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In addition to using standard details, using a construction
document checklist is one of the best ways to record the
“corporate memory” of the firm and ensure that past mis-
takes are not repeated. Checklists are valuable for both
experienced staff members and those new to the firm.

TThhee aannsswweerr iiss ((DD))..

57. The Wages and Fair Labor Standards Act establishes
minimum wage, overtime, pay, recordkeeping, and child
labor standards. The National Labor Relations Act allows
private sector employees to organize into trade unions and
protects union employees from unfair labor practices.
NCARB’s Architectural Experience Program (AXP)
guidelines require that supervisors certify experience
reports, act as a mentor, and discuss the aspiring archi-
tect’s progress. The AXP does not require performance
evaluations, which are for all members of a firm’s staff,
not just aspiring architects. Only a company’s internal poli-
cies may require a performance evaluation.

TThhee aannsswweerr iiss ((DD))..

58. Members may supplant or replace another architect on
a project if the previous architect is not under contract
with the client. Advertising is allowed as long as the archi-
tect does not make misleading or false statements. Archi-
tects may be involved with construction, such as with a
design-build firm. The general statement of the Code of
Ethics & Professional Conduct Canon VI, Obligations to the
Environment, states that members should recognize and
acknowledge the professional responsibilities they have in
order to promote sustainable design and to implement
energy- and resource-conscious design.

TThhee aannsswweerr iiss ((CC))..

59. Although legal action is sometimes necessary, it should
be a last resort and, generally, the client should be given
more than 30 days past the due date to make payment.
Retainers may be requested of a client but an amount of
25% is excessive. The other actions are correct procedures
for managing accounts receivable.

TThhee aannsswweerr iiss ((BB)),, ((CC)),, ((DD)),, aanndd ((FF))..

60. The correct answer is current ratio. The current ratio
is a measure of the firm’s ability to meet current obliga-
tions, and is also referred to as solvency. It is found by
dividing total assets by total current liabilities. The quick
ratio is a refinement of the current ratio. It is the sum of
cash, accounts receivable, and revenue earned but not
billed, divided by total current liabilities. Net profit before
tax is the percentage of profit based on total annual reve-
nue, minus reimbursable expenses and consultants’ fees.
Net profit before tax cannot be used to estimate needed
future income for solvency, but it may be used as a target
goal for profitability. If the prior years’ revenue per techni-
cal staff is available, that number can be multiplied by the

planned number of technical staff members. The product
approximately determines how much net operating reve-
nue is required.

TThhee aannsswweerr iiss ((AA))..

61. Agency is not necessary for on-site conduct. Negli-
gence arises from a duty being established and that duty
being breached and causing damage or injury. Privity
refers to a connection between two parties to a contract.
Although privity can insulate the architect from actions by
the contractor, privity does not need to be included in an
office manual. Architects operate under various kinds of
the legal concept of duty. While on the job site, architects
need to conduct themselves so as not to create less or
more duty than reasonably established. Duty can be estab-
lished in three ways: by contract, by legislative enactment,
and by conduct. The first two are legally defined, but the
architect’s conduct on the job site can establish an implied
duty, which needs to be included in an office manual. For
example, the architect has an implied duty to cooperate
with the contractor and share with the contractor any rele-
vant information that could affect the project. A manual
defines what is expected of the architect and what conduct
to avoid, such as suggesting to the contractor how to
build something.

TThhee aannsswweerr iiss ((BB))..

62. The company does not accept the contract if the par-
ties cannot agree on the method of measured productivity.
Either the compensation article of a standard AIA agree-
ment can be modified as necessary or an attorney can
draft a new contract. The problem states the basis for pro-
ductivity measurement will be mutually agreed, and the
agreement will tie the compensation to a productivity
increase regardless of where it might result.

The architect is risking any profit on productivity
increases that may or may not happen, regardless of how
confident the architect is in the effects of evidence-based
design.

TThhee aannsswweerr iiss ((CC))..

63. When setting the fees, if an accurate time estimate is
made, the office multiplier is sufficient to complete the
project with a profit, so option (D) is incorrect. Including
a not-to-exceed amount in the agreement increases the
risk because it sets an absolute limit on what the architect
can charge, so option (E) is incorrect. The owner tries to
limit costs. The architect wants to limit losses as much as
possible, especially if problems arise during the project.
The other options minimize risk.

TThhee aannsswweerr iiss ((AA)),, ((BB)),, ((CC)),, aanndd ((FF))..

64. The MacLeamy curve does not show or imply that a
firm should hire more designers or outsource document
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34. Which act requires federal agencies to use qualifica-
tions-based selection processes to award design and engi-
neering contracts for public works projects?

(A) Davis-Bacon Act

(B) Clinger-Cohen Act

(C) Brooks Act

(D) Miller Act

35. A project program is a type of ———— plan. (Fill in the
blank.)

(A) operational

(B) tactical

(C) contingency

(D) strategic

36. Architectural fees can be estimated in a variety of
ways. Which statement is true?

(A) Estimating design fees based on a project’s square
footage is an example of a bottom-up approach.

(B) The contingency amount included in a design fee
budget increases as the project progresses.

(C) The percentage of fees allocated for each of the
design phases (i.e., schematic design, design develop-
ment, construction documents, and construction
administration) is the same whether a project is a
design-bid-build project or a design-build project.

(D) Preparing estimates using a bottom-up approach
is more accurate than preparing estimates using a
top-down approach.

37. A project’s construction budget is $3,125,000. The
design fee has been established as 10% of the project con-
struction budget. Engineering consultants’ fees total
$162,500. The remaining money will be the architecture
firm’s compensation for its work on the project.

The architect decides that 20% of the architecture firm’s
fee should be allocated for work in the design develop-
ment phase. The hourly billing rate for each of the four
employees working on the project is $125. These four
employees work 40 hours per week (five eight-hour days)
and are assigned solely to this project. The utilization rate
for each employee is 75%. Based on the information

given, what is the minimum number of weeks that should
be included in the schedule for the design development
phase?

(A) 1 week

(B) 2 weeks

(C) 3 weeks

(D) 4 weeks

38. Which of the following elements would be included in
a project work plan for the design of a large office build-
ing? (Choose the four that apply.)

(A) scope of services as defined in the owner-archi-
tect agreement

(B) project schedule

(C) series of weekly meetings to check on progress
and discuss upcoming milestones

(D) task assignments for specific individuals

(E) list of deliverables

(F) architectural fee schedule

39. In a typical design-bid-build project, the project archi-
tect must complete and share preliminary information on
the structural systems, building code requirements, pro-
posed building layout, and construction of the building
envelope with the mechanical engineer. In which phase
should the architect share that data?

(A) programming

(B) schematic design

(C) design development

(D) construction documents

40. A document assigning tasks to project team members
and outlining required deliverables is called a(n)

(A) responsibility matrix

(B) utilization ratio

(C) employee timesheet

(D) work breakdown structure
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70. An analysis of the financial feasibility of a potential
project is called a

(A) project budget

(B) feasibility study

(C) program

(D) pro forma

71. According to American Institute of Architects (AIA)
Document B101, Standard Form of Agreement Between Owner
and Architect, the owner may be required to revise the proj-
ect budget to reflect market conditions if bidding does not
commence within

(A) 90 days after the start of the project

(B) 90 days after completion of the preliminary cost
estimate

(C) 90 days after the architect submits the construc-
tion documents to the owner

(D) any number of days; bidding dates have no effect
on the construction cost estimate or project
budget

72. Which of the following statements most accurately
describes the best practice for control of construction
document production and coordination?

(A) The production and coordination of construction
documents should be controlled by a single
individual.

(B) Maintaining control of construction document
production and coordination is a shared responsi-
bility of every team member.

(C) Since every discipline is responsible for producing
its own construction documents, the architectural
team can focus exclusively on controlling produc-
tion and coordination of its internal construction
documents.

(D) In larger firms, a principal is typically assigned to
each project to control construction document
production and coordination.

73. A grocer purchases a corner market in the middle of
a historic residential neighborhood. The property
includes a small garden and a seating area located beside
the store. A clause in the deed requires the grocer to
maintain the garden and keep it open to the public. This
is an example of a(n)

(A) prescriptive covenant

(B) affirmative covenant

(C) conditional covenant

(D) conditional use permit

74. Which of the following statements regarding eminent
domain is true?

(A) A condemnor may initiate eminent domain pro-
ceedings without offering to purchase the prop-
erty from the owner.

(B) Fair market value of a property is always based on
the market data analysis method of valuation.

(C) The power of eminent domain may be delegated
to a private, for-profit company.

(D) The right to eminent domain is granted to the govern-
ment by the Tenth Amendment to the U.S.
Constitution.

75. Which of the following are included in an architect’s
cost option for a project? (Choose the three that apply).

(A) professional fees

(B) hard costs

(C) contractor’s overhead and profit

(D) contingency allowances

(E) insurance and legal expenses

(F) furniture, fixtures, and equipment purchased by
the owner

76.Which of these items establishes unit prices?

(A) AIA Document A101, Standard Form of Agreement
Between Owner and Contractor, where the basis of payment
is a Stipulated Sum

(B) AIA Document A201, General Conditions of the Con-
tract for Construction

(C) supplementary conditions

(D) special conditions

P
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implemented through a responsibilities matrix or a task
checklist. For example, a structural engineer may develop
an operational plan that includes a list of the activities that
the firm must complete to develop the design of the struc-
tural systems. The structural engineer begins by analyzing
and applying the requirements and schedule defined in the
architect’s work plan. The engineer then lists the required
engineering tasks, which may include receiving and
reviewing the geotechnical report, choosing and designing
the foundation system, completing wind and seismic load-
ing analysis, selecting a material and calculating reactions
for the structural frame, coordinating with the architect
and other building systems engineers as their portions of
the design are developed, and preparing the final docu-
ments and specifications.

A contingency plan is a way to rescue a troubled project, pro-
posed in advance of a project being in trouble. Issues may
arise for a variety of reasons but are usually attributable to a
lack of time, money, or resources. A project may also
encounter unforeseen issues or conditions related to the site,
a delay in the approvals process, a change in the owner’s
direction or available resources, or a delay caused by a natural
disaster. A contingency plan helps the architect respond to
these issues quickly and thoughtfully. For example, a zoning
approval board meeting is canceled because of a snowstorm,
and the project does not receive land development plan
approval until the next month. The design and construction
schedules for the project may be adjusted to factor in this
extra time. The architect may allow for these types of unfore-
seen conditions by including a design contingency in the
project budget (e.g., usually 5−10%, determined by the archi-
tect), encouraging the owner to include a contingency in the
construction budget (e.g., usually 5−10%, determined by the
owner), and building extra time into the design and construc-
tion schedule.

A strategic plan is a high-level plan that outlines broad-
scope project objectives. One example of a strategic plan
is the program for an architectural project. The owner,
with the assistance of a programmer or the architect, pre-
pares the program. The architect becomes familiar with
the requirements and determines both the design
approach and the production plan to satisfy the program.

TThhee aannsswweerr iiss ((DD))..

36. During the project’s earliest stages, an architect may
not fully understand the owner’s desired scope of work,
and the architect may not comprehend unforeseen condi-
tions that make the project more complex. As the project
progresses, the scope of work required to complete the
design becomes clear. So as the project nears completion,
the reserved contingency fee percentage may be reduced.

The traditional owner-architect agreement used for
design-bid-build projects assigns a set of responsibilities

to the architect that are fairly consistent from project to
project. However, the architect’s agreement with the
design-builder determines the architect’s responsibilities,
and the design-builder has more flexibility in selecting the
services that the contract will include. The design-builder
may choose to use the architect’s services in all phases of
design and construction or may not require the architect
to be as involved in the construction phase as during the
design stages. The percentage of the fee that the architec-
ture firm should allocate to each phase of the project
varies depending on the tasks the architecture firm has
been contracted to perform.

Most estimations of architectural fees can be grouped into
two categories: top-down approaches or bottom-up
approaches. The bottom-up approach is more accurate, but
usually both are used and the results are compared.

A bottom-up approach begins with a list of tasks and an
estimate of how much time it will take to accomplish
them. The anticipated hours are multiplied by the billing
rate of the person to whom each responsibility is assigned.
Any other expenses or allowances, such as consultant’s
fees and nonreimbursable project costs, are added. The
total is the estimated fee that must be charged to cover
the firm’s expenses and generate the desired profit.

With a top-down approach, either the architect assumes
the total proposed fee based on historical data gathered
from other projects or the owner sets the fee that will be
paid. From the established fee, the architect first deducts
the costs for consultants’ services, the anticipated profit,
and nonreimbursable costs. The remainder is the amount
available for direct labor provided by the architecture
firm’s staff. A percentage of this amount is allocated to
each phase of the project. The money available for each
phase is divided by the direct labor cost for each person
working on the project to determine the number of hours
that can be devoted to the project.

TThhee aannsswweerr iiss ((DD))..

37. The architecture firm’s project manager determines
how much time is available for the design team’s work on
the project based on the amount of money that is available
for each phase of the work. If the team can meet this goal,
the architecture firm will earn the projected profit. If the
project’s completion time is less than anticipated, the
profit increases. If it takes more time, the profit decreases.

The total design fee is $312,500, or 10% of the construc-
tion budget of $3,125,000. Of this amount, $162,500 will
be paid to consultants. The remainder is the amount that

P
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the architecture firm will keep as its compensation for
services provided.

architectural fee design fee other consultant fees

$312,500 $162,500

$150, 000

=
=
=

20% of the architectural fee of $150,000 is $30,000—the
amount that the project manager has budgeted for use dur-
ing the design development phase. Each employee’s billing
rate is $125 per hour. The billing rate includes direct labor
expenses as well as other firm expenses and target profit.

design development time
20%†architectural fee

billable rate
(0.2)($150,000)

$125
hr

$30,000
$125
hr

240†billable hours

=

=

=

=

The design development time is divided by the number of
employees to determine how many hours each employee
can work on the project.

employee work time
design development time

no. of employees assigned to project
240†hr

4†employees

60†hr/employee

=

=

=

Each employee works 40 hours per week and is assigned
solely to this project, so all of their billable time is devoted
to this work. The utilization rate of 75% means that some
time spent at work is not billable. The total number of
hours in the work week is multiplied by the utilization rate
to determine the number of billable hours that each
employee will record per week.

billable time (utilization rate)
hr per wk

employee

(0.75)
40†hr per wk

employee

30†hr/week per employee

=

=

=

To determine the minimum number of weeks that should
be budgeted for the design development phase, the
employee work time is divided by the billable time.

design development phase time
employee work time

billable time

60†
hr

employee

30†hr per wk/employee

2†weeks

=

=

=

The project manager should allow two weeks in the proj-
ect schedule for design development. To stay within the
project budget, the employees must be aware of the time
allotted for their work, and should notify the project man-
ager if they may need more or less time to complete the
assigned tasks. If the work takes more than two weeks, or
the employees assigned to the project spend more than
the specified number of billable hours on the project, the
firm will not earn the anticipated profit and may not be
able to keep to the project schedule.

TThhee aannsswweerr iiss ((BB))..

38. A project work plan includes a description of the proj-
ect and a list of the owner’s requirements, based on the
owner’s program and the scope of work as defined in the
project agreement. The plan summarizes services to be
provided by the architectural firm and anticipated deliver-
ables such as drawings, specifications, building informa-
tion modeling (BIM), and reports so that all members of
the team are aware of the contract requirements. In addi-
tion, the project work plan defines team structure and
responsibilities of each member, including both in-house
staff and consultants to the architect. The project manager
must estimate how many hours are available for work on
each task or phase, based on the fee that will be paid to
the architect, to keep the project on budget. To keep the
project on schedule, the work plan includes all deadlines
imposed by the owner and approvals authorities, plus key
milestones, such as target completion dates for each phase
of the design process.

The project manager may choose to conduct periodic
design team meetings to check in with the team and moni-
tor the progress of the work. Weekly team meetings are
not part of the work plan.

The architectural fee schedule is a document provided to
the owner, usually with the project proposal, when work is
to be billed on an hourly basis. This document includes
information about the billing rates for each of the employ-
ees working on the project, as well as markups for reim-
bursable expenses, including consultants’ services.

TThhee aannsswweerr iiss ((AA)),, ((BB)),, ((DD)),, aanndd ((EE))..
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77. According to AIA Document A201, General Conditions
of the Contract for Construction, when is the contractor enti-
tled to receive payment of the retainage?

(A) following the approval of the first application for
payment

(B) after each subcontractor completes his or her por-
tion of the work, the retainage associated with
that line item is released

(C) after the terms of the certificate of substantial comple-
tion have been accepted and consent of surety is
received

(D) following the final completion inspection

C
E
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specified product. The specified product should be pro-
vided unless the contractor has received approval to sub-
stitute a different product. The correct response is to
mark the submittal “revise and resubmit” and request that
the contractor provide additional information about the
products that will be incorporated into the desk. “Revise
and resubmit” is usually used when the product may be
suitable for use on the project but the information pro-
vided is inadequate for performing a thorough review, or
when there are significant errors or conflicts in the sub-
mittal. “Rejected” indicates that the product proposed
does not comply with the contract requirements and may
not be used on the project.

In this case, the correct laminate needs to be used and the
submittal will be approved. There is no need to reject this
submittal due to the laminate selection not matching what
was specified.

TThhee aannsswweerr iiss ((CC))..

76. After a two-week absence from the office, the architect
should check in with the contractor to find out how the
job is progressing, but this conversation cannot be the
only evaluation of the project’s status. Before approving
an application for payment, the architect is legally and
ethically required to see in person whether or not work
has progressed sufficiently, even if others in the office
may offer their observations. American Institute of Archi-
tects (AIA) Document B101, Standard Form of Agreement
Between Owner and Architect, specifies that the architect’s
review of the application for payment is not an inspection
of the completed work or means and methods of con-
struction, the architect is not required to review receipts
or invoices from suppliers or subcontractors, and the
architect is not required to determine how funds received
by the contractor are being distributed to others.

The owner and contractor agree upon the time limits for
review and payment in AIA Document A101, Sec. 5.1.3.

According to AIA Document A101, Standard Form of
Agreement Between Owner and Contractor, Article 5, Payment,
each application for payment must be based on the sched-
ule of values. The schedule of values is a list of all the ele-
ments of the project, prepared by the contractor at the
beginning of construction. Each element is assigned a
monetary value or cost. The sum of all of these values is
the total cost of the work, which is due to the contractor
upon completion of the contract requirements.

The architect’s responsibility, defined in AIA Document
B101, Sec. 3.6.3, is to verify that the work has progressed
to the point indicated by the contractor and that the qual-
ity of the work is in accordance with the contract docu-
ments. To do so, the architect should evaluate the
percentage of completion of each line item on the sched-
ule of values that the contractor claims on each

application for payment in comparison to the progress
observed on-site and to consider other factors such as
uncorrected work or failure to pay subcontractors. The
goal of this evaluation is to keep payments to the contrac-
tor on pace with the work completed so that the contrac-
tor is compensated in a fair and timely manner and so that
the owner is protected from paying too much too quickly
or paying for work that is unacceptable or incomplete.

TThhee aannsswweerr iiss ((BB))..

77. Retainage is the percentage of the contract sum that is
withheld from each payment throughout the course of the
project to create a fund that protects the owner from a sit-
uation in which the contractor does not have sufficient
funds to compensate creditors or subcontractors and can-
not complete the work. AIA Document A201, Sec 9.8.5
releases retainage upon the owner and contractor’s accept-
ance of the conditions of the certificate of substantial
completion and receipt of the consent of surety, if applica-
ble. (Part of the retainage may be held back if necessary to
ensure that all contract work is finished before final com-
pletion. These funds would be released when that portion
of the work is completed satisfactorily.)

The terms of retainage, however, are subject to negotia-
tion as part of the contract discussions, and the contractor
may negotiate an arrangement in which the percentage of
retainage decreases as the project moves forward. Retain-
age affects the first subcontractors more than those who
come to the site near the end of the project because they
may not receive full compensation for their work until the
project comes to an end, which could be months or even
years after their responsibilities are complete.

TThhee aannsswweerr iiss ((CC))..

78.

maximum general contractors
evaluation criteria score A B C D
1 project cost 25 25.0 19.5 22.3 24.5
2 targeted business

and economic
development

0 CATEGORY DISCARDED

3 safety policies and
record

5 4.9 3.0 4.0 3.9

4 project schedule 0 CATEGORY DISCARDED

5 project approach
and work plan

20 15.5 11.9 13.7 14.0

6 respondent’s team
qualifications

25 21.6 14.9 18.3 24.5

final RFP score 75 67.0 49.3 58.3 66.9

A best-value procurement approach is used when the final
award is not based on the lowest possible bid. According
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