Pre-Negotiation Memo
(Project Name), (FHWA Project No.), (Control No.)
Purpose of Negotiation:
The purpose of negotiations is to  clarify the scope of professional services and the associated work effort needed to perform those services .

Documents Reviewed: 

The documents reviewed for this project consisted of (Scope of Services, Independent Cost Estimate, Estimate of Materials Testing, etc.).
Services Reviewed: 

The services reviewed for this project consisted of (Preliminary Engineering, Envirornmental Services, Construction Engineering, etc.).
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