[image: image1.jpg]THE OHIO STATE UNIVERSITY




[image: image1.jpg]

Memo
Month 00, 20XX
To:   
Paul Sherwood, Assistant Vice President, Facilities Operations and Development


VIA (delete if Paul has conflict)

Scott Conlon, Associate University Architect

Mark Conselyea, Associate Vice President, Facilities Operations and Development (include only if Paul has conflict)
From:   
[DOP], Director of Projects and [PROJECT MANAGER], Project Manager
RE:  <PROJECT NAME>

<PROJECT NUMBER>


DESIGN-BUILD SUBMITTALS RECEIVED

SHORT LIST APPROVAL
Design and Construction received submittals on < date > for the referenced project.  All firms are listed below followed by the total rating value as determined by the short listing committee (see attached score sheet).  The firms recommended for interviewing are preceded by an asterisk (*).

	Firm Name
	Address
	City 
	State
	Zip
	EDGE

A, B, C
	Value

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


The following User groups/individuals were involved in the short listing process:

· (user group/individual)

The following User groups/individuals declined to participate in the short listing process:

· (user group/individual)
Firms were short listed based on the criteria on the attached 330 scoresheet.
<insert here the following if applicable:  Are there any potential issues, conflict of interests, or past performance issues identified and how will they be managed.  If yes – what will we do to mitigate these issues?>

And/Or

There are no issues, conflict of interest or past performance issues in Facilities Design and Construction with any of the above firms to be interviewed.

We seek your approval to proceed with interviewing the recommended firms.

Approval:

Scott Conlon
Date

Associate University Architect
Paul Sherwood, Assistant Vice President
Date

Facilities Operations and Development

(remove if Paul has conflict)
Mark Conselyea, Associate Vice President
Date

Facilities Operations and Development 

(remove if Paul has no conflict)

Attachment:
330 Scoresheet
cc:
[CONTRACTS ADMINISTRATOR]
	Proposal Submittal Deadline

	Date and Time: [date], [time]


Location: 

	

	Pre-Proposal Meeting Information

	Date and Time:
	[date], [time]
	Location:
	[location]

	Duration:
	[# min] Question/Answer
	Please note location must be reserved and confirmed by the Project Manager prior to submitting this form.

	
	
	

	
	
	

	
	
	
	

	Firms:
	
	

	1.
	[Name]
	[time]
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	


	Interview Information

	Date and Time:
	[date], [time]
	Location:
	[location]

	Duration:
	[# min] Presentation
	Please note location must be reserved and confirmed by the Project Manager prior to submitting this form.

	
	[# min] Question/Answer
	

	
	
	

	
	
	
	

	Firms:
	
	

	1.
	[Name]
	[time]
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	


	
	
	
	

	Interview Committee
	
	

	FOD
	
	Customer/Other

	[FOD PM]
	[email]
	[name]
	[email]

	[FOD CM]
	
	
	

	[FOD Planner]
	
	
	

	[FOD Interior Designer]
	
	
	

	[name]
	
	
	

	
	
	
	


