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May 9, 2019 RE: City of Munster 
Centennial Hill Washout Design 
SEH No. 147893  14.00 

 
 
 
 
 
 
Greg Vitale 
Director of Parks and Recreation 
1005 Ridge Road 
Munster, IN 46321 
 
 
 
Dear Mr. Vitale: 
 
On August 21, 2018 Munster engaged SEH to prepare design and bidding documents to correct erosion 
issues sustained upon the hillside at the corner of Calumet Avenue and South Centennial Drive. Munster 
now wishes to engage SEH to perform observation and construction administration (aka Resident Project 
Representative) services during construction. 
 
SCOPE OF WORK 
SEH will conduct observation services and construction administration on a part-time, as-needed basis as 
the construction work proceeds.  This work includes: 
 

1. Verification that construction proceeds according to the design plans and contract documents. 
2. Verification that all materials are in accordance with design plans and contract documents. 
3. Conduct pre-construction and other meetings as construction progresses. 
4. Review contractor pay applications and make recommendations for their approval. 
5. Review and prepare any field changes or change orders that may arise as work progresses. 
6. Prepare close-out and record documentation. 
7. Other tasks per attached Exhibit B. 

 
PROJECT SCHEDULE 
SEH is prepared to begin this additional work immediately upon written notice to proceed. The project is 
anticipated to begin in July and be completed on or before September 13, 2019. 
 
PROJECT FEE 
SEH proposes to provide part-time Resident Project Representative services on an hourly basis as 
directed by Munster for an amount not exceeding $9,950 without prior approval by Munster. This work will 
be completed in accordance with our Master Agreement for Professional Services and its General 
Conditions dated September 10, 2014 and the attached Exhibit B. 
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As always, SEH appreciates this opportunity to assist the town in making improvements that provide real 
value to its residents and community. If you have any questions, feel free to contact me at 219.406.5496 
or chendrix@sehinc.com. 
 
Sincerely, 
 
SEH OF INDIANA, LLC 

 
Craig Hendrix, PE 
Senior Project Manager 
 

 
 
Approved this ________ day of ___________, 2019 
 
 
By:  Town of Munster 
 
 
 
  
Greg Vitale, Director of Parks and Recreation 
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Exhibit B 
to Supplemental Letter Agreement 
Between Town of Munster (Client) 

and 
SEH of Indiana, LLC (Consultant) 

Dated August 21, 2018 
 

A Listing of the Duties, Responsibilities and 
Limitations of Authority of the Resident Project Representative 

 
Through more extensive on site observations of the construction work in progress and field checks of materials 
and equipment by the Resident Project Representative (RPR), Consultant shall endeavor to provide further 
protection for Client against defects and deficiencies in the work of Contractor (Work); but, the furnishing of such 
services will not make Consultant responsible for or give Consultant control over construction means, methods, 
techniques, sequences or procedures or for safety precautions or programs, or responsibility for Contractor’s 
failure to perform the Work in accordance with the Contract Documents. Contract Documents are the documents 
that govern or are pertinent to Contractor’s Work including but not limited to the agreement between Client and 
Contractor, the Contractor’s bid, the bonds, specs, Drawings*, Field Orders*, Addenda*, clarifications, 
interpretations, approved Shop Drawings* and reports collectively called the Contract Documents. The duties and 
responsibilities of the RPR are further defined as follows: 

A. General 
RPR is an agent of Consultant at the site, will act as directed by and under the supervision of Consultant, and 
will confer with Consultant regarding RPR’s actions. RPR’s dealings in matters pertaining to the on site work 
shall in general be with Consultant and Contractor keeping the Client advised as necessary. RPR’s dealings 
with subcontractors shall only be through or with the full knowledge and approval of Contractor. RPR shall 
generally communicate with Client with the knowledge of and under the direction of Consultant. 

B. Duties and Responsibilities of RPR 
1. Schedules: Review the progress schedule, schedule of Shop Drawing submittals and schedule of values 

prepared by Contractor and consult with Consultant concerning acceptability. 
2. Conferences and Meetings: Attend meetings with Contractor, such as preconstruction conferences, 

progress meetings, job conferences and other project-related meetings, and prepare and circulate copies 
of minutes thereof. 

3. Liaison: 
(a) Serve as Consultant’s liaison with Contractor, working principally through Contractor’s 

superintendent and assist in understanding the intent of the Contract Documents; and assist 
Consultant in serving as Client’s liaison with Contractor when Contractor’s operations affect Client’s 
on-site operations. 

(b) Assist in obtaining from Client additional information, when required for proper execution of the 
Work. 

4. Shop Drawings and Samples*: 
(a) Record date of receipt of Shop Drawings and Samples. 
(b) Receive Samples furnished at the site by Contractor, and notify Consultant of availability of 

Samples. 
(c) Advise Consultant and Contractor of the commencement of any Work requiring a Shop Drawing or 

sample if the submittal has not been approved by Consultant. 
5. Review of Work, Observations and Tests: 

(a) Conduct on-site observations of the Work in progress to assist Consultant in determining if the Work 
is in general proceeding in accordance with the Contract Documents. 

(b) Report to Consultant whenever RPR believes that any Work is unsatisfactory, faulty or defective or 
does not conform to the Contract Documents, or has been damaged, or does not meet the 
requirements of any inspection, test or approval required to be made; and advise Consultant of 
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Work that RPR believes should be corrected or rejected or should be uncovered for observation, or 
requires special testing, inspection or approval. 

(c) Determine if tests, equipment and systems start-ups and operating and maintenance training are 
conducted in the presence of appropriate personnel, and that Contractor maintains adequate 
records thereof; and observe, record and report to Consultant appropriate details relative to the test 
procedures and start-ups. 

(d) Accompany visiting inspectors representing public or other agencies having jurisdiction over the 
Project, record the results of these inspections and report to Consultant. 

6. Interpretation of Contract Documents: Report to Consultant when clarification and interpretations of the 
Contract Documents are requested by Contractor and transmit to Contractor clarifications and 
interpretations as issued by Consultant. 

7. Modifications: Consider and evaluate Contractor’s suggestions for modifications in Drawings or 
Specifications* and report with RPR’s recommendations to Consultant. Transmit to Contractor decisions 
as issued by Consultant. 

8. Records: 
(a) Maintain at the job site orderly files for correspondence, reports of job conferences, shop drawings 

and samples, reproductions of original Contract Documents including all Work Change Directive*, 
Addenda, Change Orders*, Field Orders, additional Drawings* issued subsequent to the execution 
of the Contract, Consultant’s clarifications and interpretations of the Contract Documents, progress 
reports, and other related documents. 

(b) Keep a diary or log book, recording Contractor hours on the job site, weather conditions, data 
relative to questions of Work Change Directive Change Orders or changed conditions, list of job site 
visitors, daily activities, decisions, observations in general, and specific observations in more detail 
as in the case of observing test procedures; and send copies to Consultant. 

(c) Record names, addresses and telephone numbers of all Contractors, subcontractors and major 
suppliers of materials and equipment. 

9. Reports: 
(a) Furnish Consultant periodic reports as required of progress of the Work and of Contractor’s 

compliance with the progress schedule and schedule of Shop Drawing and sample submittals. 
(b) Consult with Consultant in advance of scheduled major tests, inspections or start of important 

phases of the Work. 
(c) Draft proposed Change Orders and Work Change Directive, obtaining backup material from 

Contractor and recommend to Consultant Change Orders, Work Change Directive, and Field 
Orders. 

(d) Report immediately to Consultant and Client upon the occurrence of any accident. 
10. Payment Requests: Review applications for payment with Contractor for compliance with the established 

procedure for their submission and forward with recommendations to Consultant, noting particularly the 
relationship of the payment requested to the schedule of values, Work completed and materials and 
equipment delivered at the site but not incorporated in the Work. 

11. Certificates, Maintenance and Operation Manuals: During the course of the Work, verify that certificates, 
maintenance and operation manuals and other data required to be assembled and furnished by 
Contractor are applicable to the items actually installed and in accordance with the Contract Documents, 
and have this material delivered to Consultant for review and forwarding to Client prior to final payment 
for the Work. 

12. Completion: 
(a) Before Consultant issues a Certificate of Substantial Completion, submit to Contractor a list of 

observed items requiring completion or correction. 
(b) Conduct final inspection in the company of Consultant, Client, and Contractor and prepare a final list 

of items to be completed or corrected. 
(c) Observe that all items on final list have been completed or corrected and make recommendations to 

Consultant concerning acceptance. 
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C. Limitations of Authority 
Resident Project Representative: 
1. Shall not authorize any deviation from the Contract Documents or substitution of materials or equipment, 

unless authorized by Client. 
2. Shall not exceed limitations of Consultant’s authority as set forth in the Agreement for Professional 

Services. 
3. Shall not undertake any of the responsibilities of Contractor, subcontractors or Contractor’s 

superintendent. 
4. Shall not advise on, issue directions regarding or assume control over safety precautions and programs 

in connection with the Work. 
5. Shall not accept Shop Drawing or sample submittals from anyone other than Contractor. 
6. Shall not authorize Client to occupy the Project in whole or in part. 
7. Shall not participate in specialized field or laboratory tests or inspections conducted by others except as 

specifically authorized by Consultant. 
*All instances in this Exhibit of this capitalized term are as defined in the EJCDC form C-700, copyrighted in 
2013. 

document1 
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