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	Technical Proposal Submission – Purchase Orders
Guidelines   



Purpose
This document is meant to be a guide for the technical proposal and a series to obtain a purchase order.
Technical Proposal Requirements
To ensure the effective and timely execution of a purchase order, you must submit a complete and accurate technical proposal to the Project Manager within 10 business days of notification. If you do not submit a viable proposal within 10 business days, the university may negotiate an agreement with the next most qualified A/E.  The terms and conditions of the purchase order are non-negotiable.  
Submit price quotation on company letterhead to the FDC Project Manager.  The letter must be signed by an individual who is authorized to contractually bind your firm:
1. ( Date of proposal

2. ( The company’s address, phone and fax numbers (if not included in the letterhead)

3. ( Company’s federal tax ID number

4. ( OSU’s project name and number

5. ( Description of the scope of work and understanding of the project. Highlight any unique or special needs of the project.  
6. ( The point of contact for the project and other key project personnel (Project Manager, Project Architect/Engineer, Construction Administrator, etc.)
7. ( List of primary consultants and their key personnel.

8. ( Reference the estimated construction budget. 
The Following Items must also be enclosed With the Technical Proposal:
1. ( Contractor E-mail Address (http://fod.osu.edu/vendor)
2.   ( NOTE:  Any Architect/Engineer holding a purchase order with the Ohio State University must make a good faith effort to subcontract 5% of the purchase order with businesses certified under the Encouraging Diversity Growth and Equity (EDGE) program.  If a firm is incapable of meeting this goal, it may submit a written request to the University to waive the requirement.  Additionally, should the Architect/Engineer be incapable of achieving 5% EDGE participation it must also submit a Demonstration of Good Faith form, which can be found at http://fod.osu.edu/vendor. The form must contain the following information: 

    a.    The names, addresses, dates and telephone numbers of EDGE businesses you considered

    b.    An explanation of why you were unable to subcontract with an EDGE business.

    c.    An explanation of why you rejected an EDGE business as being unqualified.
    d.    A signed letter on company stationary that requests waiver of the requirement and an explanation of what prevents you from subcontracting 5% of the purchase order with certified EDGE businesses. "
3. ( Equal Employment Opportunity form (http://fod.osu.edu/vendor)
4. ( Statement of Wage & Employment form (http://fod.osu.edu/vendor)
5. ( Ohio Worker’s Compensation Certificate

6. ( DMA Form (Declaration Regarding Material Assistance/No Assistance to a Terrorist Organization) (http://www.publicsafety.ohio.gov/links/HLS0038.pdf) 
7. ( Insurance Certificates with the following modifications:
a. List the project name and number on the certificate

b. Amend the cancellation section to read: “Should any of the above described policies be cancelled before the expiration date thereof, the issuing insurer will mail 30 days written notice to the certificate holder named to the left.”  The wording “endeavor to” and “but failure to do so shall impose no obligation or liability of any kind upon the insurer, its agents or representatives” must be struck through.

c. Professional Liability Insurance: $1,000,000

d. Commercial general liability coverage for bodily injury and property damage, including limited contractual liability coverage, in not less than the following amounts:
i. General Aggregate Limit - $2,000,000 each occurrence;

ii. Each Occurrence Limit- $1,000,000 each occurrence; and
iii. Commercial automobile liability coverage, including non-owned and hired, in an amount not less than $1,000,000.
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