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GL1. INTRODUCTORY LETTER FOR CAA2019 (DELETE BEFORE SENDING)
[Insert Date
Insert Client Name
Insert Client Address]
CONFIDENTIAL

Dear [Insert Client Name], 

Re: 
Fee proposal to provide Architectural Services
[Insert project name here.]
It was a pleasure to discuss/meet with you about your project [or include other salutations].
Further to our recent discussions/meeting, we include in this letter: 
· a summary of our assessment of the design brief and site assessment;
· an initial forecast of the Cost of Works for the project, and 
· the method for calculating our fee for our services as your architect,

all for your consideration.

A draft Client Architect Agreement, enclosed with this letter, provides detailed information on the services to be provided and contractual conditions associated with our engagement as your Architect. This agreement is the Australian Institute of Architects’ standard-form 2019 Client Architect Agreement. We also attach the ‘Information guide to the client’ that accompanies this contract as well as a copy of the applicable Code of Conduct required under the Architects Act.
Design Brief and Site Assessment
We have summarised our understanding of your preliminary design brief in accordance with our recent discussions to allow us to evaluate the approximate size and complexity of the project. 
[For a relatively simple project you might choose to insert here a description of the project identifying the key components to be designed and/or coordinated by the architect, and to summarise the estimated built areas associated with the project.] 
[For example:]
Two storey residence including:

Open plan living and kitchen area with walk-in pantry

Laundry

Powder room

Study

Master bedroom with WIR and ensuite

Two children’s bedrooms with shared bathroom

Rumpus room

Double lock-up garage attached to house

Swimming pool and outdoor BBQ area

Estimated area

400m2 including garage
For a more complex project you may wish to refer to a design brief which is attached to or enclosed with this letter.

Note:
The approximated areas outlined above are initial, indicative estimates only and are likely to change as the design brief and project design evolve.

The ‘Cost of Works’ forecast
You will recall our discussion of the Cost of Works and that our fees, among other things, are not part of it. It is very important that we proceed with a mutual understanding of what the Cost of Works covers. We encourage you to read the enclosed ‘Information guide to the client’ document which also explains these concepts under the Client Architect Agreement. 
Clause A.3 and Section M of the Client Architect Agreement (pages 2 and 6) sets out the definition of the Cost of Works. If you are unclear on what parts of your Total Project Cost are included in the Cost of Works and which parts are not, please ask us or refer to the Information for Clients document.
On our current understanding of your design brief, and the quality and size of the project, our initial Cost of Works forecast is $XXXXXX (excl. GST).
In deriving this initial Cost of Works forecast we have considered market trends for projects of a similar nature, but indicative costs are not a guarantee of actual costs nor the final cost for your project.
This preliminary indication of cost is provided to assist you in understanding your design brief and your Cost of Works budget as it relates to your Total Project Cost, discussed below. It is also based on assumptions we have made about the design brief and information available at this point in time.
As discussed, we highly recommend the engagement of a quantity surveyor or professional cost consultant to assist you in managing your budget by providing more accurate estimates as the project takes shape.

Your budget and the Total Project Cost
The Total Project Cost (also defined in Section M) includes the Cost of Works plus all other costs that relate to the project including (but not limited to) our fees and those of other specialist consultants, disbursements, removal and relocation costs, design and construction contingencies, including escalation costs, architectural, consultant and other professional fees, authority fees and charges, legal fees, landscaping, loose or unaffixed furniture, fittings and equipment, finance charges, marketing and promotional costs, etc. 
As discussed, you are responsible for managing the Total Project Cost budget, because it has components we are unable to control, manage, or take responsibility for. Please also consider the GST components for each of those, because the GST payable on the project costs (including our fees) should be included in your budget. 
We also recommend that you include in the Total Project Cost budget a contingency sum of say XXXX%, to allow for unforeseen expenses that may eventuate as the project proceeds. 
A few examples of expenses which might arise that you do not presently expect could be:

· you might later decide to have us carry out extra services you have not presently anticipated; 
· the services of another specialist consultant may become desirable or necessary;  
· during the construction of the project, you may decide you want to change something which involves extra cost to you (variations); or

· unexpected events occur which cause delays to developing the project or the construction works.

We understand that more detailed consideration of your Total Project Cost may require adjustments to the funds available for the Cost of Works.

Fees for Architectural Services
Fees for Core Architectural Services:

The scope of these Services is listed in Schedule A: Section A of the draft Client Architect Agreement (page 7). Please note that specific responsibilities and services not included in our professional services, are listed in clause A.2.
We propose a percentage Fee agreement of XX % of the Cost of Works (excluding GST as outlined above) for which a preliminary estimate is:

XX % of $XXXX (forecast Cost of Works excluding GST) = $YY (Excluding GST)
The breakdown of these fees, related to specific stages of the delivery of Core Architectural Services is defined in Schedule B: Item 1: A.0 to A.6 of the attached draft Client Architect Agreement. Our fee also includes a Mobilisation Fee for $XXXX that is an advance payment on the fees payable for the services (see Section M). This Mobilisation Fee is payable soon after we sign an agreement and commence our engagement with you.
Fees for Additional Architectural Services:

As discussed with you, we have identified that the following architectural services are required in addition to the Core Architectural Services. These services are shown in Schedule A: Section B of the Client Architect Agreement (page 9). These Services will attract the fees set out in Schedule B: Item 1 for components B.1 to B.6 (page 11). 

[Edit or Delete if not required:]

Individual services in Schedule A which are priced by a different fee method, for the purposes of Schedule B: Item 1 are set out below:
	Schedule B item:
	Brief description of service:
	Fee method
	Notes

	[Insert reference, eg. A.1, A.4, B.6]
	[Insert corresponding wording of item in Schedule A, or custom additional service item]
	[Insert: Percentage, Lump Sum, Hourly Rates]
	[include any comments or exceptions]

	…
	…
	…
	…


…add more lines as required.]

When considering your Total Project Cost budget you will need to consider our fees for both the Core Architectural Services and Additional Architectural Services.
Specialist Consultants 

In our discussions with you, we have identified the need for specialist consultants to assist in the delivery of the project and these are listed in Clause E of the Client Architect Agreement.
Item 4 of Schedule B indicates the specialist consultants whose services we recommend are likely to be needed during the project. As discussed, these specialist consultants are to be engaged by you on the terms outlined in clause E.1, and their fees will need to be considered in your Total Project Cost budget.
We will make recommendations if the need for additional specialist consultants arises during the course of the project, and if they are engaged, clause E.2 will govern the arrangements.
Disbursements
We have discussed with you the items for which you would reimburse us their cost and those which would also attract a service fee. Those we have presently identified are set out in Item 3 of Schedule B of the Client Architect Agreement. 
For those disbursements listed with a service fee applicable, clause D.7 of the Client Architect Agreement provides that the service fee payable is 15 per cent of the invoiced cost of a disbursement.

If these disbursements are likely to be significant in the circumstances of your project, you may wish to consider their likely total amount in your Total Project Cost budget.
Program of services

We estimate that the design and documentation stages of the project can feasibly be delivered over about XX to XX months. However, this will depend on several factors critical to the timeframe for delivery of these stages, such as the time it takes to obtain planning approval. At this point in time, it is not feasible to forecast how long the planning approval process will take.

In addition, contributing to the indicated timeframe, there are the necessary approvals for building work to commence and the selection of the contractor. Similarly, we are not in a position to forecast the time involved before the construction work can begin.

Generally, after the building contractor is selected, a building contract signed, planning approval, building permits and finance (if required) is secured, then construction work can start. We forecast that when construction work starts, it will take about XX to XX months to reach the stage where you can occupy the built project.

Engaging us to work further with you
We confirm our enthusiasm for providing architectural services for your project and look forward to exploring the opportunities that your project offers. 
However, before we do further work we request that you formally confirm our engagement, in writing.
Under the Architects Act and the Code of Conduct that applies to our professional services, our engagement with you must be recorded and confirmed in a written agreement, before we start delivering professional services to you. As discussed and noted above, we propose our engagement is formalised by signing the Australian Institute of Architects’ Client Architect Agreement that is enclosed with this letter in draft form. We encourage you to read it carefully, seek legal advice if you wish and discuss with us any queries you have. 
We again encourage you to read the ‘Information guide to the client’ document to assist you understanding the Client and Architect Agreement and other important elements of our engagement.

We look forward to your confirmation. We will then prepare final copies of the Client Architect Agreement and send them to you to sign and return. 

Please do not hesitate to call us if you have any questions.

Yours sincerely,
____________________________ Pty Ltd Architects

_________________
Director / Principal / etc

Italic, red text is a prompt for you to insert, delete, modify, or accept text as required according to the circumstances of your project. 
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