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Insert Date
Insert Consultant Name
Insert Consultant Address

CONFIDENTIAL

Dear Insert Consultant Name, 

Re: 
Appointment as a Specialist Consultant
Insert project name here
Further to our recent discussion/meeting/email/letter, we include in this letter for your consideration: 
1. a summary of our assessment of the project brief and the scope of your services (Extent of Work),
2. a preliminary assessment of an indicative Total Project Cost, and 
3. an estimate fee for the Extent of Work to be delivered by you.
A draft Architect and Specialist Consultant Agreement ASCA2017, is also enclosed with this letter. It sets out the Extent of Work to be provided by you and the terms and conditions associated with your engagement as a specialist consultant (the Agreement).
{If applicable: We have also inserted the details of the Client and the Project in the draft ASCA2017. These details, as well as the contents in this letter, are and remain confidential.}
The Brief

We summarise below our understanding of the Client’s brief, as set out in the client-architect retainer, relevant to the specialist services we require from you:
{Insert the description of the Client’s brief for the project as it relates to the services to be provided by the Specialist Consultant. You may consider adopting similar text used in the CAA.}
{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. The summarised area can be determined by completion of an “Indicative Area and Costs Worksheet”}
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 brief and appended it to this letter.}
Specialist Consultant Services

We require you to deliver the following Specialist Services for each of these project stages:

{Delete those services below that you don’t require and also insert the “Other Specialist Services” that are required and not listed in this clause A. You then must insert these “Other Specialist Services” in Item 2 of Schedule A of the ASCA2017.}
Pre-Design

· review and report on the Client’s brief as it relates to the Specialist Service
· if requested, provide recommendations for the appointment of other specialist consultants considered necessary for the Project

· give an assessment of site conditions and constraints relevant to the Specialist Service
· give preliminary analysis of authority requirements relevant to the Specialist Service
· prepare concept drawings to adequately explain the Specialist Service as it relates to the preliminary architectural scheme

· give preliminary construction cost estimates of the Extent of Work
· give a concept design report for inclusion in the Architect’s schematic design report

· get the Architect’s approval to proceed to the detailed design development stage of the Specialist Service
Design Development

· develop the Specialist Service concept into a developed design solution with details to adequately explain the design

· integrate the design component with the information and design prepared by other specialist consultants, within the overall architectural design

· give preliminary schedules of all equipment and/or components

· give outline notes describing components, materials, workmanship and standards of finish

· review the developed design solution against the Project budget and give revised construction cost estimates of the Extent of Work
· give necessary supporting documents and assist the Architect and the Client in lodging and obtaining planning approval

· get the Architect’s written approval to proceed with construction documentation related to the Extent of Work
Construction Documentation

· prepare drawings related to the Specialist Service at an appropriate scale including plans, elevations and sections together with other details and schedules and other information to enable the Project to be tendered

· prepare specifications describing the quality of materials, finishes and workmanship necessary to complete the work in accordance with the drawings

· consult with other specialist consultants in the preparation of their component drawings and specifications

· assist the Architect in the submission of documents to the relevant authority to obtain approval to construct

· assist in the preparation of pre-tender estimates

Contract Formation and Site Administration

· assist the Architect in calling tenders

· provide the Architect with responses to inquiries from tenderers regarding the Extent of Work
· report on tenders in relation to the Extent of Work and give recommendations to the Architect

· if requested by the Architect, negotiate with services tenderers and subcontractors to achieve performance and budget targets

· review shop drawings and other builder’s submissions in relation to the Specialist Service
· give supplementary details and information in relation to the Specialist Service, as required or requested by the Architect

· carry out periodic site inspections of the Specialist Service, in regard to conformity with construction documentation
· when requested, give recommendations to the Architect regarding variations 

· as requested by the Architect, attend site meetings and other meetings 

· give the Architect regular reports regarding time, cost and progress

· assess progress claims and other relevant advice in relation to the Specialist Service and assist the Architect in valuing the work completed

· prepare defects lists related to the Specialist Service, prior to practical completion, and where relevant, performance testing and commissioning
· inspect rectification and issue acceptance to the Architect

· inspect the works and prepare the final defects list related to the Specialist Service, prior to the end of the defects liability period

· assist the Architect in assessing the final certificate in accordance with the building contract for the Project
{List all “Other Specialist Services” that must also be inserted in Item 2d of Schedule A of the ASCA2017}

Estimated Total Project Cost
{Note: For a relatively simple project, utilising the “Indicative Area and Costs Worksheet” you can determine an indication of the “Total Project Works”. Include indicative costs for ALL of the works that are likely to be designed and/or coordinated by the architect.}
You will recall our discussion of what the Total Project Cost includes. Your fees are not included in that amount. Clause C.3 of the Agreement sets out the definition of the Total Project Cost.
On our current understanding of your brief and the quality and size of the project, our assessment of the Total Project Cost is $# # # # # # (ex GST).
We give this indication of the Total Project Cost only to assist you in estimating your Service Fee. 
Fees for Specialist Services
The ASCA2017 provides for a Service Fee to be calculated by way of Percentage Fee, Lump Sum Fee, Hourly Rate Fee or some combination of these.
{If applicable} Depending on the type of fee you prefer, we will need all the detail needed to complete Items 3, 4 and 5 of the Schedule A. See page 7 of the attached draft Agreement. Please provide these as part of your tender.
{Or, if applicable} We propose that the Service Fee be calculated by way of {Percentage Fee, Lump Sum Fee, Hourly Rate Fee} as we have set out in Items 3, 4 and 5 of the Schedule A. See page 7 of the attached draft Agreement.
Architect’s Representatives

The following members of our staff will be engaged on this Project:

{insert name of principal architect/architect in charge and the “Architect’s Representative” nominated in the details schedule of the ASCA2017.}

Please tell us the name and provide contact details of your representative on this Project.
Specialist Sub-Consultants 
{Delete section if Specialist Sub-Consultants not required}In our discussions with you, we have identified the need for specialist sub-consultants to assist in the delivery of the Specialist Services.
This Schedule indicates the specialist consultants who, as discussed, are to be engaged by you on the terms outlined in clause E.1, and their fees will need to be considered in your Service Fee estimate.

We will make recommendations to the client if the need for other specialist consultants arises during the course of the project, and if they are engaged, this will be on the terms set out in clause F.2.
Disbursements
We have discussed with you the costs we will reimburse to you and those which will attract a service fee. Those disbursements we have presently identified, that we will reimburse to you, are set out in Item 5 of the Agreement attached. 
Insurance

Please provide us with the details of your current professional indemnity policy including your level of cover. Alternatively, please provide us with a Certificate of Currency of Insurance for this policy.
{If applicable} We look forward to receiving your response to the draft Agreement and the details required to complete it so we can prepare the ASCA2017 for signing, but please do not hesitate to call us if you have any questions.
{Or, if applicable} Please confirm with us in writing that you agree to your appointment as our Specialist Consultant on this Project on the above terms and conditions and those in the attached ASCA2017. 

{Or, if applicable} If you would like to accept your appointment on these terms, please sign two copies of the attached ASCA2017 and return them both to us so we can countersign. We will then return a signed copy to you, for your records.

Yours sincerely,
{Insert your name, firm name, title, sign-off, etc.}
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