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SUMMARY

DOES THE PROJECT MAKE SENSE?

Risk management is much more than just an
insurance coverage issue. It consists of all those
actions taken (or avoided) during the normal day-today conduct of the design professional, starting with
the decision to pursue any new project opportunity.
Here, presented in the sequence of a typical project,
is a risk management checklist. Remember, every
step you make is also a risk you take.

•

Do you have the experience and expertise to
provide the required services?

•

Do you have the resources to provide the
required services?

•

Does the project program match the proposed
project budget?

•

What are the deliverables? Is the delivery
schedule realistic?

•

What is the overall project delivery schedule? Is
it realistic?

•

Will the project support and meet your projected
fee requirements?

•

Have you selected appropriate consultants with
demonstrated project experience in the building
type?

CHECK OUT THE CLIENT
•

Do you know who your client will be?

•

Have you worked for that client before?

•

If not, do you know someone who has?

•

What do you know about the client's financial
stability?

•

Does the client pay bills in a timely manner?

•

Does it make claims against design
professionals?

•

Does it have experience in the building type?

WHERE IS THE PROJECT LOCATED?
•

Is the project located in a state where you
maintain a current license to practice
architecture?

•

If not, can you meet the requirements to secure
a license without having to make substantial
changes in the way your practice is organized?

•

•

•

What (if anything) do the state statutes require
about the marketing of services before you are
licensed to practice?
In addition to holding an architecture license,
are you registered to conduct business in the
state and do you have a tax identification
number? [A handy guide to state business laws
can be found by visiting the Web site
http://www.chamberbiz.com.]
Have you consulted an attorney about any other
legal requirements that might be involved?
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THE NEGOTIATION
•

Is the fee reasonable payment for both the
value of your services and your exposure to
risk?

•

Are your fee expectations realistic?

•

Can you accept a negotiated fee reduction? To
what level?

•

Can you accept all the terms and conditions
outlined in the request for proposals?

•

Are you prepared to walk away?

THE CONTRACT
•

What does your contract for services require
regarding such items as the following?
Ownership of documents, Indemnification,
Electronic transfer of documents, Insurance
requirements, Lien waivers, Subordination,
Reuse of documents, Liquidated damages

•

Do you fully understand the risk each
requirement represents, and can you accept or
afford to assume the risk?

Knowledge gained from experience immediately applicable to a task at hand.
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•

Are the financial rewards greater than the
business risks?

•

Have you had an attorney review the contract
and advise you?

•

Are you prepared to walk away?
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CONSTRUCTION CONTRACT
ADMINISTRATION
•

Have you developed an overall logistics plan
(flow of information) for each type of submittal
you will receive during contract administration
(e.g., requests for information, shop drawing
submittal, change requests)?

THE CODES
•
•

Do you understand all required approval
procedures and processes?

•

Will variances be needed?

•

Have you identified other special criteria, such
as restrictive covenants and Americans with
Disabilities Act, environmental, and other
regulations?

•

Who receives?

Have you identified and documented all codes
applicable to the project?

Have you facilitated an introduction of your
project to the authority having jurisdiction (e.g.,
the local code official)?

Who reviews?
Who signs off?
Who returns?
Who files?
Who gets copied?
•

What are the requirements for field observation
and field reports?

•

Should you make spot decisions in the field?

•

Do you have a system to manage the agreedupon turnaround time for shop drawing and
submittal reviews?

•

Do you have procedures in place to respond to
requests for information from the contractor?

•

Do you have procedures and processes in
place to handle applications for payment?

THE DOCUMENTS
•

Do you have a clear understanding of the
project's delivery method (e.g., fast tracknegotiated, hard/traditional/low bid, designbuild, or construction management)?

•

Has it changed since you signed your
agreement?

•

Do you have procedures and processes in
place to handle change order requests?

•

Have you developed a delivery plan, with
elements such as these?

•

Do you have procedures to limit and control
substitution requests?

•

Do you understand, and is it clearly written in
the documents, that the contractor is solely
responsible for means, methods, shoring,
safety, sequencing, and so forth?

•

Does your team understand the risks and
benefits of written documentation, especially
during the contract administration phase?

•

Do you have a file system for written
documentation and archival purposes?

•

Have you emphasized that electronic
correspondence (e-mail) is serious and should
not be casual in either tone or content?

Near-term and long-term schedules
Milestones
Checkpoints
Phase approvals by owner
Cost estimates
Organization of internal team/external
consultants
Deliverables
Early release packages
Consultant coordination
•

•

What are the general conditions for your
project? Who will write them? How will they be
formally incorporated?
Do you have project quality-control procedures
in place to review the documents before they
are released?
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THE PROJECT CLOSEOUT
•

Do you understand your project's definition of
substantial completion?

•

Have you reviewed the requirements of
substantial completion and final completion as
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set forth in the general conditions of the
construction contract?
•

Has the owner received a certificate of
occupancy from the authority having jurisdiction
over the project?

•

Are any life safety or other nonconforming items
noted in your punchlist that have not been
addressed or closed out?

CLAIMS OF ERRORS AND OMISSIONS
•

Do you have your project records organized,
documented, and stored in a safe place?

•

Do you know what steps to take when an
alleged claim is made against you?

•

Do you know what your insurance carrier
requires you to do in the event of a claim to
keep your coverage in place?
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For More Information on This Topic
See also “Risk Management
Strategies” by Richard B. Garber,
ASLA, and Charles R. Heuer, FAIA,
The Architect’s Handbook of
Professional Practice, 13th edition,
Chapter 12, page 319.
See also the 14th edition of the
Handbook, which can be ordered
from the AIA Bookstore by calling
800-242-3837 (option 4) or by email
at bookstore@aia.org.

Feedback
The AIA welcomes member feedback
on Best Practice articles. To provide feedback on
this article, please contact: bestpractices@aia.org

EVERY STEP YOU MAKE, EVERY RISK YOU
TAKE

Key Terms
•

Practice

This is only a partial list of questions to consider and
answer carefully at each step in the project life cycle.
To ignore such questions is to invite exposure to
risk, some of which is not covered by professional
liability insurance. Every step you make carries a
corresponding risk. Don't let the temptation of
anticipated project rewards impair your riskmanagement judgment.

•

Insurance management

•

Liability insurance

•

Professional liability insurance
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Warning Signs of Potential Claims
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Controlling Exposure to Risk
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