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MASTER AGREEMENT BETWEEN OWNER AND DESIGN PROFESSIONAL FOR

CONTINUING SERVICES - ARCHITECTURAL & ENGINEERING DESIGN PROFESSIONAL SERVICES
PROPOSAL 
July 2026
Date:
Project Number: 2######  

Project Title:  Building – Scope of Project
Master Agreement Number: 2027-PD&C-###
Dear (FSU Project Manager): 
For the above referenced project, the following Scope of Services information and details shall be incorporated into the MASTER AGREEMENT BETWEEN OWNER AND DESIGN PROFESSIONAL FOR CONTINUING SERVICES – ARCHITECTURAL & ENGINEERING DESIGN PROFESSIONAL SERVICES.
PROJECT SCOPE: (Select project category: Architectural General, Architectural Laboratory, Architectural Maintenance (Building Envelope), Building Services (MEPT Engineering), Site Work (Civil Engineering, Site Surveying, and Landscape Architecture), Structural Engineering)
1. The project scope includes: (enter brief description of project scope)
 
BUDGETED COST OF CONSTRUCTION: $000,000 or TBD 

 

DESIGN PROFESSIONAL FIRM NAME AND ADDRESS: Firm Name, Firm Address
 
PROJECT REPRESENTATIVES: 

 

1. Owner’s Representative Designee:  (enter or list as Not Applicable)
 
2. Design Professional’s Project Representative:  (enter name)
 

3. Design Professional’s Invoicing Contact:  (enter name)
 

4. Design Professional’s Record Documents Contact:  (enter name) 

 
5. Design Professional’s Submittal Contact:  (enter name)
6. Consultants retained by the Design Professional for Services covered by this Agreement are: (enter firm and scope or list as None)

SCOPE OF AGREEMENT: 

1. The following Paragraphs shall be deleted from the Scope of the Agreement: (list Article Number and description between 1.1 and 10.17 or list “None”) 

 
2. The following Paragraphs shall be modified in Scope of the Agreement: (list Article Number and modification between 1.1 and 10.17 or list “None”) 
SERVICES DETAILS: (Insert descriptive service details below – language below is template verbiage to be used in drafting proposal details) 
The Design Professional shall provide Services [for Schematic Design only or from Schematic Design through Record Documents or otherwise] and the design disciplines for these Services shall include [architecture and engineering] 

 This Project renovates/upgrades/etc.… approximately XXX square feet of lab, office, classrooms, and public spaces on the first through third floor of Building Name. 
The Scope of Work for the Project includes [x, y, z.] 

 
Anticipated Permitting [Include items not already identified by the PSA or FSU Design Guidelines or state “Not Applicable”] None 
(PSA for Schematic Design only) or 
Building Code Authority - Office Building Permit 
SWPPP 
Permit to FDNR Work in ROW 
Permit with City of Tallahassee and/or FDOT FAA EPA 

 
Work by Owner/Others [Include items not already identified by the PSA or FSU Design Guidelines or state “Not Applicable”] 
MEPT Commissioning *Only add when Commissioning will be incorporated as part of the project. 
BE Commissioning *Only add when Commissioning will be incorporated as part of the project. 
New Testing and Balancing of Existing HVAC *Only add when required for project design. 
Furniture selection and procurement Medical Equipment selection and procurement 
New Soil Borings 
Topographic Surveying 
 

Services Excluded [Only exclude items that shall not be provided but are noted in the FSU Design Guidelines or PSA as a required service or deliverable. Basis of Design and Code requirements shall NOT be exclude or state “Not Applicable”.] 

Life Cycle Cost Analysis not required as scope of work… 
Energy Rebate not required as scope of work… 

Arc Flash Analysis (scope of work does not require modifications to electrical panels). 

 
Notes [Include additional items not already identified by the PSA or FSU Design Guidelines or Service Details above] 
Work hours for existing conditions surveys will require work outside of normal business hours and weekends. 
Design review meetings shall be virtual. 

This project is anticipated to be bid in multiple bid packages. 

Submittal Exchange or Another Submittal Module will be utilized for Submittals on this Project. 
Construction Phase Services are based on attendance of bi-weekly construction progress meetings. 
MEP Commissioning shall be a part of this Project. 

Building Envelope Commissioning shall be a part of this Project. 
Furniture coordination shall be included in this Agreement. 

Special Equipment coordination shall be included in this Agreement. 
This project shall be phased to accommodate x 

 

PROJECT SCHEDULE:
Project Schedule Predesign – X weeks 

Schematic Design – X weeks 

Design Development – X weeks 

Construction Documents – X weeks 

Bidding – X weeks 

Construction – X months 
DOCUMENT SUBMITTAL/ FINAL DELIVERABLES TABLE: 

 

1. The Design Professional shall provide the Owner the hardcopies (HC) and the electronic files (E) of the documents identified below:  (remove columns and rows that are not applicable)
	 
	PREDESIGN
	SCHEMATIC
DESIGN
	DESIGN
DEVELOPMENT
	CONSTRUCTION DOCUMENTS
	BIDDING
	CONSTRUCTION
PHASE

	DESIGN OPTIONS 
	HC / E
	
	
	
	
	

	PROGRAM / DESIGN SUMMARY (Basis of Design)

	
	HC / E
	HC / E
	HC / E
	
	

	TABULATION OF AREA 
	
	E
	
	E
	
	

	CODE ANALYSIS 
	
	
	E
	E
	
	

	DESIGN CALCULATIONS 
	
	
	
	E
	
	

	PATH OF TRAVEL REPORT 
	
	
	
	E
	
	

	MAJOR EQUIPMENT LIST 
	
	
	E
	E
	
	

	AIM ASSET TAG LIST 
	
	
	
	
	
	

	MEASUREMENT & VERIFICATION PLAN 
	
	
	
	
	
	

	PROJECT COST ESTIMATE 
	
	E
	E
	E
	
	

	LIFE CYCLE COST ANALYSIS 
	
	
	E
	E
	
	

	PROJECT SCHEDULE 
	E
	E
	E
	E
	
	

	PROJECT MANUALS - SPECIFICATIONS 
	
	
	E
	E
	
	

	DRAWINGS 
	E
	E
	E
	E
	
	

	ICRA FORM (Immokalee / other patient areas) 
	
	
	
	
	
	

	ENERGY ANALYSIS 
	
	
	E
	E
	
	

	ARC FLASH ANALYSIS 
	
	
	E
	E
	
	

	PHOTOMETRICS AND LPD COMPLIANCE FORM 
	
	
	E
	E
	
	

	FURNITURE BINDER 
	
	
	E
	E
	
	

	MEETING MINUTES 
	E
	E
	E
	E
	E
	E

	RESPONSE TO REVIEW COMMENTS 
	E
	E
	E
	E
	E
	E

	DESIGN GUIDELINES DEVIATION REQUESTS 
	
	E
	E
	E
	
	

	PROJECT WARRANTIES LIST 
	
	
	E
	E
	
	

	BCA SUBMITTAL 
	
	
	
	E
	
	

	SEALED CONSTRUCTION DOCUMENTS 
	
	
	
	
	E
	

	BIDDER INTEREST SUMMARY (as applicable) 
	
	
	
	
	E
	

	SEALED ADDENDA (as applicable) 
	
	
	
	
	E
	

	SUBSTITUTION REQUEST RECOMMENDATION

	
	
	
	E
	
	

	ARCHITECTURAL BID DOCUMENTS (.DWG) 
	
	
	
	
	E
	

	EVALUATION OF BIDS 
	
	
	
	
	E
	

	JOBSITE OBSERVATION REPORTS 
	
	
	
	
	
	E

	FINISHES BINDER 
	
	
	
	
	
	E

	SEALED ASI / ESI (as applicable) 
	
	
	
	
	
	E

	SHOP DRAWINGS / SUBMITTALS 
	
	
	
	
	
	E

	SUBSTANTIAL COMPLETION PUNCHLIST(S) 
	 
	
	
	
	
	E

	FINAL COMPLETION LETTER OF RECOMMENDATION 
	 
	
	
	
	
	E

	RECORD DOCUMENTS 
	 
	
	
	
	
	E

	DP PROJECT FILES 
	 
	
	
	
	
	E


FEDERAL PROCURMENT REGULATIONS: (Insert Not Applicable or keep following language when required including Exhibit A though if DM project you may need Exhibit A without Davis Bacon) 
When applicable, Design Professional agrees to abide by and include applicable Federal law and regulations pertaining to the procurement of goods and services including but not limited to Owner’s Procurement Regulation Applicability Addendum, set forth in Exhibit A into the project. 

 

DESIGN FEES AND REIMBURSABLE EXPENSES: 
1. For Basic Services compensation shall be a stipulated sum of [Amount in Agreement in Words and No/100 Dollars] ($X,XXX,XXX.XX). 

 OR 

 

1. For Basic Services, compensation shall be on the basis of the hourly rates schedule attached hereto with a Fixed Maximum not-to-exceed [Amount in Agreement in Words and No/100 Dollars] ($X,XXX,XXX.XX). Said schedule shall govern for the duration of this Agreement. The Design Professional shall be compensated for services that are included in the Basic Services at a multiple of 1.0 times the amount invoiced. 
 

2. During the Project, payments to the Design Professional shall not exceed the following percentages of the total compensation due under the Agreement. When total compensation is Stipulated Sum, payment shall be commensurate with the actual work completed, but not exceeding the phase limit. 

 

	SERVICES
	FEE AMOUNT ($)
	FEE AMOUNT (%)

	Predesign 
	$ 
	% 

	Schematic Design 
	$ 
	% 

	Design Development 
	$ 
	% 

	Construction Documents 
	$ 
	% 

	Bidding 
	$ 
	% 

	Construction Phase Services 
	$ 
	% 

	Record Documents 
	$ 
	% 

	Other (Describe) 
	$ 
	% 

	TOTAL 
	$ 
	100% 


  
3. For Reimbursable Expenses, as defined in Article 6.2, compensation shall not exceed [Amount in Agreement in Words and No/100 Dollars] ($X,XXX,XXX.XX).or Zero and No/100 Dollars ($0.00). The breakdown of Reimbursable Expenses are as follows: 

 

	REIMBURSABLE EXPENSES
	FEE AMOUNT ($)

	Automobile Mileage 
	$ 

	Air Travel 
	$ 

	Rental Automobile, Fuel 
	$ 

	Taxi / Airport Shuttle 
	$ 

	Parking 
	$ 

	Lodging 
	$ 

	Restaurant Meals 
	$ 

	Presentation Materials 
	$ 

	Schematic Design Booklets 
	$ 

	Submittal Exchange 
	$ 

	Other (Describe) 
	$ 

	TOTAL 
	$ 


 
Sincerely,

(Design Professional Contact Name)
(Design Professional Contact email)

(Design Professional Contact phone)
