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Memo
Month 00, 2013
To:   
Mark Conselyea, Associate Vice President
From:   
<Project Manager> and <Director of Projects>
RE:  <PROJECT NAME>

<PROJECT NUMBER>


CONSTRUCTION BID RECOMMENDATION OF AWARD
Bids for <project name> were received on <date> (include rebid date if necessary).  <AE name & CM name> have performed the following to recommend award to the apparent low bidder(s):

<Project Manager to review and modify as needed>

•
Reviewed the scope of work in the bid documents with the apparent low bidder(s) and bidder(s) have responded appropriately to all posed questions and/or concerns

•
Discussed the bid price with the low bidder(s) to make sure they are comfortable with their bid after reviewing the scope of work

•
Verified acknowledgement of all addendums issued

•
Contacted the apparent low bidder references

•
Performed a responsibility analysis on <contractor name> and the final review resulted in a favorable consideration 

•
Confirmed aggregate total of all bids received to date are within 10% of bid estimate

•
Verified and reviewed EDGE participation

•
<add any additional information>

•
Submitted a recommendation of award letter to our office (see attached)

<insert here if the low bidder(s) not accepted (i.e., bid was withdrawn, responsibility analysis proved unsatisfactory, etc.)>

<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?>

There are no issues, conflict of interest, or past performance issues in Design and Construction with the apparent low bidder(s).  

We concur with the recommendation by <A/E and/or CM> to award contracts to the apparent low bidders:

<list trades and low bidders>

<Contracts Administrator insert information below>

[image: image2.emf]The low bids and project cost distribution are as follows: `

BID ESTIMATE

< General Contract >

Columbus, Ohio

Item # 1 - General Contract

Base Bid $1.00 $1.00

Alt. G-1 1.00 1.00

Total General Contract $2.00 $2.00

Total Construction Contracts #REF! #REF!



Following receipt of your approval of the above recommendation of award and approval by Contracts of all required contract documentation, contracts will be forwarded to you for signature.

cc:
Paul Sherwood, Assistant Vice President, FOD

<insert name>, Contracts Administrator (file)

	
	Approved for Implementation

The Ohio State University

Jay Kasey, Senior Vice President

Office of Administration and Planning


	
	

	
	Mark Conselyea, Associate Vice President
Date

Facilities Operations and Development
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		The low bids and project cost distribution are as follows:														`

										BID				ESTIMATE

		< General Contract >

		Columbus, Ohio

		Item # 1 - General Contract

		Base Bid								$1.00				$1.00

		Alt. G-1								1.00				1.00

		Total General Contract								$2.00				$2.00

		Total Construction Contracts								$0.00				$0.00






