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Purpose: 
This document is intended to summarize key issues included in the professional 
services agreement (contract) that impact the business performance of the project. 
This form serves to inform members of the design team about specific conditions of 
the project and responsibilities and obligations of the design professional as defined in 
the contract, such as initial information, scope of services, schedule, deliverables, 
budget, and change management. This form can also function as a checklist to track 
these issues throughout the life of the project. 

Per AIA B101™-2017, an accepted industry standard agreement between owner and 
architect, services are divided into basic, supplemental, and additional services:  

• Basic Services are performed in five phases: schematic design, design
development, construction documents, procurement, and construction
administration.

• Supplemental Services are services that are not included as Basic Services but
are identified as the architect’s responsibility at the time the agreement is
executed.

• Additional Services are services that arise from change conditions as the
project proceeds.

Managing change in the provision of professional services is critical for design 
professionals to attain profitability on projects. The BDP Contract Business Terms 
Summary is intended to assist the design team in managing its contractual obligations 
in a financially responsible manner. 

Instructions: 
Complete the fields at the top and summarize the identified clauses in the table. Share 
this form with project team members at the internal project initiation (“kick-off”) 
meeting to help them properly understand the critical business issues and address 
them at regular points in the project delivery process, such as at phase start up 
meetings. 
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[Owner/Client Name] [Contract Date] 

[Project Name]  [Project Manager] 

[Project Location] [Project Principal] 

[Risk Management Reviewer] 

Project Description: 
___________________________________________________________________________________________________
___________________________________________________________________________________________________ 

Project Delivery Method: 
 Design-Bid-Build
 CM at Risk
 CM as Constructor

 CM Agency
 Design-Build
 Alternative Delivery (P3, IPD)

Construction Cost: $ Fee Basis: 
Your Company’s Fees: $ (gross) Contract Form: 

$ (net) 

Subject Contract Clause Number (if applicable) 
Summary/Comments 

Initial Project Information 
This section of the contract offers a clear definition of the project’s characteristics and conditions at the time of 
contract execution. This information is the basis for the design services included in the negotiated fees.  
Any changes to initial project information require adjustments in fees and schedule. 

1. Project scope and intent

2. Schedule:
Overall start to completion
Conceptual, SD, DD, CD Phase milestones

3. Project team members:
DP consultants: (MPE, Structural, Civil, Specialty)
Owner consultants: (CM, GC)

4. Owner’s program:
Summarize completeness and accuracy, note any gaps,
issues or inconsistencies

5. Other
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Subject Contract Clause Number (if applicable) 
Summary/Comments 

Basic Services and Supplemental Services 
This section offers a clear definition of the scope of basic and supplemental services. Any change to the scope of 
basic and/or supplemental services requires an adjustment to the fee and the schedule. Only those services and 
deliverables that the firm is obligated to provide as basic services should be provided, unless there is authorization 
for additional services. 

1. Meetings and presentations
Identify quantity, timing

2. Phase deliverables

3. Phase approval dates
Track scheduled and achieved

4. Bid/Procurement/Issue for Construction (IFC) packages
Identify quantity

5. Cost estimating responsibility

6. Coordination of Owner’s consultants responsibility

7. BIM/electronic data usage and agreement, BIM
execution plan

8. Supplemental Services
Additional design scope, such as:
a. LEED or other sustainability certification
b. Energy modeling
c. Detailed cost estimating
d. Specialty engineering or other consulting services

9. Other
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Subject Contract Clause Number (if applicable) 
Summary/Comments 

Additional Services, Change Management Plan 
Identify any additional services along with the fee and schedule adjustment. Describe the plan for communications 
and the approval process. 

1. Process for notification and approval

2. Program verification or completion
Explain

3. Additional design options
Quantity

4. Additional Bid/Procurement packages
Quantity

5. Changes to initial information
Project scope, schedule, conditions

6. Changes to previous instructions or decisions

7. Additional meetings or public hearings

8. Additional submittal reviews

9. Substitution requests

10. Unforeseen conditions during construction

11. Other
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Subject Contract Clause Number (if applicable) 
Summary/Comments 

Owner Responsibilities 
Identify the details of the specific roles and responsibilities of the Owner. 

1. Designated representative

2. Approval process/committees
Milestone approvals
Change authorization
Decision-making turnaround time

3. Surveys, geotechnical, environmental or other test
reports, other owner-provided information

4. Other

Additional Notes and Comments  
Attach actual excerpts from Professional Services Agreement with key clauses highlighted. 
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Berkley Design Professional (Berkley DP) was created in 2013, by a team of insurance professionals with a passion
for the design industry and deep roots in Architects and Engineers Professional Liability underwriting, risk management and 
claims management. The genesis of Berkley DP was the combination of our team’s commitment to bring fresh ideas to the 
products and services design professionals need together with the resources of W. R. Berkley Corporation. Berkley DP’s motto 
is: Better By Design®. By this we mean that our policyholders can become better businesses by leveraging our innovative risk 
management solutions, fair and experienced claims services and comprehensive architects and engineers professional liability 
coverage. 

Berkley Design Professional is a division of Berkley Alliance Managers which is a member company of Berkley whose rated 
insurance company members are assigned an A+ (Superior) rating by A.M. Best Company. W. R. Berkley Corporation is an 
insurance holding company that is among the largest commercial lines writers in the United States and operates worldwide in 
two segments of the property casualty insurance business: Insurance and Reinsurance & Monoline Excess. 

BDP Risk® is Berkley DP’s state-of-the-art Learning Management System (LMS), which
provides 24/7 online access to relevant risk and practice management content, streamlined 
online learning, and education activity tracking and reporting. For a second consecutive year, 
BDP Risk® has won a coveted Brandon Hall Group Excellence award for “Best Advance in Custom 
Content,” which recognizes self-paced, custom-designed online courses related to workplace 
learning. The 2020 Silver Award reflects Berkley DP’s ongoing successful efforts to help design 
professionals improve their practices, enhance business performance, and decrease the 
frequency of professional liability claims. 

For more information, contact: 

Andrew D. Mendelson, FAIA 
Senior Vice President,  
Chief Risk Management Officer 
amendelson@berkleydp.com 

Diane P. Mika  
Vice President, 
Director of Risk Management Education 
dmika@berkleydp.com 

berkleydp.com | 855.534.7285 
Information provided by Berkley Design Professional is for general interest and risk management purposes only and should not be construed as legal advice nor 
confirmation of insurance coverage. As laws regarding the use and enforceability of the information contained herein will vary depending upon jurisdiction, the user of 
the information should consult with an attorney experienced in the laws and regulations of the appropriate jurisdiction for the full legal implications of the information.  

Practice management recommendations should be carefully reviewed and adapted for the particular project requirements, firm standards and protocols established by 
the design professional. 

Products and services are provided by one or more insurance company subsidiaries of W. R. Berkley Corporation. Not all products and services are available in every 
jurisdiction, and the precise coverage afforded by any insurer is subject to the actual terms and conditions of the policies as issued. 


