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OVERVIEW OF THE PLANNING, DESIGN, AND CONSTRUCTION PROCESS 
 CHAPTER 1:  INTRODUCTION  
 

 
 

Ohio School Design Manual  2006 
Ohio School Facilities Commission 1020 - 26

 
The structure of the bidding process is defined by statute.  The process begins with the public 
advertisement for bidders. This advertisement describes work divided into trade packages.  It 
indicates where the documents can be obtained and states the date, time, and place of the 
public bid opening.  It establishes a time and place for a pre-bid conference during which the 
Contractors can ask questions related to the project. Sealed prime contract bids are received 
at the bid time and publicly opened, read aloud and tabulated. 
    
 

Evaluate Bidders 
After the bid opening meeting, the apparent low bidders are evaluated to determine whether 
they are responsible according to criteria set forth in law. The Bid Packages are carefully 
examined by district counsel and the CM for compliance with the Bidding Requirements. 
 

Enter Into Contracts 
Within 60 days of the receipt of bids the CM and low bid Contractors work together to prepare 
Construction Contracts for the work on form documents provided by OSFC.  The Contracts 
are approved by Resolution of the Board of Education and the Commission. 
 

Trade Contractor Partnering 
Similar in format to the previous day-long Executive Partnering Session, the Trade Contract 
Partnering Session introduces the Prime Contractors to the team. Objectives and concerns 
are discussed, communication channels are established and dispute resolution procedures 
are agreed upon. 
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Ohio School Facilities Commission
Classroom Facilities Assistance Program

Responsibility Chart

School District Commission

Selection of Architect Selection of CM

Disposition of
Abandoned Facilities

Specify Standard
Contract Documents

Site Selection
Right of Action

if site is unsuitable
(Section 3318.08 ORC)

Program Choices Approval of Program of
Requirements

Design and Material
Choices

Approval of SD, DD and
CD

Recommend Special
Conditions of Contract

Approval of Final Bid
Documents

Bid Evaluation
reject all bids
rebid contract(s)
determine lowest
responsible bidder

Approval of Bid
Evaluation Decisions

Fund/Lien Management Approval of Invoices

Provide Maintenance
Plan Approval of Plan

Claim Decisions
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COMPETITIVE BIDDING PROCESS 
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BIDDER RESPONSIBILITY ANALYSIS 

¾ Sealed Bids Opened and Tabulated 

¾ Apparent Low Bidder from Base Bid and Any Alternates 

¾ CM and Architect Evaluation Using 9.312 Factors 

¾ Responsibility Analysis is Project by Project Basis 

BID EVALUATION CRITERIA 

¾ 9.312 Responsibility is Defined to Include: 

• Compliance with all Material Requirements (bond, licensing, certification); 

• Experience of the Bidder; 

• Financial Condition of the Bidder; 

• Conduct and Performance of the Bidder on Previous Contracts; 

• Facilities of the Bidder; 

• Management Skills of the Bidder; 

• Ability of the Bidder to Execute the Contract Properly. 

• School Board Review of Recommendation and Resolution Finding Contractor not 
Responsible for this Project using 9.312 Factors 

• School Board Award Contract to the Lowest Responsible Bidder 

PROTEST MEETING 

¾ School Board Notifies Rejected Contractor by Certified Mail 

¾ If Protest within Five Days, a Protest Meeting Occurs with Representatives of the School District 
and the Commission Staff 

POST PROTEST MEETING 

¾ After Protest Meeting, School Board Representatives and OSFC Staff Conduct Independent 
Review 

¾ If the School District Affirms the Rejection, then Additional Resolution by the School Board 
Awarding to the Lowest Responsible Bidder 

COMMISSION ACTION 

¾ •OSFC Staff Recommendation to the Commission Based on 9.312 Factors 

¾ •Commission Votes on Approval of Award of Contract to Lowest Responsible Bidder 

 Competitive Bidding Process 
 Page  1 of 1 
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Encouraging Diversity, Growth and Equity (EDGE) 
 
 
 
As its name suggests, the State of Ohio’s ENCOURAGING DIVERSITY, GROWTH AND EQUITY (EDGE) program 
provides an EDGE to small businesses by Encouraging Diversity, Growth and Equity in public contracting. 
EDGE is an assistance program for economically and socially disadvantaged business enterprises. 
 
The overall goal of the EDGE program is to encourage, nurture and support the growth of economically and 
socially underutilized businesses to foster their development and increase the number of qualified competitors 
in the marketplace. 
 
EDGE establishes goals for state agencies, boards and commissions in awarding contracts to certified EDGE 
eligible businesses. An EDGE participant must be a small socially and economically disadvantaged business 
enterprise owned and controlled by U.S. citizens who are Ohio residents. Additional information regarding 
EDGE is available at the EDGE Web Site at www.EDGE.ohio.gov   
 
OSFC-funded construction projects first advertised after May 16, 2006 must incorporate the EDGE component 
into the project. The EDGE Participation Goal is 5% of the contract award amount.  
 
Proposers for professional services agreements with OSFC, as well as bidders on construction contracts on 
OSFC-funded projects, must demonstrate actual participation in the EDGE program, or provide a demonstration 
of their good faith efforts (with supporting evidence) to participate in the EDGE program, or both. 
 
For more information about the EDGE program and how it relates to construction contracting, contact OSFC at 
program.info@osfc.state.oh.us  or call Cheryl Lyman at 614.466.6290. 
 

EDGE program September 2007 
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The Ohio School Facilities Commission
10 West Broad Street
14th Floor
Columbus, Ohio 43215
Phone :  614-466-6290    Fax:  614-466-7749

Rebid Opening Date:

Company Phone

Name E-mail 

Date

Return to Address:

Comments:

PA Signature Date

The undersigned certifies that the following conditions precedent for contract execution are satisfied and
certifications required are current and recommend approval by the Commission.

For a demolition contract that does not have language referencing compliance with O.R.C. 3313.41 in the board 
resolution awarding the contract, please explain.          

Bid Extension Agreement (if applicable per Section 153.12, ORC)
Bid or Rebid Notification Advertised pursuant to legal requirements

Contract Amount:

Enrolled in BWC Drug Free Workplace Program or Equivalent, inlcuding 5% Random Drug Testing

Verification by Construction Manager

Bid Price or Total Aggregate of Contracts for Project not in excess of 10 percent of Estimated Cost

Delinquent Personal Property Tax Affidavit 
Department of Insurance Certificate of Compliance 
If Out-of-state Corporation, Ohio Secretary of State Certificate
All Contracts Executed by Contractor
All Contracts and Fund Certifications Executed by School District 

Contract Bond complies with legal requirements
Ohio Worker's Compensation Certificate

Contractor's Certificate of Insurance

CERTIFICATION OF CONTRACT REQUIREMENTS

Bid Opening Date:

Project Name:
Contractor:
Bid Package No:

EEO Certificate of Compliance

If bid was not lowest bid received (I.e., there was a bid withdrawl and/or bid rejection), please explain.

Declaration Regarding Material Assistance/Non Assistance to Terrorist Organization
Commitment of EDGE Business Participation (EDGE BP Form)
Board Resolution Referenceing Compliance with ORC 3313.41
Bid was Lowest Bid Received

Revision date/Number: 5/15/07 (6)
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The Ohio School Facilities Commission
10 West Broad Street
14th Floor
Columbus, Ohio 43215
Phone :  614-466-6290    Fax:  614-466-7749

INPUT FORM NO 26:  SUBCONTRACTOR'S  DECLARATION
Contractor's Contract No. SFC-

Your Federal ID Number:

Project Name and Location:

School District Name/County:

Prime Contractor's Name:

Prime Contractor's Address:

Phone Number:

Please Estimate the Following:

1.  Your job duration (in weeks)

2.  Your starting work date (month/year)

3.  Your peak activity at construction site (month/year)

4.  Your total combined work force, including all subcontractors

Complete for all subcontractors, specify brand name of their material:

Name: Type Work:

Address: Brand Name:

City: Phone:

State: Zip:

Name: Type Work:

Address: Brand Name:

City: Phone:

State: Zip:

Name: Type Work:

Address: Brand Name:

City: Phone:

State: Zip:

The Contractor listed above certifies that the subcontractors listed on this form are enrolled in the Bureau of Workers' 
Compensation's (BWC) Drug-Free Workplace Program (DFWP) or Drug-Free EZ program for small employers (DF-EZ).  To 
verify DFWP enrollment for a subcontractor, go to BWC's website at:  http//www.ohiobwc.com                    

Reviewed By:

Date Date
Prime Contractor Signature Construction Manager Signature

Prime Contractor Name (Please type or print) Construction Manager Name (Please type or print)

 Revision Date/Number: 5/16/06 (5)
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OSFC Furniture Procurement  January 2004 
 Page 1 of 2 

POLICY and PROCEDURE MEMORANDUM 
 

FURNITURE PROCUREMENT  

Applicable to: CFAP, ENP, VFAP, ELPP, VFAP-ELPP and Accelerated Urban Programs 
 
General Guidelines 
The furniture and equipment in school facilities is an important component of a School District’s 
educational program.  This policy is to provide guidance to the Architect, Construction Manager, 
School District and the Commission’s Project Administrator in developing a procurement strategy 
for the furniture and equipment for a new or renovated school facility.  This policy applies to 
purchases of furniture and certain types of equipment only.  Furniture is movable and is not 
permanently attached to the structure.  Any fixture that is permanently or semi-permanently 
attached to the structure should be bid as part of the construction.  This policy does not apply to 
computer systems, telecommunications systems or similar equipment that may be subject to School 
Net policies.   

The School District and Commission, through their designated representatives, will approve the 
furniture and equipment purchasing plan, taking into consideration the following factors: 

1. The nature of the furniture or equipment, whether it be a relatively standard commodity 
or something that has integral functionality with the School District’s programming 
needs; 

2. The School District’s organization plan for evaluating the products of multiple 
manufacturers; 

3. The Architect’s organizational plan and service capabilities to coordinate the evaluation 
of multiple manufacturer’s products. 

Procurement Options 

A.                 Competitive Bid  
  
Whenever possible, a sealed competitive bid process should be considered.  The School District 
should open bids publicly, utilize a fair evaluation process, and award a contract promptly.   
  

B.     Cooperative Purchasing Program  

The Cooperative Purchasing Program allows School Districts to purchase goods from state term 
schedules.  State term schedules are contracts, issued and administered by the State of Ohio, 
Department of Administrative Services (DAS), on behalf of the state and other public entities 
eligible to participate.   State term schedules list the manufacturer, type of goods offered, and a 
fixed price for the goods that has been negotiated by DAS.   

In order to participate in the program, the School District must: 

•        Pass a board resolution authorizing participation in the program; 
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OSFC Furniture Procurement  January 2004 
 Page 2 of 2 

•        Pay an annual administrative fee;  

•        Provide DAS with quarterly reports as to the district’s usage of the program.   

Once in the program, School Districts order directly from the vendor and make payments to 
the vendor at the prices set forth in the state term schedules.  School District should evaluate 
multiple state term schedule options and the prices offered by manufacturers should be compared 
and may be negotiated.   
 
The following language may supplement the purchase order issued by the School District for a 
state term purchase: “Supplemental terms and conditions provided in the Ohio School Facilities 
Commission Standard Conditions of the Contract for Construction (Standard Conditions) shall 
apply to this Purchase Order for the performance of work and/or purchase of materials or 
equipment.  The Standard Conditions are available through the office of the Construction 
Manager.  In the event of conflict between the terms and conditions of the state term contract and 
the Standard Conditions, the provisions of the Standard Conditions shall prevail.” 

 
Additional information about the program can be found at 
www.state.oh.us/das/gsd/Coop/ods.htm.  State term schedules are available at: 
http://www.state.oh.us/das/gsd/pur/alphalist.htm, and 
http://www.gsd.das.state.oh.us/purch/sts/stslistnew.htm.  Both lists should be checked as some 
vendors appear on one, but not the other.  Additional information may also be obtained by 
contacting the Office of Cooperative Purchasing at 614-644-8495.   

  
 
C.   Direct Purchase 
  

School Districts can also purchase furniture or equipment directly from vendors. To proceed with 
a direct purchase option, the Commission will require a School District Board to take appropriate 
action to authorize the purchase.  In some cases, direct purchase is the only practical method of 
buying furniture or equipment.   

  
Where possible, the School District should obtain two or more quotes from different suppliers.  
School Districts should already have a policy regarding such direct purchases that address the 
process, as well as ethical and legal considerations involved.  A standard policy might require 
that quotes be written down in a log noting the vendors called, the description of the furniture 
priced, and the price given.  Once a vendor is chosen, the School District should receive written 
confirmation of the price quoted.  A purchase order or written sales contract should then be 
written.  

 
D. Requirement for a Contract Bond 
 
A School District may, as a condition precedent to issuing a purchase order or contract for 
material or equipment through state term schedules or direct purchase, require a Contract Bond 
to assure the performance of the work.  A Contract Bond is recommended when the purchase 
involves a material labor commitment to install the material or equipment.   
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