
 

 

 
 

Legal Notice 

 

Town of Westford, MA 

Request for Qualifications (RFQ) for 

Designer Services for Historic Building Rehabilitation of the Town Museum Located at 2 

Boston Road 

 

In accordance with Massachusetts Designer Selection Law, M.G.L. Chapter 7, Sections 38 A ½ - 

O, the Town Manager’s office, on behalf of the Board of Selectmen, is seeking proposals for 

design services relating to the rehabilitation of the Town Museum building.  The goal of this 

design project is develop plans and specifications for use in an application to the Massachusetts 

Preservation Projects Fund (MPPF).  Minimum requirements include current license and 

registration by the Commonwealth of Massachusetts as an architect or professional engineer, 

with a minimum of five years experience working with Secretary of the Interior’s Standards for 

the Treatment of Historic Structures. These design services include engaging the services of 

other licensed engineers and consultants, such as electrical, HVAC, and other professionals as 

needed.  The designer’s fee shall not exceed $20,000. A pre-bid informational session will be 

held on Monday, August 26, 2013 at 11:00 a.m. at Town Museum located at 2 Boston Road.  

The RFP documents will be available after 8:00 a.m. on August 19, 2013 in the Town 

Manager’s office, located in the Westford Town Hall, 55 Main Street, Westford, MA 01886 or 

online at www.westfordma.gov.  Requests may be made in person or by telephone 978-692-

5501, between the hours of 8:00 a.m. – 4:00 p.m., M, T, W, Thu, and Friday.  Proposals are due 

to: John Mangiaratti, Assistant Town Manager, Westford Town Hall, 55 Main Street, Westford, 

MA 01886 no later than 11:00 a.m. on September 18, 2013.  The designer selection committee 

appointed by the Town Manager will evaluate proposals and make a recommendation to the 

Town Manager. The Board of Selectmen is the awarding authority.  The town reserves the right 

to reject any or all proposals if it be deemed in the public’s best interest to do so.  The awarding 

authority will be reserving the right to contract with the study designer for follow-on services. 

The town encourages MBE/WBE firms to apply and is an EEO employer. 

 

 

 



Town of Westford, Massachusetts 

Request for Qualifications  

Designer Services for Historic Rehabilitation of the Town Museum Building 

Located at 2 Boston Road 

A. Purpose and Background:   

The Town Manager’s office on behalf of the Board of Selectmen, is requesting proposals for design services for 

the historic rehabilitation of the former Westford Academy Building, now the Westford Museum, located at 2 

Boston Road in Westford, Massachusetts.  The selected designer will develop construction plans and 

specifications in keeping with the Secretary of the Interior’s Standards for the Treatment of Historic Structures 

for the proposed improvements identified in the Appendix A.  

The Westford Academy Building/Westford Museum, listed in the National Register of Historic Places, plays a 

significant role in the educational history of the town and contributes to the historic character and sense of place 

in Westford Center which has always served as the primary civic and cultural center of town.  The Late 

Georgian style, approximately 2,904 SF (plus basement and attic), frame edifice was constructed ca. 1794 to 

house the original, private Westford Academy.  The building remained in use as a school until 1897.  It was 

moved ca. 1910 from west of the Town Common to its present location and was renovated for use as the 

Westford Fire House.  Additional, subsequent modifications were made during its use as a fire station.  After 

construction of a new fire house in the 1970s, a three-year restoration of the Westford Academy 

Building/Westford Museum was of carried out by students from the vocational high school as directed by 

teacher Robert Adam and others.  Fire doors were removed and the facade was restored to resemble its original 

appearance.  Additional repairs were made in 1982 after lightning struck the cupola and caused a small fire in 

the basement.   

Despite the period of adaptive use as a fire station between 1917 and 1974, extensive original fabric remains on 

the exterior of the Westford Academy Building/Westford Museum including: clapboards and trim, most 

window frames and the cupola.  Interior reconstruction was undertaken utilizing evidence from original plans.  

With extant finishes dating to the late nineteenth/early twentieth century, interior restorations were carried out 

utilizing typical, period detailing.  Presently, the first floor of the Westford Academy Building/Westford 

Museum is utilized as exhibition and meeting space.  The second floor is used as additional exhibition space. 

B. Scope of Services: 

The design firm chosen will be responsible for working with the town to provide design and other services 

related to the rehabilitation of the Town Museum building.  The goal of this design project is develop plans and 

specifications to use for an application to the Massachusetts Preservation Projects Fund (MPPF).  More 

information about the MPPF can be found online at http://www.sec.state.ma.us/mhc/mhcmppf/mppfidx.htm.  

Outlined below are assessment activities, project deliverables, and attendance requirements for this project. 

 

B.1. Assessment Activities: 

B.1.1. Conduct an on-site survey of the building and review all relevant documentation provided by the 

town of work previously performed on the buildings 

B.1.2. Meet with the appropriate town officials to understand the project goals,  

http://www.sec.state.ma.us/mhc/mhcmppf/mppfidx.htm


Designer Services for Historic Building Rehabilitation of the Town Museum  August 19, 2013 

Town of Westford, Massachusetts                                 Page 2 of 10 

B.2. Project Deliverables: 

B.2.1. Develop plans and specs for all of the improvements listed in Appendix A.  All plans and 

specifications must be made: in keeping with the Secretary of the Interior’s Standards for the  

Treatment of Historic Structures; in appropriate fashion to allow the listed improvements to be 

made utilizing public funding which requires construction to be put out for public bid in 

compliance with appropriate state legislation (MGL Chapters 7 and 149); and so that individual 

improvement items listed could be undertaken separately by individual contractors as funding 

becomes available and permits.  

B.2.2.  The chosen firm must also prepare cost estimates for individual improvements to allow future 

budgeting of construction. 

B.2.3. In developing cost estimates consider the relocation/removal and installation of engineering 

systems (electrical, HVAC, etc.) and utilities (water supply, septic, phone, etc.) and necessary 

structural repairs. 

B.2.4. All documentation, research, analysis, plans and narrative shall be presented in draft form for 

comment and approval by the town prior to being finalized. 

B.2.5. All final documentation shall be printed and bound with supporting materials.  Nine copies of 

such printed materials (and one additional one loose to be used for additional copies if needed) and 

one electronic copy in adobe pdf format shall be submitted. 

B.3. Attendance Requirements: 

B.3.1. Meet with the appropriate town officials to discuss project goals 

B.3.2. Attend two Historical Commission meetings 

B.3.3. Attend two additional public meetings to present project findings.  

 

C. The Proposal Submission Package 

C.1. The proposal package shall consist of a completed copy of the Standard Designer Application Form for 

Municipalities and Public Agencies not within DSB Jurisdiction, with attachments including the 

additional, project-specific information requested below.  The form is available on the Mass.gov 

website accessed using the following link: http://www.mass.gov/anf/docs/dcam/dlforms/dsb/13-2-5-

munic-app.pdf   

C.2. Each proposal shall describe the following with the maximum length indicated: 

C.2.1. Understanding of the Project.  Description of the issues and the work plan that would be 

followed by the proposer in meeting the specified services (no more than five pages).  

C.2.2. A proposed timeline for completing the project (no more than one page). 

C.2.3. Proposer shall describe in detail the approach that will be used to gather existing information and 

institutional knowledge from town officials (no more than two pages). 

C.2.4. Proposer shall provide a client list with names, addresses, telephone numbers and e-mail 

addresses (if available), especially for clients for whom the proposer has performed similar services 

within the past five (5) years. 

C.2.5. Any other information deemed relevant to the project which the proposer believes will further 

the competitiveness of the proposal. 

C.2.6. Proposer shall complete Certificate of Tax Compliance from the Department of Revenue, 

Department of Taxation as to all taxes paid in the Commonwealth of Massachusetts.  

C.2.7. Proposer must complete Certificate of Non-Collusion, a Certificate of Authority, and a Statement 

on MGL Building Code. (examples attached) 

http://www.mass.gov/anf/docs/dcam/dlforms/dsb/13-2-5-munic-app.pdf
http://www.mass.gov/anf/docs/dcam/dlforms/dsb/13-2-5-munic-app.pdf
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C.2.8. The successful respondent will be required to indemnify, hold harmless, and defend the town 

against any and all claims, including attorney’s fees, for all damages to life and property that may 

occur, by the contractor, any subcontractors, or any others under his/her control or influence.  Proof 

of insurance is required indicating coverage for General Liability, Automobile Liability, and 

Professional Liability, each in the amount of $1,000,000 minimum, and possess the statutory 

Workers Compensation insurance requirement per the Commonwealth of Massachusetts, with the 

Town of Westford named as additional insured. 

C.2.9. All proposals must be unconditional and shall be deemed to be public records and will become 

the property of the Town of Westford. 

C.2.10. The selected firm shall be expected to comply with all applicable state and federal laws in the 

performance of services. 

C.2.11. The selection of the successful firm shall be made without regard to race, color, sex, age, 

religion, political affiliation, or national origin.  Women and minority owned businesses are 

encouraged to apply. 

C.2.12. Purchases of goods and services by the Town of Westford are exempt from the payment of 

federal and Massachusetts state taxes.   

 

D. The Evaluation of Proposals 

D.1. Proposals will be evaluated by members of the designer selection committee.  Evaluations will be based 

on the comparative evaluation criteria below.  Proposals will be evaluated in accordance with the 

provisions of Chapter 7, Section 38K(a)(ii) of the Massachusetts General Laws.  

D.2. The objective in reviewing proposals is to select a qualified designer to complete the development of 

plans and specifications for use in applying for funding from the Massachusetts Preservation Projects 

Fund (MPPF) grant program administered by the Massachusetts Historical Commission. 

D.3. Any proposal that fails to include all of the information specified below in D.4 and does not follow the 

proposal format and length limitation instructions above may be rejected as unresponsive by the 

evaluators.  Any proposer may be required to discuss or clarify its proposal with the evaluation 

committee.  The committee may determine that any unresponsiveness is not substantial and can be 

clarified.  In such cases, the committee may allow the proposer to make minor corrections, and apply 

the change in the evaluation. 

D.4. The town reserves the right to request additional information from any proposer. The selection 

committee may elect to interview proposers during the selection process and to request presentations, 

including demonstrations/representations of products and services. 

D.5. Minimum Criteria: Each proposal will be reviewed against the following Minimum Criteria.  Any 

proposal that fails to meet the Minimum Criteria will be rejected.  Each proposal determined by the 

evaluators to meet the Minimum Criteria will be ranked by the evaluators according to the comparative 

evaluation criteria described herein, and the evaluators will determine, in writing, an overall subjective 

rating for each proposal. The Minimum Criteria are: 

D.5.1. The proposer must possess current license and registration by the Commonwealth of 

Massachusetts as an architect or professional engineer, with a minimum of 5 years of experience in 

historic preservation projects. Evidence of the registration and licensing must be provided in the 

proposal. 

D.5.2. The proposer must have managed or designed at least 3 historic public building  rehabilitation 

projects that were procured with public funds under Mass General Law. 
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D.5.3. The proposer must have completed 1 design project that was used to apply for MPPF funding. 

D.5.4. The proposer must have completed 1 design project on a building containing timber framing. 

D.5.5. The proposer must have completed at least 5 years’ experience working with Secretary of the 

Interior’s Standards for the Treatment of Historic Structures. 

D.5.6. The proposer must have managed at least 1 project involving building rehabilitations for late 18
th
 

century buildings. 

D.5.7. All subcontractors utilized in this design must possess current Massachusetts licenses or 

registrations in the applicable disciplines. 

 

D.6. Evaluation Criteria: The designer selection committee appointed by the Town Manager is the 

evaluating committee.  After the evaluating committee has determined that a proposal meets the 

minimum criteria and is complete, the proposal will be rated according to the following criteria: 

D.6.1. Criterion A General Quality of the Response 

Evaluation Criteria  Scoring Rubric   

  Highly Advantageous Advantageous Acceptable 

General Quality of 

Response 

 Exceeded all RFQ 

requirements, including 

format, understanding of 

project, completeness of 

proposal 

Met all RFQ 

requirements, 

including format, 

understanding of 

project, 

completeness of 

proposal 

Met all basic 

proposal 

requirements, some 

follow-up for 

clarification and 

amplification of 

proposal elements 

may be allowed. 

 

D.6.2. Criterion B  Previous Project Experience 

Evaluation Criteria  Scoring Rubric   

  Highly Advantageous Advantageous Acceptable 

Experience with 

projects of similar 

size and scope 

 Management of at least 10 

historic building 

rehabilitations for public 

buildings. 

Management of 

between 4 and 9 

historic building 

rehabilitations for 

public buildings. 

Management of at 

least 3 historic 

building 

rehabilitations for 

public buildings. 

Rehabilitation of late 

18
th
 century buildings 

 Management of at least 5 

projects involving 

rehabilitation of late 18
th
 

century buildings. 

Management of 

between 2 and 4 

projects involving 

rehabilitations of 

late 18
th
 century 

buildings. 

Management of 1 

project involving the 

rehabilitation of a late 

18
th
 century building. 

Experience with the  Completed design projects Completed a Completed a design 
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D.6.3. Criterion C  Project Approach 

 

 

D.6.4. Criterion D  Proposed Staffing 

Evaluation Criteria  Scoring Rubric   

  Highly Advantageous Advantageous Acceptable 

Team Members  Highly qualified staff; 

project leader with more 

than 10 years of 

specifically relevant 

experience (public historic 

buildings, timber frame 

construction); staff back-

up and additional resources 

available if needed. 

Highly qualified 

staff; project 

leader with 

between 5 and 10 

years of 

specifically 

relevant 

experience. 

Qualified staff and 

project leader.  

 

D.6.5. Criterion E  Firm Stability and Capacity 

MPPF program that were used for 

successful funding 

applications for more than 1 

MPPF grant. 

design project that 

was used for the 

successful funding 

application for 1 

MPPF grant. 

project that was used 

to apply for at least 1 

MPPF grant. 

Experience with  

Timber Frame 

Building Construction 

 Design work on more than 

3     of existing facilities, 

containing timber framing.  

Design work on 2 

or 3 

rehabilitation/pres

ervation projects 

of existing 

facilities, 

containing timber 

framing. 

Design work on 1 

rehabilitation/preserva

tion project of an 

existing facility 

containing timber 

framing.  

Evaluation Criteria  Scoring Rubric   

  Highly Advantageous Advantageous Acceptable 

Project Approach   Proposer provided an 

excellent response which 

made appropriate reference 

to all of the items under the 

Scope of Services and 

proposal content 

Proposer provided 

an excellent 

response and 

addressed most of 

the items under 

Scope of Services 

and proposal 

content 

Proposer provided 

an adequate 

response that 

addressed the items 

under Scope of 

Services and 

proposal content 
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Evaluation Criteria  Scoring Rubric   

  Highly Advantageous Advantageous Acceptable 

Firm Stability and 

Capability 

 Strong demonstration of 

financial stability and 

capacity to undertake 

project. Demonstration of 

civic recognition, and 

overall excellent company 

reputation. 

Strong 

demonstration of 

financial stability 

and capacity to 

undertake project. 

Adequate 

demonstration of 

financial stability 

and capacity.  

 

D.6.6. Finalist Interview—if invited 

 

 

 

D.6.7. Finalist References and Reputation  

Evaluation 

Criteria 

 Scoring Rubric   

  Highly Advantageous Advantageous Acceptable 

Reference checks  Outstanding 

recommendations from all 

reference checks, at least 3 

of which involved public 

facility design documents 

and construction supervision 

for the MPPF Grant 

Program. 

Outstanding 

recommendations 

from all reference 

checks, at least 1 

of which involved 

public facility 

design documents 

and construction 

supervision for the 

MPPF Grant 

Program 

Good or “would-

repeat” 

recommendations.  

Evaluation 

Criteria 

 Scoring Rubric   

  Highly Advantageous Advantageous Acceptable 

Interview  Proposer clearly reviewed the 

process as it would unfold, 

described the work that would 

be delivered, was convincing 

of the depth of their expertise 

and established a comfortable 

dialogue with the selection 

committee. 

Proposer clearly 

reviewed the 

process and work 

product and 

established a 

comfortable 

dialog with 

selection 

committee. 

Proposer described 

the process and the 

work product.  
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E. Submittal Process  

E.1. Proposals are due by 11:00 a.m. on September 18, 2013 in hard copy form. No FAX or emailed 

submissions will be considered. 

E.1.1. Deliver proposals by hand or by delivery service to: Town Hall , Office of the Town Manager, 

55 Main Street, Westford, MA 01886 

E.1.2. Proposals must be sealed in an envelopes or packages, clearly marked “Proposal for Historic 

Building Rehabilitation of the Town Museum”. 

E.1.3. The proposer’s name and address should be on the outside of the envelope. 

E.1.4. Please make note of the Town Hall open hours, available on the town’s website 

http://www.westfordma.gov when scheduling delivery. 

E.1.5. Provide 9 copies of the proposal in final form (one loose copy in case additional copies are 

needed).  Provide 1 copy in electronic pdf format. 

E.1.6. Late proposals or modifications received after the date and hour of deadline will not be 

considered. 

E.1.7. Information contained in the proposal shall be incorporated into and become part of the 

contractual obligations in the event the applicant is selected. 

E.1.8. Questions must be submitted in writing, via email, FAX, or U.S. Mail to the Assistant Town 

Manager at least five (5) calendar days prior to the deadline for proposal submittal.  All parties who 

have received a copy of the RFQ will also be notified of any published answers to substantive 

questions. 

E.1.9. Neither the town of Westford, nor the designer selection committee shall be liable for any costs 

incurred by proposers in preparing, submitting or presenting proposals, or in satisfying and 

demonstrating requirements.  

E.1.10. A proposal may be withdrawn by written request prior to the deadline. Modifications may be 

submitted prior to the deadline in writing, no later than the time bids are due and accompanied by a 

letter of transmittal signed by an authorized official of the firm. 

 

F.  Pre-proposal Briefing Session: 

A Pre-bid Information Session will be held on Monday, August 26, 2013 at 11:00AM at the Town Museum, 2 

Boston Road, Westford, MA and will include a brief tour of the building. After the conclusion of the Briefing 

Session, any questions or requests for clarification must be submitted in writing to John Mangiaratti, Assistant 

Town Manager, Westford Town Hall, 55 Main Street, Westford, MA 01886 or via email 

jmangiaratti@westfordma.gov.   

  

G. Designer Selection Process 

G.1. The Westford Board of Selectmen is the awarding authority. It has assigned the Town Manager and the 

designer selection committee the task of soliciting and evaluating proposals, with the ultimate goal of 

recommending a contract for award.   

 

G.2. No member of the designer selection committee may have any financial interest or any other 

connections to a design firm being considered for the project.  
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G.3. The designer selection committee will select a minimum (if available) of three applicants for an 

interview after evaluating all proposals using the same criteria outlined in this RFQ. The committee will 

interview the finalists, and will rank them in order of qualification and quality of response. The 

committee requires that the designer intended to be the principal contact for the project, participate in 

the interview. All actions by the committee will be made in posted public meetings with appropriate 

minutes taken, including any and all votes, and applicable written statements explaining the choice of 

rankings.  

 

G.4. Determination of the winning applicant will be made by the Town Manager, based upon the 

recommendations of the designer selection committee.   

 

G.5. The Town Manager reserves the right to reject any and all applicants if such rejection is in the best 

interests of the Town of Westford. 

 

G.6. The designer selection committee reserves the right to negotiate the contracted fee for the design 

services, not to exceed $20,000.  The winning applicant shall submit a fee proposal that includes a lump 

sum, fixed fee, along with the following information: 

G.6.1. Percentage of time to be devoted to the project by key individuals; 

G.6.2. Hourly rates for personnel and the estimated number of hours each will devote to the project; 

G.6.3. Hourly rates proposed to charge for each sub-consultant and the estimated number of hours that 

will be devoted by each sub-consultant; 

G.6.4. Itemized breakdown of all other costs included in the fee proposal; and 

G.6.5. Markup, if any, that will be added to costs, including sub-consultant fees, resulting from a 

change in the scope of the work. 

 

G.7. If the Town Manager or designee is unable to negotiate a reasonable fee with the top-ranked proposer, 

negotiations will be terminated and undertaken with the remaining designers, one at time, in the order 

in which they were ranked by the designer selection committee, until an agreement is reached.  

 

G.8. In no event may a fee be negotiated which is higher than the maximum fee of $20,000.  If the Town 

Manager is unable to negotiate a satisfactory fee with any of the finalists, the Town Manager shall 

recommend that the committee select additional finalists. 

 

G.9. The awarding authority will be reserving the right to contract with the study designer for follow-on 

design services.  

 

H. Proposed Timeline 

 RFQ Issued:  8/19/2013 

 Ads for Designer published in Central Register:  8/21/2013  

 Pre-bid Information Session:   8/26/2013  -  11:00 a.m. 

 Proposal Submission Deadline:  9/18/2013   - 11:00 a.m. 

 Finalists Interviews Completed:   October 2013 

 Contract Award Announced:  October 2013 

 Preliminary Designs and Specifications Due:  January 2014 
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 Final Design/Budgets/Presentation Complete:  Febrauary 2014 

 Presentation to Public Officials: TBD 

 

I. General Provisions: 

I.1. The Town of Westford reserves the right to reject any or all proposals or any parts thereof or to solicit 

new proposals and to award contracts as it deems in the best interest of the Town. 

I.2. All proposals must be unconditional and will become the property of the Town of Westford. 

I.3. The selected proposer shall be expected to work under the town’s standard contract for designer 

services attached as Appendix B, and comply with all applicable state and federal laws in the 

performance of services. 

I.4. All plans, proposals, various design alternatives, specifications, and other documents resulting from this 

contract shall become the property of the Town of Westford. 

I.5. The Town of Westford reserves the right to allow that the successful proposer be eligible for the 

contract for construction administration, pending independent review, in accordance with 

Massachusetts Designer Selection Law, and subject to appropriation for additional project phases. 

I.6. The selection of the successful proposer shall be made without regard to race, color, sex, age, religion, 

political affiliation, or national origin. Women and minority owned businesses are encouraged to apply. 

 

 

CERTIFICATE OF NON-COLLUSION 

The undersigned certifies under penalties of perjury that this bid is in all respects bona fide, fair and made 

without collusion or fraud with any other person. As used in this paragraph, the word “person” shall mean any 

natural person, joint venture, partnership, corporation, or other business or legal entity.” The statement must be 

signed by the person signing the proposal, accompanied by the company name. [M.G.L. c.149A, §19(6)] 

  

    __________________________________________ 

    (Signature of individual submitting bid or proposal) 

 

    __________________________________________ 

    (Name of business) 

 

TAX CERTIFICATION 

Pursuant to M.G.L. Chapter 62C, Sec. 49A, and M.G.L. Ch. 151A, Section 19A, the undersigned acting on 

behalf of the Contractor, certifies under the penalty of perjury that, to the best of the under sign’s knowledge 

and belief, the Contractor is in compliance with all laws of the Commonwealth of Massachusetts relating to 

taxes, reporting of employees and contractors, and withholding and remitting child support*. 
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_____________________________________ ________________________________ 

**Signature of Individual    *** Corporate Contractor Federal Identification Number  

 

By: __________________________________ Date: ______________________ 

Corporate Officer 

(Mandatory, if applicable) 

*The provision in the Attestation of relating to child support applies only when the Contractor is an individual. 

**Approval of a contract or other agreement will not be granted unless the applicant signs this certification 

clause. 

**Your Contractor Federal Identification Number will be furnished to the Massachusetts Department of 

Revenue to determine whether you have met tax filing or tax payment obligations.  Providers who fail to correct 

their non-filling or delinquency will not have a contract or other agreement issued, renewed or extended.  This 

request is made under the authority of Massachusetts General Laws, Chapter 62C, section 49A. 

 

STATEMENT ON MGL AND BUILDING CODE 

I certify that all information is submitted under penalties of perjury and that I am familiar with the State 

Building Code and also Massachusetts General Laws, Chapter 149, Section 44A-44H, Section 44M, Chapter 

149A, Chapter 193 of the Acts of 2004 and Chapter 30, Section 39M. 

 

_______________________________________  ____________ 

Signed        Date 

 

________________________________________ 

Title 
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Appendix A. Annotated Proposed Improvements 

A. Site 

A.1. Installation of perimeter drainage system pitched to the rear or run to a dry well to control run off from roof 

without gutters 

 

B. Structural Issues 

B.1. Assess need and specify as determined necessary structural repair foundation; investigate bulging masonry at the 

west end of the north wall, repair/replace spalled and missing pargetting. 

B.2. Assess need and specify as determined necessary structural repair at bulge in south (rear) elevation. 

B.3. Assess need, recommend and specify as determined necessary in-kind timber frame repair/replacement of rotted 

and/or undersized elements in roof framing structural system.  

B.4. Assess need and specify as determined appropriate treatment of roof framing for deterioration, insect activity and 

fungus infestation. 

B.5. Staging and Stabilization  

B.5.1. Structural staging to access tower box from within the building and roof staging to access the bell deck. 

B.6. Roof Framing 

B.6.1. Systematically survey and assess all roof framing for insect activity and deterioration/rot (including ends 

of rafters at tie beam joint) and appropriate dimensional sizing; specify any needed treatments for fungus 

and active insect infestation; for adequacy of dimensional sizing and/or need for repairs/replacement and/or 

re-enforcement of timber frame elements.  Repairs should preserve as much original fabric as possible 

and/or duplicate originals to the greatest extent feasible.  Elements of noted but not  exclusive interest are: 

B.6.1.1.  North and South Transfer Beams 

6.1.2. Bell Deck Posts 

 6.1.3. Horizontal Perimeter Beams 

 6.1.4. Cupola Post Transfer Beams 

 6.1.5. Bell Deck Braces 

 6.1.6. Cupola Posts Below Bell Deck Roof 

 6.1.7. Cupola Metal Roof and Weather Vane 

 6.1.8. Bowed strut 

 

C. Building Exterior 

C.1. Roofs 

C.1.1. Replace wood shingle, main roof and flashings at chimney (cap and base) and cupola base; extend 

shingles about 2" beyond the outer edge of crown molding at the eaves. 

C.1.2. Examine condition and materials of roof cap below the weathervane; and determine need and specify 

repair/replacement; repaint sheet metal roof on cupola (to be done in conjunction with repairs to roof trim). 

C.1.3. Replace composition roofing and flashing system on bell deck with lead-coated copper or flat folded, 

soldered seam, copper roof or fully-adhered, ethylene propylene diene monomer (EPDM) rubber  roofing (if 

possible so that an excessive drip edge or visible membrane does not obscure the cornice), work to be 

coordinated with balustrade, trim and frame repairs on the cupola; include metal flashing around 

penetrations: cupola posts and bases of the new balustrade. 

C.2. Chimney 

C.2.1. Rebuild top three, brick courses, repoint as necessary and install new flashings at cap and base in 

conjunction with installation of new, main roof. 
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C.3. Cornice 

C.3.1. Repair/replace rotted sections of crown molding and other possible rot and deterioration at the top edge of 

main cornice to match existing at north elevation and elsewhere as revealed in conjunction with installation 

of a new, wood shingle main roof. 

C.3.2. Repair/re-secure loose modillion blocks and other defects on main cornice in conjunction with re-roofing 

and/or painting work. 

C.3.3. Repair bell deck cornice (substantial cracks in modillion blocks and broken sections). 

C.4. Cupola/Belfry  

C.4.1. Repair/replace to match skirt boards, moldings and trim on cupola columns with epoxy and/or rot 

resistant wood in conjunction with access for adjacent work to be done. 

C.4.2. Examine cornice detail and redesign to add missing historic details. (modillion blocks and moldings). 

C.4.3. Exterior finishes: remove existing railing/balustrade, replace with new to match historic documentation; 

repair trim at posts; scape and paint exposed portions for lead paint abatement. 

C.5. Front Entry Porch 

C.5.1. A ca. 1980 approximated reconstruction of the original; rework pilaster detail and replace columns to be 

more historically accurate. 

C.6. Doors and Access Ramp 

C.6.1. Assess condition of door and casings for rot and specify any necessary repair. 

C.6.2. Move existing universal access ramp at least 12" from the side of the building to prevent snow and splash 

back from the roof hitting clapboards; add railing on building side of ramp. 

C.6.3. Add sloped piece in front of the threshold to reduce the abrupt 3/4" rise or provide other solution. 

C.7. Quoins/Corner Boards 

C.7.1. Replace lower (ca. 1980) portion of corner boards/quoins at the SW (front) corner where boards exhibit 

substantial vertical cracking and separations to match original section above. 

C.7.2. Remove and reset lower section of corner boards at SE (rear) corner that has pulled away, taking care to 

preserve in situ where in place, the original, wood, flashing strip between the clapboards and corner boards 

and consider slipping new metal flashing under the adjacent clapboards and corner board (over the original 

wood flashing).  Examine conditions to determine cause of the separation that may also need to be 

addressed. 

C.8. Windows 

C.8.1. Replace caps and crown moldings, repair rot at the sill horns and install ogee band moldings (to match 

that on the frames of original windows) on the two, c. 1980, first floor, facade windows installed after 

removal of the firehouse doors.  Alternatively, consider completely replacing these c. 1980 window frames 

to match originals. 

C.8.2. Recommend and specify types of appropriate repair for weather checking on caps of historic window 

frames.  Repair rot in window cap on south elevation nearest to rear.  If clapboards directly above are 

removed for repair, look for possible deterioration at the top lip of the cap.  Install metal flashing beneath 

clapboards extending ½" over the exposed face, but not completely covering the caps.  Paint caps to match 

window frame rather than clapboards. 

C.8.3. Re-glaze and repaint all window sash (all ca. 1980, 12/12, single-hung replacements fitted with sub sills 

and extension jambs to fit existing frames). 

C.8.4. Evaluate UV treatment/glazing and specify appropriate treatment. 

C.8.5. Paint all window frame elements inside the storm windows. 

C.8.6. Assess storm windows as to need of repair/replacement for improved energy efficiency; specify 

recommendation. 
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C.9. Clapboards 

C.9.1. Original clapboards remain on most of the building to be preserved as much s possible; repair/replace 

only the most severely cracked, matching in length the clapboard being removed with new, vertically-

grained (radially sawn) heartwood pine or modern, top grade, western, vertical grain, red cedar, hand planed 

or sanded to remove the modern “mill” finish on the exposed surface, hand skived to match original bevels 

cut with a draw knife and attached with hand headed cut nails or modern galvanized box nails. 

C.9.2. Replace small areas of poor quality, modern, flat sawn, ca. 1980, replacement clapboards with good 

quality, vertically-grained, heartwood pine or top-grade, vertically-grained. western, red cedar clapboards. 

C.10. Paint 

 C.10.1.  Scrape peeling paint and touch up to match existing; prepare and repaint tops of window caps and areas 

under storm windows in conjunction with re-glazing sash; scraping and painting to meet current lead paint 

containment requirements  

 C.10.2.   Clean excess paint off soffit ventilators. 

 C.10.3.  Paint caps to match window frame rather than clapboards. 

 C.10.4.  Provide specifications for next complete re-painting to prohibit damage to clapboards and nails from 

grinding or power sanding. 

 C.10.5.  Provide specifications for paint analysis to determine original and early nineteenth century paint color 

treatments in the building. 

D. Building Interior 

D.1. Bulge in Center First Floor of South Elevation 

D.1.1. Assess cause of protuberance on the exterior of the elevation wall by removing modern wall board 

finishes on the interior of the affected area; recommend and specify treatment. 

D.1.2. If repair requires removal of window frames, treat removal of original clapboards carefully to allow re-

installation 

D.2. Basement: Full, mortared, fieldstone foundation walls (with cement plaster parging now up 3/4 of their height) 

date to the relocation of the building ca. 1916 First floor structure redone at mid twentieth century to carry the 

weight of fire engines; check ends of beams encased in masonry for rot; recommend and specify any necessary 

repair at area of fire damage due to 1982 lightning strike near NE corner; remove patch of char to sound wood in 

the lintel over basement window; assess damage, determine and specify any necessary repair. 

D.2.1. Assess need and specify as determined appropriate treatment for insect activity and fungus infestation at 

sill plates. 

D.2.2. Assess condition of basement ventilation determine and specify any necessary improvements.  

D.3. Upper Levels  

D.3.1. Finishes: all date to ca. 1980 restoration; paint wainscots, window trim and casings in period appropriate 

colors. 

 D.3.2.  Floors: currently stained; could be painted in period appropriate colors. 

 D.3.3.  Plaster: repair damage under cupola and rear chimney 

D. 4.  Universal Access Bathroom. 

D.4.1.  Consider location and design for installation of a universal access bathroom 

D.5 Attic 

D.5.1. Installation of a large capacity ventilation fan with thermostatic control at the top of the near pitch of the 

roof or in the bell deck of the cupola  
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AGREEMENT 
TOWN OF WESTFORD, MA 

Contract for Designer Services 
 
PROJECT TITLE:                                                
 
PROJECT TYPE:     
 
This AGREEMENT is made under seal the       day of               in the year Two 
Thousand and _________, between the Town of Westford, Massachusetts, by its 
_______________, the AWARDING AUTHORITY, and 
______________________________, with an address of _____________________ 
acting as PROJECT ARCHITECT (the DESIGNER). 
 
The scope of services is set forth in Attachment A.  
 
ARTICLE 1:  DEFINITION OF TERMS 
 
1.1 GENERAL LAWS -- the General Laws of the Commonwealth of 

Massachusetts as amended, including any rules, regulations and 
administrative procedures implementing said laws. 

 
1.2 DESIGNER -- the individual or firm performing professional services 

under this AGREEMENT. 
 
1.3 PRINCIPALS -- the registered professional Architects or Engineers listed 

in ARTICLE 16. 
 
1.4 NOTICE TO PROCEED -- written communication from the Awarding 

Authority, constituting an essential condition of this AGREEMENT, 
authorizing the Designer to perform services for the project phase to 
which such Notice shall relate.  The Notice to Proceed shall include the 
basis for compensation, the fixed limit construction cost, if any, and may 
include the time of submittal.  Subsequent written communications 
amending the Notice to proceed are required to change either a submittal 
date or the fixed limit construction cost.  Proceeding with various phases 
of contract work is contingent upon the Awarding Authority or its 
designees' satisfaction with and acceptance of services performed for 
each phase. 

 
1.5 SUBMITTAL DATES -- those dates referred to in the Notice to Proceed or 

any subsequent amendment thereto. 
 
1.6 CONSTRUCTION CONTRACT -- contract for construction of a whole or 

part of the project, including all change orders. 
 
1.7 TOTAL CONSTRUCTION COST -- the sum of the actual construction 

contract award price and each authorized change order revising the 
construction contract award price.  The construction contract award price 
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shall be the same as the construction price of the lowest responsible and 
eligible bidder. 

 
1.8 AWARDING AUTHORITY -- The board, commission, agency or 

department of the Town having authority to award design and 
construction contracts in connection with the Project. 

 
1.9 PROJECT -- the building project for which designer services have been 

procured under this AGREEMENT, and which is identified on Page 1 
(Project Title). 

 
ARTICLE 2:  CONSULTANTS, SUBCONTRACTING, SUCCESSORS AND ASSIGNS 
 
2.1 The Designer shall not employ additional consultants not named in the 

proposal(s) nor sublet, assign or transfer any part of his services or 
obligations under this AGREEMENT without the prior approval and 
written consent of the Awarding Authority.  The Awarding Authority shall 
not unreasonably withhold such approval.  Written consent shall not in 
any way relieve the Designer from his responsibility for the professional 
and technical accuracy and the coordination of all data, designs, 
drawings, specifications, estimates and other work or materials furnished. 

 
2.2 Except as otherwise provided in this AGREEMENT or authorized by the 

Awarding Authority, the Designer shall employ within the basic fee for this 
project the following consultants where their specific services are 
required:  Architect, Structural Engineer, Civil Engineer, Sanitary 
Engineer, Mechanical Engineer, Landscape Architect, Cost Estimator, 
and Electrical Engineer, and any other consultant specifically listed in the 
proposal.  Consultants must be registered in their respective disciplines if 
registration is required under the applicable General Laws.   

 
2.3 When the Designer receives payment from the Awarding Authority, the 

Designer shall promptly make payment to each consultant whose work 
was included in the work for which payment was made by the Town.  The 
Awarding Authority shall have the contractual right, but not the obligation, 
to require corrective measures necessary for the best interests of the 
Town.   

 
ARTICLE 3:  SURVEYS, BORINGS, TESTS, LABORATORIES, PHOTOGRAPHS 
 
3.1 The Awarding Authority shall furnish to the Designer available surveys of 

the project building site, showing the grades and lines of streets, 
pavements and adjoining properties; the rights, restrictions, easements, 
boundaries and controls of the site, or sites; reports from any borings, test 
pits, chemical, mechanical or other tests, any photographs and 
information as to water, sewer, electricity, steam, gas, telephone and 
other services. 

 
3.2 The Awarding Authority does not guarantee the accuracy of information 

furnished and the Designer must satisfy himself as to the correctness of 
data, except in instances where written exception to the contrary is 
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specifically indicated by the Awarding Authority.  If the above data are not 
available or they are in the opinion of the Designer insufficient, the 
Designer, upon request, may be given authorization to obtain the services 
of a consultant or perform the work with his own employees.  In no case 
shall the Designer commence such work without prior written 
authorization of the Awarding Authority. 

 
3.3 During the construction phase of this contract, the Designer may retain 

the services of a photographer, a qualified testing laboratory, and special 
field inspectors when required by the project, subject to the prior approval 
of the Awarding Authority or its designee. 

 
3.4 If a consultant's services estimated to cost more than $25,000 are 

required, including the services of a qualified testing laboratory 
functioning under the jurisdiction of both a Massachusetts registered 
Engineer and licensed inspectors, a detailed description of the proposed 
services shall be prepared by the Designer and approved by the 
Awarding Authority.  Consultant fee proposals shall be received by the 
Designer and accompanied with recommendations of approval submitted 
to the Awarding Authority before any work is authorized.  Such 
consultants shall carry adequate Liability Insurance.  When a consultant's 
services are estimated to cost $25,000 or less, the Designer shall use 
established standard rates for such services.   

 
3.5 Drawings and/or specifications needed to obtain survey or subsoil 

information, and any other soils engineering shall be prepared by the 
Designer as part of the basic fee.  The Designer shall then analyze and 
evaluate such surveys and tests and make his design conform to the 
results of such evaluation. 

 
3.6 The Awarding Authority will compensate and reimburse the Designer as 

provided in ARTICLE 9 for the cost of consultant services performed 
under this Article.  For responsibility, coordination inspection, analysis 
and evaluation of consultant services retained under this ARTICLE, the 
Designer shall similarly be compensated as provided by ARTICLE 9. 

 
ARTICLE 4:  COMPLIANCE WITH LAWS 
 
4.1 The Designer shall perform the work required under this AGREEMENT in 

conformity with all requirements and standards of the Awarding Authority, 
all applicable laws, statutes, ordinances, by-laws, codes, rules and 
regulations, and executive orders of the Commonwealth and its political 
subdivisions, and the Federal Government.  The Construction Documents 
shall comply with all applicable laws, statutes, ordinances, by-laws, 
codes, rules and regulations, and executive orders.  The Designer, 
including all approved consultants and subcontractors, shall comply with 
all applicable provisions of the rules and regulations of the President's 
Committee on Equal Employment Opportunity and Procedures 
promulgated by the Governor of Massachusetts or his designees, insuring 
equal opportunity for employees and minority and women-owned 
business enterprises. 
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ARTICLE 5: PROFESSIONAL RESPONSIBILITY 
 
5.1 The Designer shall be responsible for the professional and technical 

accuracy and the coordination of all designs, drawings, specifications, 
estimates and other work furnished by him or his consultants and 
subcontractors.  The Designer shall staff his office with sufficient 
personnel to complete the services required under this contract in a 
prompt and continuous manner, and shall meet the approval schedule 
and submittal dates established during the course of this AGREEMENT. 

 
The Designer shall commence work under this AGREEMENT upon 
written notice to proceed issued by the Awarding Authority in 
conformance with the provisions of Section 1.4 of this AGREEMENT.  
The Designer shall complete the services required under this 
AGREEMENT in a prompt and continuous manner, and to meet such 
time limits as are established during the course of the AGREEMENT and 
stated in each Notice to Proceed.  If the completion of the scope of work 
is delayed through no fault of the Designer, the time limit may be 
extended upon written approval of the Awarding Authority.   

 
5.2 The Designer shall furnish appropriate competent professional services 

for each of the phases to the point where detail checking and reviewing 
by the Awarding Authority will not be necessary.  Any changes, 
corrections, additions or deletions made by the Awarding Authority shall 
be incorporated in the design of the Project unless detailed objections 
thereto are received from the Designer and approved by the Awarding 
Authority.   

 
5.3 The designer shall thoroughly acquaint his employees and consultants 

with all provisions of the General Laws governing the conduct of public 
construction projects, including but not limited to M.G.L. c.149, and c.30, 
and in particular, M.G.L. c.30, §39M, wherein the description of material 
specifications and proprietary items in construction bid documents is 
governed. 

 
5.4 Neither the Awarding Authority's review, approval or acceptance of, nor 

payment for any of the services furnished shall be construed to operate 
as a waiver of any rights under the AGREEMENT or any cause of action 
arising out of the performance of the AGREEMENT. 

 
ARTICLE 6:  DESIGNER SERVICES 
 

6.1  TYPE 1 CONTRACTS; STUDIES, PROGRAMS, MASTER PLANS,  
REPORTS  

 
1. Upon receipt of a Notice to Proceed from the Awarding 
Authority acceptable to the Designer, the Designer shall meet as 
necessary within the Awarding Authority and shall prepare and 
submit programs, preliminary reports, master plans, studies, 
sketches, space utilization criteria and estimates in accordance with 
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the Scope of Services set forth in Attachment A to this 
AGREEMENT.  Monthly progress reports shall be submitted by the 
Designer to the Awarding Authority.  The Designer shall prepare 
and submit concept sketches of various design ideas to determine 
a workable plan solution in terms of the programs, funds available, 
and as complete an overall design concept as possible, including 
cost estimates.  The Designer shall furnish to the Awarding 
Authority eight (8) copies of the report for final approval on or 
before the date set forth in the Notice to Proceed or any 
supplement thereto. 

 
6.2 TYPE 2 CONTRACTS -- DESIGN AND CONSTRUCTION 
 

1. Phase 1. - Schematics 
 

Upon receipt of a Notice to Proceed from the Awarding Authority 
acceptable to the Designer, the Designer shall meet as necessary with 
the Awarding Authority for the purpose of arriving at a mutual 
understanding of the Awarding Authority's project needs.  Thereafter, the 
Designer shall prepare and submit to the Awarding Authority single line 
schematic drawings including floor plans, elevations and space criteria to 
establish basic design ideas and respective cost estimates as set forth in 
the scope of services included as Attachment A.  The Designer shall 
submit to the Awarding Authority for approval six (6) copies of said 
schematic plans, outline specifications and cost estimates, on or before 
the date or time for submission specified in the Notice to Proceed or any 
supplement thereto, unless the Designer shall have obtained from the 
Awarding Authority an extension of time in writing. 

 
Estimated construction cost and fee as set forth in the original Notice to 
Proceed will not be changed by the Awarding Authority without the 
agreement of the Designer. 

 
2. Phase 2. - Design Development 

 
Upon receipt of a Notice to Proceed the Designer shall prepare from the 
approved Phase 1 documents complete design development documents 
consisting of plans, outline specifications, and cost estimates and other 
documents to fix and describe the size and character of the project as to 
architectural, structural, mechanical, and electrical systems, materials, 
and such other elements as may be appropriate to enable the Awarding 
Authority to study and understand the progress and development of the 
Project.  Such plans outline specifications and cost estimate shall be 
subject to the written approval of the Awarding Authority.  The Designer 
shall submit to the Awarding Authority for approval six (6) copies of said 
design development documents on or before the date or time for 
submission specified in the Notice to Proceed or any supplement thereto, 
unless the Designer shall have obtained from the Awarding Authority an 
extension of time in writing.   
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3. Phase 3. - Construction Documents 
 

Upon receipt of a Notice to Proceed from the Awarding Authority for 
Phase 3 of the Project, the Designer shall meet as necessary with the 
Awarding Authority, and shall prepare and submit to the Awarding 
Authority on or before the date or time specified in the Notice to Proceed 
or any supplement thereto, complete working plans and specifications in 
sufficient detail to permit firm bids in open competition for construction of 
the project, and a detailed cost estimate.  Said plans and specifications 
shall be based on the design development, outline specifications and 
construction cost estimate approved in Phase 2 of the Project, the Notice 
to Proceed with Phase 3, or any subsequent modification thereto.  The 
detailed estimate of the cost of the Project shall include quantities of all 
materials and unit prices of labor and materials as well as cost estimates 
for each item of work.  Such working plans and specifications and cost 
estimates shall be subject to the written approval of the Awarding 
Authority.  The Designer shall furnish to the Awarding Authority for 
approval six (6) sets of the said plans, specifications and construction 
cost estimates.   

 
Following the approval of the plans, specifications and construction cost 
estimates, the Designer shall incorporate all changes required by the 
Awarding Authority in the working drawings and specifications and shall 
prepare and transmit to the Awarding Authority one set of Construction 
Contract Documents for approval. 

 
Phase 4. - Bidding Phase 

 
Upon written approval of Construction Contract Documents, and a Notice 
to Proceed, the Designer shall prepare the final Construction Contract 
Documents, including advertisements for receipt of proposals for 
construction contractors, shall assist in distributing the bidding documents 
to prospective bidders, and shall prepare and transmit all addenda.  The 
Designer shall assist the Awarding Authority in pre-qualifying bidders, 
shall conduct a pre-bid conference with potential bidders, shall assist in 
obtaining bids, shall conduct a qualification review of the low bidder and 
transmit his recommendations as to the award of the construction 
contract to the Awarding Authority, and shall prepare all notices required 
to be published in the Central Register.  All services shall be in 
accordance with the requirements of the General Laws relating to public 
construction projects.   

 
If the bid of the lowest responsible and eligible bidder exceeds the Fixed 
Limit of Construction Cost, if any, the Awarding Authority shall have the 
option to (a) give written approval of an increase in such Fixed Limit, (b) 
re-bid the Contract within a reasonable period of time, or (c) instruct the 
Designer in writing to provide such revised Construction Contract 
Documents as the Awarding Authority may require to bring the cost within 
the Fixed Limit.  In the case of (c), the Designer may in connection with 
such revisions make reasonable adjustments in the scope of the 
Construction Contract or quality of the work allowed therein subject to the 
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written approval of the Awarding Authority, which approval shall not be 
unreasonably withheld.  The Designer shall not be entitled to any 
additional compensation for such services.   

 
The Designer shall review all construction bids for the purpose of advising 
the Owner on whether the bids are based upon the payment of the 
prevailing wage rates established for the project by the Massachusetts 
Department of Labor and Workforce Development.  The Designer shall 
inform the Owner of any bid which, because of its amount, does not 
realistically appear to contemplate the actual payment of said prevailing 
wage rates to laborers to be employed on the project.   

 
5. Phase 5 - Designer's Services During Construction 

 
Upon the award of the construction contract the Designer and his 
consultants shall, for the purpose of protecting the Awarding Authority 
against defects and deficiencies in the work of the Project:  (1) be 
charged with general administration of the construction contract, including 
review and processing of the General Contractor’s applications for 
payment and change order proposals; preparation of a monetized “punch 
list” of remaining work following substantial completion of the project 
work, and subsequent inspection to determine completion of such punch 
list work; review and processing of the General Contractor’s final 
completion and close out documentation and assistance to the Awarding 
Authority in the close out process; (2) furnish the General Contractor with 
information for establishing lines and grades and such large scale 
drawings and full sized detailed drawings as the Awarding Authority may 
require; (3) promptly check and approve samples, schedules, shop 
drawings and other submissions by the General Contractor; (4) make 
weekly visits to the site or sites of the Project; (5) conduct semi-final and 
final inspections of the construction project and report the results of such 
inspections in writing to the Awarding Authority; (6) require each 
consultant employed in accordance with ARTICLE 2 above to make visits 
when necessary, and more often if requested by the Awarding Authority, 
for the same purposes during the progress of that portion of the said 
construction to which the consultant's services relate and to report in 
writing thereon to the Designer; (7) report to the Awarding Authority 
weekly in writing on the progress of construction including whether or not 
the contractor is keeping record drawings; (8) recommend rejection of all 
project work observed by the Designer which fails to conform to the 
Contract Documents; (9) decide all questions regarding interpretation of 
or compliance with the Contract Documents, except as the Awarding 
Authority may in writing otherwise determine; (10) review and act on all 
requests for changes in plans, specifications, work, or contracts for the 
Project; and (11) upon written instructions from the Awarding Authority, 
furnish working plans and specifications for any such change.   

 
The Designer shall be familiar with the provisions of the General Laws for 
payment to contractors and shall submit to the Awarding Authority all 
requisitions for payment submitted by the general contractor.  With 
respect to each such requisition, he or she shall certify to the best of the 
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Designer's knowledge that the percentage of work included in the 
requisition is accurate and the work performed conforms to the contract 
documents.  In the event the Designer does not approve the requisition 
exactly as submitted by the General Contractor, said Designer shall 
forward it for payment to the Awarding Authority dated but unsigned with 
an accompanying letter of explanation setting forth objections and 
recommended changes.  The Designer shall coordinate the required 
weekly visit to the construction site in such a manner to be able to return 
to his office with the contractor's payment bearing the Designer's approval 
or letter of exceptions.  Timely payments of general contractors is 
required by General Laws Chapter 30, section 39K; therefore, the 
Designer shall establish office procedures assuring either immediate mail 
or messenger delivery of the requisition for payment to the Awarding 
Authority, and shall process requisition for payment within forty-eight 
hours of receipt.   

 
The Designer's responsibility to provide basic services for the 
construction phase under this agreement commences with the award of 
the contract for construction and terminates upon the issuance to the 
Awarding Authority of the final certificate of payment and the Awarding 
Authority's acceptance of the completed project.   

 
The Designer will exercise the utmost care and diligence in discovering 
and promptly reporting to the Awarding Authority any defects or 
deficiencies in the work of the General Contractor or any of its 
subcontractors, or their agents or employees, or any other person 
performing any of the Work in the construction of the Project.  The 
Designer represents that it will follow the highest professional standards 
in performing all architectural services under this Agreement.  Any 
defective Designs or Specifications furnished by the Architect will be 
promptly corrected by the Designer at no cost to the Awarding Authority, 
and the Designer will promptly reimburse the Awarding Authority for all 
damages, if any, resulting from the use of such defective Designs or 
Specifications.  The Awarding Authority's approval, acceptance, use of or 
payment for all or any part of the Designer's services hereunder or of the 
Project itself shall in no way alter the Designer's obligations or the 
Awarding Authority's rights hereunder. 

 
Phase 6. - Record Drawings, Reports, Calculations 

 
Before examining the requisition for final payment submitted to the 
Awarding Authority by the General Contractor and making any 
certification in response thereto, the Designer shall obtain from the 
General Contractor record drawings showing the actual installation of the 
plumbing, heating, ventilating and electrical work under the construction 
contract and all variations, if any.  The Designer shall ascertain by his 
review that changes authorized by change orders are shown on the 
contractor's record drawings and on the applicable original reproducible 
and shall submit to the Awarding Authority the complete set as revised, 
which reproducible shall become the property of the Awarding Authority. 
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Two suitably bound legible copies of all original design and quantity 
calculations including those pertinent to change orders and shop 
drawings if applicable shall be furnished by the Designer to the Awarding 
Authority at the conclusion of the construction contract and prior to the 
expiration of the construction period. 

 
As-Built Record Drawings shall be furnished to the Awarding Authority by 
the Designer.   

 
ARTICLE 7:  DESIGNER'S BASIC FEE 
 
7.1 For the performance of all services required under the terms of this 

AGREEMENT and excluding those services specified under ARTICLES 
8, 9 and 10, the Designer shall be compensated by the Awarding 
Authority in accordance with the lump sum fee for this project.  The fee is 
a lump sum of $__________. 

                                   
7.2 If there is a material change in the scope of services provided in this 

agreement, the Designer and the Awarding Authority will mutually agree 
to an adjustment in the Designer's Basic Fee.  Delay of one year or more 
by the Awarding Authority plus a significant change in the estimated 
construction cost of the project will be considered a change in scope of 
services. 

 
7.3 The basic fee shall be paid to the Designer in accordance with 

Attachment B to this agreement.  Billings for services shall be made 
monthly and shall be in proportion to the amount of work completed.   

 
 
 
ARTICLE 8:  ADDITIONAL COMPENSATION   
 

1. With the formal written approval of the Awarding Authority, the 
Designer shall perform all or any of the following services in 
addition to the services performed pursuant to ARTICLE 6 above:   
(1) revising previously approved drawings, specifications or other 
documents to accomplish changes authorized by the Awarding 
Authority, and preparation of change orders related thereto; (2) 
preparing documents for alternate bids requested by the Awarding 
Authority except alternates prepared by the Designer to adjust the 
fixed limit construction cost, if any; (3) providing consultation 
concerning replacement of any work damaged by fire or other 
cause during construction and furnishing professional services of 
the type set forth in ARTICLE 6 as may be required in connection 
with the replacement of such work; (4) providing services after 
final payment to the contractor; (5) revising working plans and 
specifications submitted in their final and complete form for which 
bids were not received within six months after submission; (6) 
making studies other than those normally required and preparing 
applications and reports to assist the Awarding Authority in 
obtaining federal and/or state aid; (7) preparing operating and 
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maintenance manuals;   (8) assisting the Awarding Authority in 
litigation arising out of the construction contract; and (9) 
performing any other professional services not otherwise required 
under this Contract. 

 
2. For the services provided pursuant to paragraph 1 of this 

ARTICLE, the Designer shall be compensated by the Awarding 
Authority at the rates set forth in Attachment B.   

 
ARTICLE 9:  REIMBURSEMENT 
 
9.1 The Designer shall be reimbursed by the Awarding Authority:(a) at one 

and one tenth (1.1) times the actual cost to the Designer of consultants 
hired to obtain any data in accordance with ARTICLE 3 above, provided, 
however, that no reimbursement for such expense shall be made unless 
the rates of compensation for said consultant services have been 
approved by the Awarding Authority or its designee, which may approve a 
lump sum fee; (b) at one and one tenth (1.1) times the actual cost to the 
Designer of special consultants not specified in ARTICLE 2, and 
approved by the Awarding Authority or its designee, provided, however, 
that no reimbursement for such expense shall be made unless the rates 
of compensation for said consultant services shall have been approved in 
writing by the Awarding Authority or its designee, which may approve a 
lump sum fee; (c) any other specially authorized reimbursement, including 
special printing; and (d) for all printing and reproduction costs. 

 
 
 
 
 
ARTICLE 10: DESIGN FEES AND CHANGE ORDERS 
 
10.1 The Designer shall be compensated in accordance with the rates 

specified in ARTICLE 8 for the services of its employees or any 
consultant listed in ARTICLE 2 for services associated with changes and 
change orders described in ARTICLE 8.  The Designer shall not be 
compensated for any services involved in preparing change orders 
required to make unit price adjustments due to existing conditions.  
Changes for which the Designer receives no compensation under this 
ARTICLE shall be "no fee modifications" or "no fee change orders."  The 
fact that the Designer receives no fee shall not limit the Town's legal 
remedies regarding such changes. 

 
Any services in connection with change orders and change directives 
which are necessitated by a lack of reasonable clarity, deficiencies or 
conflicts in the Construction Documents or other errors or omissions of 
the Designer, or which result from existing conditions encountered in the 
building which should have been anticipated by the Designer based on 
reasonable investigation of said building as required herein, shall not 
qualify as additional services and shall be performed within the scope of 
Basic Services. 
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10.2 Payments for modifications or change orders to the Designer shall be 

made upon completion of the Designer's work under such modifications 
or change orders.   

 
ARTICLE 11:  TERMINATION, NO AWARD 
 
11.1 By written notice to the Designer, the Awarding Authority may terminate 

this contract at any time.  If any such termination shall occur without the 
fault of the Designer, all compensation and reimbursement due to the 
Designer up to the date of termination, in accordance with all contract 
terms, shall be paid to the Designer by the Awarding Authority.  Such 
payment shall not exceed the fair value of the work, as the Awarding 
Authority shall determine. 

 
11.2 By written notice to the Awarding Authority, the Designer may terminate 

this contract (1) if the Awarding Authority, within sixty (60) days following 
written notice from the Designer of any default by the Awarding Authority 
under the AGREEMENT, shall have failed to remove such default or (2) if, 
after the Designer shall have performed all services required of the 
Designer in Phase 1, Phase 2, or Phase 3 of the Project, if applicable, at 
least six (6) months shall have lapsed without receipt by the Designer of 
Notice to Proceed with the next phase of the Project.  Upon any such 
termination by the Designer all compensation and reimbursement payable 
to the Designer in accordance with the AGREEMENT up to and including 
the date of termination shall be paid to the Designer by the Awarding 
Authority.   

 
 
 
ARTICLE 12:  RELEASE AND DISCHARGE 
 
 
12.1 The acceptance by the Designer of the last payment for services paid 

under the provisions of ARTICLES 11 and 12 in the event of contract 
termination shall in each instance operate as and be a release to the 
Awarding Authority, and every member or agent thereof, from all claims 
and liability to the Designer for payment on account of services performed 
or reimbursable expenses incurred under this AGREEMENT, except for 
those written claims submitted by the Designer to the Awarding Authority 
with the last payment requisition. 

 
ARTICLE 13:  NOTICES, APPROVALS, INVOICES 
 
13.1 Any notice required under this contract to be given by the Awarding 

Authority to the Designer, or by the Designer to the Awarding Authority, 
shall be deemed to have been so given, whether or not received, if mailed 
by prepaid postage by, respectively, the Awarding Authority to the 
Designer at the address specified for the Designer on Page 1, or the 
Designer to the Awarding Authority. 
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13.2 Written approval by the Awarding Authority for Extra compensation as 
provided under ARTICLES 8 and 9, Reimbursements, shall be in the form 
of a letter issued by the Awarding Authority. 

 
13.3 All invoices may be submitted monthly and subject to contract terms and 

proper documentation will be promptly processed by the Awarding 
Authority or returned to the Designer.  No invoice, however, shall be 
required to be submitted or processed when the net amount due is less 
than $100.00. 

 
13.4 Invoices for services under ARTICLE 6 where such invoices pertain to 

design services during construction shall also describe the names, payroll 
titles, and dates of site visits required for construction-phase services. 

 
13.5 Invoices submitted for services which have not been previously 

authorized in writing shall be returned to the Designer.   
 
13.6 Requests for previously authorized expenses of any nature must be 

accompanied by a billing or receipt from the source of the expense. 
 
ARTICLE 14:  INSURANCE 
 
14.1 The Designer shall at his own expense obtain and maintain a 

Professional Liability Insurance policy for errors, omissions or negligent 
acts arising out of the performance of this AGREEMENT in a minimum 
amount of $1,000,000.   

 
14.2 The coverage shall be in force from the time of the agreement to the date 

when all construction work designed under the contract is completed and 
accepted by the Awarding Authority.  If, however, the policy is a claims 
made policy, it shall remain in force for a period of six (6) years after 
substantial completion.   

 
Since this insurance is normally written on a year-to-year basis, the 
Designer shall notify the Awarding Authority should coverage become 
unavailable.   

 
14.3 The Designer shall, before commencing performance of this contract, 

provide by insurance for the payment of compensation and the furnishing 
of other benefits in accordance with M.G.L. c.152, as amended, to all 
employed under the contract and shall continue such insurance in full 
force and effect during the term of the contract.  The Designer shall also 
maintain broad public liability insurance to protect against damage or 
injury to persons or property.   

 
14.4 The Designer shall carry insurance in a sufficient amount to assure the 

restoration of any plans, drawings, computations, field notes or other 
similar data relating to the work covered by this contract in event of loss 
or destruction until the final fee payment is made or all data are turned 
over to the Awarding Authority. 
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14.5 Certificates and any and all renewals substantiating that required 
insurance coverage is in effect shall be filed with the Agreement.  Any 
cancellation of insurance whether by the insurers or by the insured shall 
not be valid unless written notice thereof is given by the party proposing 
cancellation to the other party and to the Town at least fifteen days prior 
to the intended effective date thereof, which date should be expressed in 
said notice. The Designer shall indemnify, defend, and hold the Awarding 
Authority harmless from and against any and all claims, demands, 
liabilities, actions, causes of action, costs and expenses arising out of the 
Designer’s breach of the Agreement or the negligence or misconduct of 
the Designer or the Designer’s agents or employees. 

 
14.6 Upon request of the Designer, the Awarding Authority reserves the right 

to modify any conditions of this Article. 
 
ARTICLE 15:  SUPPLEMENTAL CONTRACT DATA; LEGAL REQUIREMENTS 
 
15.1 The Designer hereby certifies: 
 

(i) if an individual, the individual is a registered architect; 
 

(ii) if a partnership, a majority of all the partners are persons 
who are registered architects; 

 
(iii) if a corporation, sole proprietorship, joint stock company or other 

entity, the majority of the directors or a majority of the stock 
ownership and the chief executive officer are persons who are 
registered architects, and the person to have the project in his or 
her charge is a registered architect; 

 
(iv) if a joint venture, each joint venture satisfies the 

requirements of this section. 
(Statutory reference:  M.G.L. c.7, §38A½) 

 
15.2 The Designer hereby certifies that it has not given, offered or agreed to 

give any person, corporation or other entity any gift, contribution or offer 
of employment as an inducement for, or in connection with the award of 
this Agreement.  (Statutory reference:  M.G.L. c.7, §38H(e)(i)) 

 
15.3 The Designer hereby certifies that no consultant to or subcontractor for 

the Designer has given, offered or agreed to give any gift, contribution or 
offer of employment to the Designer, or to any other person, corporation, 
or entity as an inducement for, or in connection with, the award to the 
consultant or subcontractor of a contract by the Designer.  (Statutory 
reference:  M.G.L. c.7, §38H(e)(ii)) 

 
15.4 The Designer hereby certifies that no person, corporation or other entity, 

other than a bona fide full-time employee of the Designer, has been 
retained or hired by the Designer to solicit for or in any way assist the 
Designer in obtaining this Agreement upon an agreement or 
understanding that such person, corporation or other entity be paid a fee 
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or other consideration contingent upon the award of this Agreement to the 
Designer.  (Statutory reference:  M.G.L. c.7 §38H(e)(iii)) 

 
15.5 The Designer hereby certifies that it has internal accounting controls as 

required by subsection (c) of section thirty-nine R of chapter thirty and 
that the  

 
Designer filed and will continue to file an audited financial statement as 
required by subsection (d) of said section thirty-nine R.  (Statutory 
reference:  M.G.L. c.7, §38H(e)(iv)) 

 
15.6 The Designer shall maintain all books, records, and accounts related to 

the Project in compliance with the following: 
 

1. The Designer shall make, and keep for at least six years after final 
payment, books, records, and accounts which in reasonable detail 
accurately and fairly reflect the transactions and dispositions of 
the Designer. 

 
2. Until the expiration of six years after final payment, the Awarding 

Authority, the office of the inspector general and the deputy 
commissioner of capital planning and operations shall have the 
right to examine any books, documents, papers or records of the 
Designer or of its consultants that directly pertain to, and involve 
transactions relating to, the Designer or its consultants. 

 
3. The Designer shall describe any change in the method of 

maintaining records or recording transactions which materially 
affects any statements filed with the Awarding Authority, including 
in the Designer's description the date of the change and reasons 
therefore, and shall accompany said description with a letter from 
the Designer's independent certified public accountant approving 
or otherwise commenting on the changes. 

 
4. The Designer has filed a statement of management on internal 

accounting controls as set forth in Paragraph (6) below prior to the 
execution of this Agreement. 

 
5. The Designer has filed prior to the execution of this Agreement 

and will continue to file annually, an audited financial statement for 
the most recent completed fiscal year as set forth in subparagraph 
15.6.8 below.  

 
6. The Designer shall file with the Awarding Authority a statement of 

management as to whether the system of internal accounting 
controls of the Designer and its subsidiaries reasonably assures 
that: 

 
(a) transactions are executed in accordance with 

management's general and specific authorization; 
 



APPENDIX B    Standard Contract for Designer Services 
 

(b) transactions are recorded as necessary: 
 

1. to permit preparation of financial statements in 
conformity with generally accepted accounting 
principles; and 

 
2. to maintain accountability for assets; 

 
(c) access to assets is permitted only in accordance with 

management's general or specific authorization; and 
 

(d) the recorded accountability for assets is compared with 
existing assets at reasonable intervals and appropriate 
action is taken with respect to any difference. 

 
7. The Designer shall also file annually with the Awarding Authority a 

statement prepared and signed by an independent certified public 
accountant, stating that such accountant has examined the 
statement of management on internal accounting controls, and 
expressing an opinion as to: 

 
(a) whether the representations of management in response 

to this paragraph and paragraph 15.6.6(b) above are 
consistent with the result of management's evaluation of 
the System of internal accounting controls; and 

 
(b) whether such representations of management are, in 

addition, reasonable with respect to transactions and 
assets in amounts which would be material when 
measured in relation to the Designer's financial 
statements. 

 
8. The Designer shall annually file with the Awarding Authority during 

the term of this Agreement a financial statement prepared by an 
independent certified public accountant on the basis of an audit by 
such accountant.  The final statement filed shall include the date 
of final payment.  All statements shall be accompanied by 
accountant's report. 

 
9. Records and statements required to be made, kept or filed in 

compliance with the provisions of this paragraph 15.6 shall not be 
public records and shall not be open to public inspection, except 
as provided in subparagraph 15.6.2. (Statutory reference:  M.G.L. 
c.30, §39R) 

 
15.7 The Designer and its consultants shall not be compensated for any 

services involved in preparing changes that are required for additional 
work that should have been anticipated by the Designer in the preparation 
of bid documents, as reasonably determined by the Awarding Authority.  
(Statutory reference:  M.G.L. c.7, §38H(J)) 
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15.8 Life-cycle cost estimates for the Project shall be obtained at an initial 
stage and as a regular part of the services to be performed under this 
Agreement.  (Statutory reference:  M.G.L. c.149, §44M) 

 
15.9 The Designer hereby certifies under penalties of perjury that the Designer 

has complied with all laws of the Commonwealth of Massachusetts 
relating to taxes, reporting of employees and contractors, and withholding 
and remitting child support.  (Statutory reference:  M.G.L. c.62C, §49A) 

 
For agreements not in excess of $100,000, Section 15.5 and 
subsections 15.6.3 – 15.6.8 do not apply. 

 
ARTICLE 16:  MISCELLANEOUS PROVISIONS 
 
16.1 One (1) reproducible copy of all Drawings and Specifications furnished by 

the Designer and all other documents prepared by the Designer shall 
become the property of the Awarding Authority.  Ownership of the 
stamped drawings and specifications shall not include the Designer's 
certification or stamp.  Any re-use of such Drawings and/or Specifications 
without the Designer's written verification of suitability for the specific 
purpose intended shall be without liability or legal exposure to the 
Designer or to the Designer's independent professional associates, 
subcontractors or consultants.  Distribution or submission to meet official 
regulatory requirements or for other purposes in connection with the 
project is not to be construed as an act in derogation of the Designer's 
rights under this AGREEMENT. 

 
16.2 This Agreement shall be binding upon and inure to the benefit of the 

parties hereto and their respective successors, assigns, and personal 
representatives. 

 
16.3 This Agreement represents the entire agreement between the Awarding 

Authority and the Designer, and supersedes any prior agreements 
whether oral or written.  This Agreement may be amended only by written 
instrument executed by both the Awarding Authority and the Designer.   

 
16.4 The Designer agrees that the Awarding Authority and any of its officer or 

employee assume no personal liability under this Agreement. 
 
16.5 This Agreement shall be governed by the laws of the Commonwealth of 

Massachusetts.   
 
16.6 In the event any provision of this Agreement shall be held to be invalid or 

unenforceable for any reason, such invalidity or unenforceability shall 
attach only to such provision and shall not affect or render invalid or 
unenforceable any other provision of this Agreement.   

 
 SIGNATURES 
 

IN WITNESS WHEREOF, on the day and year hereinabove first written, the 
Designer has caused this agreement to be signed and sealed in its name and behalf, 
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and its corporate seal to be hereto affixed by the signatory below authorized to do so, 
and the _____________ has signed this agreement on behalf of the Awarding Authority. 
 
 
Accepted by Designer Accepted by Awarding Authority 
_____________________    
 
By: ________________________  _________________________ 
Name:       
Title: ________________________  
 
           
 

                                     
 

 
 

 
Approved as to Form 
 
____________________________ 
Town Counsel 
 
234996/kope/0003 
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