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Section | — General

The College administration is required to develop procedures for administration of
Architect/Engineer (A/E) agreements.

Section Il = Contract Negotiation and Preparation

Upon approval of the Architect/Engineer selection and approval to negotiate, the Office of
Administration and Finance notifies the A/E in writing of the negotiation, directs the A/E to
prepare a proposal and submit a copy of proposed agreement. The Office will schedule a
negotiation meeting with a team designated by the President to negotiate fees for basic services
plus fees for pre-negotiated additional services to be included in the agreement.

The basic services fee is compared to the Department of Management Services Fee Curve.
Pre-negotiated additional services must be documented by detailed proposals from the A/E and
its consultants, including proposed number of hours and hourly rates for those involved in the
work. Services for which the fee is difficult to estimate or for which the fee is likely to be revised
should not be included in the base agreement but should be issued as additional service
authorizations. The A/E shall also submit an hourly rate schedule by personnel category.

If negotiations with the first ranked firm are unsuccessful, the administration may terminate
negotiations with the first ranked firm and begin negotiations with the second ranked firm. If
negotiations with the second ranked firm are unsuccessful, the College may terminate
negotiations with the second ranked firm and begin negotiations with the third ranked firm. If
negotiations with the third ranked firm are unsuccessful, the College may terminate negotiations
with the third ranked firm, and may select additional firms from the original pool or re-advertise.

Upon completion of successful negotiations, the Office of Administration and Finance prepares
the agreement. Two originals are sent to the Architect/Engineer for signature. Upon execution,
the agreements are then forwarded to the Board for approval.

Section Il = Agreement

The Office of Administration and Finance retains an original copy of the agreement, and an
original copy is returned to the Architect/Engineer. A copy is forwarded to the College’s
Construction Projects Manager (CPM) and the Purchasing Department.

College of Central Florida offers equal access and opportunity in employment, admissions and educational activities. The college will not discriminate on the basis of race, color,
ethnicity, religion, sex, age, marital status, national origin, genetic information, veteran status or disability status and any other factors prohibited under applicable federal, state, and
local civil rights laws and regulations in its employment practices or in the admission and treatment of students. Recognizing that sexual harassment constitutes discrimination on the
basis of sex and violates this policy statement, the college will not tolerate such conduct. The Title IX Coordinator has been designated to handle inquiries regarding nondiscrimination
policies and can be contacted at the Ocala Campus, 3001 S.W. College Road, at 352-291-4410 or Compliance@cf.edu.
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Section IV — Amendments and Additional Service Authorizations

When a scope change which alters the construction cost as stated in the original agreement is
proposed, the agreement must be amended. Amendments are negotiated, documented,
executed and distributed in the same manner as the original agreement.

Any services, which are not authorized by the original agreement, must be authorized in writing
by the Chief Business Officer by an Additional Service Authorization. The authorization may be
lump sum or not to exceed, and compared to the fee curve or based on hourly rates, not to
exceed the hourly rates submitted with the original agreement. The CPM shall prepare a
Purchase Requisition to be forwarded to the Business Office for each amendment or additional
service.

Section V = A/E Invoices

The A/E submits invoices to the CPM for approval. The CPM reviews the invoice, checking that
appropriate documentation is included or has been submitted and that all calculations are
correct. If the work product described in the invoice has not been approved, the CPM shall
promptly return the invoice with instructions to resubmit after approval of the work product. After
the invoice is approved by the CPM and the Director of Facilities, it is forwarded to the Chief
Business Officer for approval and then forwarded to the Business Office for processing.

Section VI — A/JE Agreement File

The CPM maintains an agreement file containing a copy of the Architect/Engineer Agreement,
any supporting proposals submitted by the A/E, a copy of the insurance certificate and any
information relating to amendments, additional service authorizations and payments.

NOTE: A standard agreement form is used to contract with Architects/Engineers. The College
reserves the right to modify the agreement to more closely fit the requirements of the specific
project.
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