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Supplemental Letter Agreement 

 
In accordance with the Master Agreement for Professional Services between City of Baxter (“Client”), and Short 
Elliott Hendrickson Inc. (“Consultant”), effective October 17, 2017, this Supplemental Letter Agreement dated 
September 16, 2025 authorizes and describes the scope, schedule, and payment conditions for Consultant’s work 
on the Project described as: 2026 Baxter WTP HVAC Improvements. 
 
 

Client’s Authorized Representative: Trevor Walter, PE 

Address: 13190 Memorywood Drive, Baxter, Minnesota 56425, United States 

Telephone: 218.838.5281 email: twalter@baxtermn.gov 

  

Project Manager: Colin Anderson, PE 

Address: 1200 SE 4th Avenue, Suite 200, Grand Rapids, Minnesota 55744 

Telephone: 651.350.8162 email: canderson@sehinc.com 

 
 
Scope: The Services to be provided by Consultant: 
 
Our team will provide Design and Construction Phase Professional Services for the City of Baxter (Client) in 
support of the 2026 Baxter WTP HVAC Improvements project, located in Baxter, Minnesota. The project scope 
includes the following tasks: 
  

− Project Management: 
ο Overall project oversight including but not limited to monthly progress updates, process pay 

applications, and coordination through staff-level meetings. 
  

− Design Phase: 
ο Site Visits 

♣ Conduct an initial site visit and project kickoff meeting (Mechanical Engineer & Electrical 
Technician) 

♣ Attend Utilities Commission Meeting and present options (Mechanical Engineer) 
ο Perform HVAC load calculations for the proposed system configuration 
ο Prepare a memo outlining HVAC options with opinion of probable cost for serving the mezzanine, 

corridor, lower-level pipe gallery, and filter gallery. This memo will focus on two different HVAC 
units within the water treatment plant. 

♣ Makeup Air Unit #3: 
• Option 1: Direct 1:1 replacement of existing MAU-3 
• Option 2: Replace with a larger unit to serve both the mezzanine, corridor and 

the lower-level pipe gallery 
• Option 3: Install a new air handling unit with a remote condenser to provide 

cooling and dehumidification for the mezzanine, corridor, and lower-level pipe 
gallery 

♣ Fan Coil Unit #2 and associated condensers: 
• Option 1: Direct 1:1 replacement of FCU-2 
• Option 2: Replace it with a larger unit to serve both the high service pump room 

and the filter gallery. Filter gallery will require direct exhaust 
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ο Facilitate an HVAC design meeting to review and finalize the preferred approach (Virtual Meeting 
with Client) 

♣ Present options at Utilities Commission Meeting (In-person) 
 

ο Prepare design drawings for the removal and replacement of MAU-3 and FCU-2 
ο Develop equipment specifications and solicit construction bids 
ο Assist the Client in reviewing bids 
ο Prepare a summary memorandum recommending award based on received proposals 

  
− Construction Phase: 

ο Site Visits  
♣ Construction kickoff meeting (Mechanical Engineer & Electrical Technician) 
♣ Equipment installation observation #1, 6 hours (Mechanical Engineer) 
♣ Equipment installation observation #2, 6 hours (Mechanical Engineer) 
♣ Equipment startup observation #1, 6 hours (Mechanical Engineer) 
♣ Equipment startup observation #2, 6 hours (Mechanical Engineer) 
♣ Final punch list visit (Mechanical Engineer & Electrical Technician). 

ο Additional meetings will be held virtually as needed. 
ο Review of shop drawings for new HVAC equipment. 
ο Coordinate installation logistics with the mechanical contractor and Client staff. 
ο Observe equipment installation and support startup process (Up to 4 site visits and up to 24 hours 

by Mechanical Engineer). 
ο Prepare a final project summary memorandum detailing the new HVAC system configuration, 

control strategy, and maintenance requirements. 
ο Project Closeout. 
 

Resident Project Representative Services: 
RPR services will be provided in accordance with attached Master Agreement Exhibit B. 

 
Additional Services: 
Services from SEH not listed above, if required or requested, can be provided to Client at our normal hourly rates. 
 
Schedule: 

The design is anticipated to be completed by January 2026, with bidding targeted for February 2026. With this 
timeline it is anticipated that there is adequate lead time for the contractor to procure the replacement HVAC units 
in preparation for construction beginning in May 2026. Forces beyond SEH’s control could affect the schedule. 
  
This schedule assumes that a signed agreement will be in place by October 2025. 
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Payment:  
The estimated fee is subject to a not-to-exceed amount of $57,292.00 including expenses and equipment. 
 
The payment method, basis, frequency and other special conditions are set forth in attached Master Agreement 
Exhibit A-1. 
 
 
 

Short Elliott Hendrickson Inc.  City of Baxter 

By: [[DocuSignSignature_1]]  By: [[DocuSignSignature_2]] 

Full Name: [[DocuSignFullName_1]]  Full Name: [[DocuSignFullName_2]] 

Title: [[DocuSignText_1]]  Title: [[DocuSignText_2]] 

     

 
  City of Baxter 

   By: [[DocuSignSignature_2]] 

 [[DocuSignFullName_1]]  Full Name: [[DocuSignFullName_2]] 

 [[DocuSignText_1]]  Title: [[DocuSignText_2]] 

 
 
 

Scott Hedlund

Principal


























