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PART I: BACKGROUND INFORMATION 

A. PURPOSE OF REQUEST FOR PROPOSAL 

The purpose of this Request for Proposal (RFP) is to solicit responses from experienced 
and capable architectural firms wishing to assist Penn Manor School District (the 
District) with its building design needs. 

The District intends to select an architect who demonstrates the highest level of 
knowledge, experience, technical skills, customer service and cost-efficiency in public 
school maintenance, repair, renovation and construction projects.  As discussed below, 
the District intends to enter separate written agreements with the architect selected 
through this RFP process to provide services on individual projects. 

The District will evaluate proposals and make its selection using its sole discretion.  The 
District reserves the right to select any responding architectural firm, to select different 
responding firms for different projects, to reject any and all proposals, and to use 
architects on projects who have not responded to this RFP.   

B. PENN MANOR SCHOOL DISTRICT 

Penn Manor School District is located in Lancaster County, Pennsylvania.  The District 
spans 113 rural square miles.  The District has approximately 5270 students, 375 
teachers and 275 support staff.  The District encompasses five municipalities:  
Millersville Borough, and Conestoga, Manor, Martic and Pequea Townships.  The 
District’s total estimated 2009 population was 40,846. 

Penn Manor students attend seven elementary buildings, two middle schools and one 
high school.  Nestled in Millersville Borough, Penn Manor High School is located beside 
the campus of Millersville University.  Penn Manor students have consistently scored 
above both the state and federal averages on the SAT and PSSA exams.  
Approximately 75% of Penn Manor High School seniors pursue post-secondary 
education. 

Penn Manor is a three-layer district, with instruction organized into an elementary 
division, middle level division and high school division.  Curricular design has been 
aligned with a K-3, 4-6, 7-8, and 9-12 configuration.  All seven elementary schools 
house Grades K-6.  The two middle schools serve grades 7 and 8 and utilize a team 
approach designed around a team of core teachers for math, English, reading, social 
studies and science.  The high school utilizes a “block” schedule and serves students in 
grades 9-12. 
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C. GENERAL DESCRIPTION OF BUILDINGS  

The following is a list and general information on the District’s school facilities: 

                                                                       Students                         Square Footage 

Central Manor Elementary School  614      66,340  
Conestoga Elementary School   286      42,458 
Eshleman Elementary School   328      42,614 
Hambright Elementary School   465      53,920                                                                                                                             
Letort Elementary School    275      41,704 
Martic Elementary School    308      50,522 
Pequea Elementary School   359      54,920 
Manor Middle School    520    116,000 
Marticville Middle School    326    107,409 
Penn Manor High School    1733    326,312 
Comet Field Athletic Complex   0      31,200 
 

• Central Manor Elementary School, 3717 Blue Rock Road, Washington Boro, Pa. 
17582.  The original building was constructed in 1936 with renovations and 
additions occurring in 1961, 1988 and 2011. 

• Conestoga Elementary School, 100 Hill Street, Conestoga, Pa. 17516.  The 
original building was built in 1952 with renovations and additions occurring in 
1957, 1986, 1994. 

• Eshleman Elementary School, 545 Leaman Avenue, Millersville, Pa. 17551.  The 
original building was built in 1958 with renovations and additions occurring in 
1966, 1986, and 2003. 

• Hambright Elementary School. 2121 Temple Avenue, Lancaster, Pa. 17603.  The 
original building was built in 1936 with renovations and additions occurring in 
1958, 1959, 1963, and 1987. 

• Letort Elementary School, 561 Letort Road, Washington Boro, Pa. 17582.  The 
original building was built in 1960 with renovations and additions occurring in 
1961 and 2002. 

• Martic Elementary School, 266 Martic Heights Road, Holtwood, Pa. 17532.  The 
original building was built in 1952 with renovations and additions occurring in 
1966, 1986, 1988, and 2009. 

• Pequea Elementary School, 802 Millwood Road, Willow Street, Pa. 17584.  The 
original building was built in 1953 with renovations and additions occurring in 
1955, 1958, and 1988. 

• Manor Middle School, 2950 Charlestown Road, Lancaster, Pa. 17603.  The 
original building was built in 1994.  There has not been any renovation or addition 
to the building. 

• Marticville Middle School, 356 Frogtown Road, Pequea, Pa. 17565.  The original 
building was built in 1970 with renovations and additions occurring in 1988 and 
2008. 
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• Penn Manor High School, 100 East Cottage Avenue, Millersville, Pa. 17551.  The 
original building was built in 1958 and renovations and additions occurred in 
1997. 

• Comet Field is located on Millersville Pike and Barbara Streets in Lancaster 
Township. The site is the location of the District’s major athletic events.  The site 
contains 47.6 acres and the field house contains 6,200 square feet.  The field 
house was constructed in 1986 and remodeled in 2007.  A new synthetic turf field 
was added in 2007.  
 

Facility maintenance and renovation are high priorities for the District.  The District has 
endeavored to renovate its facilities on a 20-year PlanCon schedule.  The District 
emphasizes having facilities that enhance the learning environment and are functional, 
aesthetically pleasing, technologically enhanced and value-centered.   

The District intends within the foreseeable future to address the following capital 
improvements that will require architectural design (a single “project” assigned to a 
architect might involve more than one of the following capital improvements): 

Anticipated Projects: 

Capital Renovation at Pequea Elementary School  
Capital Renovation at Conestoga Elementary School      
Capital Renovation at Manor Middle School     
Capital Renovation at Penn Manor High School     
Dryvit repairs at Conestoga Elementary School       
Roof Replacement at Pequea Elementary School     
Repoint brick, caulk windows and repair expansion joints at the Penn Manor High 
School       
Door hardware replacement at the Penn Manor High School     
Auditorium wall brick repair at the Penn Manor High School  
Wrestling and Auxiliary Gym repairs at the Penn Manor High School 
     

Architects responding to this RFP may schedule visits to self-tour any of the District’s 
facilities.  Visits must be pre-scheduled, by contacting Business Manager Christopher 
Johnston at 717-872-9500, or by email at chris.johnston@pennmanor.net.  No visit may 
occur without Mr. Johnston’s express approval.  

D. SCOPE OF ARCHITECTURAL SERVICES  

The District foresees the need for architectural services on multiple maintenance, repair, 
and renovation projects, and possibly some new construction projects.  The costs of 
these projects will vary greatly.  

Services to be provided by the selected architect may include feasibility studies, cost 
estimates, evaluations, design services (drawings and specifications), construction 
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administration services, food services design, and other types of services commonly 
provided by architects on public school construction projects.  All services provided by 
the architect shall be coordinated with the District, its technology team and other 
applicable District consultants.   

It is expected that the selected architect will be provide as part of its Basic Services all 
usual and customary structural, mechanical, civil (including landscape design) and 
electrical engineering services.  As an exception to this general expectation, if costs for 
civil engineering and/or landscape design services are expected to be extraordinary for 
a particular project, the District will consider paying such services as an Additional 
Service. 

For further details on expected architectural services and terms of agreement, please 
see Part II of this RFP, which identifies amendments to AIA Document B101 – 2007 the 
District intends to include in written agreements with the architect selected through this 
RFP process.  Careful attention should be given to the District’s intended terms of 
agreement at Part II.    

E. DESIGN SUB-CONSULTANTS  

The focus of the RFP process is to engage the best architect.  As the District later 
enters written agreements with the selected architect firm for particular projects, the 
architect will identify its proposed design sub-consultants for each project prior to 
entering subcontracts with them.  However, the architect will not enter a subcontract 
with any sub-consultant to which the District objects.  See amendments to Section 3.1 
of AIA Document B101 – 2007 at Part II of this RFP. 

Notwithstanding the above, in response to this RFP, the architect may (if it wishes) 
identify its preferred sub-consultants, and discuss its working relationship with them. 

F. TECHNOLOGY REQUIREMENTS  

Firms responding to this RFP must be capable of meeting the following requirements: 

1. The District requires all drawings to be prepared using the Computer-Aided 
Design System-Autodesk Revit Architecture.  Final construction documents and 
specifications shall be submitted to the District in electronic format and hard 
copy.   

2. Reports shall be prepared using software compatible with Microsoft Office Suite.  
3. The architect shall maintain a File Transfer Protocol site for the exchange of files 

and plans, and provide access to the District for the District’s projects.  This 
service may be provided by a Third-Party service.   
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G.  INSURANCE REQUIREMENTS AND LIMITS 

The selected architect shall acquire and maintain throughout the projects (and 
professional liability insurance for five years thereafter) the greater of (a) its current 
policies, or (b) the following minimum levels of insurance:  

Commercial General Liability 
Each Occurrence     $1,000,000 
Fire Damage      $1,000,000 
Personal & Adv. Injury    $1,000,000 
Aggregate      $2,000,000  

Automobile Liability 
 Bodily Injury and Property Damage  $1,000,000 
Workers’ Compensation     Per state requirements 
Professional Liability 
 Per Claim       $2,000,000 

Aggregate      $2,000,000 
 

Insurance shall be with a company legally permitted to operate in Pennsylvania, listed 
on the Pennsylvania Insurance Department’s approved list, and with a financial strength 
rating of at least A- by AM Best:    

H. RESPONSES TO RFP 

Responses to this RFP shall include a Qualifications Proposal and a separate Fee 
Proposal, as described in Part III of this RFP.  The District intends to first evaluate the 
merits of the Qualifications Proposal, and then review the Fee Proposal.  

The Fee Proposal submitted in response to this RFP should be based upon the 
amended terms of AIA B101-2007, identified in Part II of this RFP.  The District intends 
to utilize the Fee Proposal submitted by the architect selected through this RFP process 
in all written agreements entered with the architect.   

Proposals shall be submitted to the name and address listed on the RFP cover.  Faxed 
or emailed responses will not be considered.   

I. RFP QUESTIONS/AMENDMENT(S) 

All questions regarding this RFP shall be submitted by email to Christopher Johnston, 
Business Manager, at chris.johnston@pennmanor.net.  This email must identify the 
person’s name and firm.  Deadline for all questions will be May 17th, 2012.  All 
responses to questions and any amendments to the RFP will be posted on the District’s 
website.  It is the responding firm’s responsibility to check the website periodically to 
obtain such responses and any amendments to the RFP.   
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J. NO DISTRICT RESPONSIBILITY FOR COSTS OF RESPONSE  

The District expressly disclaims any responsibility to any party with regard to any costs 
incurred responding to this RFP or participating in the RFP process.  
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PART II: WRITTEN AGREEMENTS 

The District intends to enter written agreements with the architect selected through this 
RFP process on a project-by-project basis.   A particular written agreement might 
consist of architectural services for multiple District facilities.   

Although the District intends to enter one or more written agreements with the architect 
selected through this RFP process, the selected architect is not guaranteed any project, 
and there shall be no contractual obligations except for projects where a written 
agreement is entered.  Moreover, the District reserves the right to enter different written 
agreements with different architects who have responded to this RFP, and to enter 
written agreements for architectural services with firms not participating in this RFP 
process.  

The form of written agreement the District intends to enter with the selected architect is 
AIA B101-2007, Standard Form of Agreement between the Owner and Architect, as 
amended pursuant to the changes indicated below.   

ARTICLE 2- ARCHITECT’S RESPONSIBILITIES 

Section 2.2 

ADD at the end of the section: 

In addition, all services performed by the Architec t under this Agreement 
shall be in compliance with all applicable laws, re gulations, rules, codes 
and ordinances governing the Project. 

Section 2.5 

After “The Architect shall maintain the following insurance” ADD: 

, until substantial completion of the Project, and fo r Professional Liability 
insurance until five years after substantial comple tion,   

Amounts of insurance to be listed in the Agreement shall be the greater of the 
Architect’s current policies or the types and amounts listed in the RFP.  

ARTICLE 3 - SCOPE OF ARCHITECT’S BASIC SERVICES 

Section 3.1 

After “mechanical,” ADD 

 civil (including landscape design) 
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ADD at the end of the section: 

The Architect shall enter a written agreement with each design sub-
consultant providing any of the foregoing engineeri ng services, which shall 
expressly incorporate the terms of this Agreement b etween the Architect 
and the Owner, and shall state expressly that the O wner is an intended 
third-party beneficiary to the agreement between th e Architect and the 
design sub-consultant.  However, at least 7 days pr ior to entering any such 
agreement, the Architect shall advise the Owner of the proposed design 
sub-consultant, and if the Owner objects to the des ign sub-consultant 
within 7 days of such notice the Architect shall no t enter the agreement.  
The Architect shall provide the Owner a copy of eac h such agreement 
promptly after it is signed. 

Section 3.1.1 

After “attend Project meetings” ADD: 

 including regularly-scheduled meetings and special  meetings,  

ADD at the end of the section: 

The Architect shall promptly prepare and distribute  minutes of each Project 
meeting it attends, unless another meeting attendee  is contractually 
obligated to do so. 

Section 3.1.2 

ADD at the end of the section: 

The Architect shall also promptly advise the Owner in writing of any 
defects or deficiencies in the Work of Contractors.  

Section 3.1.6 

REPLACE with the following: 

 The Architect shall evaluate and advise the Owner i n writing of all 
approvals by local, state and federal authorities t hat apply to the Project, 
including approvals needed for land development, zo ning, code 
compliance, PlanCon and other governmental requirem ents, and shall 
assist the Owner with preparation and timely filing  of documents required 
for such approvals.  The Architect shall also parti cipate in meetings, 
hearings or proceedings pertaining to such governme ntal approvals.  
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ADD new Section 3.1.7: 

Upon request of the Owner, the Architect shall make  presentations to the 
Owner to explain the design and progress of the Pro ject. 

ADD new Section 3.1.8: 

 The Architect shall evaluate any claims by Contract ors regarding the 
Project or the Contract Documents, and shall report  its conclusions of 
such evaluations in writing to the Owner.   

ADD new Section 3.1.9: 

The Architect shall assist, upon request of the Own er, in the dispute 
resolution process (including any mediation, arbitr ation or legal 
proceedings) regarding any claims or actions concer ning the Project or the 
Contract Documents.   

ADD new Section 3.1.10: 

The Architect shall advise the Owner of the need or  advisability of the 
Owner’s securing any test, analysis, study, report,  or other consultant 
service in connection with the design and construct ion of the Project.  
Upon request of the Owner, the Architect shall obta in and provide the 
Owner with the names of firms qualified to provide the foregoing services, 
along with such firms’ insurance information; howev er, the selection of 
such consultants is up to the Owner, and the Archit ect shall not assume 
any liability for services performed by such consul tants engaged by the 
Owner.  The Architect shall cooperate and communica te with the Owner’s 
other consultants to ensure the services of the Arc hitect are coordinated 
with such other services.   

3.2 SCHEMATIC DESIGN PHASE SERVICES 

Section 3.2.2 

After “any inconsistencies discovered in the information,” ADD: 

including if the Owner’s budget for the Cost of the  Work is inadequate for 
the Project, 

ADD at the end of the section: 

The Architect shall not be liable for inconsistenci es it does not discover 
despite having used reasonable care. 
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Section 3.2.3 

ADD at the end of the section: 

 The Architect shall notify the Owner in writing of any material concerns of 
the Architect relating to Project requirements.  

Section 3.2.6 

After “to the Owner” ADD: 

 for approval a written 

ADD to the end of the section: 

The Architect’s estimated Cost of the Work shall id entify any discrepancy 
between such estimate and the Owner’s budget for th e Cost of the Work.  
The Architect shall also take any remedial action r equired under Section 
6.5 of this Agreement. 

3.3 DESIGN DEVELOPMENT PHASE SERVICES 

Section 3.3.3 

REPLACE with the following: 

 The Architect shall submit to the Owner for approva l the Design 
Development Documents and an updated estimate of th e Cost of the Work.  
The Architect’s updated estimated Cost of the Work shall identify any 
discrepancy between such estimate and the Owner’s b udget for the Cost of 
the Work, and the Architect shall take any remedial  action required under 
Section 6.5. 

3.4 CONSTRUCTION DOCUMENTS PHASE SERVICES 

Section 3.4.3 

After “the Architect shall” in the first sentence, REPLACE “assist the Owner in the 
development and preparation of” with: 

prepare for the Owner’s review and approval the fol lowing:  

ADD to the end of the section: 

Approval of such documents by the Owner shall be ba sed on the Owner’s 
expectation that the Architect’s design is in compl iance with all 
requirements of this Agreement. 
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Section 3.4.5 

REPLACE with the following: 

The Architect shall submit to the Owner for approva l the Construction 
Documents and an updated estimate of the Cost of th e Work. The 
Architect’s updated estimate for the Cost of the Wo rk shall identify any 
discrepancy between such estimate and the Owner’s b udget for the Cost of 
the Work, and the Architect shall take any remedial  action required under 
Section 6.5. 

3.5 BIDDING OR NEGOTIATION PHASE SERVICES 

3.5.1 GENERAL 

After “The Architect shall” in the first sentence, REPLACE “assist the Owner in 
establishing" with the following: 

 prepare for the Owner’s review and approval 

3.5.2 COMPETITIVE BIDDING 

MOVE “and” from the end of Section 3.5.2.2.4 to the end of Section 3.5.2.2.5, and ADD 
new Section 3.5.2.2.6: 

 .6 assisting the Owner in evaluating the qualificat ions of bidders. 

ADD new Section 3.5.2.4: 

 If the aggregate lowest responsible bids exceed th e Cost of the Work in 
the Owner’s budget, and the Owner decides to rebid the Project pursuant 
to Section 6.6.4, the Architect, as part of Basic S ervices, in consultation 
with and at the direction of the Owner, shall provi de such design 
modifications as are necessary to bring such costs within the Owner’s 
budget. 

3.5.3 NEGOTIATED PROPOSALS: DELETE in its entirety 

3.6 CONSTRUCTION PHASE SERVICES 

3.6.1 GENERAL 

Section 3.6.1.1 

After “Contract for Construction” ADD: 

 as amended by the Supplementary Conditions. 
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Section 3.6.1.2 

After “The Architect shall be responsible for” in the fourth sentence, REPLACE “the 
Architect’s negligent acts or omissions,” with the following: 

 negligent actions or omissions by the Architect or its Consultants, 

ADD new Section 3.6.1.4 

The Architect shall provide all Construction Phase services under Section 
3.6 through Final Completion as part of the Archite ct’s Basic Services.   
However, should a Contractor’s violation of the Con tract Documents cause 
the Architect to incur substantial extra time on th e Project, the Architect 
shall be paid for such extra time as an Additional Service to the extent (a) 
the Contract Documents require the responsible Cont ractor to pay the 
Owner an amount equal to the Architect’s Additional  Services fee, and (b) 
such payment is actually received by the Owner.  

3.6.2 EVALUATIONS OF THE WORK 

Section 3.6.2.1 

REPLACE with the following: 

 The Architect shall become familiar with the progre ss and quality of 
portions of the Work completed, endeavor to guard t he Owner against 
defects, deficiencies and delays in the Work, and d etermine whether the 
Work observed appears to have been performed in acc ordance with the 
Contract Documents.  As part of such duties, the Ar chitect shall participate 
in all regularly-scheduled construction site confer ences and in special 
Project meetings where the Owner requests its atten dance.  The Architect 
shall walk through the job site at least once every  two weeks during 
construction, unless a different frequency is reque sted or approved by the 
Owner.  However, the Architect’s duties do not incl ude making thorough, 
exhaustive or continuous on-site inspections of the  Work.  In contracts 
with its consultants, the Architect shall require t hat basic fee services 
include a level of participation in Project meeting s and site visits that is, at 
a minimum, appropriate and customary for such consu ltants.  On the basis 
of its site visits, the Architect shall keep the Ow ner informed about the 
progress and quality of the Work, and promptly repo rt to the Owner any 
observed deviations from the Contract Documents or the Project schedule.  
In addition, during construction the Architect shal l respond promptly to 
address and provide input on any issues that may ar ise, including 
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Contractor requests for information or direction, C ontractor change order 
requests, Contractor failures to comply with the Co ntract Documents, or 
other issues that could cause Project delay or defi ciencies.  In the event of 
disputes among Contractors, the Architect will prov ide input to assist in 
resolution of such disputes, including participatin g in special meetings, 
other communications and providing advice as needed  to help resolve the 
problem.  In all of the above steps, the Architect shall use reasonable care 
as an architect to guard the Owner against defects and deficiencies in the 
Work.   

Section 3.6.2.2 

REPLACE the first sentence with the following: 

 The Architect shall reject Work that it believes do es not conform to the 
Contract Documents, unless the Owner accepts in wri ting such non-
conforming Work. 

In the second sentence, after “have the authority” ADD: 

 , with the Owner’s written approval, 

ADD to the end of the section: 

This section is not intended to make Architect liab le for failing TO discover 
non-conforming Work despite using reasonable care. 

3.6.3 CERTIFICATES FOR PAYMENT TO CONTRACTOR 

Section 3.6.3.1 

REPLACE the third sentence with the following: 

The foregoing representations are subject to (1) fu rther evaluations of the 
Work for conformance with the Contract Documents, ( 2) results of 
subsequent tests and inspections, (3) required corr ection of deviations 
from the Contract Documents, (4) specific qualifica tions expressed by the 
Architect, and (5) any later discovery of defective  or deficient Work.  The 
issuance of a Certificate for Payment shall not exc use a Contractor’s 
nonperformance of its duties or waive a Contractor’ s liability for such 
nonconformance.  Further, the Architect shall provi de in the Contract 
Documents that the amount of payments certified by the Architect to a 
Contractor may take into account 150% of any potent ial cost or liability to 
the Owner arising from the Contractor’s alleged vio lation of the Contract 
Documents.  
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3.6.4 SUBMITTALS 

Section 3.6.4.2 

REPLACE the first sentence with the following: 

In accordance with the Architect-approved submittal  schedule, the 
Architect shall timely review and respond to all Co ntractor submittals.  In 
performing such review, the Architect shall check f or conformance with the 
Contract Documents. 

ADD to the beginning of the second sentence: 

 However,  

Section 3.6.4.4 

REPLACE the first sentence with the following: 

The Architect shall timely review and respond to re quests for information 
about the Contract Documents.  

3.6.5 CHANGES IN THE WORK 

Section 3.6.5.1 

In the first sentence, after “the Contract Time” ADD: 

, and shall provide prompt written notice to the Ow ner of any such minor 
change. 

In the second sentence, after “the Architect shall prepare” ADD: 

 proposed 

ADD to the end of the section: 

The Architect shall include with any proposed Chang e Order or 
Construction Change Directive its recommendation on  approval by the 
Owner, and supporting data and information regardin g any associated 
change in the cost or time of the Project. 

3.6.6 PROJECT COMPLETION 

Section 3.6.6.1 

REPLACE with the following:  
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The Architect shall provide in the Contract Documen ts that when the 
Contractor believes it has achieved Substantial Com pletion, the Contractor 
shall provide written notice of such belief and a l ist of items it believes 
must be finally completed to the Architect and the Owner.  Upon receipt of 
such notice and list, the Architect shall promptly inspect the Work and 
report in writing to the Contractor and the Owner t he following: (1) whether 
Substantial Completion is achieved, and if not what  must still be 
accomplished to achieve Substantial Completion; (2)  any items on the 
Contractor’s list that remain to be completed or co rrected; (3) any items not 
on the Contractor’s list that must be completed or corrected; and (4) the 
Architect’s estimate of the cost to complete or cor rect each remaining item.  
If Substantial Completion is not achieved at the ti me of such inspection, 
the Architect shall repeat the foregoing upon furth er notice by the 
Contractor that Substantial Completion has been ach ieved.  Further, the 
Architect shall provide in the Contract Documents t hat when the Contractor 
believes it has achieved Final Completion, the Cont ractor shall provide 
written notice of such belief to the Architect and the Owner.  Upon receipt 
of such notice, the Architect shall promptly inspec t the Work and report in 
writing to the Contractor and the Owner the followi ng: (1) whether Final 
Completion is achieved; and (2) if Final Completion  has not been achieved, 
items that must be completed or corrected and the A rchitect’s estimated 
cost to complete or correct each item.  If Final Co mpletion is not achieved 
at the time of such inspection, the Architect shall  repeat the foregoing 
upon further notice by the Contractor that Final Co mpletion has been 
achieved.  In addition, the Architect shall obtain from the Contractor and 
forward to the Owner, for the Owner’s review and re cords, written 
warranties and other documents required by the Cont ract Documents for 
Final Completion, and shall issue a final Certifica te for Payment based 
upon a final inspection indicating the Work complie s with the requirements 
of the Contract Documents. 

Section 3.6.6.3 

ADD to the end of the section: 

The Architect shall provide in the Contract Documen ts that the Owner’s 
retainage upon Substantial Completion shall be (a) 150% of the Architect’s 
estimated cost to complete or correct Work at the t ime of Substantial 
Completion, plus (b) 150% of any potential addition al cost or liability to the 
Owner arising from the Contractor’s alleged violati on of the Contract 
Documents.  
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Section 3.6.6.5 

REPLACE with the following: 

 As part of Basic Services, the Architect shall (a)  throughout the first year 
after the date of Substantial Completion, respond t o any inquiries by the 
Owner and assist the Owner in addressing any concer ns that may arise 
with the Project or the Work of Contractors, and (b ) prior to the expiration 
of one year from the date of Substantial Completion , take the initiative to 
schedule and conduct with the Owner a meeting at th e Project site to 
review the facility operations and performance, and  to inspect any 
conditions raised by the Owner regarding the Projec t or the Work of 
Contractors.  Only if such services occur more than  90 days after 
Substantial Completion and are extensive shall the Architect be entitled to 
payment for an Additional Service pursuant to Secti on 4.3.2.6.  

ARTICLE 4 ADDITIONAL SERVICES 

Sections 4.1 and 4.2: These portions of the Architect’s agreement shall be completed in 
conformance with the scope of Basic Services identified in Article 3, and taking into 
account the specific needs of a particular project. 

Section 4.3 

ADD to the end of the section: 

The Architect shall provide in the Contract Documen ts that any Contractor 
creating the need for Additional Services by the Ar chitect will pay all costs 
associated with such Additional Services, and the A rchitect shall prepare 
and present to the Owner for approval a Change Orde r or Construction 
Change Directive regarding such costs. 

Section 4.3.1.1 

DELETE the following sections (services covered by these deleted sections are to be 
provided as part of the Architect’s Basic Services, not as Additional Services): 

4.3.1.2 

4.3.1.6   

4.3.1.7 

4.3.1.8 

4.3.1.9 
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4.3.1.11  

Section 4.3.2 

DELETE the following sections (services covered by these deleted sections are to be 
provided as part of the Architect’s Basic Services, not as Additional Services): 

 4.3.2.1 

 4.3.2.2 

 4.3.2.3 

 4.3.2.4 

 4.3.2.5 

Section 4.3.2.6  

REPLACE with the following:  

Providing extensive Construction Phase Services bey ond 90 days 
following the date of Substantial Completion, if th e Architect has been 
diligent in its duties and in attempting to move th e Project from Substantial 
Completion to Final Completion, and subject to the provision in Section 4.3 
that any Contractor responsible for causing such Ad ditional Services by 
the Architect shall pay such costs.  

Section 4.3.3 

 DELETE in its entirety. 

Section 4.3.4 

DELETE in its entirety (see Section 4.3.2.6 above)  

ARTICLE 5 OWNER’S RESPONSIBILITIES 

Section 5.1 

ADD at the end of the section: 

The Architect shall in a timely manner review such information and advise 
the Owner of any concerns or deficiencies with the information provided. 

Section 5.2 

REPLACE the first sentence with the following: 
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 The Owner shall establish and periodically update i ts budget for the 
Project, including for the Cost of the Work as defi ned in Section 6.1.   

REPLACE the third sentence with the following:  

The Architect shall then provide a recommendation t o the Owner on a 
corresponding change in the Project’s scope and/or quality, and the Owner 
shall make a decision on such recommendation.    

Section 5.3 

After “to the Project” in the first sentence, ADD: 

, but only to the extent authorized in writing by t he Board of School 
Directors. 

Section 5.4 

At the start of the first sentence, REPLACE “The Owner shall” with the following: 

The Architect shall advise the Owner of the need fo r the Owner to  

ADD to the end of the section: 

 Pursuant to Section 3.1.10, upon request of the Own er, the Architect shall 
obtain and provide the Owner with the names of firm s qualified to provide 
the foregoing survey services, along with such firm s’ insurance 
information; however, the selection of such consult ants is up to the Owner, 
and the Architect shall not assume any liability fo r services performed by 
such consultants engaged by the Owner.  The Archite ct shall cooperate 
and communicate with the Owner’s other consultants to ensure the 
services of the Architect are coordinated with such  other services.   

Section 5.5 

At the start of the first sentence, REPLACE “The Owner shall” with the following: 

The Architect shall advise the Owner of the need fo r the Owner to  

ADD to the end of the section: 

 Pursuant to Section 3.1.10, upon request of the Own er, the Architect shall 
obtain and provide the Owner with the names of firm s qualified to provide 
the foregoing geotechnical services, along with suc h firms’ insurance 
information; however, the selection of such consult ants is up to the Owner, 
and the Architect shall not assume any liability fo r services performed by 
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such consultants engaged by the Owner.  The Archite ct shall cooperate 
and communicate with the Owner’s other consultants to ensure the 
services of the Architect are coordinated with such  other services.   

Section 5.6 

REPLACE with the following: 

 Pursuant to Section 3.1.10, the Architect shall adv ise the Owner of any 
other Owner consultants reasonably required for the  Project.  Upon request 
of the Owner, the Architect shall obtain and provid e the Owner with the 
names of firms qualified to provide the foregoing s ervices, along with such 
firms’ insurance information; however, the selectio n of such consultants is 
up to the Owner, and the Architect shall not assume  any liability for 
services performed by such consultants engaged by t he Owner.  The 
Architect shall cooperate and communicate with the Owner’s other 
consultants to ensure the services of the Architect  are coordinated with 
such other services.   

Section 5.7 

At the start of the first sentence, REPLACE “The Owner shall” with the following: 

The Architect shall advise the Owner of the need fo r the Owner to  

ADD to the end of the section: 

 Pursuant to Section 3.1.10, upon request of the Own er, the Architect shall 
obtain and provide the Owner with the names of firm s qualified to provide 
the foregoing testing, inspection and report servic es, along with such 
firms’ insurance information; however, the selectio n of such consultants is 
up to the Owner, and the Architect shall not assume  any liability for 
services performed by such consultants engaged by t he Owner.  The 
Architect shall cooperate and communicate with the Owner’s other 
consultants to ensure the services of the Architect  are coordinated with 
such other services.   

Section 5.9 

ADD to the end of the section: 

 However, any failure by the Owner to provide such n otice shall neither 
impose liability on the Owner nor reduce the liabil ity of the party 
responsible for such fault, error, omission or inco nsistency.  
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Section 5.10 

After “in this Agreement,” ADD: 

 at Project Meetings, 

Section 5.11 

REPLACE “Before executing the Contract for Construction, the Owner" with the 
following:  

 In preparing the Contract Documents, the Architect 

Section 5.12 

After “commencement of the Work and” ADD: 

 the Contract Documents 

ARTICLE 6 COST OF THE WORK 

Section 6.1 

In the second sentence, after “the Architect” ADD: 

or the Architect’s sub-consultants, the Owner’s con sultants, construction 
management costs incurred by the Owner,  

Add to the end of the section: 

 If the Architect’s fee under this Agreement is bas ed upon the Architect’s 
estimate of the Cost of the Work, such estimate sha ll be approved by the 
Board of School Directors, and shall include an all owance for reasonable 
contingencies covering bidding and Change Orders. 

Section 6.2 

After “in Initial Information,” ADD: 

 or as soon as practical, 

Section 6.3 

In the first sentence, after “to include contingencies for” DELETE 

 design,  

After “Project” ADD 
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 with written approval of the Owner   

Section 6.6 

REPLACE “lowest bona fide bid or negotiated proposal,” with 

 aggregate low responsible bids, 

ARTICLE 7  COPYRIGHTS AND LICENSES 

Section 7.3 

In the first sentence, after “to the Project,” ADD: 

 or in connection with future repairs, renovations o r additions to the Project. 

Then DELETE the remainder of the first sentence. 

In the third sentence, after “for the Project” ADD: 

, or in connection with future repairs, renovations  or additions to the 
Project. 

DELETE the fourth sentence in its entirety.  

Section 7.3.1 

DELETE in its entirety. 

ARTICLE 8 CLAIMS AND DISPUTES 

8.1 GENERAL 

Section 8.1.1 

In the first sentence, after “by applicable law,” REPLACE the remainder of the section 
with the following: 

with the doctrine of nullum tempus applicable to an y claims or causes of 
action by the Owner, subject, however, to Pennsylva nia’s twelve-year 
statute of repose for claims on construction projec ts.  

DELETE Sections 8.1.2 and 8.1.3 in their entirety. 

8.2 MEDITATION 

Section 8.2.1 

REPLACE the entire section with the following: 
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 Any claim, dispute or other matter in question aris ing out of or related to 
this Agreement shall be subject to mediation only u pon agreement of both 
parties.  The Architect shall include this provisio n applicable to mediation 
in all contracts with its consultants and in the Co ntractors’ specifications 
for the Project.   

DELETE Sections 8.2.2, 8.2.3 and 8.2.4 in their entirety. 

8.3 ARBITRATION  

Section 8.3.1 

REPLACE the entire section with the following: 

 Any claim, dispute or other matter in question aris ing out of or related to 
this Agreement shall be subject to binding arbitrat ion at the sole discretion 
and election of the Owner.  The Owner must elect ar bitration either prior to 
filing litigation or within 30 days of service of o riginal process of litigation 
against the Owner.  Where the Owner opts for arbitr ation, the Owner shall 
decide whether the parties will participate in the binding arbitration 
program available through the Lancaster Bar Associa tion or through the 
American Arbitration Association.  Any arbitration proceedings involving 
the Owner shall include, by joinder or consolidatio n, all parties to the 
underlying dispute regardless of whether they are p arties to this 
Agreement.  In the event the Owner does not opt for  arbitration, the dispute 
shall be resolved through litigation in the Court o f Common Pleas of 
Lancaster County, Pennsylvania, with all parties wa iving their right to a jury 
trial.  The Architect shall include these provision s applicable to arbitration 
and litigation in all contracts with its consultant s and in the Contractors’ 
specifications for the Project.  

DELETE Sections 8.3.1.1, 8.3.2 and 8.3.3 in their entirety.  

8.3.4 CONSOLIDATION OR JOINDER 

DELETE Sections 8.3.4.1, 8.3.4.2 and 8.3.4.3 in their entirety. 

ARTICLE 9 TERMINATION OR SUSPENSION 

Section 9.1 

DELETE Section 9.1 in its entirety. 

Section 9.3 



 

24 

 

DELETE Section 9.3 in its entirety. 

Section 9.4 

In the first sentence, REPLACE “seven” with 

 fourteen (14) 

ADD to the end of the section: 

Provided, however, that the defaulting party shall have fourteen (14) days 
from the date of such notice to cure any specifical ly-noticed failure to 
substantially perform.  If the cure of such materia l failure to perform cannot 
be completed within the such fourteen-day period, t hen so long as the 
defaulting party shall have undertaken a good faith  effort to effect such 
cure, and such cure will be completed within a reas onable time after the 
good faith effort has been undertaken, the other pa rty shall not have the 
right to terminate this Agreement.  

Section 9.6 

After “”prior to termination” DELETE the remainder of the section.  

Section 9.7 

DELETE Section 9.7 in its entirety.  

ARTICLE 10 MISCELLANEOUS PROVISIONS 

Section 10.1 

REPLACE this section in its entirety with the following: 

 This Agreement shall be governed by Pennsylvania la w.  

Section 10.2 

ADD to the end of the section: 

 , as amended by Supplementary General Conditions. 

Section 10.7 

REPLACE the first sentence with the following: 

 Upon written approval of the Owner, the Architect s hall have the right to 
include photographs or artistic representations of the design of the Project 
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among the Architect’s promotional or professional m aterials, except 
approval is not required to include such materials in proposals the 
Architect submits to its prospective clients. 

Section 10.8 

In the first sentence, after “shall not disclose it to any other person” ADD: 

 to the extent permitted by law,  

ARTICLE 11 COMPENSATION 

Section 11.1 

After “the Architect as follows:” ADD: 

Fee will be ______________ Percent of the estimated  Cost of the Work 
(defined in Section 6.1) approved by the Board at t he time of submission of 
PlanCon D for reimbursable projects, or last approv ed by the Board prior to 
bid date for nonreimbursable projects. 

Section 11.2 

REPLACE “Section 4.1,” with the following: 

 Article 4, 

After “compensate the Architect as follows:” ADD: 

Unless the Owner and Architect agree to a lump sum fee for particular 
Additional Work, the fee shall be based upon hourly  billable rates for the 
Architect’s employees as identified in 11.7, and at  1.1% of the amount billed 
and approved by the Owner for the Architect’s consu ltants. 

DELETE Sections 11.3 and 11.4 in their entirety. 

Section 11.5 

After “Schematic Design Phase” ADD: 

 Fifteen percent   (15%) 

After “Design Development Phase” ADD: 

 Twenty percent   (20%) 

After “Construction Documents Phase” ADD: 
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 Forty percent   (40%) 

After “Bidding or Negotiation Phase” ADD: 

 Five percent   (5%) 

After “Construction Phase” ADD: 

 Twenty percent  (20%) 

After “Total Basic Compensation” ADD 

 One Hundred percent (100%) 

Section 11.6 

After "any portions of the Project are deleted” REPLACE the remainder of the section 
with the following: 

prior to the submission of PlanCon D (or for non-re imbursable projects 
prior to bid date), compensation to the Architect f or such deleted portions 
of the Project shall be based on the extent of work  completed under 11.5 
and the most recent School Board approved estimate of the Cost of the 
Work for such portions of the Project.  

Section 11.7: The Architect’s customary hourly rates will be inserted.  

11.8 COMPENSATION FOR REIMBURSABLE EXPENSES 

Section 11.8.1 

REPLACE the entire Section 11.8.1 with the following: 

Reimbursement of expenses and costs incurred by the  Architect and the 
Architect’s consultants shall be limited to 100% of  the following: (a) 
overnight travel expenses expressly authorized by t he Owner; (b) fees paid 
for securing governmental approvals required for th e Project; and (c) costs 
to print and/or reproduce bid documents for prospec tive bidders.  

DELETE Section 11.8.2 in its entirety. 

11.9 COMPENSATION FOR USE OF ARCHITECT’S INSTRUMENTS OF SERVICE  

DELETE Section 11.9 in its entirety. 

11.10 PAYMENTS TO THE ARCHITECT 
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Section 11.10.1 

After “initial payment of” ADD: 

 Zero 

Subparagraph 11.10.2 

ADD to the end of the first sentence: 

 and approval by the School Board. 

REPLACE the second sentence with the following: 

 Undisputed amounts unpaid thirty (30) days after Sc hool Board approval 
shall bear simple annual interest of six percent (6 %). 

Subparagraph 11.10.3 

After “from the Architect’s” ADD: 

 Basic Services 

Add to the end of the section: 

However, the Owner shall not be required to pay inv oices for Additional 
Services of the Architect to the extent such servic es are caused by, or arise 
out of, the Architect’s violation of its duties und er this Agreement. 

ARTICLE 12 SPECIAL TERMS AND CONDITIONS 

ADD 12.1 

Change orders can be expected during the constructi on process. The 
Architect’s fee for Basic Services is a percentage based upon the Cost of the 
Work as established in Section 6.1, and such Cost o f the Work includes a 
contingency for change orders. Therefore, there sha ll be no additional 
payment to the Architect for its work on change ord ers, except to the extent an 
“Owner Requested Change Order” or an “Unforeseeable  or Concealed 
Condition Change Order” involves a substantial alte ration to the Project, and 
requires time by the Architect that is grossly disp roportionate to the 
Architect’s fee on the change order contingency.   

Subject to the above, the following categories defi ne the Owner’s and 
Architect’s responsibilities as to change orders: 
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(a) “Owner Requested Change Orders” occur when the Owner requests 
additional work on the Project.  The Owner shall pa y the Contractors’ cost 
for performing such change orders as provided in th e Contract Documents.  
There will be no additional fee to the Architect, u nless an Owner Requested 
Change Order involves a substantial alteration to t he Project, and requires 
time by the Architect that is grossly disproportion ate to the Architect’s fee 
on the change order contingency included in its fee  for Basic Services. 

(b) “Unforeseen or Concealed Condition Change Order s” occur when despite 
reasonable care by the Architect in evaluating exis ting drawings and field 
conditions, it is discovered during construction th at existing conditions are 
inconsistent with the Contract Documents and requir e additional work or 
cost by Contractors.  The Owner shall pay the Contr actors’ cost for 
performing such change orders as provided in the Co ntract Documents.  
There will be no additional fee to the Architect, u nless an Unforeseen or 
Concealed Condition Change Order involves a substan tial alteration to the 
Project, and requires time by the Architect that is  grossly disproportionate 
to the Architect’s fee on the change order continge ncy included in its fee 
for Basic Services.  

(c) “Value Added Change Orders” occur when the Arch itect omits an item 
necessary or documented as intended to be included in the Project, and 
such item is added to the Project by change order i nstead of through an 
awarded bid.  There will be no additional fee to th e Architect.  In addition, 
the Architect shall reimburse the Owner for any add itional cost due to 
having such item added to the Project by change ord er instead of through 
an awarded bid.  There shall be a rebuttable presum ption that such 
additional cost is 15% of the change order amount, subject to either the 
Architect or the Owner demonstrating there is a dif ferent or no additional 
cost due to having such item added to the Project b y change order instead 
of through an awarded bid.  

(d) “No Value Change Orders” occur when the Archite ct incorrectly designs or 
specifies an item in the Contract Documents or negl igently omits an item 
from its design or specifications, where the correc t design or specification 
would have added no additional value to the Project  and there are costs 
associated with or arising from correcting the Arch itect’s error.  There will 
be no additional fee to the Architect.  Further, th e Architect shall be 
responsible to pay all costs associated with or ari sing from correcting the 
Architect’s error. 
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The foregoing explanation regarding change orders i s not intended to restrict 
in any manner the Owner’s legal rights or remedies for any violation by the 
Architect of its duties under this Agreement, inclu ding for any violation of the 
standard of care identified in Section 2.2.   
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PART III: INSTRUCTIONS FOR SUBMITTING A PROPOSAL 

A. REQUIRED INFORMATION  

Submit a complete response to the RFP using the format outlined in this Part III. 
 

Responses shall include a Qualifications Proposal and a separate Fee Proposal, as 
described below.  The District intends to first evaluate the merits of the Qualifications 
Proposal, and then review the Fee Proposal.  

Proposals shall be submitted to the name and address listed on the RFP cover.  Faxed 
or emailed responses will not be considered.   

One Original and two copies of the Qualifications Proposal and one original and two 
copies of the Fee Proposal shall be submitted in separate, sealed envelopes.  The 
outside of the envelope containing the Qualifications Proposal shall be marked, 
“QUALIFICATIONS PROPOSAL - ARCHITECTURAL SERVICES” and shall bear the 
proposing firm’s name and address.  The outside of the envelope containing the Fee 
Proposal shall be marked “FEE PROPOSAL - ARCHITECTURAL SERVICES” and shall 
bear the same name and address as the Qualifications Proposal.    

The contents of the response from the selected firm will, at the option of the District, be 
included in written agreements to be entered between the District and the Architect. 

No information submitted in response to this RFP should be considered confidential, 
trade secret or proprietary. 

B. QUALIFICATIONS PROPOSAL  

The Qualifications Proposal shall be indexed with Tabs 1 through 5, as follows:   
 

Tab 1 General Summary of the Firm  

Tab 2 Principals and Employees to Provide Direct Services  

Tab 3 Distinguishing Characteristics  

Tab 4 Five Selected Public School Projects  

Tab 5 Additional Information 
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Tab 1: General Summary of the Firm  

The General Summary of the Firm should include the following information: 

1. Identify your office location, and the roadway mileage from your office to the 
District’s office at 2950 Charlestown Road, Lancaster, Pa. 17603. 

2. Provide the name, title and contact information for the individual the District 
should contact regarding the response to the RFP.   

3. Explain your firm’s professional experience, including experience in the design of 
K-12 public education facilities and with the PlanCon process.   

4. Describe the types of architectural services your firm is capable and experienced 
to provide, and also describe design services the firm customarily provides 
through sub-consultants. 

 
Tab 2: Principals/Employees Providing Direct Servic es 
 

1. Identify the principals of the firm, describe their educational and professional 
background and experience, and specify any role they will play in directly 
providing services to the District.  

2. Identify employees of the firm who will provide direct services to the District, 
specify the role each will play, state their titles within the firm, and describe their 
educational and professional background and experience.  

 
Tab 3: Distinguishing Characteristics  
 
Explain what distinguishes you from other architectural firms in providing the services 
identified in this RFP.  What makes you the best choice for this District? 

Tab 4: Five Selected Public School Projects  

Provide information on five previously-completed school projects, as follows: 

• One repair/replacement project under $300,000. 
• One repair/replacement project over $300,000.  
• Two renovation projects under $15,000,000. 
• One new school construction project over $12,000,000. 

Please include the following for each project: 

1. Name of school district and name of the project.  
2. Project description including square footage if applicable. 
3. Pre-construction cost estimate. 
4. Construction start date. 
5. Date of final completion. 
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6. Project bid cost. 
7. The cost of non-owner generated change orders. 
8. Contact information for the school district where the project was performed. 

including a contact name, address, phone number and email. 
9. No more than six pictures of each project. 

Tab 5: Additional Information 

1. Identify any litigation, arbitration or mediation where your firm has been a party 
over the past ten years, and for each, summarize the key issue(s), explain the 
result and date achieved, identify the owner and all parties to the dispute, and 
provide a contact name and information for the owner. 

2. Identify any circumstances over the past five years where your firm has either 
paid money in excess of $15,000 or agreed to have money in excess of $15,000 
withheld from payment, due to a claim alleging that the conduct of the architect or 
its consultants caused damage, and for each, summarize the key issue(s), 
explain the result and date achieved, identify the owner and all parties to the 
dispute, and provide a contact name and information for the owner.  

3. Three references of public school officials who are not listed at Tab 4, including 
the project(s) on which your firm worked with each reference. 

4. List all your firm’s current ongoing public school projects, including the name of 
the district, the district’s business manager and contact information, the nature of 
the project and its current status.   

5. A statement confirming that the responding firm has the capacity to comply with 
all requirements (including all technology requirements) identified in the RFP, or 
specifying any exceptions to that statement. 

6. Complete and provide the following attached forms: 
• Non-Discrimination Affidavit 
• Penn Manor School District Business Certification Form  

C. FEE PROPOSAL 

The Fee Proposal submitted in response to this RFP should be based upon the 
amended terms of AIA B101-2007, identified in Part II of this RFP.  The District intends 
to utilize the Fee Proposal submitted by the architect selected through this RFP process 
in all written agreements entered with the architect.  In developing the Fee Proposal, 
careful attention should be given to the District’s intended terms of agreement at Part II.      

The architect’s Fee Proposal shall include a fee for Basic Services covering services by 
the architect and for structural, mechanical, civil (including landscape design) and 
electrical engineering services, with the exception that in the event a particular project 
involves an extraordinary degree of civil engineering and/or landscape design services, 



 

33 

 

the District will consider requests to pay for such services as an Additional Service 
beyond the Basic Fee. 

The Fee Proposal shall provide the following information: 
 

1.  Fee Proposal cover sheet, providing the following information: 
• name of firm 
• street address of firm’s main office  
• contact person 
• phone number 
• fax number 
• email contact information 

2. A statement confirming that the responding firm agrees to all of the contract 
terms in Part II of this RFP, which identifies amendments to AIA Document B101 
the District intends to incorporate into written agreements with the selected 
architect, or specifying any exceptions to that statement.  

3. State the percentage of the Cost of the Work to be charged as a fee for Basic 
Services on new construction – identify any applicable sliding scale based on the 
project cost. 

4. State the percentage of the Cost of the Work to be charged as a fee for Basic 
Services on renovation work – identify any applicable sliding scale based on the 
project cost. 

5. State the percentage of the Cost of the Work to be charged as a fee for Basic 
Services on repair/maintenance projects – identify any applicable sliding scale 
based on the project cost. 

6. State the current hourly rates to be charged for Additional Services.  
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NON-DISCRIMINATION AFFIDAVIT  
TO BE COMPLETED BY ARCHITECTURAL FIRMS RESPONDING T O 

PENN MANOR SCHOOL DISTRICT’S RFP FOR ARCHITECTURAL SERVICES 
 

The RESPONDING ARCHITECTURAL FIRM completing this form is:___________________________: 

The RESPONDING ARCHITECTURAL FIRM agrees that it: 

• Shall not discriminate against any employee, applicant for employment, independent contractor, 
or any other person because of race, color, religious creed, ancestry, national origin, age, or sex.  

• Shall ensure that applicants are considered for employment, and that employees are treated 
during employment, without regard to their race, color, religious creed, ancestry, national origin, 
age or sex.   

• Shall post in conspicuous places, available to all employees, a notice of non-discrimination as 
required under applicable law.  

 

Signed under oath by: __________________________________  
   Name and Title of Authorized Individual 
 

 

COMMONWEALTH OF PENNSYLVANIA ) 

     )  ss 

COUNTY OF ________________  ) 

 

Sworn and subscribed before me this ___ day of ______________,  2012, by ______________________.  

 

______________________________ 

Notary Public  

My Commission Expires: ____________________________ 
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PENN MANOR SCHOOL DISTRICT 
 BUSINESS CERTIFICATION FORM  

 

TYPE OF BUSINESS 

1. CORPORATION 

 

                                                                                                 is a corporation organized and  
Enter name of corporation 
 

existing under the laws of                                                             , and if not a Pennsylvania 
corporation, has been granted a certificate of authority to do business in Pennsylvania pursuant to 15 
Pa. C.S. § 4121. 

Date of incorporation:___________________________  

 

2. INDIVIDUAL, PARTNERSHIP OR OTHER (Circle One) 

                                                                                                is an individual, partnership or  
Enter name of entity  
 

other entity operating and trading under a fictitious name, and has registered such fictitious name 
pursuant to the Fictitious Names Act of Pennsylvania, 54 Pa. C.S. § 311. 

Date of fictitious name registration:_____________________ 
 
 
 
Signed under oath by: __________________________________  
   Name and Title of Authorized Individual 
 

COMMONWEALTH OF PENNSYLVANIA ) 

     )  ss 

COUNTY OF ________________  ) 

 

Sworn and subscribed before me this ___ day of ______________,  2012, by ______________________.  

 

______________________________ 

Notary Public  

My Commission Expires: ____________________________ 

 


