
 

 
 
 
Background- 
Our Team will provide architectural, design, and engineering services for the renovation/ construction of a 
Multi-Modal Central Transfer Facility for the Jonesboro Economical Transportation System (JETS).  The 
building will be located at 713 South Caraway Road. The facility, when complete will serve JETS in the 
transfer of public transit riders in its system as well as perform as a facility to promote regional public  
transportation by allowing operations such as Greyhound and/or rural public transit systems to board/de-
board passengers.  This facility will have a small passenger waiting room, restroom facilities, a small 
driver break room, and covered outside areas where passengers can load and unload public transit 
buses.  
 
The scope of services for the team are identified in the RFP for the project (attached hereto) and further 
described below.  Note that we are proposing to omit the 60% submittal due to the nature of the project 
and team. 
 

 
 

Task 1 & 2 will be provided by MG/ HDG.  The scope for those services is contained within an 
attached document. 

 
 

Task 3: 30% Complete Design Package 
 
 To develop the design for the Multi-Modal Central Transfer Facility and site elements 
of the project to a level of sufficient detail such that it will serve as a guide for preparing detailed 
construction documents for the project. This first set of schematic level drawings will begin to 
define the size, facility's structure, Site Design & landscaping, materials, finishes, Interior 
Design, fixtures, and other elements of the building. The Team will provide a preliminary cost 
estimate for construction. The Team will submit a site plan layout at this time to the City of 
Jonesboro through their "Pre-Application" process to obtain preliminary site related comments 
from various building officials. 

A. Site Design: 

1. Refine the basic site geometric layout design incorporating all major elements. 
2. Supplement topographical survey with information pertinent to construction of 

improvements such as flow line elevations of storm sewer and any property line 
changes.  

3. Determine Utility relocation requirements 
4. Assess existing utility locations and capacities 
5. Determine ultimate project utility requirements. 
6. Define site grading / drainage concepts. 
7. Review the need for retaining walls and determine the extent & height.  
8. Prepare Landscaping Concept Plans.  
9. Develop stormwater management system and water infiltration concepts.  
10. Prepare preliminary design solutions for streetscape coordination.  
11. Refine and Develop geometric layout of driveway entrances 
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B. Architectural Design: 

1. Conduct Code Analysis  
2. Develop building floor plans 
3. Incorporate equipment planning into architectural designs.  
4. Prepare sketches, drawings, studies, or computer models of alternate architectural 

concepts.  
5. Coordinate equipment space needs. 
6. Prepare architectural building elevations 
7. Develop conceptual building sections.  

 
C. Interior Design 

1. Develop two alternate preliminary color/material schemes for interior finishes.  
 

D. Structural Design: 

1. Study alternative structural systems. 
2. Collaborate to select structural system 
3. Prepare schematic drawings illustrating the structural system.  

 
E. Mechanical, Electrical & Plumbing Systems Design: 

1. Study alternative HVAC systems 
2. Collaborate to select mechanical systems. 
3. Define building electrical system requirements 
4. Define building plumbing system requirements. 
5. Determine site security systems. 
6. Define communication and data requirements. 
7. Develop site lighting concepts. 
 

F. Equipment Design & Branding: 

1. Identification and functional layout for ticket vending, kiosks, and wayfinding.  
2. Develop conceptual wayfinding and graphic concepts.  
3. Prepare design narrative of specialty equipment design. 

 
G. Presentation: 

1. Conduct a 1 day work session/presentation to review and obtain feedback on the 30% 
Design Package. The Team shall submit the design documents to the Owner, advise 
the Owner of adjustments to the estimate of the Cost of the Work, and request the 
Owner’s approval.  

 
H. Deliverables: 

1. 30% Complete Design Package 
a) Schematic Design Drawings 
b) Schematic Design Cost Opinions. 
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Task 4: 100% Final Construction Documents 
  

 To provide final Construction Document package for bidding, permitting, and construction of 
all civil, structural, architectural, mechanical, electrical and plumbing elements for the entire 
project. 

A. Based on the Owner’s approval of the 30% Documents, and on the Owner’s authorization 
of any adjustments in the Project requirements and the budget for the Cost of the Work, the 
Team shall prepare Construction Documents for the Owner’s approval. The Construction 
Documents shall illustrate and describe the further development of the approved 30% 
Documents and shall consist of Drawings and Specifications setting forth in detail the 
quality levels of materials and systems and other requirements for the construction of the 
Work. The Owner and Team acknowledge that in order to construct the Work the 
Contractor will provide additional information, including Shop Drawings, Product Data, 
Samples and other similar submittals, which the Team shall review. 

B. The Team shall incorporate into the Construction Documents the design requirements of 
governmental authorities having jurisdiction over the Project.  

C. During the development of the Construction Documents, the Team shall assist the Owner 
in the development and preparation of (1) bidding and procurement information that 
describes the time, place and conditions of bidding, including bidding or proposal forms; (2) 
the form of agreement between the Owner and Contractor; and (3) the Conditions of the 
Contract for Construction (General, Supplementary and other Conditions). The Team shall 
also compile a project manual that includes the Conditions of the Contract for Construction 
and Specifications and may include bidding requirements and sample forms.  

D. The Team shall update the estimate for the Cost of the Work.  

E. Deliverables: 

1. Three copy sets of sealed construction documents & specifications to the Owner. 
2. One digital set on CD of sealed construction documents & specifications to the Owner. 
3. Approximately twenty copy sets of sealed construction documents & specifications for 

Bidding & Construction.  
4. One digital upload of documents & specifications for City of Jonesboro. Note: All city 

application fees, plan review & permitting fees are excluded.  
5. Eight copy sets of sealed construction documents & specifications for individual design 

team members.  
6. Final Cost Opinion. 
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Task 5: Bidding, Permitting & GC Negotiation 

  
Assist the owner in obtaining qualified general contractor bids for construction and obtaining 
necessary building permits for construction. The Team shall assist the Owner in establishing a 
list of prospective contractors. Following the Owner’s approval of the Construction Documents, 
the Team shall assist the Owner in (1) obtaining competitive bids (2) confirming responsiveness 
of bids or proposals; (3) determining the successful bid or proposal, if any; and, (4) awarding 
and preparing contracts for construction.  

A. The Team shall assist the owner in bidding the project by:  

1. Procuring the reproduction of Bidding Documents for owner's distribution to prospective 

bidders.  

2. Attending a pre-bid conference for prospective bidders. 

3. Preparing responses to questions from prospective bidders and providing clarifications 

and interpretations of the Bidding Documents to all prospective bidders in the form of 

addenda and/or supplemental instructions.  

4. Owner Provided Services during bidding: advertising for competitive bids; 

administration of the bidding process; organizing and conducting the opening of bids, 

preparing construction contracts; and executing construction contracts.  

B. The Team shall consider requests for substitutions, if the Proposal Documents permit 

substitutions, and shall prepare and distribute addenda identifying approved substitutions 

to all prospective contractors. 

C. The Team shall assemble and submit all necessary documents to governing authorities 

and jurisdictions for plan review and permitting. In response to any plan review comments, 

the Team will prepare formal responses in the form or addenda and/or supplemental 

instructions.  

D. DELIVERABLES 

1. Not Applicable 
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Task 6: Construction Administration 
  

To represent the owner during construction to observe that the construction follows the 
requirements set forth in the construction documents and specifications.  

A. GENERAL: 

1. The Team shall provide administration of the Contract between the Owner and the 

Contractor as set forth below. Owner modifications shall not affect the Team’s services 

under this Agreement unless the Owner and the Team amend this Agreement. 

2. The Team shall advise and consult with the Owner during the Construction Phase 

Services. The Team shall have authority to act on behalf of the Owner only to the 

extent provided in this Agreement. The Team shall not have control over, charge of, or 

responsibility for the construction means, methods, techniques, sequences or 

procedures, or for safety precautions and programs in connection with the Work, nor 

shall the Team be responsible for the Contractor’s failure to perform the Work in 

accordance with the requirements of the Contract Documents. The Team shall be 

responsible for the Team’s negligent acts or omissions, but shall not have control over 

or charge of, and shall not be responsible for, acts or omissions of the Contractor or of 

any other persons or entities performing portions of the Work. 

3. The Team’s responsibility to provide Construction Phase Services commences with the 

award of the Contract for Construction and terminates on the date the Team issues the 

final Certificate for Payment. 

4. The Team will coordinate a post-construction meeting to review the project eleven 

months after substantial completion to visit any issues prior to the expiration of the one-

year contractor’s warranty period.  

B. EVALUATIONS OF THE WORK 

1. The Team shall visit the site at intervals appropriate to the stage of construction to 

become generally familiar with the progress and quality of the portion of the Work 

completed, and to determine, in general, if the Work observed is being performed in a 

manner indicating that the Work, when fully completed, will be in accordance with the 

Contract Documents. However, the Team shall not be required to make exhaustive or 

continuous on-site inspections to check the quality or quantity of the Work. Site visits 

shall occur, on average, every two weeks, and bi-weekly observation reports shall be 

prepared and submitted accordingly. On the basis of the site visits, the Team shall keep 

the Owner reasonably informed about the progress and quality of the portion of the 

Work completed, and report to the Owner (1) known deviations from the Contract 

Documents and from the most recent construction schedule submitted by the 

Contractor, and (2) defects and deficiencies observed in the Work.  

2. The Team has the authority to reject Work that does not conform to the Contract 

Documents. Whenever the Team considers it necessary or advisable, the Team shall 

have the authority to require inspection or testing of the Work in accordance with the 

provisions of the Contract Documents, whether or not such Work is fabricated, installed 

or completed. However, neither this authority of the Team nor a decision made in good 

faith either to exercise or not to exercise such authority shall give rise to a duty or 

responsibility of the Team to the Contractor, Subcontractors, material and equipment 

suppliers, their agents or employees or other persons or entities performing portions of 

the Work. 
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3. The Team shall interpret and decide matters concerning performance under, and 

requirements of, the Contract Documents on written request of either the Owner or 

Contractor. The Team’s response to such requests shall be made in writing within any 

time limits agreed upon or otherwise with reasonable promptness. 

4. Interpretations and decisions of the Team shall be consistent with the intent of and 

reasonably inferable from the Contract Documents and shall be in writing or in the form 

of drawings. When making such interpretations and decisions, the Team shall endeavor 

to secure faithful performance by both Owner and Contractor, shall not show partiality 

to either, and shall not be liable for results of interpretations or decisions rendered in 

good faith. The Team’s decisions on matters relating to aesthetic effect shall be final if 

consistent with the intent expressed in the Contract Documents. 

5. Unless the Owner will designate an on-site project engineer to serve as an Initial 

Decision Maker, Steve Ewart, in consultation with the Team, shall render initial 

decisions on Claims between the Owner and Contractor as provided in the Contract 

Documents.  

C. SUBMITTALS 

1. The Team shall review the Contractor’s submittal schedule and shall not unreasonably 

delay or withhold approval. The Team’s action in reviewing submittals shall be taken in 

accordance with the approved submittal schedule or, in the absence of an approved 

submittal schedule, with reasonable promptness while allowing sufficient time in the 

Team’s professional judgment to permit adequate review. 

2. In accordance with the Team-approved submittal schedule, the Team shall review and 

approve or take other appropriate action upon the Contractor’s submittals such as 

Shop Drawings, Product Data and Samples, but only for the limited purpose of 

checking for conformance with information given and the design concept expressed in 

the Contract Documents. Review of such submittals is not for the purpose of 

determining the accuracy and completeness of other information such as dimensions, 

quantities, and installation or performance of equipment or systems, which are the 

Contractor’s responsibility. The Team’s review shall not constitute approval of safety 

precautions or, unless otherwise specifically stated by the Team, of any construction 

means, methods, techniques, sequences or procedures. The Team’s approval of a 

specific item shall not indicate approval of an assembly of which the item is a 

component.  

3. If the Contract Documents specifically require the Contractor to provide professional 

design services or certifications by a design professional related to systems, materials 

or equipment, the Team shall specify the appropriate performance and design criteria 

that such services must satisfy. The Team shall review Shop Drawings and other 

submittals related to the Work designed or certified by the design professional retained 

by the Contractor that bear such professional’s seal and signature when submitted to 

the Team. The Team shall be entitled to rely upon the adequacy, accuracy and 

completeness of the services, certifications and approvals performed or provided by 

such design professionals.  

4. The Team shall review and respond to requests for information about the Contract 

Documents. The Team shall set forth in the Contract Documents the requirements for 

requests for information. Requests for information shall include, at a minimum, a 

detailed written statement that indicates the specific Drawings or Specifications in need 

of clarification and the nature of the clarification requested. The Team’s response to 



New Multi-Modal Central Transfer Facility 
Jonesboro Economic Transit System 
City of Jonesboro               Page 7 of 7 

such requests shall be made in writing within any time limits agreed upon, or otherwise 

with reasonable promptness. If appropriate, the Team shall prepare and issue 

supplemental Drawings and Specifications in response to requests for information.  

5. The Team shall maintain a record of submittals and copies of submittals supplied by the 

Contractor in accordance with the requirements of the Contract Documents. 

D. CHANGES TO THE WORK 

1. The Team or Steve Ewart, the owner’s authorized decision maker, may authorize minor 

changes in the Work on site that are consistent with the intent of the Contract 

Documents and do not rise to the need for a request for information, or involve an 

adjustment in the Contract Sum or an extension of the Contract Time. The Team shall 

prepare Change Orders and Construction Change Directives for the Owner’s approval 

and execution in accordance with the Contract Documents.  

2. The Team shall maintain records relative to changes in the Work. 

E. PROJECT COMPLETION 

1. The Team shall conduct inspections to determine the date or dates of Substantial 

Completion and the date of final completion; issue Certificates of Substantial 

Completion; receive from the Contractor and forward to the Owner, for the Owner’s 

review and records, written warranties and related documents required by the Contract 

Documents and assembled by the Contractor; and issue a final Certificate for Payment 

based upon a final inspection indicating the Work complies with the requirements of the 

Contract Documents. 

2. The Team’s inspections shall be conducted with the Owner to check conformance of 

the Work with the requirements of the Contract Documents and to verify the accuracy 

and completeness of the list submitted by the Contractor of Work to be completed or 

corrected.  

3. When the Work is found to be substantially complete, the Team shall inform the Owner 

about the balance of the Contract Sum remaining to be paid the Contractor, including 

the amount to be retained from the Contract Sum, if any, for final completion or 

correction of the Work. 

4. The Team shall forward to the Owner the following information received from the 

Contractor: (1) consent of surety or sureties, if any, to reduction in or partial release of 

retainage or the making of final payment; (2) affidavits, receipts, releases and waivers 

of liens or bonds indemnifying the Owner against liens; and (3) any other 

documentation required of the Contractor under the Contract Documents. 

5. Record Drawings: The team shall collect Contractor record as-builts of all significant 

changes on the work which deviates from that as shown on the drawings. 

F. DELIVERABLES 

1. Bi-Weekly Site Observation Reports, Minutes, and Records. 

2. Punchlists 

3. Letter of Substantial Completion 

4. Record Drawings 

 
 

End of Scope of Work 
 
 


























