, Architect will generate several
alternatives for site development that show various approaches to these
issues. These plans will be presented to the Project Team in a workshop
environment where we can explore the relative merits of the various
approaches and begin to introduce design issues about appropriate civic
character, response to existing park context and to the community at large.

Output: Architect will produce site diagrams and lists of issues for initial site development
analysis and present these to the Project Team. Once critical issues are identified,
based on the Master Plan, the Architect will generate alternatives for preliminary site
development. The product, comments and meeting notes from Project Team review
will be the basis for development in the next task.

2.2

Sub‐Task 2: Building Development
2.2.1 Initial Building Development
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Once the Master Plan has been studied with the various site development
plans, the Architect will begin a more detailed study of the building program
and various approaches to organizing the program elements. Some of the
larger issues such as entry, service, views, and massing will have been
discussed in the previous task but we will look more carefully at the entire
program.
2.2.2 Building Development Analysis and Diagrams
Architect will begin to look at the building’s organization and the preferred
relationships between the various components of the building program. We
will start with bubble diagrams which simply address issues of adjacency, and
expand these into more accurate space configuration diagrams, that
incorporate the actual size relationships of the spaces involved. These diagrams
can then be evaluated from a programmatic and operational perspective as
well as potential for Architectural expression, scale and interest.
Output: Architect will produce building diagrams and lists of issues for building development
analysis and present these to the Project Team. The product, comments and meeting
notes from this analysis will be the basis for generating alternatives in the next task.

2.3

Sub‐Task 3: Conceptual Design Alternatives
2.3.1 Initial Concept Alternatives
Once a few organizational alternatives are selected, we will match these to the
Master Plan and create a series of actual plan alternatives that incorporate the
opportunities and constraints identified in the site development studies.
Architect will generate up to three (3) Initial Concept Alternatives for public
presentation
2.3.2 Conceptual Design ‐ Public Workshop
These alternatives, along with results of our site and contextual analysis, will be
presented in a public workshop. The community will have an opportunity to
evaluate our progress and contribute toward the refinement of each plan. The
workshop will allow for small groups to manipulate a “kit of parts” in order to
explore alternative plans. The end result will be comments on each of the
design alternatives and recommendations for further development.
2.3.3 Conceptual Design Alternatives
We will prepare presentation drawings of up to three (3) preferred alternatives
including site plans and diagrammatic floor plans. These alternatives will be
presented to the Project Team in a workshop environment where we will begin
to refine the alternatives to maximize the potential of each approach.
2.3.4 Comparative Analysis of Conceptual Design Alternatives
Presentation will include pros and cons as well as specific comments about how
each plan addressed critical issues relevant to the budget, the site, the program
and other project goals. These pros and cons will be expanded in discussion
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with the project team. One concept, or a combination of several concepts, will
be identified for further development with appropriate comments.

Output: Architect will generate up to three (3) Initial Concept Alternatives for review. These
alternatives, along with results of our site and contextual analysis, will be presented
in a public workshop. Architect will further develop up to three (3) Conceptual
Design Alternatives with site and building plans developed sufficiently to clearly
demonstrate program elements within plans. A preliminary list of pros and cons will
be generated for discussion.

2.4

Sub‐Task 4: Draft Concept Plan
2.4.1 Preliminary Concept Plan
Based on direction established in the previous task, Architect will then prepare
a Preliminary Concept Plan for presentation to the Project Team. This
presentation will include preliminary elevations, sections, exterior materials
and finishes. This will be a pin‐up style presentation where critique and
feedback are encouraged. If appropriate this session can become a workshop
style meeting to explore variations of the plan presented. The feedback and the
comments we receive will be incorporated in the next task.
2.4.2 Draft Concept Plan
The next presentation will be ready for review by the Project Team, CCAC,
followed by the Town Council. It will be important that all groups or individuals
that need to buy in to the project are included in this review.
2.4.3 Preliminary Cost Estimate
Architect will work with Town’s consultant (mack5) to confirm a conceptual
construction and overall project cost estimate. Overall project costs will include
construction, fees and permits, furnishings and equipment, add‐alternates and
contingencies. There should be a discussion of Project risks, including cost
escalation and impact on timing.

Output: Preliminary Concept Plan will include site plan, building plan, preliminary elevations,
sections, exterior materials and finishes. Draft Concept Plan will include more refined
versions of the same with the addition of a simple massing model demonstrating the
scale relationship of the civic center to its context.

2.5

Sub‐Task 5: Preliminary Reviews
2.5.1 Town Staff / Project
Architect will meet with the Project Team and appropriate Town Staff to review
progress of the conceptual plan development. Any outstanding issues regarding
site design and conceptual level planning should be resolved prior to
completion of the Draft Concept Plan.
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2.5.2 Planning / Building / Fire / Police / Utilities
Preliminary presentations will be made to appropriate agencies to identify
critical issues that are best addressed at this conceptual level. These
presentations also serve as an early opportunity for contribution from these
agencies and to establish familiarity with the project.
2.5.3 Civic Center Advisory Committee
We will present the Draft Concept Plan and Preliminary Cost Estimate for their
review and input in a public session. The goal is that the Committee will make
comments and we will move on to the Schematic Design Phase.
Output: Architect will summarize input regarding the Draft Conceptual Plan and Preliminary
Cost Estimate received during the various reviews. These summaries can serve as a
checklist for further development.

2.6

Sub‐Task 6: Final Concept Plan
2.6.1 Review of Final Comments
Architect will meet with the Project Team to review comments generated by
the various reviews of the Draft Concept Plan. Any issues that are outstanding
should be addressed in this meeting with the purpose of clear final resolution.
Architect will seek conclusive list of revisions for inclusion in Final Concept Plan.
2.6.2 Final Concept Plan
Architect will make revisions necessary and prepare Final Concept Plan
documents that reflect the comments received throughout the review process.
These documents will be the basis for the Schematic Design Phase.

Output: Final Concept Plan will include site plan, building plan, building elevations, sections,
simple massing model, and exterior materials and finishes.

SCHEMATIC DESIGN PHASE
3.0

Task 3: Schematic Design
3.1

Sub‐Task 1: Project Management
3.1.1 Kickoff Meeting
Architect will meet with the Town’s Project Team to initiate the Schematic
Design Phase, to confirm each project participant’s role and to review the
project schedule and budget. The entire Scope of Work will be reviewed to
identify any modifications to the original assumptions.
3.1.2 Project Budget
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Architect will continue to monitor the construction budget, to review the
information with the project team, and to propose and discuss methods to
maintain the budget. A Schematic Cost Estimate will be completed based on
the 60% Schematic Documents in order to evaluate the design direction
relative to the project budget.
3.1.3 Project Schedule
The group will review and confirm the project schedule and specific project
goals and milestones. Architect will update the project schedule that will be
distributed to Consultant Team and Project Team for review.
3.1.4 Meeting Schedule
Once the project schedule is updated, Architect will prepare an initial list of
interviews and meetings to be scheduled for this phase. Each meeting will
include an agenda that addresses the issues to be covered.
3.1.5 Project Delivery Methods
Architect will review with the Town the options for project delivery and
construction, including public bid methods, or contractor assisted design and
construction. This scope of work assumes that the project will be open to
public bid by qualified contractors, following the construction document phase.
3.1.6 Confirm Program
Architect will review the project scope and preliminary budget with the Project
Team in order to identify realistic base program.
3.1.7 Code Review
Architect will perform a preliminary code review to document code
requirements and formalize assumptions for the development of the civic
center. This document will be presented to planning, building, and fire
department during reviews.
3.1.8 Quality Control and Consultant Coordination
Architect will provide a check set at 60% completion of this phase. A copy will
be issued to the client, cost estimator, and all consultants for review and
coordination. Architect utilizes project checklists by phase and a responsibility
matrix identifying primary and secondary roles for critical coordination issues.
Architect will also include a design review by senior staff as an objective
overview of the project.
This set, with comments from the client and consultants will be the basis for
presentation materials prepared for the Planning Department.
Output: Updated Project Schedule and Project Plan. Code Review Summary.
3.2

Sub‐Task 2: Schematic Design and Documentation
3.2.1 Program Evaluation
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Architect will review and solicit comments from the project team and advisory
committee to identify program and design issues, based upon the Conceptual
Design package. Any outstanding issues need to be discussed and resolved
prior to further development of the plans.
3.2.2 Architectural Schematic Development
Architectural development in this phase will include more detailed plan
development including preliminary furniture arrangements, shelving layouts,
circulation and reception desks and staff areas. Exterior elevations and sections
will be developed to show exterior materials and treatment, architectural
detailing, and interior volumes.
3.2.3 Schematic Site Development
Site plan development will show the entire site including roads, utilities,
building footprint, entry and patio areas, service areas, paving and parking
layouts and a landscape plan. Schematic utility and grading designs will be
included.
3.2.4 Preliminary Consultant Review
Architect will begin with a kick off meeting to review the project scope and
schedule with the key consultants, including the civil, structural, mechanical,
electrical engineers, landscape Architects and interior and lighting designers.
Each consultant will review the progress of the schematic design, make
recommendations, and identify key issues that need to be tracked through the
design process.
3.2.5 Building Systems
Based on the current Architectural schematic design, the consultants will then
begin to prepare schematic drawings and outline specifications to establish and
describe the systems for the building and site. Architect will coordinate the
Architectural design of the building with each of the disciplines. Where
necessary, individual consultants will meet with the Project Team or
appropriate staff to discuss and confirm the proposed systems.
3.2.6 60% Schematic Documents
A 60% progress set will be distributed for various Town reviews, cost estimate
and CEQA compliance. These documents will represent a complete set of
schematic design documents that will be modified in response to the various
reviewing agencies and eventually form the basis for the Final Schematic
Design.
3.2.7 Presentation Documents
The presentation documents for submittal to the CCAC will be based on the
updated 60% documents after all other Town reviews. The emphasis of these
documents will be to communicate the look and feel of the site and building
design. Representative details can be added as necessary to communicate
design intent and respond to concerns of the CCAC.
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Output: Architectural Schematic Development documents will include precise site plan, floor
plan, elevations, sections and outline specifications.
60% Schematic Documents will include:
Cover Sheet with Project Data
Site Plans including Site work, Utilities and Landscape
Floor plans, with Furniture and Shelving Layout
Exterior Elevations with Materials Schedule
Building Sections
Engineering Plans identifying Building Systems
Outline Specifications
Preliminary LEED Score Card
Presentation Documents will include:
Colored Site Plan
Colored Floor Plan
Colored Exterior Elevations
Building Sections
Exterior Color/Materials Board

3.3

Sub‐Task 3: Preliminary Review / Formal Submittals
3.3.1 Town Staff / Project
Architect will meet with the Project Team and appropriate Town Staff to review
progress of the schematic design development. Progress printing of design
documents, product information and samples, and appropriate demonstration
of design direction will be provided throughout the phase to ensure compliance
with the project goals. Outstanding issues relative to schematic design should
be resolved prior to completion of the 60% Schematic Documents.
3.3.2 Planning / Building / Fire / Police / Utilities
Preliminary presentations will be made to appropriate agencies to identify
critical issues that need to be addressed at the schematic level. Architect will
provide current documents to the planning department for inclusion in their
CEQA oversight. The timing of this submittal may need to be prior to the
completion of the schematic design.
3.3.3 Library JPA Staff
Architect will present the Architectural Schematic Development documents for
their review by Staff, CCAC and then input in a public session. We will then
come back with the 60% Schematic Documents and Presentation Documents.
The goal is that the JPA staff will make comments that will complete the Final
Schematic Documents.
3.3.4 Civic Center Advisory Committee
We will present the Architectural Schematic Development documents for their
review and input in a public session. We will then come back with the 60%
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Schematic Documents and Presentation Documents. The goal is that the
Committee will make comments and we will complete the Final Schematic
Documents.
Output: Architect will summarize input received during the various reviews. These summaries
can serve as a checklist for further development.

3.4

Sub‐Task 4: Final Schematic Design
3.4.1 Revised Schematic Documents
Architect will make final modifications to the Schematic Documents per
direction from the Project Team. These revised documents will constitute the
Final Schematic Design documents.
3.4.2 Schematic Cost Estimate
Based on the Final Schematic Documents, Architect will submit a draft
schematic estimate for probable construction cost at the completion of this
phase. The entire consultant team will review the information and assist the
Town in reconciling the project scope and budget.
3.4.3 Green Building Criteria
Based on the Final Schematic Documents, Architect will develop a LEED type
score card to address the potential green building initiatives that can be
integrated into the final building design. This score card will itemize all areas of
the project, including: sustainable site, water efficiency, energy & atmosphere,
materials & resources and indoor environmental quality.
3.4.4 Presentation to the Town Council
Architect will make a final presentation to the Town Council with the
Presentation Documents. Color Graphics, Schedule and Budget information will
be updated and provided to staff for inclusion in their report.

Output: Final Schematic Documents will include:
Final Schematic Documents
Final Presentation Documents
Updated Cost Estimate
Final Project Budget and Schedule
Potential Cost Control Recommendations

DESIGN DEVELOPMENT PHASE
Task 1: Project Management
1.1 Sub‐Task 1: Design Development Initiation
1.1.1 Design Development Kickoff Meeting
Architect will meet with the Town's members of the Project Team and Library
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Development Planning Team to initiate the Design Development Phase, to
confirm each project participant's role and to review the project schedule and
budget.
Output: Ref. Sub‐Task 2.
1.2 Sub‐Task 2: Project Budget and Schedule
1.2.1 Project Budget
Architect will continue to monitor the construction budget, to review the
information with the project team, and to propose and discuss methods to
maintain the budget. Refer to task 2.4.1.
1.2.2 Project Schedule
The group will review and confirm the project schedule and specific project
goals and milestones. Architect will review the project schedule and submit
comments and those of the Consultant Team to the CCAC and Library
Development Planning Team. Architect will provide progress updates to help
facilitate the maintenance of the schedule.
1.2.3 Meeting Schedule
Once the project schedule is confirmed, Architect will prepare an initial list of
meetings to be scheduled. Each meeting will include an agenda that addresses
the issues to be covered and any previous unresolved issues.
1.2.4 Project Submittals
The group will review and confirm the necessary project submittals to
reviewing agencies, and coordinate the requirements with the schedule. Ref.
Task 3.
1.2.5 Review and Quality Control
Architect will provide a check set at the 50% and 100% completion of this
phase. A copy will be will be issued to the client and all consultants for review
and coordination. A copy will be issued at 100% completion to the cost
estimator, ref. 2.4.1
Output: Updated Project Schedule and Project Plan.
Task 2: Design Development
2.1 Sub‐Task 1: Review of Schematic Design
2.1.1 Review and modify design documents
Architect will review and solicit comments from the project team and building
committee to identify design issues, based upon the Schematic Design package
and cost estimate. These issues need to be discussed and incorporated at the
beginning of the phase, prior to further design and documentation.
2.2 Sub‐Task 2: Building Development
2.2.1 Building Development
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Architectural development in this phase will focus on development and
coordination of the building systems established in the previous phase,
including wall and roof systems, windows, doors and prototype detailing.
2.2.2 Library & Police Development
Architect will work with the Town, Police & Library staff and existing
programming material to finalize the design for IT and other specialized
equipment and fixtures.
2.2.3 Interior planning and design
With the Interior Design Programming document prepared in the previous
phase Architect and the interior design consultant will prepare an interior
design scheme for presentation and approval by the client. This information
will be coordinated with the Police and Library equipment, the furniture,
fixtures & equipment package and incorporated in the design development
documents along with any add‐alternates such as the Council Chambers.
2.2.4 Design Development Public Workshop
If necessary, a public design meeting can be held during a regularly schedule
CCAC meeting to update the public on the project progress.
Output: The Architectural documentation for this phase will include further developed
schematic design documents and/or the following:
Site Plan
Floor Plans
Reflected Ceiling Plan
Roof Plan
Building Sections
Exterior Elevations
Interior Elevations
Draft Finish, Door, and Window Schedules
Representative Wall Sections
Prototypical Details
Draft Specifications
Interior Materials Samples Package
2.3 Sub‐Task 3: Consultant Design & Coordination
2.3.1 Consultant Design Development
Architect will begin with a kick off meeting to review the project scope and
schedule with the key consultants from the previous phase.
The consultants will then develop the approved drawings and outline
specifications from the previous phase to establish and describe the systems
for the building. Architect will coordinate the Architectural design of the
building with each of the disciplines.
2.3.2 Consultant Presentations
Architect and their interior design consultant will prepare an interior design
scheme for presentation and approval by the client.
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Output: The consultants' documentation for this phase will include further developed
schematic design documents and/or the following:
Civil Engineering Drawings
Site Grading, Drainage and Utility Plans Parking Lot Grading and Drainage Plan
Preliminary Details
Landscape Drawings
Planting and Hardscape Plans Irrigation layout Materials Lists
Structural Engineering Drawings
Foundation Plan Framing Plans Preliminary Details
Mechanical Engineering Drawings
HVAC plans Plumbing Plans Equipment Schedules
Electrical Engineering Drawings
Power Plans
Lighting Plans and Fixture Cut sheets, including site lighting
Signal and Alarm Plans including 911, Ring Down Systems and local alarm feeds
Equipment Schedules
Graphics
Prototype Building and Site Signage
Modified Outline Specifications
Preliminary Energy Model
Updated LEED Score Card
2.4

Sub‐Task 4: Cost Estimate
2.4.1 Cost Estimate Update
Architect will submit a revised and updated version of the estimate for
probable construction cost at the completion of this phase. Architect will
review the information and assist in reconciling the project scope and budget.

Output: A copy of the revised cost estimate and recommended cost control methods such as
add‐alternates will be submitted to the Town for review.
Task 3: Submittals
3.1

Sub‐Task 1: Reviews
3.1.1 Review Meetings
Architect will meet again with the reviewing and enforcement agencies, if
required.

3.2

Sub‐Task 2: Owner Submittals
3.2.1 Assistance
Architect will provide the Town with existing project information and
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documentation to make any required submittals beyond those mentioned in
the above tasks. Additional documentation, if required, can be provided as an
additional service.

CONSTRUCTION DOCUMENT PHASE
Task 1: Project Management
1.3 Sub‐Task 1: Construction Document Initiation
1.3.1 Construction Document Kickoff Meeting
Architect will meet with the Town's members of the Project Team and Library
Development Planning Team to initiate the Construction Document Phase, to
confirm each project participant's role and to review the project schedule and
budget.
Output: Ref. Sub‐Task 2.
1.4 Sub‐Task 2: Project Budget and Schedule
1.4.1 Project Budget
Architect will continue to monitor the construction budget, to review the
information with the project team, and to propose and discuss methods to
maintain the budget. Prior to the next phase, Architect will review the cost
estimate information with the Town to confirm bid strategies and alternates.
Refer to task 2.4.1.
1.4.2 Project Schedule
The group will review and confirm the project schedule and specific project
goals and milestones. Architect will review the project schedule and submit
comments and those of the Consultant Team to the Library Development
Planning Team. Architect will provide progress updates to help facilitate the
maintenance of the schedule.
1.4.3 Meeting Schedule
Once the project schedule is confirmed, Architect will prepare an initial list of
interviews and meetings to be scheduled. Each meeting will include an agenda
that addresses the issues to be covered.
1.4.4 Project Submittals
The group will review and confirm the necessary project submittals to
reviewing agencies, and coordinate the requirements with the schedule. No
project submittals are anticipated for this phase. Ref to 3.1.1.
1.4.5 Review and Quality Control
Architect will provide a check set at the 50% and 90% completion of this phase.
A copy will be issued to all consultants for review and coordination. A copy will
be issued at 90% completion to the client and the cost estimator, Ref. 2.4.1.
Revisions based upon these reviews will be incorporated into a 100% complete
set of documents.
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Output: Updated Project Schedule and Project Plan.
Task 2: Construction Documents
2.1

Sub‐Task 1: Review of Design Development
2.1.1 Review and modify design documents
Architect will review and solicit comments from the project team and building
committee to identify design issues, based upon the Design Development
package and cost estimate. These issues need to be discussed and incorporated
at the beginning of the phase, prior to further design and documentation.

2.2

Sub‐Task 2: Construction Documentation
2.2.1 Building Development
Based upon the approved Design Development and any further adjustments in
the scope or quality of the project, or in the construction budget authorized by
the Town, Architect shall prepare Construction Documents. These consist of
Drawings and Specifications setting forth in detail the requirements for the
construction of the project.
2.2.2 Final Documents
Following the cost estimate at 90% completion, Architect will review the scope
of work and make final adjustments to the documents and bid format that they
feel are appropriate or effective. These will be issued to the Town and
consultants as the 100% complete documents.

Output: The Architectural documentation for this phase will include the substantial
completion of all the documents listed in the previous phases, and all necessary
detailing.
2.3

Sub‐Task 3: Consultant Design & Coordination
2.3.1 Consultant Construction Documents
The consultants will prepare all necessary Drawings and Specifications to set
forth in detail the requirements for the construction of the project. Architect
will coordinate the Architectural design of the building with each of the
disciplines.

Output: The consultant documentation for this phase will include all the documents listed in
the previous phases, and all necessary detailing. Additional documentation will
include drawings and specifications for Graphics installations and any structural and
Title 24 calculations as required by the local reviewing authorities. The draft
specifications will be developed into a complete project manual, coordinated with
Town supplied sections for bidding instructions and Division 1 construction
requirements.
2.4

Sub‐Task 4: Cost Estimate
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2.4.1 Cost Estimate Update
Architect will submit a revised and updated version of the estimate for
probable construction cost at 90% completion of this phase.
Output: Architect will present a copy of the revised cost estimate and recommend final
adjustments for cost cutting, and bid alternate scenarios.
Task 3: Submittals
3.1 Sub‐Task 1: Formal Submittals
3.1.1 Building Permit Application
Architect will assist the Town to make the applications and provide the necessary
Architectural documentation to meet the requirements of the Town's Reviewing
Agencies, including: Building (including Grading, Drainage & Arborist), Planning,
Public Works and the Menlo Park Fire Protection District.

BIDDING OR NEGOTIATION PHASE
Task 1: Project Bidding
1.1.1

Architect will assist the Owner in obtaining bids or negotiated proposals and
assist in awarding and preparing contracts for construction.

1.1.2

Architect will attending all pre‐bid conferences and contract negotiations to
provide appropriate information to prospective bidders and trade contractors.

1.1.3

Architect will attending all bid openings, assisting the Owner in reviewing bids
for conformance with the requirements of the Project and making
recommendations on the award of contracts.

1.1.4

Architect will supplement and interpret the drawings and specifications as
questions arise to assist the Owner in negotiations with bidders and trade
contractors.

1.1.5

As required, Architect will prepare addenda for inclusion in notices to bidders
or in contract packages to advise trade contractors of information which would
clarify the drawings and specifications as necessary to enable them to prepare
and submit bids and enter into contracts.

CONSTRUCTION ADMINISTRATION PHASE
Task 1: Project Management
1.1 Sub‐Task 1: Construction Administration Initiation
1.1.1 Pre‐construction Meeting
Architect will meet with the Town's members of the Project Team, Library
Development Planning Team, the contractor and other interested parties to
review the schedule, roles and responsibilities for the construction process.
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This will establish the correct and most expeditious protocol and methods of
communication for reviewing and transmitting information.
1.2 Sub‐Task 2: Construction Schedule
1.2.1 Architect will review and comment on the Contractor's draft schedule.
Task 2: Construction Administration
2.1 Sub‐Task 1: Meetings
2.1.1 Meetings
Architect will attend a regular schedule of on‐site meetings once a week
throughout the construction period, to review the progress and general
conformity with the documents. Architect's consultant team will attend site
meetings and review the work when deemed appropriate.
2.3 Sub‐Task 2: Review and Distribution of Information
2.3.1 Contractor Inquiries, Submittals, Proposed Change Orders
Architect and their consultants will review contractor submittals, proposed
change orders and information requests.
2.3.2 Clarification to Documents
Architect and their consultants will issue supplemental instructions as
necessary to clarify the construction documents.
2.3.3 Progress
Architect and their consultants will assist the Town with their review of the
general contractor's pay applications.
2.4 Sub‐Task 3: Project Closeout
2.4.1 Final Completion
When the contractor has substantially completed the project, Architect and
their consultants will make a detailed review of the visible work to note items
that are incomplete or inconsistent with the documents and design intent,
prior to the Town's occupation and acceptance of the completed buildings.
Once the final punch list has been back checked the Architect will assist the
Owner in signing and completing the Final Documents.
2.4.2 Final Documentation
Architect will review the "as‐built" modified complete construction documents
supplied by the general contractor.
Task 3: Submittals
3.1

Sub‐Task 1: Formal Submittals
3.1.1 Reviewing Agencies
Architect will assist the Town with their responsibility to file the documents
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that are required for governmental authorities having jurisdiction over the
project.
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