
Contract for Project Management Services 

Town of Norwell Town Hall Renovations 

Attachment A:  Scope of Project Management Services 

 

 

ARTICLE 1: BASIC SERVICES 

The Owner’s Project Manager shall perform the following Basic Services: 

 

1.1        Project Management (For All Phases) 

 

1.1.1  The Owner’s Project Manager shall prepare a communication and document control 

procedure during the Feasibility Study/Schematic Design Phase and continue to update it as 

specified for the duration of the Project. This procedure shall detail the responsibilities and lines 

of communication among all Project participants (Owner, Owner’s Project Manager, Designer, 

Contractor, Subcontractors, Trade Contractors, Non-Trade Contractors and other consultants, 

vendors or suppliers) and establish the procedure for correspondence, document control, designer 

and contractor submittal logs, change order reporting logs and other tracking logs, as needed. 

The Owner’s Project Manager shall include the Designer in its distribution of the Project Budget, 

Schedule, Monthly Progress Report and other reports as appropriate and as outlined in the 

Communications Plan. 

 

1.1.1.1   The Owner’s Project Manager shall attend municipal and neighborhood meetings 

as requested.  The Owner’s Project Manager shall take minutes of the above-referenced 

meetings and promptly distribute minutes of these meetings to the Owner. 

 

1.1.1.2  The Owner’s Project Manager shall review all applications for payments, 

requisitions and invoices relating to the Project as submitted by the Designer, equipment 

vendors and all other contractors and suppliers and make recommendations to the Owner 

relative to amounts due. 

 

1.1.2  Project Control 

 

1.1.2.1  Project Budget 

The Owner’s Project Manager shall prepare a detailed baseline Project Budget in a form 

acceptable to the Owner, which will be reviewed and agreed upon by the Owner.  The 

Owner’s Project Manager shall monitor and compare all Designer estimates, contractor bids, 

and other cost information to this Project Budget and identify and report all variances to the 

Owner. The Owner’s Project Manager shall maintain and update the baseline Project Budget 



throughout the term of this Contract. The Owner’s Project Manager shall report any 

variances to the baseline Project Budget as part of the Monthly Progress Report. 

The Owner’s Project Manager shall prepare revisions to the baseline Project 

Budget, as needed, and submit them to the Owner for approval. 

 

1.1.2.2  Cost Estimating 

 

The Owner’s Project Manager shall prepare detailed independent cost estimates at each 

Design phase when required by the Owner. If the Owner requires the Owner’s Project 

Manager to prepare an independent cost estimate, the Owner’s Project Manager shall 

compare its cost estimate to that prepared by the Designer to identify and notify the Owner 

of any variances. 

 

In the event that the cost as estimated by the Designer exceeds the construction cost in the 

Project Budget at any of the Design phases, the Owner’s Project Manager shall consult with 

the Designer and recommend to the Owner appropriate revisions to the scope of work. 

 

The Owner’s Project Manager shall provide cost estimating services, as may be required, to 

develop cash flows. 

 

During the schematic design Phase, the Owner’s Project Manager shall prepare a 

construction cost estimate in a format acceptable to the Owner with aggregated unit rates 

and quantities supporting each item. 

 

1.1.2.3  Project Schedule 

 

The Owner’s Project Manager shall prepare a Project Schedule in a form acceptable to the 

Owner.  The Owner’s Project Manager shall prepare revisions to the Project Schedule, as 

needed, and submit them to the Owner for approval. 

 

  

  



1.1.3  Monthly Progress Report 

 

The Owner’s Project Manager shall submit to the Owner no later than the twelfth day of each 

calendar month a written Monthly Progress Report summarizing activity during the preceding 

calendar month. The Monthly Progress Report shall be submitted in a format acceptable to the 

Owner and shall describe work performed by all project participants (OPM, Designer, 

Contractor) during the reporting period and work planned for the next reporting period. 

The report shall also address matters of schedule adherence (Project Schedule as well as 

individual completion percentages for design and construction), costs to date (updated Project 

Budget and actual expenses incurred), change orders and potential change orders, cash flow 

projections, Contractor's safety performance, Designer’s QA/QC, Contractor's environmental 

compliance, community issues, Designer and Contractor MBE/WBE activities (if applicable), 

any issues that could result in additional time and/or additional costs and any anticipated 

problems/concerns together with recommended solutions. 

 

1.1.4  MBE/WBE Compliance Monitoring (All Phases)— 

 

The Owners’ Project Manager shall monitor and report on the Designer’s and Contractor’s 

compliance with MBE/WBE requirements (if applicable). 

 

1.1.5  Site Investigations and Environmental Testing 

 

Prior to Designer Selection, the Owner’s Project Manager shall assist the Owner in determining 

the need for and the implementation of site evaluation and testing including, but not necessarily 

limited to, site surveys, wetlands evaluation, environmental evaluations, hazardous materials 

evaluation, subsurface testing (percolation tests, test pits, borings, etc.), destructive testing and 

other investigative work in the case of renovation projects. The determination that any additional 

services or testing need to be performed shall rest with the Owner or Designer. 

 

1.1.6  Project Records and Reports (All Phases) 

 

The Owner’s Project Manager shall maintain a complete Project file including, but not 

necessarily limited to, a copy of the executed agreements of the Owner-Owner’s 

Project Manager, Owner-Architect/Engineer and the Owner-Contractor, including copies of 

performance and payment bonds, a master list of permits, certificates of insurance, licenses and 

approvals for the Project, correspondence, daily reports, payment records, shop drawings, 

submittals, project schedules, requests for information, change orders/amendments, change 



directives and meeting minutes. The Owner’s Project Manager shall assist the Owner in 

responding to any public records request received by the Owner. 

 

1.2 Feasibility Study/Schematic Design Phase 

 

1.2.1 Review of Existing Studies   

The Owner’s Project Manager shall review all existing studies pertaining to the project, and 

make recommendations with regard to project scope and budget for the Owner’s consideration, 

prior to Designer Selection.   

 

1.2.2  Designer Selection 

The Owner’s Project Manager shall coordinate the designer selection process for the Owner 

in accordance with the Owner’s Designer Selection Guidelines. Services shall include: 

 

1.2.2.1  The Owner’s Project Manager shall assist the Owner in preparing the schedule for 

designer selection, advertisement, request for services, selection criteria and other materials 

required for the application package.  

 

 1.2.2.2  The Owner’s Project Manager shall record the names and addresses of all 

designers who request an application package, shall notify all interested designers of any 

changes to the request for services or application package and shall respond to project 

specific questions. The Owner’s Project Manager shall complete reference checks on all 

applicants and provide the Owner with a report on the references.  If fewer than three design 

firms submit packages, the Owner’s Project Manager shall assist the Town in canceling the 

process and commencing a new process. 

 

 1.2.2.3  The Owner’s Project Manager shall review each submitted application to be sure 

it is complete and shall submit the application packages as well as the completed references 

to the Owner no later than ten calendar days after the due date for applications. 

 

1.2.2.4   INTENTIONALLY OMITTED 

 

1.2.2.5  The Owner’s Project Manager shall assist the Owner in the negotiation of the 

design contract with the first-ranked firm.  If a contract cannot be negotiated with the first-

ranked firm, the process shall be repeated with successively-rated firms until a successful 

contract is negotiated. 

 



1.2.3  Feasibility Study/Schematic Design 

 

The Owner’s Project Manager shall monitor the activities and responsibilities of the 

Designer during this phase and assist the Owner in the review of the proposed scope, schedule 

and budget, developed by the Designer, including the review of the Designer’s preliminary 

drawings. The Owner’s Project Manager shall: 

 

 a.  Prepare independent construction cost estimates pursuant to Section 

1.1.2.2 of this Scope of Services for comparison with the Designer’s cost 

estimates. (Two estimates during Task 1.2.2) 

 

 b.  Work with the Owner and Designer to prepare the Project Schedule. 

 

1.2.3.1      The Owner’s Project Manager shall review the schematic design to recommend 

Value Engineering Changes (VEC) to the Owner. A Value Engineering Change shall 

include an analysis of the constructability, cost, quality and schedule impact. The Designer 

will be responsible for a thorough review and recommendation on the technical merit of any 

VEC. 

 

1.2.3.2  The Owner’s Project Manager shall lead design coordination meetings every two 

weeks, between the Designer and the Owner, to provide for review and discussion of 

design/engineering related issues. The Owner’s Project Manager shall provide technical 

assistance to the Owner. The Owner’s Project Manager shall take and distribute minutes of 

these meetings to the Owner. 

 

1.2.3.3  The Owner’s Project Manager shall assist in the implementation of additional site 

evaluation and testing as required by the Designer, including, but not necessarily limited to, 

site surveys, wetlands evaluation, environmental evaluations, hazardous materials 

evaluation, subsurface testing (percolation tests, test pits, borings, etc.), destructive testing 

and other investigative work in the case of renovation projects. 

 

1.2.3.4  The Owner’s Project Manager shall monitor the status of the Designer contract 

including monitoring the schedule of the Designer, provide review and comment of 

Designer’s work product and make recommendations to the Owner when, in the opinion of 

the Owner’s Project Manager, requirements of the Designer’s contract with the Owner are 

not being fulfilled. 

 



1.2.3.5  The Owner’s Project Manager shall meet with the Owner, Designer and other 

project participants as necessary.  

 

1.2.3.6  If requested, the Owner’s Project Manager shall assist the Owner with the 

completion of grant applications for funding for the study of green design strategies and 

assist by identifying green strategies, as appropriate, for study during this phase. The 

Owner’s Project Manager shall assist the Owner and Designer, as needed, in the preparation 

of any certifications related to this paragraph. 

 

1.2.3.7  (Construction Delivery Methodology Selection):  INTENTIONALLY 

OMITTED. 

 

1.3  Design Development/Construction Documents/Bidding Phase 

 

1.3.1 The Owner’s Project Manager shall continue to oversee the activities and responsibilities 

of the Designer in the further development of the scope, schedule and budget including a general 

review of the Designer’s detailed scaled plans, elevations and sections of all aspects of the 

design. The Owner’s Project Manager shall: 

 

a.  Prepare independent construction cost estimates pursuant to Section 1.1.2.2 of 

this Scope of Services, for comparison with the Designer’s cost estimates. (One 

Estimate during Task 1.3) 

 

b.  Work with the Owner and Designer to update the Project Budget and Schedule. 

 

1.3.2  The Owner’s Project Manager shall monitor and coordinate the schedule, technical 

accuracy, efficiency, coordination, and constructability of the Project and cost-effectiveness of 

all designs, drawings, reports, estimates and other work furnished by the Designer, and make 

recommendations to the Owner when, in the opinion of the Owner’s Project Manager, 

requirements of the Designer’s contract with the Owner are not being fulfilled. 

 

1.3.3  The Owner’s Project Manager shall promptly review all Designer submissions and shall 

meet with the Designer to discuss those submissions. Upon completion of its review, the 

Owner’s Project Manager shall recommend that the Owner: 1) approve the submission as made; 

2) approve that part of the submission that is acceptable and reject the remainder; 3) reject the 

submission; or 4) require the Designer to submit additional information or details in support of 

its submission. 



 

 

1.4  Construction Documents  

 

1.4.1  The Owner’s Project Manager shall review the construction documents for quality, cost, 

and schedule improvements, conciseness and clarity. The Owner’s Project Manager shall:  

 

a. Prepare independent construction cost estimates pursuant to Section 1.1.2.2 of 

this Scope of Services for comparison with the Designer’s cost estimates. (Two 

estimates during Task 1.4)  

 

b. Provide advice, consultation and guidance to the Owner relative to value 

engineering recommendations.  

 

c. Work with the Owner and Designer to update the construction budget and 

schedule. 

 

1.4.2  The Owner’s Project Manager shall provide advice, consultation and guidance to the 

Owner and the Designer relative to general contractor and subcontractor prequalification 

requirements pursuant to M.G.L. c. 149 § 44D½ and § 44D¾ as applicable, including 

participation as a member of the Owner’s Prequalification Committee if such committee is 

formed.  

 

1.4.3  The Owner’s Project Manager shall review the construction documents. The review shall 

include constructability, operability and bid-ability as well as document clarity and coordination 

between drawings and to identify conflicts between drawings and specification. The 

constructability review will identify potential conflicts, make recommendations specific to any 

phasing issues, recommend appropriate milestones, constraints and liquidated damages and a 

review of the project specific requirements in the General Requirements.  

 

1.4.4  The Owner’s Project Manager’s review of the construction documents shall also include, 

but not be limited to, any concerns of the Owner’s Project Manager and/or the Owner relative to 

access, usable area, parking, utilities, anticipated noise sources during construction and 

identification of field offices, facilities, supplies and equipment.  

 

1.4.5  The Owner’s Project Manager shall monitor the schedule of the Designer, provide review 

and comment of Designer’s work product and make recommendations to the Owner when, in the 



opinion of the Owner’s Project Manager, requirements of the Designer’s contract with the Owner 

are not being fulfilled. 

 

 

1.5 Bidding Phase  

 

1.5.1  The Owner’s Project Manager shall monitor the activities and responsibilities of the 

Designer in the advertisement, distribution of bidding documents and solicitation of public bids 

in accordance with M.G.L. c. 149 §§ 44A through 44J and other public construction related 

statutes. The Owner’s Project Manager shall:  

 

a.  Administer general contractor and subcontractor prequalification requirements 

pursuant to M.G.L. c. 149 § 44D½ and § 44D¾ as applicable, including participation 

as a member of the Owner’s Prequalification Committee.  

 

b.  Attend, and assist the Owner with, all pre-bid conferences and meetings and, assist, 

if directed by the Owner.  

 

c.  Attend, and assist the Owner with, all sub-bid and general bid openings and, assist, if 

directed by the Owner.  

 

d.  Review all sub-bids and general bids in conjunction with Designer’s determination 

of responsiveness, bidder eligibility, completeness, accuracy and price. Provide 

technical guidance to the Owner relative to its acceptance of bids and determination 

of bidder responsibility.  

 

e.     Review alternates and make written recommendations as to their acceptance.  

 

f.  If the bid of the lowest eligible and responsible general bidder exceeds the 

construction budget, the Owner’s Project Manager shall consult with the Designer 

and make recommendations to the Owner in regard to maintaining the Project 

Budget which may include, consistent with Massachusetts public construction laws, 

reviewing and recommending acceptance of alternates, re-bidding or seeking 

additional funding from the Town.  

 

1.5.2  The Owner’s Project Manager shall make recommendations to the Owner relative to the 

award of a construction contract.  



 

1.5.3  The Owner’s Project Manager shall assist the Owner in the preparation and execution of 

the Owner-Contractor Agreement and shall obtain from the Contractor performance and payment 

bonds, insurance certificates, and all other documents and certificates required for contract 

execution.  

 

1.5.4  The Owner’s Project Manager shall assist the Owner and the Designer in preparing and 

sending the Notice to Proceed to the Contractor.  

 

1.5.5  The Owner’s Project Manager shall provide the Contractor, Designer, and the Owner 

with required copies of executed construction contract documents.  

 

 

Construction Phase  

 

1.6 Construction  

 

The Owner’s Project Manager shall provide supervisory staff for each of the following activities, 

from Notice to Proceed of the construction contract to contract close-out.  

 

1.6.1  The Owner’s Project Manager shall monitor the Designer’s administration of the Owner 

Contractor Agreement including the processing of submittals, issuance of timely decisions and 

directives and consultant’s or subconsultants’ visits to the Project as necessary during the time 

that construction is occurring on the portions of the work to which the consultant's services 

relate.  

 

1.6.2  The Owner’s Project Manager shall provide a full-time (40 hours per week minimum) 

on-site Project Representative, who shall be dedicated exclusively to the Project, either as an 

employee of the Owner’s Project Manager or as a subconsultant to the Owner’s Project Manager.  

 

1.6.2.1    The Project Representative shall be subject to the approval of the Owner and the 

Owner reserves the right to require the Owner’s Project Manager to replace the Project 

Representative at any time during the course of the Project.  

 

1.6.2.2    The Project Representative shall have at least five years’ experience in on-site 

supervision of projects similar in size and complexity to the Project.  

 



1.6.2.3 Unless otherwise directed, the Project Representative shall be present at all times 

when the Contractor is conducting operations at the site starting from issuance by the Owner 

of a Notice to Proceed to the Contractor and continuing until issuance to the Contractor of a 

Certificate of Substantial Completion by the Owner and thereafter on an, as needed basis, 

until issuance to the Contractor of a Certificate of Final Completion by the Owner. 

 

1.6.3  The Owner’s Project Manager shall review the Contractor’s schedule of values to 

determine if it represents a reasonably balanced payment schedule for work to be performed with 

no items front-end loaded or artificially inflated. The schedule of values shall include line items 

for all deliverables, testing requirements and specified operations and maintenance materials. 

The Owner’s Project Manager shall submit recommendations for the Contractor’s schedule of 

values to the Owner within forty-five days of the Owner’s Notice to Proceed to the Contractor.  

 

1.6.4  The Owner’s Project Manager shall review the Contractor’s submitted baseline schedule. 

The Owner’s Project Manager shall be responsible for monitoring the timeliness of these 

submittals and enforcing compliance with schedule submittal requirements of the construction 

documents. The Owner’s Project Manager shall evaluate the Contractor’s planning for the 

execution of the work, evaluate the reasonableness of the proposed schedule and determine if the 

submitted schedule meets the requirements of the construction documents.  

 

1.6.5  The Owner’s Project Manager shall provide daily observation and monitoring of 

construction activities such that all shifts and work activities are observed and documented. 

Responsibilities shall include:  

 

1.6.5.1  The Owner’s Project Manager shall keep a daily log containing a record of 

weather, the Contractor’s work on site, number of workers, visitors to the site, safety status 

of the Project, equipment and equipment utilization, material and equipment deliveries, non-

compliance with safety procedures and issuance of any safety violation notifications, 

accidents, general description of work performed and quality of work, visits of code 

enforcement officials and any resulting reports or orders, verbal instruction to interpretations 

given to the Contractor, pay items, and any observed delays, deficiencies and field problems.  

 

1.6.5.2  The Owner’s Project Manager shall prepare weekly progress reports for submittal 

to the Designer and the Owner that summarize the progress achieved, provide a concise 

description of problems and include a copy of the daily log. 

 



1.6.5.3   The Owner’s Project Manager shall assist the Designer in determining if 

construction and construction related activities are performed in accordance with plans and 

specifications and the approved shop drawings and are consistent with Massachusetts public 

construction laws.  

 

1.6.5.4  The Owner’s Project Manager shall monitor on a daily basis Time and Materials 

work on change orders for less than $50,000, including work installed, volume 

measurements, time sheets, crew sizes and mixes, and equipment utilized.  

 

1.6.5.5  The Owner’s Project Manager shall evaluate actual quantities and classification of 

Unit Price work performed by Contractors.  

 

1.6.5.6  The Owner’s Project Manager shall evaluate field problems, using the proper 

channels for solution and communication of the information to the Designer and the Owner.  

 

1.6.5.7  The Owner’s Project Manager shall coordinate and track requests for clarification 

on drawings/specifications, design changes and proposed change orders. 

 

1.6.5.8  The Owner’s Project Manager shall prepare responses to Contractor 

correspondence for the Owner.  

 

1.6.5.9  The Owner’s Project Manager shall monitor and coordinate the scheduling and 

activities of independent materials testing functions at the site, including distribution of 

reports and any necessary actions resulting.  

 

1.6.5.10  The Owner’s Project Manager shall maintain at the Project site, on a current basis, 

a record copy of Construction Contract Documents, including, but not necessarily limited to, 

drawings, specifications, addenda, change orders, and directives as well as all approved shop 

drawings, product data, samples, submittals, operations and maintenance manuals and all 

other relevant documents relating to the construction of the Project.  

 

1.6.5.11  The Owner’s Project Manager shall monitor the Contractor’s compliance with 

Massachusetts prevailing wage requirements pursuant to M.G.L. c. l49 §§ 26 to 27H 

inclusive including assisting the Owner in cataloging and filing payroll affidavits.  

 

1.6.5.12  The Owner’s Project Manager shall shoot and maintain Project progress 

photographs showing construction progress at a frequency sufficient to document major 



activities or to document safety incidents, differing site conditions and quality issues. The 

Owner’s Project Manager shall maintain a descriptive log and captioning of the photographs 

on CD.  

 

1.6.6  The Owner’s Project Manager shall monitor the Contractor’s compliance with the 

construction schedule, identify potential problems, include problem identification on the 

Monthly Progress Report and make recommendations to the Owner when, in the opinion of the 

Owner’s Project Manager, requirements of the Contractor in the Owner-Contractor Agreement 

are not being fulfilled.  

 

1.6.7  The Owner’s Project Manager shall schedule, conduct and prepare minutes of weekly job 

meetings on progress, coordination and problem resolution and negotiations. The Owner’s 

Project Manager shall prepare and submit minutes to the Owner within three business days of the 

meeting.  

 

1.6.8    The Owner’s Project Manager shall monitor, review and analyze proposed change orders, 

and claims recommending appropriate action and resolution to the Owner in accordance with 

Article 8.1.4.  

 

1.6.9  The Owner’s Project Manager shall review and coordinate its review with the Designer to 

recommend approval of the General Contractor’s monthly payment requisitions. The Owner’s 

Project Manager shall review the Designer’s certification that the percentage of work included in 

the requisition is accurate and the work performed conforms to the construction contract. 

 

1.6.10  The Owner’s Project Manager shall oversee and monitor the procurement of furniture, 

fixtures, equipment and technology that is not included in the construction contract.  

 

1.6.11  The Owner’s Project Manager shall verify substantial completion of work; assist the 

Designer in the Designer’s final inspection and receipt of documents, manuals, receipts, 

certifications, and all other materials required for final closeout as described in the construction 

contract. The Owner’s Project Manager shall coordinate the detailed punchlist with the Designer. 

The Owner’s Project Manager and the Designer shall then coordinate a walk-through with the 

Owner to finalize the punchlist. The Owner’s Project Manager shall then be responsible for 

tracking and confirming the completion of the punchlist items.  

 

1.7 Completion Phase  

 



1.7.1  The Owner’s Project Manager shall monitor the activities and responsibilities of the 

Designer and the Contractor in the close-out and commissioning of the Project.  

 

1.7.2  The Owner’s Project Manager shall assist in securing and reviewing and recommending 

approval of all project completion forms and documentation necessary for occupancy and full 

operation of the facility including, but not necessarily limited to, inspection certificates of local 

building authorities, Certificate of Substantial Completion, Certificate of Final Completion, 

Occupancy Permit, shop drawings, as-built drawings, operations and maintenance manuals, 

warranties, guarantees and any and all documentation as required by the contract documents.  

 

1.7.3  The Owner’s Project Manager shall assist the Owner in completing the written evaluation 

of the Designer(s) pursuant to M.G. L. c. 7 § 38E and prepare, sign and provide to the Owner for 

its signature the written evaluation of the Contractor(s) and Trade Subcontractors pursuant to 

M.G.L. c. 149 § 44D. 


