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Project Initiation Form 7555-13


The Project Initiation is to be provided to the consultant on Campus letterhead. This sample letter is provided for your adaptation and use.
 
(insert date)

(insert recipient name)
(insert recipient address)

Subject:	Term Contract Project Initiation Request
Contract No. 	(insert contract number)
Project No.	(insert project number)
Project Title 	(insert project name)
Contract No. 	(insert contract number)


Dear (insert recipient name),

The State University of New York requests the design of the subject Project be executed under the Term Contract identified herein.  Enclosed you will find the Scope of Services and other relevant information including the Program Budget, Basic Design Fee, and Time of Completion. In addition to the scope of work the attached checklist summarizes the services defined in the contract that are applicable to this project.  

The project shall be executed under (insert contract number) as a (select one)   (Lump Sum Agreement)   or    (Cost Plus Fixed Fee Agreement)   or   (Percentage of Construction Cost Agreement). The terms and conditions of the said contact are in full force and effect and shall apply in their entirety.

The designated Campus contact is (insert name, title & address).  A tour of the facility and review of the existing drawings can be arranged by contacting (insert name) at (insert telephone number).Please provide your written acceptance of this request to the designated Campus contact at or before (insert time) on (insert date).  Upon receipt of your acceptance of the project the Campus will provide a contract amendment or purchase order for your acknowledgement. 

University shall not be liable for any costs incurred prior to the release of a fully approved contract amendment or purchase order. Therefore, the University does not advise that any work be initiated prior to the release of a fully approved contract amendment or purchase order. 
				
Sincerely,

(insert name)
(insert title)

Enclosures
1. (list enclosures)

Subject:	Term Contract Project Request
Contract No. 	(insert contract number)
Project No.	(insert project number)
Project Title 	(insert project name)
Contract No. 	(insert contract number)

I hereby acknowledge and accept this project request including its Scope of Services, other relevant information, and contract terms and conditions in its entirety.  
 (INSERT FULL LEGAL NAME OF CONSULTANT) 

By:___________________________________		_____/_____/______
								Date
Title:__________________________________


	[bookmark: _Toc318207788]General Information 

	
Project Name: __________________________________________ Date: _________________________
Project Number:____________________________ Contract Number: ____________________________


	Contract Requirements 

	
|_|  SECTION A - GENERAL SERVICES
1. |_|  Determination of staffing
2. |_|  Advisement of progress
3. |_|  Attendance at conferences & meetings
4. |_|  Coordination of services

|_|  SECTION B - SPECIFIC SERVICES
1. |_|  Program Phase
2. |_|  Schematic Design Phase
3. |_|  Design Manual Phase
4. |_|  Construction Document Phase
5. |_|  Construction Phase - General Administration of Construction Contracts

|_|  SECTION C - SPECIFIC SERVICES FOR STUDIES
1. |_|  Programming Phase
2. |_|  Architectural Concept Design Phase


	Explicitly define below any subsections which are not required under the scope of work for this project.  

	______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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