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Section I—Introduction

The purpose of this manual is to help agencies understand the role of the Controlling
Board, as well as to explain the types of requests considered by the Board. In addition, it
attempts to illustrate the proper and most successful ways to prepare requests for the
Board'’s consideration. This manual is written primarily for state agencies and employees
who interact with the Board. It is useful, however, to anyone who has a desire to better
understand the Board’s work, practices and procedures.

The manual is divided into five primary sections. The sections present the following
information:

l. Introduction —This section provides background information on the Board and,
in many respects, serves as an executive summary on the Board and its
authority.

I. Do | Need to Come to the Controlling Board? —This section reviews the
state’s procurement procedures generally and the way in which the Controlling
Board fits into these procedures.

M. Preparing a Controlling Board Request —This section describes in detail the
types of requests presented to the Board for consideration. The various
components of the most common requests (narrative, criteria, attachments, etc.)
are discussed. Instructions for preparing requests, checklists, and samples of
requests are included in this section.

(\VA Timelines —This section discusses in general terms the Controlling Board
“production” cycle and the time involved in each step of the process.
V. At the Meeting —This section discusses the specifics of the Controlling Board

meeting, including the agenda, the order of business, and protocol.

In addition to these five key sections, a variety of appendices and miscellaneous
information are also provided.

Controlling Board Overview

This section provides a general overview of the Board, its history, composition, authority
and powers. It cross-references more detailed explanations contained in other parts of
this manual. The following topics are discussed in this section:

* Why a Controlling Board?

» History of the Controlling Board

« Controlling Board Authority and its Context

* Who is the Controlling Board?

* Who is the President?

e Who is the Secretary?

* When does the Board Meet and What Happens?
* Who is Involved in the Work of the Board?
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Why a Controlling Board?

Imagine bringing the entire legislature together each time some minor adjustment
needed to be made to a budget plan. Given that the Constitution invests in the
legislature the power to make appropriations, acts of the legislature are required before
dollars can be spent. While appropriations acts can attempt to prescribe the activities of
state government, there inevitably arise circumstances that merit budget modifications.
The need for the executive branch to be able to propose and obtain adjustments to
appropriations is legitimate and often necessary. Many of these modifications are likely
to be relatively minor—but if some change to the act is required, then the legislature
must convene.

The Controlling Board is a mechanism for handling certain limited day-to-day
adjustments needed in the state budget. Additionally, recognizing that from time to time
standard competitive bidding requirements cannot be followed, a mechanism to waive
such requirements is desirable as well. Trying to accommodate such circumstances
acknowledges the practical realities of running a government the size of Ohio’s and the
need to allow for flexibility when such flexibility makes sense. When originally created,
the Board was not dominated by legislative members. Therefore, it appears that what
was desired was consensus among the various elected stakeholders. When the
composition of the Board was changed in 1969, it emerged as a venue for greater
legislative oversight of executive action in addition to an arena for building consensus.

History of the Controlling Board

Membership

The Controlling Board was first created in the General Appropriations Act of 1917. Until
1969, the Board consisted of the governor, the attorney general, the auditor and the
chairpersons of the Ohio House and Senate Finance Committees. Its original
composition, involving three statewide elected officials from the executive branch as well
as a representative of each legislative chamber, dispersed the authority and required
consensus to make decisions on matters over which the Board had authority (primarily
minor budget changes and waivers of competitive selection). In fact, four votes (a
supermajority) were required to approve appropriations transfers.

In 1969, the composition of the Board was altered almost to its present form with seven
members. The governor was referenced as the chairman, although the law allowed the
Director of Finance or an employee of the Department of Finance appointed by the
governor to preside over the Board. The Department of Finance was the predecessor to
the current Office of Budget and Management. In addition, the two finance committee
chairpersons as well as one majority and one minority member from each legislative
chamber appointed by the leader of each chamber made up the membership of the
Board. In 1975, the 111th General Assembly established the Board in statute. It was at
this time that the Director of Finance or his or her designee was specified as President of
the Board.

Authority/Duties

In 1917, the primary duties of the Board were similar to the current duties— transferring
appropriation authority between line items within an agency and granting waivers of
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competitive selection. (In those days, appropriations were more detailed than they are
today.) Appropriations transfers required a supermajority of five members to be
approved. Waivers required only a simple majority of the Board.

Over its history, the Board has been viewed as a way to exercise legislative oversight of
executive actions. Thus the powers of the Board have been expanded into areas beyond
those contained in the Board's original authorization. Recent history demonstrates that
the Board’s authority often is expanded as a reaction to the legislature’s perceptions of
inappropriate behavior on the part of the executive branch. The last significant
expansion of Controlling Board authority was made to include all leases above a certain
threshold dollar value made by state government.

Controlling Board Authority and its Context

Generally, the powers and duties of the Board are enumerated in Chapter 127 of the
Revised Code. However, other references to the Board are made in various places in
both codified and uncodified law. This section does not provide a complete listing of all
the powers and authorities of the Controlling Board but rather focuses on the major
responsibilities of the Board. Other sections of this manual provide more detail regarding
the circumstances requiring Controlling Board review. Section 127.12 of the Revised
Code creates the Board and Section 127.17 requires that it take no action, which does
not carry out the legislative intent of the General Assembly regarding program goals and
levels of support of state agencies as expressed in the prevailing appropriation acts of
the General Assembly. However, within this broad principle, the Board considers from
2,000 to 2,500 requests each fiscal year. The Controlling Board operates in three key
arenas of state government:

1) fiscal and budgetary,

2) purchasing and,

3) legislative oversight.
In order to understand how the Controlling Board operates within these arenas, some
general discussion of each is required.

Controlling Board Actions Related to State Finances and the Budget Arena
From an operational perspective, a budget is a plan for spending available state
revenues. In addition to being a blueprint for spending, it is also a statement of policy
priorities and intents. While the Governor makes recommendations regarding the
budget, the Ohio Constitution gives the power of actually making appropriations to the
General Assembly. A discussion of how the Controlling Board relates to the two types of
budgets—operating and capital—follows:

The Operating Budget

The operating budget is typically enacted at the end of June in odd-numbered years
after an executive preparation and legislative approval process that lasts about a year.
The Office of Budget and Management works with requests submitted by state agencies
and direction from the Governor’s office to develop the executive budget proposal, which
is submitted to the General Assembly for consideration. The Governor’s proposal is
drafted into a bill format and is introduced into the legislative process. The legislature
reviews the Governor’'s recommendations and makes changes to the budget. The House
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and the Senate each make changes according to their own priorities. Differences
between the proposals of the two chambers are resolved in a conference committee.
The final version of the budget that is passed by both houses is then submitted to the
Governor for signature. The Governor may veto items in the budget bill.

Ohio budgets biennially—that is to say, each budget covers a two-year period. A budget
act contains two columns of numbers, one for the first year of the biennium and one for
the second year. Appropriations (i.e., authorization to spend money) are made to
agencies through appropriation line items (ALIs) and from a variety of funds.

In enacting the statutes that authorize the Board’s powers, the General Assembly
delegates to the Board the power to make relatively minor adjustments to the enacted
operating budget. The Board’s actions are restricted by the confines of the budget as
approved by the General Assembly. Board actions that affect the operating budget
include:
» Transferring operating appropriations between line items within the same
agency and fund;
» Transferring operating appropriations between fiscal years within the
same line item;
» For certain funds, increasing appropriation authority based on available
fund balances;
» Providing additional resources to an agency in emergency situations
through the Board’'s Emergency Purposes appropriation;
* In certain instances provided in law, approving transfers of cash between
funds; and
e Creating new funds and establishing appropriation authority in new line
items.

Ohio’s Constitution prohibits the General Assembly from making appropriations that last
more than two years. Also, state agencies are prohibited from obligating appropriations
beyond the fiscal biennium. Accordingly, every appropriation expires at the end of the
biennium. Controlling Board action is also confined by the two-year (biennial) limitation.

The Capital Budget

The capital budget is typically enacted in even-numbered years. While capital
appropriations are also made for a two-year biennium, the appropriations are made by
fund by line item and in one amount effective for the entire two-year period. Unobligated
balances from previous capital appropriations acts are generally re-appropriated in a
separate act of the General Assembly.

Controlling Board actions facilitate some of the same types of adjustments to capital
budgets as are available for operating budget. Additionally, the Controlling Board must
release funds for capital construction. Controlling Board actions for capital budgets
include:
» Transferring capital appropriations (or reappropriations) between line
items within the same fund,;
» Releasing capital appropriations for construction-related projects (and in
some cases for the acquisition of real estate); and
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* Waiving competitive selection or Releasing Competitive Opportunity for
architects’ and engineers’ contracts for amounts in excess of certain
thresholds.

Unlike operating appropriations, the release of capital funds has no expiration. Once
capital dollars are released, they remain released, even when reappropriated.

Controlling Board Actions in the Purchasing Arena—Waiver of
Competitive Selection

State Procurement Processes

The general principle at work in the state’s purchasing arena is that, except for relatively
small purchases of goods and services and other specific types of purchases that are
statutorily exempted, purchases made by the agencies of state government should be
procured using the competitive selection provisions of state law through the Department
of Administrative Services (Revised Code Chapter 125 ). However, it is acknowledged
that this may not always be advantageous, so the Controlling Board is authorized to
waive these statutory competitive selection requirements. The law allows agencies to
procure goods and services without using the statutorily prescribed competitive selection
process through DAS up to a certain cumulative dollar limit per vendor. Beyond that limit,
the agency must seek the approval of the Controlling Board. The use of other
competitive processes is generally preferred, and in all cases agencies are encouraged
to get the best quality for the best price. Limiting fiscal and contractual activity to the
biennium can create operational difficulties. Often contracts contain provisions that allow
for renewals in subsequent biennia. Such renewals still require Controlling Board
waivers of statutorily prescribed competitive selection through DAS.

Other Legislative Oversight

All the areas discussed above include elements of legislative oversight of actions of the
executive branch. In addition to those areas, the Controlling Board exercises legislative
oversight in a variety of areas. The following is a partial list of the major types of
oversight exercised by the Board:

« Approval of land purchases by institutions of higher education;

« Transfers of appropriations to accommodate a reorganization of government or
the abolition of a state agency;

« Approval of certain grants and loans made by the Department of Development;

« Approval of operating loans sought by school districts;

« Approval of fee increases requested by certain regulatory boards and
commissions; and

« Approval of certain subsidy distributions.

Who is the Controlling Board?

Section 127.12 of the Revised Code _ establishes the Controlling Board as a body

consisting of seven members: the Director of the Office of Budget and Management or
an employee of the Office of Budget and Management designated by the Director, the
Chairpersons or Vice-Chairpersons of the Senate and House Finance committees (as
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determined by the Speaker of the House and the Senate President), a majority member
appointed from both the Senate and the House, and a minority member appointed from
both the Senate and the House.

Who is the President?

Section 127.13 of the Revised Code  provides that the Director of the Office of Budget
and Management or a designee of the director shall serve as President of the Controlling
Board. Traditionally, the designee has served as a deputy director of the Office of
Budget and Management. The President chairs the Board meetings. Practically
speaking, as a representative of the executive branch, the President acts in the interest
of the administration by determining which requests are to be presented to the Board for
consideration and by working with agencies to help ensure the approval of agency
requests. The President is required to publish the agenda and provide all supporting
documentation relative to matters before the Board to its members and the Legislative
Service Commission at least seven days prior to the meeting. The Board may adopt
rules to authorize the President to act on its behalf in exigent circumstances affecting the
public health, safety or welfare.

Who is the Secretary?

Section 127.13 of the Revised Code _also establishes an employee of the Office of
Budget and Management as Secretary of the Board. This person has the duties of
assisting the President, keeping records of each request and the Board's disposition of
that request, and certifying to each Board member and the Director of OBM the record of
the Board's actions. The Secretary works with the President and other OBM staff to
coordinate the review of all requests, including technical review. The Secretary also
works with the Office of Procurement Services in DAS to ensure that agencies
submitting requests have followed necessary procurement procedures and with the
State Accounting section of OBM to facilitate the encumbering process related to items
approved by the Board. Any questions or issues involving forms, Controlling Board
procedures, scheduling a request, revising requests, or obtaining copies of requests or
agendas should be first directed to the Secretary.

When Does the Board Meet and What Happens?

The Board is required by Section 127.13 of the Revised Code _to meet at least once a
month, and generally, meetings are held every other Monday throughout the year. The
schedule of meeting dates is published each October for the next calendar year and is
available on the e-Controlling Board web site. The President may schedule emergency
meetings to address issues needing immediate attention. Since the Controlling Board
calendar may deviate from time to time due to state holidays, it is essential to consult the
published Controlling Board schedule to determine the exact date of its meetings.

Typically, regularly scheduled Controlling Board meetings are held in the North Hearing
Room of the Statehouse Senate Office Building and begin at 1:30 p.m. The Board is
authorized by statute to adopt procedural rules for the conduct of its meetings and may
approve, disapprove, modify as to dollar amount, or defer any request that comes before
it. In addition, the Board may require that certain matters, delineated in the statute, be
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added to its agenda. Approval by the Board requires at least four affirmative votes. More
details regarding what happens at a meeting can be found in Section V-At the Meeting.

Who Else is Involved in the Work of the Controlling Board?

Agency Staff

Controlling Board requests are prepared by state agencies. Staff of state departments
are responsible for responding to any requests for information made by OBM as well as
explaining their requests at Board meetings and responding to Board members’
guestions. Agencies that bring large numbers of requests to the Board typically have
individuals exclusively assigned to work on Board business. Controlling Board activity
required by agencies with less frequent requests are generally handled by the agency’s
fiscal office.

Analysts of the Office of Budget and Management (OBM)

With regard to Controlling Board requests, OBM budget analysts provide fiscal and
policy analysis assistance to the President. In setting the agenda, the President relies on
the knowledge and insights of the analysts to determine whether a request is appropriate
from an executive branch perspective, meets the intent of the legislature, and whether
revisions or refinements are required. Analysts review all Controlling Board requests for
substantive issues and work with agencies to ensure that the intent and impact of the
requests are understood. The OBM debt analyst reviews and approves requests
involving capital appropriations. Analysts may consult the legal, accounting, and financial
experts within OBM in order to facilitate the review of requests. Agencies typically
maintain good communications with their budget analysts regarding all fiscal issues.
Agency staff preparing requests should contact their budget analysts with questions or
issues they might have, especially with regards to policy considerations and fiscal or
financial implications.

The Role of the Legislative Service Commission (LSC) and Legislative Staff
Six of the seven Board members are legislators. They require assistance in analyzing
and understanding items on the agenda. The staff of the Legislative Service Commission
reviews agency requests to ensure that the agency is meeting the legislative intent of the
General Assembly in regard to program goals and appropriation levels as included in the
appropriation acts of the General Assembly. This review also includes ensuring that the
agency is in compliance with Controlling Board regulations and procedures. Generally,
House and Senate aides to the Controlling Board members review the requests
concurrently with LSC. The LSC staff typically provides written comments, referred to as
“green sheets,” on certain requests. The comments can summarize complex or
precedent-setting items, analyze substantive concerns about the request, or provide
additional information to the Board members. Legislative Service Commission liaisons to
each of the four caucuses provide additional assistance to the members.

Office of Budget and Management: Ohio Shared Services (OSS) and State
Accounting

Prior to Controlling Board approval, all vendor information relating to a forthcoming
Controlling Board request should be entered into and accepted by the OAKS System.
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For assistance in providing a vendor's federal tax identification information, contact the
Vendor Compliance section within Ohio Shared Services, a division of OBM.

Upon Controlling Board approval, the State Accounting Appropriations & Encumbrance
Review sections review financial information and enter it into the accounting system.
Technical questions regarding requests involving appropriations (such as releases,
transfers, and fund creations) should be directed to the Appropriations Reconciliation
section of OBM. Questions on encumbering funds for requests involving waivers of
competitive selection or changes in vendor or vendor numbers on CB Waivers should be
directed to the Encumbrance Review section of OBM.

Divisions of the Department of Administrative Services

Insofar as various divisions of DAS play a part in the purchasing process and in capital
improvements, their involvement is required in a variety of situations. The Division of
State Purchasing is involved in most major purchasing processes and must grant a
release and permit to an agency before an agency may request a waiver of competitive
selection from the Board. The Bureau of Real Estate is involved in state agency land
purchases and facility leases that require competitive selection waivers. The State
Architect’s Office is involved in architect selection processes and overseeing many
capital construction projects for state agencies and institutions of higher education.

Director of Budget and Management

The Director of the Office of Budget and Management is the statutory President of the
Board, although in accordance with the statute, he or she traditionally designates this
duty to a deputy director of OBM. However, the Board, as well as certain uncodified law
provisions, delegates to the director certain duties that otherwise fall to the board. For
instance, under Section 127.14 of the Revised Code _, the Controlling Board has
authorized the OBM Director to approve certain requests for small transfers of
appropriations between line items within the same fund within a fiscal year. The OBM
director may also approve the release of capital funds for certain projects designated by
the director as specific projects.

Office of Information Technology

The Office of Information Technology (OIT) is involved in procurement decisions
regarding computer equipment, telecommunications equipment, and software. The
Office of Procurement Services is involved in the actual procurement of computer
equipment, and software and other supplies and services and must grant a release and
permit to an agency before an agency may request a waiver of competitive selection
from the Board.
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Section ll—Do | Need to Come to the Controlling Board?

This is probably the most frequently asked question regarding the role of Controlling
Board in state agencies’ daily operations. And the answer is not always simple. Section
Il of this manual is a guide to assist state agencies in determining what actions require
Controlling Board approval. Although this section outlines many of the circumstances
requiring Controlling Board approval, keep in mind that it is general in nature. Some
agencies have very specific legal requirements, which trigger Controlling Board review.
Agencies with specific questions not addressed here should contact their OBM budget
analyst or the Controlling Board staff.

As discussed in Section |, the Controlling Board operates in three primary arenas—the
operating budget, the capital budget, and purchasin g. In addition, Controlling Board
and/or State Accounting’s approval and notification may be required in a variety of
circumstances affecting previously approved Control ling Board requests
Controlling Board’s role in each of these arenas is outlined in the four parts of this
section as follows:

» Operating Budget Issues —This part discusses a variety of operating budget
adjustments that can be made with the approval of the Controlling Board.

« Capital Budget Issues —This part discusses the Controlling Board’s role in the
use of capital appropriations. The Controlling Board’s review of land acquisitions
is also discussed in this section.

 Purchasing Issues —This part discusses the complex issues that determine
whether a Waiver of Competitive Selection or an Agency Released Competitive
Opportunity must be approved by the Controlling Board for the purchase of
supplies, services, data and telecommunication, and real estate. Differences
between new contracts, contract renewals and contract addendums are
addressed.

» Changes to Previously Approved Controlling Board Requests —Refer to this
part for a discussion of the Controlling Board and State Accounting’s roles in
approving changes (substantive, non-substantive, and accounting) to previously
approved requests.

Operating Budget Issues

The Controlling Board has certain limited authority to make adjustments to an agency’s
operating budget to facilitate normal fiscal activity.

The following table may help an agency better understand this authority and when
approval by the Controlling Board is required.
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n Between e
Within a Between E|spal Fiscal Years in Bl e
. Years Within . Between
Fiscal . Different
Year the S_ame_ Fiscal Fiscal Statg
Biennium C Agencies
Bienniums
Transfers of
Appropriation Authority Yes Yes No Yes

1) I've just learned that my agency is goingtorec  eive a new grant for something
we have never been involved in before. I'm not sure where to deposit the money
or what | need to have in place to spend the money. What do | do? (Creation of

Funds and Appropriation Authority under Section 131 .35 of the Revised Code.)

Your OBM analyst can help you determine if you already have a fund into which the
money can be deposited. If a fund does not exist, then the Controlling Board may be
asked to create a new fund and the appropriation authority necessary to spend the
dollars expected to be received. These types of requests should be prepared on the
“Fund/Appropriation Request” form.

2) Our agency received more money than we expected  from a grant award. Do we
need additional appropriation authority to spend th e extra dollars? (Increase in
Appropriation Authority under Section 131.35 of the Revised Code.)

If current available appropriations are insufficient to allow for the expenditure of the
amount the agency needs to spend, Controlling Board approval to increase
appropriation authority is required. Appropriation authority is required to spend any
dollars received into the state treasury. The Controlling Board can approve requests to
increase appropriation authority in many funds. However, for some funds, (see Revised
Code Section 131.35 ), including the General Revenue Fund, the Board is prohibited
from increasing appropriation authority. Increases in these funds can occur only through
legislative action.

Besides the receipt of a grant, an increase in appropriation authority may also be desired
if an agency happens to have more cash in a particular fund than it has appropriation
authority. Requests to spend such amounts will be closely scrutinized for their long-term
impact. Proposals that have an ongoing operating impact should be sustainable by on-
going revenues. These types of requests should be prepared on the “Fund/Appropriation
Request” form.

Capital Budget Issues

The Controlling Board has very specific authority regarding expenditures of capital
appropriations. In order to understand the Board’s authority, it is helpful to recognize the
appropriate uses of capital appropriations. Generally, capital appropriation acts prescribe
the appropriate uses of capital funds. Capital funds cannot be used for operating
expenses. Unless specifically authorized in an appropriations act, capital funds cannot
be used for motor vehicles, computers and computer peripherals, and other office
equipment.
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Typically, the acts allow capital funds to be used for the following purposes:
» Acquisition of real property;
» Buildings and structures (including construction, demolition, heating, lighting,
utility infrastructure, ventilation, plumbing, sprinkler, and sewer systems);
» Directly related architectural, engineering and professional services;
* Machinery that is part of a structure when originally constructed or acquired; and
« Equipment meeting all the following criteria:

» Essential to bringing a facility up to its intended use and the
function of the facility;

* Unit cost of $100 or more;

e Useful life of five years or more; and

e Used primarily in the rooms or areas covered by the project.

NOTE: This information is taken from the requirements of H.B. 562 of the 127th General
Assembly. Refer to the applicable capital appropriations act, or check with the
Controlling Board office for further clarification.

The following discussions may help an agency better understand when
Controlling Board approval is required to address capital budget-related issues.

1) My agency is ready to start on a capital improve  ment project, but I'm not sure
how we access the appropriations approved by the Ge  neral Assembly for the
project. Where do | start? (Uses of Capital Funds/R  elease of Capital Funds,
Section 127.14 of the Revised Code.)

In order to expend capital dollars to pay legitimate project costs, an agency must submit
a request to the Controlling Board or the Director of OBM to “release” the appropriations.
However, there are specific legal requirements that must be met prior to requesting a
release of funds. The capital funds will not be released until the agency is ready to
spend (encumber) money for planning/design services, initiate competitively bid
construction contracts, purchase equipment, or incur other capital-related costs.

Getting Started with Capital Projects

Initiating a capital improvement project involves a number of critical determinations and
activities. The following are some of the important issues that must be considered prior
to undertaking a capital project.

Administration

Generally, the administration of a capital improvement project is performed by the
Department of Administrative Services/General Services Division—Office of the State
Architect. However, as authorized by legislation, some agencies may receive approval
from DAS to administer their own capital projects while state-assisted institutions of
Higher Education may administer projects of less than $4 million without the approval of
DAS.
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Selection of Service Providers

Most capital projects require two or more Controlling Board actions. Typically, when a
project requires a contract for design or other professional services, a request for the
release of funds to enter into the contract is presented to the Board for approval. A
subsequent release of funds (or multiple releases) should be requested for the contracts
for the construction phase(s) of the project.

Architects/Engineers or other Professional Services

Typically, before requesting the release of funds, an agency must determine who will be
providing the design or other professional services. For most projects, obtaining the
planning and design services of an architect or engineer pursuant to the requirements of
Revised Code Section 153.69 s the first step. Once the agency is ready to enter into a
contract, Controlling Board approval is required for the release of funds. In addition,
Controlling Board approval may be required if the proposed amount of the contract
equals or exceeds the agency’s Controlling Board threshold.

Construction-Related Contracts

At later stages, construction services must be procured through the competitive bidding
process as prescribed by law. Again, only when the agency is ready to enter into the
contracts should Controlling Board approval be sought for the release of funds.

Note about Change Orders—Change orders may be recommended by the associate
architect/engineer, authorized by the owner, and issued after execution of the
construction contract in order to authorize a change in the work or an adjustment in the
contract price or contract time for the project.

Note about Contingency Moneys—~Project contingency moneys shall be reserved to pay
costs resulting from unanticipated job conditions, to comply with rulings regarding
building and other codes, to pay costs related to errors and omissions in contract
documents, and to pay the cost of settlements and judgments related to the project. For
guestions about contingencies, contact the State Architect’s Office.

Construction Reform Information

Under Am. Sub. H.B. 153, of the 129th General Assembly, the contract limit found in RC
153.01 has increased from $50,000 to $200,000. This means that a state agency is not
bound to use the provisions found in Chapter 153 for public improvement projects when
the cost of the project is less than $200,000. Public improvement projects that do not
exceed $200,000 in aggregate cost may be awarded in a manner other than competitive
bidding or competitive selection. It is recommended that the agency follow the
guidelines in the State Architect’s Office (SAO) Manual — 2011 versio ___n, Section
0240, Construction Documents _, as follows:

» Identify at least three Contractors, when possible, who can perform the work and
seek proposals from those entities;

» Document the process for award using the letterhead bid format, and provide a
summary;

» Retain records in the project file.

» For capitally-funded projects that follow the procedure above, the Controlling
Board capital request should be designated as an “Agency Released Competitive
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Opportunity” (R.C. Section 127.162). Requests not following this procedure
should be designated as a “Waiver of Competitive Selection” (R.C. Section
127.16B).

Approval to Expend the Funds

General/Specific Designation

The capital appropriations and reappropriations acts typically contain provisions that
allow the Director of OBM to approve releases of capital appropriations for line item-
specific projects or specified projects within the “Basic Renovations” line items of higher
education institutions. Understanding whether a capital project has been designated as
“General” or “Specific” will determine the way the Controlling Board request is prepared
and determine how the release will be approved. The release of any funds to be used for
real estate acquisition as well as the request for the release of funds from “General” line
items requires the approval of the Controlling Board.

The General/Specific list is prepared by OBM and indicates whether a line item, or
project within a “Basic Renovations” line item, has been designated as “General” or
“Specific” based on recommendations from the agencies/institutions of higher education.
The Controlling Board is provided with this list within sixty (60) days of the effective date
of the particular capital appropriations act. Copies of the most current lists are available
from OBM or online at http://obm.ohio.gov/sectionpages/Budget/

Controlling Board Review

For those capital projects that have been designated as “General,” Controlling Board
approval to expend the funds to execute competitively bid construction contracts or to
purchase competitively selected equipment is required. In addition, all requests for a
Waiver of Competitive Selection or Agency Released Competitive Opportunity require
Controlling Board approval, regardless of the General/Specific designation. For
purchases of equipment using capital funds, the agency must obtain a release and
permit from DAS unless the purchase was made by DAS under competitive selection.

All requests for the release of capital funds should be prepared on the “Capital Request”
form, except for the acquisition of real estate, regardless of whether it will be approved
by the Director of OBM or by the Controlling Board.

2) Part of a construction-related project my agency is involved with includes the
design or planning services of an architect or engi neer. These services were
selected by DAS (or the agency) using the architect  /engineer selection process.

Do such contracts require Controlling Board approva I? (Release of Capital
Appropriation and/or an Agency Released Competitive Opportunity, Revised Code
Section(s) 127.14 and/or 127.162)

Yes, they do. Because the selection of these types of professional services is qualitative
in nature, they are not subject to statutorily defined competitive bidding processes by
which contracts are awarded to the lowest responsive and responsible bidder. Rather,
pursuant to Revised Code Section 153.69, DAS (or the agency, in cases of agency-
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administered projects) is required to select and rank at least three firms considered to be
the most qualified to provide the professional design services. Starting with the firm
ranked most qualified, the professional design contract is negotiated and compensation
is determined based on those qualifications and the scope of the project. Such contracts
require Controlling Board approval if the amount of the contract equals or exceeds the
Controlling Board threshold with the vendor.

Generally, in the same request, a release of funds accompanies the request for approval
to release competitive opportunity to initiate the contract for the professional services.
The Director of OBM cannot approve a request to release competitive opportunity, even
if the project has been designated “Specific.” Requests for a release of capital
appropriations and/or a release of competitive opportunity for professional design or
construction management services should be prepared on the “Capital Request” form.

3) My agency has experienced cost overruns on one ¢ apital project, but we have
excess appropriation in another capital project. Ca  n | use the excess
appropriation in one project for another capital pr oject? (Transfer of Appropriation
Authority between Capital Line Items, Section 127.1  5))

The Controlling Board is authorized to transfer appropriations between capital line items
or create new capital line items and authorize transfers to those new line items, within
the same fund. Prior to submitting a request for the transfer of capital appropriations, the
agency should consult its OBM budget analyst and discuss the rationale for the
proposed transfer of appropriations.

According to ORC 127.15, prior to such transfers, the agency shall notify by mail the
elected representatives of the General Assembly from the counties affected by such
transfers of appropriation stating the time and place of the hearing on the proposed
transfer. Requests to transfer capital appropriations should be prepared on the “Capital
Request.” Typically, requests to transfer appropriation authority between capital line
items are accompanied, in the same request, by a request to release the transferred
funds.

4) When our agency received approval for the releas e of funds for a “General”
capital project, we submitted a project budget base d on our best estimates for the

various components of the project. The construction phase went better than we
had anticipated and we have a remaining balance in our contingency account. We
now want to shift some of the dollars from the cont ingency component of the

budget to purchase equipment. Does this require Con trolling Board approval?
(Change of Intent.)

Yes. This is known as a “change of intent.” Such a change occurs within the project
budget and does not require a transfer of appropriation authority between capital line
items. A request for a change of intent involving previously released capital
appropriations approved by the Controlling Board allows the agency or institution to
reallocate a portion of the funds already released for a specific purpose, such as a
contingency account, to an existing component included in the project budget, such as
equipment. However, all of the following criteria must be met.
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NOTE: The Director of OBM may approve a change of intent for the components of a
“Specific” project for which approval has already been granted, providing that a waiver of
competitive selection is not required.

In order for the Controlling Board or the Director of OBM to review a request for a
Change of Intent , all of the following criteria must be met:
1. The appropriation has been previously released;
2. This reallocation involves one project, one appropriation line item;
3. This reallocation involves unencumbered appropriations within the capital
biennium in which the original release occurred, or this reallocation involves
encumbered appropriations from a different capital biennium in which the original
release occurred; and
4. The request for the change of intent does not modify the original scope of the
project.

This type of request may be accompanied by an Additional Release of Capital
Appropriations and/or a Waiver of Competitive Selection or and Agency Release
Competitive Opportunity. If the change of intent affects a contract for which the
Controlling Board has already approved or if the contract modification will result in
exceeding the Controlling Board threshold, a waiver of competitive selection by the
Controlling Board is required.

This type of request should also be prepared using the “Capital Request” form.

5) Do we need Controlling Board approval for the pu  rchase of real estate? (Real
Estate Acquisition, Sections 127.14 and/or 3333.071  of the Revised Code.)
Pursuant to provisions in the capital appropriation acts, all acquisitions of real estate
made with capital appropriations  require approval of the release of funds by the
Controlling Board. The Director of OBM cannot approve the release of funds for real
estate acquisition.

In addition, under Section 3333.071 of the Revised Code, all expenditures for
acquisitions of real estate made by state-assisted institutions of higher educa tion or
agents of such institutions  require Controlling Board approval, regardless of the
source of funds .

A request for the acquisition of real estate should be submitted using the “Real Estate
Acquisition” form.

Purchasing Issues

Perhaps the most difficult determinations to make regarding whether Controlling Board
approval is required are those that involve the purchase of supplies and services.
Agency purchases of supplies (non-services) and services are governed by statutory law
and related rules and policies. The Controlling Board may grant a waiver of competitive
selection when it determines that an emergency or sufficient economic reason exists,
pursuant to Revised Code Section 127.16 . The following definitions are helpful in
understanding the Controlling Board'’s role in approving the purchase of supplies and
services.
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Purchase: To buy, rent, lease, lease-purchase, or otherwise acquire supplies or
services.

Services: The furnishing of labor, time or effort by a person(s) which may be technical,
non-technical, consulting, advisory, professional or non-professional in nature.
Supplies: All property, including, but not limited to, equipment, insurance, and other
tangible assets, with the exception of land.

A flow chart outlining the factors determining Controlling Board'’s role in approving the
purchase of supplies and services concludes this section on Purchasing Issues.

All requests for waivers of competitive selection (except those involving the use of
capital funds) should be prepared on the “Operating Request” form.

When preparing to purchase supplies and services, an agency should consider the
following factors to determine whether the purchase requires a waiver of competitive
selection by Controlling Board:

» Exempt types and sources of supplies or services

» Exempt process by which the purchase is made

» Amount of the proposed purchase and all other fiscal activity with a particular

vendor.

Release & Permit

The Ohio Revised Code places a responsibility upon DAS to superintend purchases of
certain types of supplies and services; i.e. computers, software, telecommunications,
copiers, fax machines, and vehicles. DAS is also responsible to make purchases of
supplies and services above certain dollar limits unless DAS determines that it is not
practical or advantageous to make the purchase on behalf of the agency. This section
will explain the procedures an agency must follow when seeking prior approvals and
when DAS issues a release to allow the agency to make the purchase under its direct
authority.

Special Note: A release and permit from DAS is required for all purchases that will
exceed the cumulative annual threshold. Agencies should not seek quotes from
suppliers until the release and permit has been obtained from DAS.

Types of Prior Approvals

Certain purchases require review and approval from designated agencies before
completing the purchase. The need for prior approval may be triggered by the type of
equipment or service, amount of purchase, or deviation from normal procedures. Types
of prior approvals include pre-approvals, release and permits, and Controlling Board
approvals. A pre-approval is required prior to any purchase of:

* telecommunication services or equipment;
« facsimile;

» copier and duplicator;

« information technology (IT) solutions;

« data processing (DP) equipment/services;
* software; and
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« vehicles.

Agencies request a pre-approval from the appropriate office listed in this chapter. If the
request is approved, a pre-approval number will be assigned to the using agency.

A release and permit is required when an agency anticipates that it will exceed its direct
purchase authority threshold and/or cumulative annual threshold. Procedures for
requesting a release and permit can be found at http://das.ohio.gov/ .

Release and Permit

When an agency’s direct purchase amount exceeds $33,500/$67,000, the agency is
required to forward its request to DAS to make the purchase under competitive
selection. If DAS determines that it is not possible or advantageous for it to make the
purchase, permission will be given to the agency to make the purchase under its direct
purchase authority.

The waiver that authorizes the agency to seek Controlling Board approval or to make
purchases that DAS cannot make is the Release and Permit (ADM-3252). DAS' authority
to grant a Release and Permit is contained in Ohio Revised Code Sections 125.05 &
125.06 and Ohio Administrative Code Section 125

Factors DAS will consider in granting a Release and Permit include:

* The demonstrated ability of the agency in terms of procurement and
specialized knowledge pertinent to the procurement.

» The past experience of the agency in exercising similar authority.

* The degree of economy and efficiency to be achieved if authority is delegated.

« The availability of resources in DAS to make the purchase.

« The ability of DAS to complete the purchase under Competitive Selection.

* The existence of an emergency condition.

The agency should not proceed with the purchase until DAS has granted the Release
and Permit. Whenever DAS grants a Release and Permit, the agency must make the
purchase pursuant to Competitive Selection requirements or with Controlling Board
approval. A copy of the approved Release and Permit, to include supportive
documentation, will be retained by DAS.

If the request is approved, a release and permit number will be assigned to the using
agency.

DAS may also grant special Blanket Release and Permits (see below) for certain
personal services that cannot be bid by DAS. DAS will issue the Blanket Release and
Permit prior to the beginning of the fiscal year(s) to which they apply.

Special Note: Agencies are cautioned against investing significant time in obtaining
guotes and/or finalizing any contractual agreement with a vendor under the assumption
that DAS will automatically grant the release and permit. Agencies should also guard
against submitting a request for the release and permit and citing an expedited need for
DAS to grant the release and permit (i.e. trying to meet a Controlling Board deadline for
submission). Law requires that DAS review each request to determine if such can be
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purchased through competitive selection. If DAS determines that formal bidding is
possible, the request will be denied. The agency should contact DAS when the agency
first determines that a need exists. If DAS determines, at that time, that it cannot procure
the need through competitive selection, the agency will be granted the release and
permit and may then proceed with using its direct authority to complete the purchase.

Questions & Answers

Q: When should a Release and Permit be requested?

A: DAS should be contacted when the agency has determined that it will be exceeding
the $33,500/$67,000 DAS direct purchase limits. DAS will review the purchase request
and make a determination if such can be purchased through competitive selection or if a
Release and Permit should be granted to the agency. Agencies should not contact
suppliers prior to DAS review. If it is determined that the purchase can be purchased
through competitive selection, the request will be denied and the agency will have
invested time and effort needlessly.

Q: What if the purchase has been made and we now di  scover that a Release and Permit is
necessary?

A: Law requires DAS to determine that it is not possible or advantageous to make the
purchase through Competitive Selection. If determined that DAS could have made the
purchase through Competitive Selection, the purchase could be considered invalid. This
may require the agency to return the item and/or may leave the person authorizing the
purchase personally responsible to pay for the purchase. The only exception would
involve an emergency condition.

Q: When will a purchase be considered an emergency purchase?

A: The Revised Code defines that an emergency exists when there is an immediate
need for supplies or services that cannot be met through normal procurement methods
and lack of which would create a serious threat to the health or safety of a person or to
the functioning of state government. The failure to properly plan is not considered to fall
within the definition of an emergency situation. With few exceptions, only true
emergency requests will be considered for a release and permit.

Q: How long does it take to obtain a Release and Pe  rmit?

A: With the exception of an emergency, the process generally takes a minimum of ten
(10) business days from the date the request is received. Agencies should be mindful to
include all relative information to support the request as failure to do so will result in
return of the request and will delay receipt of the Release and Permit. Depending upon
the purchase, some requests may require additional time for review.

Q: How do | make a request for a Release and Permit  ?

A: Complete the ADM-3252, Request for Release and Permit form. Release and Permits
may be submitted online at http://procure.ohio.gov/proc/viewForms.asp

Include all required information and complete all areas of the form, as requested.
Additional pages may be attached. When the review is completed, notification will be
sent electronically. For some Controlling Board and Special Blanket Release and
Permits, a Release and Permit Notification may be used in lieu of the ADM-3252.

Q: Why does a Release and Permit have to be obtaine d for Controlling Board Requests?
A: The Controlling Board requires that all requests to be placed on the agenda
requesting a Waiver of Competitive Selection or approval for an agency to release
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competitive opportunity be accompanied by a Release and Permit from DAS, if so
required by DAS. If not attached, the request will not be placed on the Controlling Board
agenda. It is important to involve DAS early in your purchase as the Controlling Board
Request must include the Release and Permit or you will be delayed in obtaining
Controlling Board approval.

Q: I need to make a purchase involving a repair to our public building. How do | obtain a
Release and Permit?

A: The Office of State Purchasing is not authorized by law to make purchases related to
the construction, reconstruction, alterations, or similar repairs to a public building (see
Chapter 11). Agencies should contact the DAS State Architect’'s Office at (614) 466-
4761.

Blanket Release and Permit

Certain types of purchases may exceed the agency direct purchase authority thresholds,
but are not required to be made through DAS. DAS issues a blanket release and permit
to cover these types of purchases.

At the beginning of each biennium, DAS determines that it is not possible or
advantageous for it to make purchases of certain types of personal services and other
specialized items. These items are described in the Expense Accounts as published by
OBM, State Accounting. This blanket release and permit does not waive the necessity
for any additional reviews or approvals as required by law or other DAS policies.

OIT Release & Permit

A release and permit request to OIT is an agency’s written request for authorization to
procure information technology supplies or services within the Office of Information
Technology’s superintending authority under sections 125.06 and 125.18 of the Ohio
Revised Code. When Controlling Board approval is required, agencies must obtain a
release and permit authorizing them to seek Controlling Board approval to procure
information technology supplies and services. A release and permit may be based on
one of the following purchasing methods: direct, term contract, state term schedule,
competitive selection (RFP or ITB), or Controlling Board. OIT issues a blanket release
and permit to agencies for purchases less than $25,000.

Exempt Types and Sources of Services and Supplies

Certain types of supplies and services and certain sources (suppliers) from which
supplies and services may be purchased are exempt from Controlling Board review,
regardless of the total dollar amount.

Types of Purchases Exempt from Controlling Board Review
By virtue of statutory exemptions, the following is a partial list of the most common types
of specific purchases that are exempt from Controlling Board review:
» Examinations purchased from a sole supplier by a state licensing board under
Revised Code Title 47

* Membership dues in an association or organization
» Purchases of utility services pursuant to Section 9.30 of the Revised Code
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» Purchases made pursuant to DAS rules of motor vehicle, aviation or watercraft
fuel, or emergency repairs of such vehicles

» Passenger airline tickets

» Legally required public notices or natifications of job openings

» Motor Courier and Freight Services purchased pursuant to DAS rules

* Postage
» Books, periodicals, newspapers, maintenance subscriptions, and published
materials

» Purchases made from other state agencies, including state-assisted institutions
of higher education.

A more complete list, with several agency-specific items, is found in Revised Code
Section 127.16 (D) .

If you have a question as to whether a particular type of purchase qualifies as one of the
exemptions described above, contact the Controlling Board Office.

Sources for Purchases Exempt from Controlling Board Review
State agencies are required to use the following sources (suppliers) for supplies and
services in order (also known as the “order of ranking”) as outlined in the Office of State
Purchasing’'s Guidelines:

e Ohio Penal Industries (OPI)

» Office of Procurement from Community Rehabilitation Programs (OPCRP)

» State Printing—Forms Management

» Ohio Department of Mental Health/Support Services (Institutional Agencies only)

* DAS Term Contracts

» Purchases made from any other state agency or state-assisted institutions of

higher education

Optional Sources for Purchases Exempt from Controlling Board Review

In addition, state agencies have the option of purchasing from state term schedules
(STS) and multiple award term contracts (MAC).  Purchases from MACs and STSs do
not require Controlling Board review, regardless of the amount, because DAS
traditionally receives approval by Controlling Board covering all agency purchases made
under the STS and MAC.

When making a purchase from a STS or MAC, the agency must be sure that the
supplies, services or data/telecommunications equipment and software are included in
the contract awarded by DAS. If the items have not been approved by DAS, the
purchase will be considered as a direct purchase, which may require a release and
permit from DAS, as well as approval from the Controlling Board.

If the proposed purchase is not included in this list of exempted types or sources, you
may need approval from the Controlling Board depending on the process by which the
purchase is being made, the purchase amount, or the amount of fiscal activity with the
same vendor. (See the following discussions.)
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Exempt Process by Which the Purchase is Made

If a service or supply is not one of the types exempt from Controlling Board review and is
unavailable from an exempt source in the order of ranking, then procurement without
Controlling Board approval may be accomplished through DAS using competitive
selection.

DAS Purchases through Competitive Selection

In most cases, state agencies are required to coordinate their purchasing activity
through DAS and OIT. The entities outlined below follow statutorily authorized
procedures for the competitive selection of vendors to provide the desired supplies and
services.

« OIT coordinates the purchases of computers, telecommunications equipment
and related supplies and services, and all Request for Proposals using the
competitive sealed proposal process;

e The Office of State Printing coordinates the purchases of printed materials; and

» The Office of Procurement Services coordinates the purchases of all other
supplies and services (except Request for Proposals).

Purchases made by DAS for an agency using competitive selection pursuant to state law
do not require a waiver of competitive selection by the Controlling Board.

Independent Contractor Guidelines

When an agency enters into a contract for personal services, the agency must ensure
that it is contracting with an independent contractor, not a contract employee, and that
the contract complies with DAS Directive HR-D-13, “Independent Contractor Guidelines,”
as applicable to the agency. Directive HR-D-13 is available online at
http://das.ohio.gov/LinkClick.aspx?fileticket=My9mL NIMOt8=&tabid=356 .

Amount of the Purchase and Fiscal Activity

If the proposed purchase of a supply or service is not one of the exempt types and is not
being procured from an exempt source or through one of the entities listed above, then
the final factor for determining the requirement for Controlling Board approval is whether
the agency’s fiscal activity with the vendor equals or exceeds the Controlling Board
threshold.

Understanding the Controlling Board Threshold

The Controlling Board threshold is an agency'’s limitation on the amount of
noncompetitively selected purchasing activity with a vendor that an agency may enter
into without receiving prior approval by the Controlling Board. The following types of
purchases highlight the statutory references governing the Controlling Board’s authority
to grant a waiver of competitive selection.
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Purchase of Supplies or Services

Pursuant to Revised Code Section 127.6(B)(1) , the Controlling Board threshold is the
limit at which a purchase from a particular supplier would amount to $50,000 or more
when combined with the amount of all disbursements to the supplier during the fiscal
year for purchases made by the agency from the supplier and the amount of all
outstanding encumbrances for purchases made by the agency from the supplier unless
the purchase is made by competitive selection or with the approval of the Controlling
Board.

Real Estate Leases

Pursuant to Revised Code Section 127.16(B)(2) , the Controlling Board threshold for
real estate leases is the limit at which a real estate lease from a particular supplier would
amount to $75,000 or more when combined with both the amount of all disbursements to
the supplier during the fiscal year for real estate leases made by the agency from the
supplier and the amount of all outstanding encumbrances for real estate leases made by
the agency from the supplier, unless the lease was made by competitive selection or
with approval by the Controlling Board.

Real Estate Commercial Lease Renewals expire at the end of the biennium period and
must be renewed every two years. Historically, these renewals have been submitted to
the Controlling Board as individual requests. To streamline the process for renewals,
new classifications have been established.

Effective October 2010, Real Estate Commercial Lease Renewal Agreements have
been categorized into two classifications: Routine and New Leases and/or Non Routine.
These classifications were established to streamline the process specifically with the
renewal of routine commercial lease agreements. DAS has approval to waive
competitive bidding for all commercial renewal agreements in a block format, and at the
beginning of the second fiscal year of each biennium.

* Routine Renewal Agreements—If a commercial lease renewal agreement
contains a renewal rent increase of less than 3.1% and the office space
allocation meets or is better than the established criteria of 250-350 square feet
per person, the lease renewal will be considered routine and approved through
the streamlined method. The streamlined method permits rental payments for
commercial lease renewal agreements classified as “routine” to be processed
using the Controlling Board number aligned with the approved commercial lease
renewal process.

* New Leases and/or Non Routine—If a commercial lease renewal agreement
does not meet the above criteria as defined in the Routine Renewal Agreements,
the New Lease or Non Routine Renewal Agreement shall follow the current
procedure.

Elements of the Controlling Board Threshold
The following elements of the Controlling Board threshold deserve additional discussion:

» Purchase Amount/Contract Amount—The full amount to be paid to the
vendor over the term of the contract is applied to the Controlling
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Board threshold, regardless of whether the term of the contract
covers more than one fiscal year within the bienniu m.

» Cumulative—The sum of all purchasing activity not competitively selected
pursuant to Revised Code Chapter 125 . nor approved by the Controlling
Board in the fiscal year of the proposed purchase is applied toward the
Controlling Board threshold.

e Per Vendor—The Controlling Board threshold applies to a single vendor.

e Per Agency—The Controlling Board threshold reflects only the purchases
made by a single agency and does not reflect purchases made by other
state agencies.

* Encumbrances & Disbursements—The Controlling Board threshold is
calculated counting disbursements to the vendor in the current fiscal year
and all outstanding encumbrances with the vendor. However, the full
amount of the proposed contract is considered regardless of the fiscal
year in which payment may be made.

» Prior Controlling Board Approvals—Purchases previously approved by
the Controlling Board, regardless of the amount of the purchase, are not
applied toward the Controlling Board threshold.

Direct Purchase Authority Adjustments

In HB 562 of the 127 " General Assembly, the Department of Administrative Services
adjusted the direct purchase limits, pursuant to Division (D) of Section 125.05 of the
Ohio Revised Code. Please keep in mind that this adjustment does not affect the
requirements of Section 127.16 of the Ohio Revised Code, the section that defines the
Controlling Board threshold.

For more information regarding purchases of supplies and services made by state
agencies, please contact the Department of Administrative Services or refer to Chapter
125 of the Revised Code .

Will This Purchase Equal or Exceed the Controlling Board Threshold?
New Contracts & Real Estate Lease Agreements

Amount of Purchase Above the Controlling Board Threshold

Any individual, noncompetitively selected purchase or contract not otherwise exempted
that equals or exceeds $50,000 requires Controlling Board approval. Any real estate
lease agreement that equals or exceeds $75,000 requires Controlling Board approval.
The following table illustrates the various types of noncompetitively selected purchasing
activity by state agencies that require a Controlling Board waiver of competitive
selection:
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Amount of Individual Purchase from One Vendor

All Agencies
Supplies and/or Services = or > $50,000
Leases of Real Estate,
including all Real Estate = or > $75,000
Lease-Related Expenses

Amount of Purchase Below the Controlling Board Threshold

For an individual, non-competitively selected purchase through DAS, or contract that is
less than the aforementioned Controlling Board thresholds, this purchase or contract
requires a Controlling Board approval Waiver of Competitive Selection or Agency
Released Competitive Opportunity if the sum of A + B + C below is greater than or equal
to the Controlling Board threshold. The following example illustrates the calculation of
the Controlling Board threshold for non-institutional agencies.

A +B +C =D
Amount of all
Total amount of disbursements to Amount of all
proposed purchase the vendor during outstanding
(not competitively the fiscal year for encumbrances for
selected) from a purchases from purchases from the .
; $50,000 or more in
particular vendor. the vendor that vendor that were total
This is the amount were NOT NOT competitively
to be spent over the competitively selected nor
entire period of the selected nor approved by the
contract. approved by the Controlling Board

Controlling Board

Examples

(1) $7,000 + $15,000 + $28,000 = $50,000*
(2) $30,000 + $ 3,000 + $23,000 = $56,000*

*Purchases that have been made by competitive selection (defined in Section 125.01 (1)
of the Revised Code ) or that have been approved by the Controlling Board are NOT
included in the calculation.

Both example purchases above are subject to the app  roval of the Controlling
Board because the $50,000 cumulative amount has bee  n reached or exceeded
under “D.” Amounts previously approved by the Controlling Board as well as
disbursements and encumbrances based on competitively selected purchases through
the Department of Administrative Services are not applied to the threshold.

NOTE: When making the calculation for real estate leases, only real estate lease-related
expenses need to be considered.
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Do I Need to Come to the Controlling Board?—A Flow Chart Model

The following model summarizes the various steps involved in determining whether a

particular purchase must be presented to the Controlling Board for approval for a waiver

of competitive selection:
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Will This Purchase Equal or Exceed the Controlling Board Threshold?

Contract Amendments and Contract Renewals

« An amendment to a contract not previously approved by the Controlling Board with a
particular vendor requires Controlling Board approval if the amount of the amendment,
the original contract, and applicable encumbrances with and disbursements to a
particular vendor exceed the Controlling Board threshold.

An amendment to a contract previously approved by the Board that increases the dollar
amount of the contract, changes the vendor or modifies the scope of the work must be
approved by the Controlling Board.

A renewal of a noncompetitively selected contract with a particular vendor requires
Controlling Board approval if the amount of the renewal and applicable encumbrances
with and disbursements to equals or exceeds the Controlling Board threshold.

Examples

The following examples, using the threshold of $50,000, illustrate some of the most
common situations when the dollar amount of the purchase and the applicable
Controlling Board threshold determine whether Controlling Board approval for a Waiver
of Competitive Selection or Agency Released Competitive Opportunity, pursuant to
Revised Code Section 127.16 and 127.162, is required.

1) Our agency has received a Release and Permit fro m OIT for a $45,000 purchase
of telephone equipment. We have not previously disb ursed any amounts to the
vendor, nor do we have any outstanding encumbrances based on non-competitive
purchases with this vendor. Is Controlling Board ap proval required? (Amount of
the Purchase)

Controlling Board approval is not required. This purchase applied to the agency’s
Controlling Board threshold for this vendor is less than the agency'’s threshold for the
fiscal year.

2) Our agency has already made $45,000 in non-compe titively selected purchases
of telephone equipment from a particular vendor thi s fiscal year. Now we want to
make an additional $10,000 purchase of equipment. |  know | don't need to go
through OIT for a Release and Permit, and can use m vy direct purchase authority,
but do | need Controlling Board approval? (Cumulati ve Purchases)

Controlling Board approval is required. The two purchases from this vendor result in a
total of $55,000 in non-competitively selected purchases, which would exceed the
agency's Controlling Board threshold.

3) Our agency purchased $45,000 in telephone equipm  ent from a vendor and
encumbered the money in June of last fiscal year. T his was a honcompetitively
selected purchase that did not require Controlling Board approval. However,
payment to the vendor was not made until July of th e new fiscal year. Now | want
to make a $10,000 purchase of equipment under my di  rect purchase authority.
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Does this require approval by the Controlling Board or DAS? (Disbursements to
the Vendor)

Since this individual purchase of $10,000 is less than the threshold for your direct
purchase authority, a release and permit from DAS is not required. The agency's
Controlling Board threshold for this vendor includes the disbursement activity in favor of
a vendor for that fiscal year, as well as outstanding encumbrances for purchases not
competitively selected through DAS or approved by Controlling Board. The calculation
would yield $55,000, which would exceed the agency’s Controlling Board threshold, thus
requiring Controlling Board review.

4) Our agency has a service contract with a vendor in the amount of $100,000, and
this vendor was awarded the contract by DAS through its competitive sealed
proposal (CSP) process. We have no other fiscal act  ivity with this vendor. Now we
want to make a $10,000 non-competitively selected p  urchase that is unrelated to
the other contract. Do | need Controlling Board app  roval? (Exempt Process and
Purchase Amount)

Controlling Board approval is not required. While the agency has made another
purchase with the vendor, the initial purchase was competitively selected through the
CSP process, and therefore is not applied to the agency’s Controlling Board threshold.

5) Our agency has a service contract with a vendor for $100,000 and it was
approved by the Controlling Board. Now | wantto ma ke an additional $10,000 non-
competitively selected purchase from the vendor tha tis unrelated to the other
contract. Do | need Controlling Board approval? (Pr  ior Controlling Board

Approval)

Controlling Board approval is not required. The previous non-competitively selected
activity was approved by the Controlling Board and, therefore, does not apply toward the
Controlling Board threshold.

6) Our agency has a service contract with a vendor for $100,000 and it was
approved by the Controlling Board. Now | wantto am  end this contract for an
additional $10,000 in services. Do | need Controlli  ng Board approval? (Contract
Amendment)

Yes. This $10,000 represents an increase and/or change in the scope of a contract
previously approved by the Controlling Board, and, therefore, Controlling Board approval
is required prior to entering into the contract amendment. A release and permit from
DAS is not required.

7) Our agency is ready to enter into a two-year con  tract in the total amount of
$55,000 for the biennium. We expect to spend $25,00 0 in the first fiscal year of the
biennium and $30,000 in the second fiscal year. We  have no previous fiscal
activity with this vendor (and therefore no disburs ements to the vendor this fiscal
year or open encumbrances with this vendor). Is Con  trolling Board action
required? (Purchase Amount)
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Yes. The full amount to be paid to the vendor over the term of the contract in exchange
for supplies or services is to be counted against the Controlling Board threshold,
regardless of the amount to be spent in a fiscal year. Since the proposed $55,000
purchase exceeds the threshold, the item requires approval by the Board. A release and
permit from DAS is required for this purchase as the cumulative value exceeds the
cumulative annual threshold.

8) Our agency is ready to enter into a service cont  ract in the amount of $150,000
that has not been competitively selected through DA S. The contract will extend for
a period that crosses both years of the fiscal oper ating biennium. Do | need to
seek approval by the Controlling Board twice? (Purc hase Amount and Multi-Year
Contracts)

Controlling Board approval is required, and the request can be approved for a Waiver of
Competitive Selection or Agency Released Competitive Opportunity that covers both
fiscal years within the biennium. However, Controlling Board requires that both the
request and the contract specifically designate the amount of the proposed contract to
be spent per fiscal year. A release and permit from DAS is required for this purchase as
the value exceeds the cumulative annual threshold.

Contracts may include renewal provisions, but prior to the expiration of the contract and
the beginning of a new fiscal biennium, agencies must seek approval by the Controlling
Board to renew the contract.

9) Our agency is ready to enter into a service cont  ract with a vendor in the amount
of $100,000 that will require services to be perfor med in more than one fiscal
operating biennium. Can we seek Controlling Board a  pproval for more than one
biennium? (Contracts Extending Beyond the Biennium)

Agencies are prohibited by law from entering into contracts that go beyond the fiscal
operating biennium, thus obligating future General Assemblies to appropriate funds to
pay for contractual arrangements. The contract may be written for the portion of the work
to be performed during the current biennium and allow for a renewal of the contract once
the new biennium begins and sufficient appropriations are in place. The agency will need
to come to the Controlling Board for both the original contract and the renewal provision.
A release and permit from DAS is required for the initial contract as the value exceeds
the cumulative annual threshold.

10) Our agency is ready to exercise the second oft  hree renewal clauses in a
service contract that was previously approved by Co ntrolling Board. The amount
for the renewal period is $100,000. Does this renew al require approval by
Controlling Board? (Contract Renewal)

A contract renewal is considered a separate purchase and is subject to Controlling
Board approval if the amount of the renewal and applicable encumbrances and
disbursements equals or exceeds the Controlling Board threshold. A release and permit
from DAS is required for the contract renewals that exceed the cumulative annual
threshold.
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11) Our agency needs more office space than we curr  ently have, and I've found a
place we'd like to move into. What is Controlling B oard’s role in leases of real
estate of non-state owned facilities? (Real Estate Leases)

Most state agency leases for real estate, including warehouses, are coordinated by
DAS—General Services Division’s Bureau of Real Estate. Real estate leases may have
to be approved by the Controlling Board for a waiver of competitive selection if the
amount of the proposed lease, all real estate lease-related expenses, all disbursements
to the lessor in the given fiscal year, and all outstanding encumbrances with the lessor
(for purchases not approved by Controlling Board) exceed the Controlling Board
threshold for real estate leases. DAS—General Service Division’s Bureau of Real Estate
is responsible for preparing the request for Controlling Board review.

12) The lease for our current facility is ready to expire and we will be exercising an
option to renew the lease. Since Controlling Board approval was granted for the
initial lease agreement, is Controlling Board appro val required to renew the lease
agreement? (Real Estate Lease Renewal)

Real estate lease agreements typically contain renewal clauses establishing the rental
and service rates and the duration of the lease agreement, which usually correspond
with the beginning of each fiscal operating biennium. Renewals of real estate lease
agreements, like other contract renewals, must also be approved by the Controlling
Board if the amount causes the agency to exceed the Controlling Board threshold for
real estate leases. Again, DAS—General Service Division's Bureau of Real Estate is
responsible for preparing the request for Controlling Board review prior to the beginning
of the new biennium.

13) Our agency needs more office space than we curr  ently have, and our landlord
has offered additional space to us. Our existing le  ase agreement has been
approved by the Controlling Board. Do we need Contr  olling Board approval to
amend our existing lease? (Real Estate Lease Addend  um)

Any amendment that results in an increased cost for a real estate lease agreement
(because of an increase in square footage, an increase in the rental rate, additional
costs for services, or any other significant modifications to the agreement) requires
Controlling Board approval. DAS—General Service Division’s Bureau of Real Estate is
responsible for preparing the request for Controlling Board review of the addendum.

Changes to Previously Approved Controlling Board Requests
Changes to previously approved Controlling Board requests are classified as
substantive, Non-substantive, or accounting changes. Substantive changes to requests
previously approved by the Board must be submitted to the Board for approval. Non-
substantive changes must be submitted to the Controlling Board President for approval.
Notices of accounting changes must be submitted to the State Accounting Section of the
Office of Budget and Management as outlined in the following discussions.

Substantive Change

A substantive change to a previously approved Controlling Board request requires the
preparation and submission of a new request to the Controlling Board for approval. The
requirements that apply to a new request are necessary for a substantive change.

Page 34 of 113



Substantive changes include the following:

A different prime contractor or provider of services;

An increase in the amount to be paid to a contractor or the rate(s) of
payment to the contractor;

A change in the scope of work, type of work, work product, purpose or
context of a contract;

An increase in the amount of a real estate lease resulting from increased
rent, square footage or other terms of the lease;

A change in the amount of a loan, rate of interest, guarantors, security,
repayment period or terms, or project that is the subject of the loan; and
Any other change which the President or Controlling Board determines to
be a substantive change.

Non-substantive Change

A non-substantive change to a previously approved Controlling Board request requires
the approval of the President of the Controlling Board. An electronic submission that
includes the Controlling Board number, tax identification number, if applicable, approval
date and an explanation of the request for a non-substantive change should be
submitted through the e-CB website. Anyone with e-CB access can create and submit a
non-substantive change request to the Controlling Board President. It is not necessary to
notify the Controlling Board members.

Non-substantive changes include the following:

The term or fiscal year for which the contract is approved. The term or
fiscal year change must be within the current biennium;

The contract amount allocated to each fiscal year of the biennium;
The appropriation line item number or name or fund identified in the
request;

The subcontractor(s) identified in the contract; and

Any other change that the President identifies as a non-substantive

change.

Accounting Changes

Accounting changes affect the vendor’s information used to process the payment
approved by the Controlling Board (or Director of OBM). Please follow the guidelines
below for changing the information with State Accounting. It is not necessary to provide
documentation to the Controlling Board office or to the Controlling Board members.

(1) The Vendor Compliance Section of the State Accounting Section of the Office of
Budget and Management shall be notified of any change that affects payment to the
contractor including a change in:

Contractor’s tax identification number;

Contractor’'s name or address;

Ownership, e.g., contractor is bought by or merges with a third party;
Status, e.g., contractor incorporates or joins partnership; and
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» Any other change which the President identifies as an accounting change
requiring notification to State Accounting.

(2) The Encumbrance Review Section of the State Accounting Section of the Office of
Budget and Management shall be notified in writing when any of the changes affecting
payment to a contractor identified in (1) above requires modifications to OAKS in order
to complete the encumbering process. This written notification must include the
Controlling Board number, Controlling Board approval date, and an explanation,
including all tax identification information justifying the requested OAKS modifications.

For additional questions regarding the changes to a previously approved Controlling
Board request, contact your OBM Budget Analyst or the Controlling Board staff.
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Section lll-Preparing a Controlling Board Request

At this point, hopefully, you have determined if you need to bring a request to the
Controlling Board or would like more specific information on the actual preparation of a
particular type of Controlling Board request. This section is structured to give detailed
instructions for the preparation of Controlling Board requests. Although it covers the
most common types of requests, there will occasionally arise a circumstance not
covered by these instructions. In such cases, contact the Controlling Board secretary or
your agency’s OBM budget analyst for more information and guidance.

This section is divided into eight parts as follows:

Overview of Various Types of Controlling Board Requests,
Capital Request,

Operating Request,

Operating Transfer Request,

Fund/Appropriation Request,

Land Acquisition Request,

Continuation Form, and

Vendor Continuation.

Generally, the parts providing detailed instructions for the various requests specify three
components of the request:

(1) The Request Form,

(2) Required Information, and

(3) Attachments.

Overview of Various Types of Controlling Board Requests

The type of request that an agency submits for consideration by the Controlling Board
or the Director of OBM is determined by the specific action the Board or Director is
being requested to approve. There are five basic request types and the actions for
which they are used are as follows:
. Capital Request,

Operating Request,

Operating Transfer Request,

Fund/Appropriation Request, and

Land Acquisition Request.

Capital Request

This request involves the use of capital appropriations, that is, appropriations made in a
capital appropriations act. The most common circumstances in which this request is
submitted include:
Transfer of Capital Appropriations,
Release of Capital Appropriations,
- Waiver of Competitive Selection involving Capital Appropriations,
» Agency Released Competitive Opportunity, and
Change of Intent for Previously Released Capital Appropriations.
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Operating Request

This request is submitted primarily in those cases that involve a waiver of competitive
selection using operating appropriations, although it can also be used to accommodate
other circumstances. The uses of this form include waivers of competitive selection,
including waivers for:
- New Contracts,

Contract Amendments,

Contract Renewals,

Purchases of Supplies,

Non-Real Estate Leases,

New Real Estate Leases,

Real Estate Lease Amendments,

Real Estate Lease Renewals or Real Estate Lease Holdovers, and

Miscellaneous Controlling Board approvals required by statute.

Operating Transfer Request

This request is submitted primarily to accommodate fiscal and accounting types of
actions related to operating appropriation. The uses of this form include:

Transfer of Operating Appropriations,

Transfer of Cash,

Transfer of Cash and Operating Appropriations.

Fund/Appropriation Request

This request is submitted primarily for the creation of a fund or the increase in
appropriation authority related to operating appropriations. The uses of this form
include:

Increase Appropriation Authority

Establish Appropriation Authority

Create a New Fund

Real Estate Acquisition Request

This request is submitted almost exclusively for real estate acquisitions that must be
presented to the Board. These requests include all purchases of real estate made with
capital appropriations by any agency and all land purchases, regardless of the source
of funds, made by higher education institutions. The uses of this form include the
following:

Release of Capital Appropriations for Real Estate Acquisition

Transfer of Capital Appropriations Involving Real Estate Acquisition

All Real Estate Acquisitions by Institutions of Higher Education
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Capital Request—Detailed Instructions
The Capital Request maybe submitted to seek the Controlling Board’s approval of any
combination of the various actions listed below:

* Release of Capital Appropriations (may or may not include a release for

Percent for Arts)

« Transfer of Capital Appropriations

« Waiver of Competitive Selection using Capital Appropriations

* Change of a Intent for Previously Released Capital Appropriations

Instructions—Checklist Format

The following detailed instructions are presented in a checklist format. Rows of circles
are provided. The preparer should complete those sections for which there is an empty
circle for the type of request they are preparing. An “N” below the request type indicates
that the information described is not required for the particular type of request.

The detailed instructions are divided into three sections:

* Form Contents describe the parts of the form itself and the information
required on the form.

» Required Explanation of Request describes the information required for the
explanation of the request to be included on the form and Continuation forms.

» Attachments describe other material that must be submitted with the form.

Capital Request Combinations

For the Capital Request form, an agency is likely to request more than one of the
actions for which the form can be used. An agency should know all aspects of the
request and complete all checklist items for all ac ~ tions requested. For instance:

Most requests for a transfer of funds also involve the release of funds for a particular
component of the capital project. Complete all items for types T and R.

Most requests for waivers of non-competitively selected contracts (usually
planning/design/engineering contracts) which equal or exceed the Controlling Board
threshold involve a release of funds as well. Complete all items for types R and W.

Requests for a change of intent involve previously released, but unencumbered, capital
funds, and may also involve a request for a waiver of competitive selection. (Complete
all items for type ClI, and, if applicable, W.) Requests for changes of intent may also be
combined with a request to release and/or transfer capital funds, in which case, also
complete items T and/or R.

Requests for the release of funds for Planning/Design/Engineer contracts for amounts
that will not exceed the Controlling Board threshold, or for competitively bid construction
contracts, or for the purchase of equipment though competitive selection only involve
the release of funds. Complete type R only.
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Contents—Capital Request

GENERAL INFORMATION

Status: New 1
GENERAL INFORMATION Reset

Agency Name Real Estate Acquisition Fiscal Year(s)

Budget and Management
Institu@Divismn B.t.08C. 1o/ or oCC. 2
Administration Sec. 3333 1
E

Eligible for Local Capital Request Bill No.

Administration? B
R.C.Sec. 127.168B) E
No Competit Opportunity Director Approval?

(&3]

Eligible for OBM

Yes @ No

[ Save and Continue ]

1. Controlling Board Request No.: A ten-character code that identifies the request. The
first three characters are to be the agency’'s agency code and the remaining will be
sequentially generated by e-Controlling Board (e.g. OBM0100007).

2. Agency Name: Name of the agency completing the request.

3. Capital Request: Types of authorization include:
« Transfer/Release of Capital Funds (R.C. Section 127.14G_and/or Section

127.15)
» Waiver of competitive selection involving capital appropriations (R.C. Section
127.16B)

* Release Percent for Arts (R.C. Section 3379.10)

» Other Statutory Authority/Bill Section: Cite statutory reference requiring
Controlling Board approval.

e Other

4. Eligible for OBM Director Approval?: Check “Yes” or “No” field to identify whether this
request is eligible for approval by the Director of OBM according to the “General/
Specific” List as published by OBM for each capital biennium. (More information on this
list can be found in Section Il

5. Fiscal Year(s): The fiscal year(s) for which the request applies.

6. Bill No.: The Bill Number(s) referencing the source of the appropriation applying to
this request.
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7. Eligible for Local Administration?: Check “Yes” or “No” field to identify whether this
construction-related project is being administered by the agency. (See Section Il for a
discussion about agency administration of capital expense.)

VENDOR INFORMATION

VENDOR INFORMATION Hide
Vendor ID Address Code Vendor Name Vendor Address of Principal Place of Business
= - County =
FY Contract Amount Release & Permit # City State (Ohio Onl Zip Code
$0.00 Owner Agency OBM( v

8. Vendor Name: The name of the vendor for which the waiver of competitive selection
is being requested.

9. Vendor Address of Principal Place of Business: The address of the vendor’s principal
place of business.

10. City: The vendor’s city of its principal place of business.
11. State: The vendor’s state of its principal place of business.

12. County (Ohio Only): If the vendor’s location of its principal place of business is in
Ohio, the name of the county in which it is located.

13. Vendor ID: The vendor’s identification number.

14. Contract Amount: The actual dollar amount that requires the waiver of competitive
selection. This amount should include any allowances and change order fees or
contingency amounts included in the contract.

TRANSFER INFORMATION

[TRANSFER INFORMATION Hide

Previously
Released
Amount

R X Eﬂey{ 12 ::3:55 TEST $100.00 @ $500.00
AN @ g;;d;-‘. 12 @ 55;3::@ TEST2 $100.00 sf::::

Add New osuc

Fund Fund Appropriation Appropriation Transfer

EditS | FromiTo Agency)|REVHIc conliNe e Line Item Line Item Name Amount

15. From To Agency: The appropriation line item from which the transfer is being
requested.

16. Fund Group: This field is no longer required for requests entered after July 1, 2007.

17. Fund Code: The code designating the fund from which the transfer is being
requested.
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18. Appropriation Line Item: The six-digit appropriation line item assigned by State
Accounting. (Example: 200321).

19. Appropriation Line Item Name: The exact appropriation line item name from which
the transfer is being requested.

20. Transfer Amount: The appropriation amount requested to be transferred. (NOTE:
This is the amount that has not been previously approved for release by the Controlling
Board or by the Director of OBM.)

21. Previously Released Amount: If an appropriation previously released by the
Controlling Board is involved in the transfer, the appropriation amount requested to be
transferred. (NOTE: This is the amount that has been previously approved for release
by the Controlling Board or by the Director of OBM but has not been encumbered.) Do
not list the entire amount previously released for the project, just the released dollar
amount included in the transfer request.

22. From To Agency: The appropriation line item to which the transfer is being
requested.

23. Fund Group: This field is no longer required for requests.
24. Fund Code: The code designating the fund to which the transfer is being requested.

25. Appropriation Line Item: The six-character appropriation line item name to which the
transfer is being requested. Assigned by State Accounting. (Example: 235321)

26. Appropriation Line Iltem Name: The exact appropriation line item name to which the
transfer is being requested.

27. Transfer Amount: The appropriation amount requested to be transferred. (NOTE:
This is the amount that has not been previously approved for release by the Controlling
Board or by the Director of OBM.)

28. Previously Released Amount: This field blank.

FUNDING INFORMATION

FUNDING INFORMATION Hide

- Fund Fund Appropriation Appropriation
Edit Group Code Line Item Line Item Name Tvpe Total Amount

(asane) [ 29 ) [30]  [31] 32 | 33 |

29. Fund Group: This field is no longer required for requests.

30. Fund Code: The code designating the fund from which the release is being
requested.

31. Appropriation Line Item: The six-digit appropriation line item from which the release
is being requested. Assigned by State Accounting. (Example: 250401)
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32. Appropriation Line Iltem Name: The exact appropriation line item name from which
the release is being requested.

33. Total Amount: The exact appropriation amount being requested for release or
approval.

NOTE for Colleges and Universities:  When requesting a release from Basic
Renovations, include only the previously released amount that relates to this project. Do
not include the total amount of Basic Renovation appropriations that have been
released to date.

SIGNATURES

SIGNATURES

34. Agency Director or Authorized Agent: A signature of the agency director or his or
her designee is required by the agency prior to submitting the request.

35. On The Date Of: The date that the agency director or authorized agent signs the
request.

AGENCY CONTACT

AGENCY CONTACT |36 | Hide
First Name L MI Last Name Title

Phone Fax E-Mail

[ Update Agency Contact ]

36. Agency Contact: The information requested in these fields for the primary
agency/institution contact regarding questions about the request.
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REQUIRED EXPLANATION OF REQUEST

REQUIRED EXPLANATION OF REQUEST 37 Hide
Summary Paragraph: I_l

The text included in the following summary paragraph text box will be the request description included in the
agenda. If t vaiver on th

o {complete the summary paragraph for this 4

s
[ Save and Continue ]

37. Required Explanation of Request: The following components are to be included with
each Capital Request.

» Summary Paragraph

» Subsequent Paragraphs

* Project Budget

» Responses to Required Information Questions (Waivers of Competitive
Selection, only)

« Attachments, where applicable

Required Explanation Checklist

This checklist format will guide you through the required information sections for the
type of request being prepared. For each type of request, an example of a summary
paragraph and suggestions for subsequent paragraphs are provided to assist in
preparing your explanation.

Summary Paragraph

The first paragraph should be a brief summary in the format specified below based on
the particular type of request. Choose one of the following examples or a combination
of the following examples based on the nature of the request.
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R—Release of Funds

“The {agency or institution name} respectfully requests Controlling Board approval to
release $ for the {project name} project in {name of city, name of county}.
{DAS/GSD/SAOQ project number for DAS-administered projects}”

T—Transfer of Appropriation

“The {agency or institution name} respectfully requests Controlling Board
approval to transfer $ from {line item name} to {line item name} for the
{project name} project in {name of city, name of county}. {DAS/GSD/SAQO project
number for DAS-administered projects}.”

W—Waiver of Competitive Selection &Release of Funds  -Service Contracts* “The
{agency or institution name} respectfully requests Controlling Board
approval to release $ and to waive competitive selection to contract with
{contractor name}, {contractor city, state, county (Ohio vendors only) of its principal
place of business}, to provide {type of service} for the {project name} project in {name of
city, name of county}. {DAS/GSD/SAOQ project number for DAS-administered projects}’
(NOTE: For Contract Amendments, please replace “to contract” with the phrase “to
modify the contract”.

W—Waiver of Competitive Selection & Release of Fund  s-Purchase of

Supplies or Equipment*

“The {agency or institution name} respectfully requests Controlling Board
approval to release $ and to waive competitive selection to purchase
{item(s)} from {vendor name}, {vendor city, state, county (Ohio vendors only) of its
principal place of business}, for the {project name} project in {name of city, name of
county}. {DAS/GSD/SAO project number for DAS administered projects}”

*Most requests for a waiver of competitive selectio n will also require the release
of funds.

Cl—Change of Intent

“The {agency or institution name} respectfully requests Controlling Board
approval of a change of intent for previously released funds in the amount of

$ for the {project name} project in {name of city, name of county}.
{DAS/GSD/SAO project number for DAS-administered projects, if applicable}”

Other Common Request Combinations, Summary Paragraphs, and Examples

T, R, W—Transfer Funds, Release Different Amount, a nd Waiver of

Competitive Selection

“The {agency or institution name} respectfully requests Controlling Board approval to
transfer $ from {line item name} to {line item name}; to release

$ for the {project name} project in {name of city, name of county}; and, to
waive competitive selection to {contract/purchase} with {contractor name}, {contractor
city, state, county (Ohio vendors only) of its principal place of business}, for {service
type, purchase type}. {DAS/GSD/SAO project number for DAS-administered projects}”

R, W—Release Funds and Waiver of Competitive Select ion, Different

Amount as Release “The {agency or institution name} respectfully requests Controlling
Board approval to release $ for the {project name} project in {name of city,

Page 45 of 113



name of county}, which includes a waiver of competitive selection in the amount of

$ to contract with {contractor name}, {contractor city, state, county (Ohio
vendors only) of its principal place of business}, for {type of service}. {DAS/GSD/SAO
project number for DAS-administered projects}”

Subsequent Paragraphs

These paragraphs should provide a written explanation providing as much detail as
necessary for a complete understanding of the request. Include any of the following
information, as appropriate to the type of request being prepared.

T—Transfer of Funds

Explain why amounts are being transferred, including a reason why amounts are no
longer needed in the appropriation line item and the project from which appropriations
are being transferred. Provide a brief history of the capital projects involved in the
transfer.

R—Release of Funds

(Purchase of Equipment)

Explain the intended use of the equipment for which funds are being released. Provide
a brief explanation of the scope of this capital project, including prior and future phases
of the project.

Low bidder not selected—If for some reason the lowest bidder is not awarded the
contract involved in the release of funds presented in the request, explain why.

Equipment List: A request for a release of capital appropriations for the purchase of
equipment must include a list of each item being purchased with the actual quoted
price. Estimates are not acceptable. Please itemize the list of equipment on the request
form as follows:

« Vendor(s) Name and Complete Address

¢ [tem Name

* Quantity

« Per Unit Pricing

* Total Cost

* Vendor’s Identification Number

» Method of Selection (within local bid threshold, competitively bid, Inter-
University Council contract/state term contract/state term schedule, or sole
source)

* A release and permit from DAS is not required

(For a complete discussion about the eligibility of using capital appropriations for the
purchase of equipment, see Section I1.)

R—Release of Funds (Construction or Professional Services Contracts) Describe the
services or work to be performed by the contractor(s) included in this request for a
release of capital funds. Describe the selection process used in the selection of the
contractor(s). Provide a brief explanation of the scope of this capital project, including
prior and future phases of the project.
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Low bidder not selected—If for some reason the low bidder is not awarded the contract
for which the release of funds is requested, explain why.

Cl—Change of Intent
Explain the nature of the change and why funds are no longer future phases of the
project.

W—Waiver of Competitive Selection (New Professional Service Contracts) Provide a
detailed written explanation describing as necessary the nature of the request. Describe
the service for which competitive selection is being waived. Provide background
information relative to the history of project for which the waiver of competitive selection
is being sought. Suggestions for these paragraphs based on the type of request include
the following:

Prior phases of the project

If the contract is a portion of a multi-phase proje ct, indicate the phases of the
contract with this vendor, including future phases of the project.

Specify the deliverables or describe the scope of w  ork of the contract.

Low bidder not selected—If for some reason the low bidder is not awarded the
contract involved in this release of funds presente d in the request, explain why.

W—Waiver of Competitive Selection (Contract Amendment)

Provide a detailed written explanation of the nature of the request.

Describe the circumstances requiring an amendment to services for which competitive
selection is being waived. Provide background information relative to the history of the
project for which the waiver of competitive selection is being sought. Suggestions for
these paragraphs based on the type of requests, include the following:

Prior phases of the project

If the contract is a portion of a multi-phase proje ct, indicate the phases of the
contract with this vendor, including future phases of the project.

Specify the deliverables or describe the scope of w  ork to be performed under the
contract.

Low bidder not selected—If for some reason the low bidder is not awarded the
contract for which the release of funds is requeste d, explain why.

W—Waiver of Competitive Selection (Purchase of Equipment)

Provide a detailed written explanation of the nature of the request.

Describe the circumstances requiring a waiver of competitive selection for the purchase
of equipment. Provide background information relative to the history of the project.
Equipment List: A request for a release of capital appropriations for the purchase of
equipment must include a list of each item being purchased with the actual quoted
price. Estimates are not acceptable. Please itemize the list of equipment on the request
form as follows:

Vendor(s) Name and Complete Address
Iltem Name

Quantity

Per Unit Pricing

Total Cost

Vendor's Identification Number
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Project Budget
All requests utilizing capital appropriations must include a project budget.

Provide a project budget outlining the various components involved, including the
estimated project budget, the actual and/or revised budget, the previously approved
releases of funds, and the amount of the current request. This information provides the
history of the project. A suggested format follows:

The “XYZ” Project Budget (GSD Project Number, if Ap  plicable)

ESTIMATED * ACTUAL PREVIOUSLY ** AMOUNT
AMOUNT AMOUNT RELEASED THIS
REQUEST
Construction
(Name of each contractor
with Vendor ID Number) $ $ $ $
Professional Services—
Associate Architect/
Engineer, Construction
Manager, etc.
(Name of each contractor,
type of service to be provided,
and Vendor ID Number) $ $ $ $
Allowances and Change
Order Fees $ $ $ $
Local Administration/ $ $ $ $
SAO Fees
Percent for Art $ $ $ $
Equipment $ $ $ $
Contingency & Pre-Bid
Expenses $ $ $ $
TOTALS $ $ $ $

*Insert a column for a “Revised” project estimate, if applicable.

**Universities: If Local funds are being utilized for this project, insert a column outlining
how local funds are to be used.

***For a discussion of what are considered to be “contingency and pre-bid expenses”
and “allowances and change order fees” see Section Il.

Required Information Questions—Waiver of Competitive Selection
Depending upon the nature of the Capital Request, a waiver of competitive selection
may be required.

For requests that include a waiver of competitive selection, provide responses to the
following required information based on whether the waiver is for architect, engineering,
or other professional services contracts, amendments to professional services
contracts, or purchases of equipment.
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Architect, engineering, or other professional services contracts

NOTE: If this construction-related project is administered by DAS/GSD/SAO and
requires a waiver of competitive selection for the Architect/Engineer or Construction
Manager, contact your project administrator in DAS/GSD/SAO for completion of the
responses to the required information questions. If this construction-related project is
locally administered, and requires a waiver of competitive selection for the
Architect/Engineer or Construction Manager, the agencyl/institution of higher education
is responsible for completion of the responses to the required information questions.

Please type all questions or requests for information and provide a response. The
request package will be returned to the agency if the questions or requests for
information are not provided with the response.

1. Type of service to be provided:

2. Selection Process.
a. How was the Request For Proposal (RFP) publicized or advertised? Explain.
b. Number of proposals distributed.
c. Number of days in which interested parties had to respond to the RFP.
d. Number of proposals received.
e. For each proposal received provide (or attach a list):
¢ Name
» Complete Address of the principal place of business
* Amount of each proposal
f. Identify who rated the responses and was involved in the selection of the
contractor.

3. Identify the selected contractor and explain why this contractor was selected.
4. Contractor’s location of its principal place of business:

5. Contractor’s location from which all or most or contract work will be performed,
different from the location of its principal place of business:

6. Identify all state contracts that the selected contractor has had since the beginning of
the previous fiscal year through this fiscal year to date. Include contracts for this agency
or institution of higher education.

a. Total number of contracts:
b. For each, list the state agency and the contract
amount $

7. Provide the following employee information:

Nationwide Ohio
Total No. of Employees
% Women % %
% Minorities % %

8. What percent of the work will be done by subcontractors?
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If more than 50 percent, provide the same employee information for each subcontractor
as requested in #7 above for the contractor.

9. Fee Analysis: For architect and engineer contracts, other professional design
services contracts, and construction management services, also provide a fee analysis
that includes the following:

a. Total estimated construction cost $
b. Provide the following information regarding the contractor’s fees for the
services to be performed.

Percent Of Total
Fee Analysis Contract Amount Construction
Cost

%

Professional Design Services and/or
Construction Management Services
Change Order Fee Allowance

Soil Test & Surveys

Other (Explain)

%
%
%

AR P L4

Refer to the requirements of Revised Code Sections 153.65-153.70.

Amendments to architect, engineering, or other professional services
contracts

1. Type of service to be provided.
2. ldentify the vendor and location of vendor’s principal place of business.

3. Explain why the contract is being amended.
* Change in scope of work?
« Change in the amount of hours of service required?
e Change in deliverables?
« Change in rate or amount?
* Miscellaneous substantive error.

4. What is the effect of the contract amendment on the project?

5. Using the following example, provide the dates of previous Controlling Board
approvals for this contract. Indicate whether the approvals were for the initial contract or
previous amendments to this contract. In addition, provide the information regarding the

contract amount(s) depending upon the type of contract previously approved by the
Controlling Board.

Example:

Initial Contract—Total amount of the initial contract or number of hours and the rate per
hour.
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Amendment—Total amount of the amended contract (initial + amendment) or total
number of hours (initial + amendment) and the total rate per hour (initial contract +
contract amendment).

Example:
Total Amount or # of
CB Approval Date Type of Contract Hours and Rate/Hour
7/1/93 Initial $100,000.00
9/30/94 Amendment $125,000.00

6. In addition to the revised project budget, provide a revised fee analysis that includes
the following:

Original Revised
Original Percent Of Revised Percent Of
Fee Analysis Contract Total Contract Total
Amount Construction Amount Construction
Cost Cost
Professional Design Services | $ %

and/or Construction
Management Services

Change Order Fee Allowance %

$
Soil Test & Surveys $ %
Other (Explain) $ %

Refer to the requirements of Revised Code Sections 153.65-153.70.

Purchases of equipment
1. Identify the equipment and provide the amount of each item.
Example: Name of the Item: Price Per Unit of Each Item x Number of

Units = Amount.

2. Selection Process:
a. How was the Request for Proposal (RFP)/Request for Quote (RFQ)
publicized or advertised? Explain.
b. Number of proposals/quotes distributed.
c. Number of days in which interested parties had to respond to the RFP/RFQ.
d. Number of proposals received.
e. For each proposal received provide (or attach a list):
Name
Complete address of principal place of business
Amount of proposal
f. Identify who rated the responses and was involved in the selection of the
vendor.
3. Indicate the selected vendor and explain why this vendor was selected.
4. Provide the complete address of the vendor’s principal place of business.
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Attachments

Attachments, in addition to the responses to the Required Information Questions,
provide helpful information for understanding the nature of the request. The following
table outlines the required attachments in italics for requests involving capital
appropriations by project administration designation and project component. A
description of each attachment is provided also.

Project Administration

PROJECT COMPONENT

AGENCY/INSITUTION OF
HIGHER EDUCATION

DAS/GSD/SAO

Professional planning/ design/
engineering or construction
management services

Preapproval for agency
administration

State agency: Attach a copy of
recommendation letter from
from DAS.

Higher education institutions:
Not required.

DAS planning/design/
/engineering or construction
management recommendation
letter

Construction contracts

Preapproval for agency
administration:

State agency: Attach a copy of
the preapproval letter from
DAS.

Higher education institutions:
Not required.

Bid tabulations/price quotations

DAS construction contract
award letter.

Purchase of equipment

Bid tabulations/price quotations

Sole source vendor letter, if
applicable.

DAS equipment purchase
award letter.

Bid tabulations/price quotations
Sole source vendor letter, if
applicable

Preapproval for agency administration: Attach a copy of the notification from
DAS/GSD/SAO authorizing the agency to administer the capital project.

DAS Planning/Design/Engineering or Construction Management Services

Recommendation Letter: Attach a copy of the notification from DAS/GSD/SAO of its
recommendation that states the name of the contractor and the amount to be released
for the planning/design/engineering or construction management services contract.

DAS Construction Contract Award Letter: Attach a copy of the natification from
DAS/GSD/SAO of their recommendation that states the name(s) of the contractor(s)
and the amount to be released for the contract(s). Bid Tabulations/Price Quotations:
Attach a copy of the bid tabulations or applicable price quotation with the lowest and
most responsible bid circled for requests to release funds for construction contracts or
equipment purchases, which have awarded by the competitive selection required for the

particular type of contract.
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DAS Equipment Purchase Award Letter: Attach a copy of the natification from
DAS/GSD/SAO of their recommendation which states the name(s) of the vendor(s), the
itemized list of equipment, and the amount to be released for the vendor(s) for the
purchase of equipment.

Sole Source Vendor Letter: If a waiver of competitive selection is requested and the
agency has proposed to purchase equipment or services from a sole source, provide a
letter from the vendor explaining the justification for the sole source designation. For
institutions of higher education, provide a letter from the institution’s purchasing
department justifying that the proposed purchase is from a sole source supplier.
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Operating Request—Detailed Instructions

The Operating Request is submitted primarily for requesting approval from the
Controlling Board to waive competitive selection for the procurement of non-capital
funded supplies or services that exceed the Controlling Board threshold for a particular
vendor pursuant to Revised Code Section 127.16 (B)(1) . (For a detailed discussion of
the threshold, see Section Il.) “Services” include the furnishing of labor, time or effort by
a person(s) which may be technical, non-technical, consulting, advisory, professional or
non-professional in nature. “Supplies” include all property, including, but not limited to,
equipment, insurance, materials, with the exception of land. In addition, pursuant to
Revised Code Section 127.16 (B)(2) , the Operating Request is submitted for approval
to enter into real estate lease agreements.

The Operating Request may also be submitted for various types of actions requiring
Controlling Board approval as defined throughout the statutes. This request should not
be used for any action involving capital appropriations.

The Operating Request for a waiver of competitive selection for various procurement
activities can be divided into eight categories. Each of these categories has specific and
different required information. Provide the required information based on the type of
request. The eight types are as follows:

. New Contracts

. Contract Amendments

. Contract Renewals

. Purchases of Supplies

Non-Real Estate Leases

. New Real Estate Leases

. Real Estate Lease Addendums

. Real Estate Lease Renewals/Holdovers

ONOUAWNR

Detailed instructions for each type of request are divided into three sections:

Form Contents describe the parts of the form itself and the information required on the
form.

Required Explanation of Request describes the information required for the
explanation of the request to be included on the form and Continuation forms.
Summary Paragraph
Subsequent Paragraph(s)
Responses to Required Information Questions

Attachments describe other material that must be submitted with the form as part of
the request.
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Form Contents—Operating Request

GENERAL INFORMATION
Complete Fields 1-4.

CB Request New Open Delete Check Status &)

Meeting Date: 02/13/2012 OPERATING REQUEST Controlling Board Request No.: OBM0100058

Status: New 1 |

GENERAL INFORMATION Lt Reset
Agency Name Operating Request 3 ' Fiscal Year(s)

Budget and Maragen@ Waiver of Competitive Selection (Revised Code Section 127.16B)

Institution/Division
Administration — e
Bill No.

(2]

Eligible for OBM
Director Approval?

ency released competitive opportunity (Revised Code Section 127.162)

Yes @ No

1. Controlling Board Request No.: A ten-character code that identifies the request. The
first three characters are to be the agency code, and the remaining numbers are
generated sequentially by the e-Controlling Board. (e.g. OBM0100007)

2. Agency Name: Name of the agency completing request.

3. Operating Request: The applicable Controlling Board authorization for this request.
» Waiver of Competitive Selection involving operating appropriations
(Section 127.16B)
» Other Statutory Authority/Bill Section: Cite Revised Code or Temporary Law
Section specifying the requirement for Controlling Board approval.

4. Bill No.: The Bill Number(s) referencing the source of the appropriation applying to
this request.

VENDOR INFORMATION

If a Waiver of Competitive Selection or Agency Released Competitive Opportunity is
requested, fields 5-14.

VENDOR INFORMATION Hide

Vendor ID Address Code Vendor Name Vendor Address of Principal Place of Business

FY Contract Amount Release & Permit # City State County Zip Code

(Ohio On
1) [ oo ]
$0.00 Owner Agency OBM v
L.

5. Vendor Name: The vendor’s name for which the waiver of competitive selection is
being sought.
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6. Vendor Address of Principal Place of Business: The address of the vendor’s principal
place of business.

7. City: The city of the vendor’s principal place of business.
8. State: The state of the vendor’s principal place of business.

9. County (Ohio Only): If the vendor’s principal place of business is located in Ohio, the
county in which it is located.

10. Vendor ID: Enter the vendor’s identification number.

NOTE: If the request for a waiver of competitive se  lection covers more than one
fiscal year in a biennium, the amount of the contra ct must be divided between the
first fiscal year of the biennium and the second ye ar of the biennium.

11. FY: The current fiscal year for which a waiver of competitive selection is being
sought.

12. Contract Amount: The actual dollar amount that requires the waiver of competitive
selection for the current year of the fiscal biennium.

13. FY: The second fiscal year, within the fiscal biennium, for which a waiver of
competitive selection is being sought.

14. Contract Amount: If a waiver of competitive selection is being sought for both fiscal
years in a fiscal biennium, the actual dollar amount that requires the waiver of
competitive selection for the second year of the fiscal biennium.

FUNDING INFORMATION

Fields 15-22 for the Funding Information relative t o this request are for a waiver
of competitive selection.

NOTE: If there is more than one fund code, appropri  ation line item, or
appropriation line item name being utilized for thi s request, the amount of the

contract/purchase from each source must be shown in the appropriate fields.
FUNDING INFORMATION Hide
Edit Fund Fund Appropriation Appropriation TvDe Total Arsonnt

Group Code Line Item Line Item Name

(aane) (15 ) (16 ] [17])

15. Fund Group: Not required for requests.

16. Fund Code: The code designating the fund from which the waiver of competitive
selection is being requested.

17. Appropriation Line Item: The six-digit line item from which the waiver of competitive
selection is being requested.
(Example: 400001)
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18. Appropriation Line Item Name: The exact appropriation line item name from which
the waiver of competitive selection is being requested.

19. Total Amount: The total amount being requested for approval for a waiver of
competitive selection in the current fiscal year.

NOTE: Repeat by selecting “Add New” for a different Fiscal Year.

SIGNATURES

SIGNATURES

i
o
U
C
{
D
m
(o]
{

23. Agency Director or Authorized Agent: A signature of the agency director or his or
her designee is required by the agency prior to submitting the request.

24. On The Date Of: The date that the agency director or authorized agent signs the
request.

AGENCY CONTACT

AGENCY CONTACT |25 | Hide
First Name S— MI Last Name Title

Phone Fax E-Mail

[ Update Agency Contact ]

25. Agency Contact: The information requested in these fields for the primary
agency/institution contact regarding questions about the request.
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REQUIRED EXPLANATION OF REQUEST

REQUIRED EXPLANATION OF REQUEST W Hide

Summary Paragraph:

The text included in the following summary paragraph text box will be the request description included in the
agenda. If this requ for a waiver of competitive selection, please compl he required information questions and then
return to this page to ematically create the summar ragraph. You may edit the system- ed summary paragraph.

ystematically create the summary paragraph or to replace the text with the system-created summary paragraph, click the
wing button:

[ Create Summary }

The Budget and Management respectfully requests Controlling Board approval to {complete the summary paragraph for this 4
request}.

Note: Only the first 2000 characters will be saved.

Subsequent Paragraphs:
Provide a detailed explanation of the nature of the request and any additional background information relative to this request.
Click here for instructions on information required for each type of request.

Related CBR No.:

3
N
[V}
@

Q

[ Check Spelling

i
)

[ Save and Continue

26. See Required Information sections below.

For each type of request for a waiver of competitive selection, an example of a
Summary Paragraph and suggestions for Subsequent Paragraphs are provided to
assist you in preparing your explanation. In addition, certain Responses to Required
Information Questions are to be included as part of the explanation of the request.

New Contracts

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format:

“The {agency or institution name} respectfully requests Controlling Board approval to
waive competitive selection in the amount of $ {per Fiscal Year} to
contract with {vendor name}, {vendor city, state, county (Ohio vendors only) of its
principal place of business} to provide {service/ deliverables} for the {describe the
program/project}.”
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Subsequent Paragraphs

Provide a written explanation describing, in detail, the nature of the request. Provide
background information relative to the project or program for which the waiver of
competitive selection is being sought. Suggestions for these paragraphs, based on the
type of request, should include the following:

Obijectives of the project or program requiring a co ntract

Prior phases of the project or program requiring a contract

If the contract is a portion of a multi-phase proje ct or program, indicate the

phases of the contract, including future phases of the project or program.

Required Information Questions
1. Selection Process: Was this contract subject to selection by a Request for Proposal
(RFP) process? Provide the responses to the requested information for either A or B.
A. If no, explain why this contract was not subject to an RFP process.
B. If yes, type and answer the following requests for information.

1) If a Request for Proposal (RFP) for this service was issued, how was the RFP
publicized or advertised? Explain.

2) Number of proposals distributed.
3) Number of days in which interested parties had to respond to the RFP.
4) Number of proposals received.
5) For each proposal received provide (or attach a list):
Name
Complete address of the principal place of business
Amount of proposal
6) Explain why this contractor was selected.

7) Indicate who rated the responses and was involved in the selection of the contractor.

2. ldentify the selected contractor and provide the contractor’s address (city, state, and
county, Ohio vendors only) of its principal place of business.

3. Contractor’s location from which all or most or contract work will be performed, if
different from the location of principal place of business.

(For institutional agencies, cite the location of the institution, including the city and
county, where services are to be performed.)

4. Institutional agencies only: Is the contractor currently performing services at the
institution listed above? If yes, provide the date that the contractor first began
performing services at this state institution.

5. Specify the deliverables of this contract or describe the scope of service(s) to be
performed by this contractor.

6. Cite the account category being used for this purchase of service(s).
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7. Duration of this contract (beginning and ending dates) within the fiscal biennium.

8. Is the contractor already performing work under this contract?
If yes, answer a, b, and c.
a. On what date did the contractor begin work?
b. Are you requesting retroactive approval of the contract?
c. If yes, give the requested retroactive effective date.

9. Identify all state contracts that the selected contractor has had approved by the
Controlling Board since the beginning of the last fiscal year through this fiscal year to
date. Also, include contracts approved for this agency or institutions of higher
education.

a. Total number of contracts:
b. For each contract list the state agency
and the contract amount $

10. Is this contractor in compliance with Buy America and Buy Ohio?
Explain.

11. Provide the following Employee Information:
Nationwide Ohio
Total Number of Employees
Percentage of Women
Percentage of Minorities

12. What percent of the work will be done by subcontractors?
If more than 50 percent, provide the same information for each subcontractor as
requested in number 11 above for the contractor.

13. Provide all subsequent renewal schedules (beginning and ending dates) and
amounts associated with this contract. A contract renewal is the exercise of an option to
enter into a subsequent contract with a vendor in accordance with renewal provisions
specified in a preceding contract.

NOTE: All Amounts must be shown in amounts per fiscal year.

Contract Amendments

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format:

“The {agency or institution name} respectfully requests Controlling Board approval to
waive competitive selection in the amount of $ {per Fiscal Year} to
amend/modify the contract with {vendor name}, {vendor city, state, county of its
principal place of business} to provide {service/deliverables} for the {describe
program/project}.”
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Subsequent Paragraphs

Provide a detailed written explanation of the nature of the request. Provide background
information relative to the project or program for which the waiver of competitive
selection to amend a contract is being sought. Suggestions for these paragraphs
include:

Obijectives of the project or program requiring a co ntract amendment

Prior phases of the project or program

If the contract is a portion of a multi-phase proje ct or program, indicate the

phases of this contract, including future phases of the project or program.

Required Information Questions
Please type all questions or requests for information and provide a response.
Examples do not need to be re-typed.

1. Identify the contractor and provide the contractor’'s address of its principal place of
business.

2. Explain why this contract is being amended and the effect of the amendment on the
project or program. For example, any of the following, or combination of the following,
would require a contract amendment.

Change in vendor?

Change in scope of work?

Change in the amount of hours of personal servicer  equired?
Change in deliverables?

Change in rate or amount?

Miscellaneous substantive error in the original con tract.

3. Specify the deliverables of this contract or describe the scope of service(s) to be
performed by this contractor.

4. Cite the account category being used for this purchase of service(s).

5. Using the following example, provide the dates of previous Controlling Board
approvals for this contract. Indicate whether the approvals were for the initial contract,
amendments to this contract, or previous renewals for this contract. In addition to the
date(s) of Controlling Board approval, provide the following information depending upon
the type of contract previously approved by the Controlling Board.

Initial Contract—Total amount of the initial contract or number of hours and the
rate/hour. NOTE: All amounts must be shown in amounts per fiscal year.

Amendment—Total amount of the amended contract (initial + amendment) or total
number of hours (initial + amendment) and the total rate/hour (initial contract + contract
amendment + contract renewals within the biennium) NOTE: All Amounts must be
shown in amounts per fiscal year.

Renewal—Total amount of the renewed contract or the total number of hours and the
total rate/hour. NOTE: All amounts must be shown in amounts per fiscal year.
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Example:

Amount per FY or #
CB Approval Date Type of Contract of Hours & Rate per FY
Hour per

" $100,000.00 FY94

7/1/93 Initial $ 75.000.00 EYO5
9/30/94 Amendment $125,000.00 FY95
$125,000.00 FY96

711795 Renewal $ 25,000.00 FY97

6. If this contract amendment affects the total amount of the contract or the total number
of hours and total rate per hour, provide the new rate information.

NOTE: All amounts must be shown in amounts per fiscal year.

7. Duration of this contract (beginning and ending dates) within the fiscal biennium,
including amendment.

8. Provide all subsequent renewal schedules (beginning and ending dates) and
amounts associated with this contract.

NOTE: All amounts must be shown in amounts per fiscal year.
Contract Renewals

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format:

“The {agency or institution name} respectfully requests Controlling Board approval to
waive competitive selection in the amount of $ {per fiscal year} to
renew the contract with {vendor name}, {vendor city, state, county of its principal place
of business} to provide {service/deliverables} for the {describe program/project}.”

Subsequent Paragraphs

Provide a detailed written explanation of the nature of the request. Provide background
information relative to the project or program for which the waiver of competitive
selection for the renewal of this contract is being sought. Suggestions for these
paragraphs include the following:

Obijectives of the project or program requiring the renewal of a contract

Prior phases of the project or program

If the contract is a portion of a multi-phase proje ct or program, indicate the

phases of the contract, including future phases of the project or program.

Required Information Questions
1. Identify the contractor and contractor’'s address of its principal place of business.
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2. Provide a brief history of the project or program being affected by the work of this
contractor.

3. Specify the deliverables of this contract or describe the scope of the services to be
performed by renewing this contract.

4. Cite the account category being used for this purchase of service(s).

5. Using the following example, provide dates of previous Controlling Board approvals
for this contract. Indicate whether the approvals were for the initial contract,
amendments to this contract, or previous renewals for this contract.

Initial Contract—Total amount of the initial contract or total number of hours and the
total rate per hour. NOTE: All amounts must be shown in amounts per fiscal year.

Amendment—Total amount of the amended contract (initial + addendum) or total
number of hours (initial + addendum) and the total rate per hour (initial contract +
contract addenda + contract renewals within the biennium) NOTE: All amounts must be
shown in amounts per fiscal year.

Renewal—Total amount of the renewed contract or the total number of hours and the
total rate per hour. NOTE: All Amounts must be shown in amounts per fiscal year.

Example:
Amount per FY or #
oz Ag);tréoval (-:rgrﬁ’t? a(::ft of Hours & Rate per FY
Hour per FY
7/1/93 Initial $100000.00 FY94
$ 75000.00 FY95
9/30/94 Amendment $125000.00 FY95
7/1/95 Renewal $125000.00 FY96
$ 25000.00 FY97

6. Provide the total amount of the contract renewal or total number of hours and total
rate per hour.

7. Is this contract rate an increase in the total amount of the contract or the rate per
hour over the previous contract rate? If yes, explain why.

8. Duration (beginning and ending dates) of this contract renewal within the fiscal
biennium.

9. Provide all subsequent renewal schedules (beginning and ending dates) and

amounts associated with this contract.
NOTE: All amounts must be shown in amounts per fiscal year.
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Purchases of Supplies or Equipment

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format:

“The {agency or institution name} respectfully requests Controlling Board approval to
waive competitive selection in the amount of $ {per fiscal year} to
purchase {supply/equipment} from {vendor name}, {vendor city, state, county (Ohio
vendors only) of its principal place of business} for the {describe the program/project.}"

Subsequent Paragraphs

Provide a detailed written explanation of the nature of the request. Provide background
information relative to the project or program for which the waiver of competitive
selection for the purchase of supplies/equipment is being sought. These paragraphs
should include an explanation of the objectives of the project or program requiring the
supplies or equipment.

Required Information Questions
Please type the question or request for information and provide a response.
Examples do not need to be re-typed.

1. Identify the supply or supplies/equipment and provide the amount of each item.
Example
Name of the Item: Price Per Unit x Number of Units = Amount of Each Iltem

NOTE: If purchasing the supply or supplies/equipment from more than one vendor,
identify each vendor, and provide the above information.

2. Cite the account category being used for this purchase.
3. Selection Process: Was this purchase subject to selection by a Request for Proposal
(RFP) process? Provide the responses to the requested information for either A or B.
A. If no, explain why this purchase was not subject to an RFP process.
B. If yes, type and answer the following requests for information.

1) If a Request for Proposal (RFP) for this purchase was issued, how was the RFP
publicized or advertised? Explain.

2) Number of proposals distributed.
3) Number of days in which interested parties had to respond to the RFP.
4) Number of proposals received.
5) For each proposal received, provide (or attach a list):
Name

Complete address of the principal place of business
Amount of proposal
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6) Explain why this vendor was selected.
7) Indicate who rated the responses and was involved in the selection of the vendor.

4. |s this vendor in compliance with Buy America and Buy Ohio?
Explain.

Non Real-Estate Leases

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following

format:
“The {agency or institution name} respectfully requests Controlling Board
approval to waive competitive selection in the amount of $ to
lease {description of leased item} with {vendor name}, {vendor city, state, county
of their principal place of business} for the {describe project/program}.”

Subsequent Paragraphs

Provide a detailed written explanation of the nature of the request, including
background information relative to the project or program for which the waiver of
competitive selection for the leased item is being sought. These paragraphs should
include an explanation of the cost benefit to the agency that will be leasing the item(s)
as compared to purchasing the item(s).

Required Information Questions
Please type each question or request for information and provide a response.

1. Describe item(s) being leased.
2. Cite the account category for this lease of equipment.

3. Selection Process: Was this purchase subject to selection by a Request for Proposal
(RFP) process? Provide the responses to the requested information for either A or B.

A. If no, explain why this purchase was not subject to an RFP process.
B. If yes, type and answer the following requests for information.

1) If a Request for Proposal (RFP) for this purchase was issued, how
was the RFP publicized or advertised? Explain.

2) Number of proposals distributed.

3) Number of days in which interested parties had to respond to the
RFP.

4) Number of proposals received.
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5) For each proposal received provide (or attach a list):
Name
Complete address of the principal place of business
Amount of proposal

6) Explain why this vendor was selected.

7) Indicate who rated the responses and was involved in the selection of
the vendor.

4. |dentify all state contracts/agreements that the selected vendor has had approved by
the Controlling Board for this vendor since the beginning of the last fiscal year through
this fiscal year to date. Also include contracts/agreements approved for this agency.

a. Total number of contract/agreements:
b. For each, contract/agreement list the state agency and the
contract/agreement amount $

5. Is this vendor in compliance with Buy America and Buy Ohio? Explain

6. Provide the following Employee Information:

Nationwide Ohio
Total No. of Employees
% Women % %
% Minorities % %

7. Cost to lease the item over the term of the lease:
Net unit cost: $
Number of items
Total item cost (net unit cost x number of items): $
Any trade-in allowance: $
Adjusted total item cost (c - d): $
Stated or implied interest rate:

. Periodic payment amount (principal + interest): $
Number of payments:
Amount of total payments (g x h): $
Installation or other costs payable to the lessor $
Total lease cost (i +j): $
Sum of one-time costs related to putting the leased item into service and
payable to parties other than the lessor:

s. Totalcost(k+1)$

TQeTvoS 3T ARTToQ@

8. Duration of lease agreement (beginning and ending dates) within the fiscal biennium.

9. Is the agency already leasing the item covered by the lease agreement?
If yes, answer a, b, and c.

a. On what date did the agency begin to lease the item?

b. Are you requesting retroactive approval of the lease?

c. If yes, give the requested retroactive effective date.
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10. If applicable, provide all subsequent renewal schedules (beginning and ending
dates) and amounts associated with this lease agreement.

NOTE: All amounts must be shown in amounts per fiscal year.

11. If applicable, provide the renewal cost associated with this lease agreement:
(Renewal Cost = Renewal Rate x Number of Payments).

a. If renewal option, state renewal rate: $

b. Total renewal cost: $

12. If purchase option, state purchase price: $

13. Disclosures: If applicable, complete:
a. Penalty for failure to renew: $
b. Contingent penalties or obligations, escalator clauses providing for rate or
cost increases, etc.: $

New Real Estate Leases

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format:

“The {agency or institution name} respectfully requests Controlling Board approval to
waive competitive selection in the amount of $ {per fiscal year} to
lease commercial {type of real estate} space from {lessor name}, {lessor city, state,
county (Ohio vendors only) of its principal place of business} for the {agency, institution
and/or division}.”

Subsequent Paragraphs

Provide a detailed written explanation of the nature of the request. Provide background
information relative to the project or program for which the waiver of competitive
selection to affect a new real estate lease is being sought.

Required Information Questions
Please type the question or request for information and provide a response.

1. Tenant agency and division:

2. ldentify the type of real estate. (Office, Warehouse, Storage, Laboratory, Parking, or
Other)

3. Location of property (street address, city, county, state, zip code).

4. |dentify the owner/lessor of the property and provide the complete address of its
principal place of business.

5. Explain why the agency is relocating. Or, if the agency is not relocating, explain why
a new lease has been negotiated.
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6 Identify the number of other sites considered for this agency’s real estate lease.
Include the completed address of each of the sites.

7. Is the agency already occupying the space that is covered by the lease agreement?
If yes, answer a, b, and c.

a. On what date did the agency begin occupancy?

b. Are you requesting retroactive approval of the lease agreement?

c. If yes, give the requested retroactive effective date.

8. Duration of the lease (beginning and ending dates of this lease agreement) within the
fiscal biennium.

9. Identify all state lease agreements or contracts in which the selected lessor has been
approved by the Controlling Board anytime since the beginning of the last fiscal year
through this fiscal year to date. Also include all lease agreements or contracts approved
for this agency.
d. Total number of lease agreements or contracts:
e. For each list the state agency and the lease/contract amount
$ per fiscal year.

10. Lease Cost: Identify the cost to lease the property over the term of the lease:

f. Rate per square foot: $

g. Number of square feet: $

h. Tenant improvements (lump sum or total cost per square foot): $

i. Contingency Amount $

j. Other amounts payable to lessor (either lump-sum or over the course of the
lease), such as parking, utilities, maintenance and repairs, janitorial, trash
removal, security, insurance, taxes, etc.

k. (Total of other amounts): $

11. Total lease cost (sum of [a x b] + [c+d+€]) payable to lessor over the lease term:
$

12. Sum of one-time costs related to putting the property into service and payable to
parties other than the lessor (amounts payable to lessor should be included in [e]
above): total of costs for moving, new furniture and equipment, telephone and computer
installation, etc. $

13. Total Cost (sum of 11+ 12) above: $
14. If a renewal option is applicable, provide all renewal schedules for this lease

agreement (starting and ending dates), the number of square feet, the rate per square
foot and total amount of the lease per fiscal year.

Example:
: Rate Per Square Number of Square Total Lease
R P Foot per FY Feet Cost per F Y =V
7/1/95-6/30/96 $15.00 4,000 $60,000.00 FY96
7/1/96-6/30/97 $15.00 4,000 $60,000.00 FY97
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15. If purchase option, state purchase price: $

16. Disclosures: Complete, if applicable.
a. Penalty for failure to renew: $
b. Contingent penalties or obligations, escalator clauses providing for rate or
cost increases, etc.: $
c. Explain nature of the costs identified in b.

Real Estate Lease Addenda

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format: “The {agency or institution name} respectfully requests Controlling Board
approval to waive competitive selection in the amount of $ {per fiscal
year} to effect an addendum to a commercial real estate lease for {type of real estate}
space with {lessor name}, {lessor city, state, county (Ohio only) of its principal place of
business} for the {agency, division}.”

Subsequent Paragraphs

Provide a detailed written explanation of the nature of the request. Provide background
information relative to the project or program for which the waiver of competitive
selection for a real estate lease addendum is being sought.

Required Information Questions
1. Tenant Agency and Division:

2. ldentify the type of real estate. (Office, Warehouse, Storage, Laboratory, Parking,
Other)

3. Identify the location of property (street address, city, county (Ohio only), state and zip
code).

4. |dentify the owner/lessor and provide the complete address of its principal place of
business.

5. Why the lease is being addended? Any of the following, or combination of the
foIIowmg would require a lease addendum. Explain.

Increase in square footage?

New or additional tenant improvements?

Change in rate or amount?

Substantive change in terms of the lease (i.e., additional services to be

provided by lessor)?

Miscellaneous substantive error in current lease agreement?

6. What is the effect of the proposed lease addendum on the agency?
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7. Using the following example, provide the dates of previous Controlling Board
approvals for this lease within the current biennium. Indicate whether the approvals
were for the original lease, addenda to this lease, or previous renewals for this lease.

CB Type of Total #
Approval I}lgase of Sq Amg un't:tp et Amount per FY FY

Date Agreement Ft. q- "
7/1/93 Original 10,000 $10.00 $100,000.00 FY94
$10.00 $100,000.00 FY95
9/30/94 Addendum | 11,000 $10.00 $110,000.00 FY95
$121,000.00 FY96
7/1/95 Addendum | 11,000 $11.00 $121.000.00 EY97

8. Provide the following information regarding this lease agreement:

Current Lease Addended Lease
Rate per square foot 2 :3 2 :3
Number of square feet
Tenant Improvements—Lump | $ FY | $ FY
Sum or Per Sqg. Ft.? Specify. | $ FY | $ FY
Other Amounts. Specify. i Ez i Ez
Total Lease Cost (Sum) 2 :x 2 :x

9. Duration of lease (beginning and ending dates) within the fiscal biennium, including
addendum.

10. Provide all renewal schedules, starting and ending dates, and the total lease cost
per each fiscal year.

Example:
Rate Per
. Number of Total Lease Cost
Renewal Period Sqtrj)zrreFli(oot Square Feet per FY FY
7/1/97-6/30/98 $12.00 11,000 $132,000.00 FY98
7/1/98-6/30/99 $12.00 11,000 $132,000.00 FY99
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Real Estate Lease Renewal or Real Estate Lease Holdover

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format: “The {agency or institution name} respectfully requests Controlling Board
approval to waive competitive selection in the amount of $ {per fiscal
year} to renew/holdover a commercial real estate lease for {type of real estate} space
with {lessor name}, {lessor city, state, county (Ohio only) of its principal place of
business} for the {agency, division}.”

Subsequent Paragraphs

Provide a detailed written explanation of the nature of the request. Provide background
information relative to the project or program for which the waiver of competitive
selection for the renewal/holdover of the commercial real estate lease is being sought.

Required Information Questions

Please type the question or request for information and provide a response.
Examples do not need to be re-typed.

1. Tenant agency and division.

2. ldentify the type of real estate. (Office, Warehouse, Storage, Laboratory, Parking,
Other)

3. ldentify the type of lease agreement—Real Estate Lease Renewal or Real Estate
Lease Holdover.

4. |dentify the owner/lessor and provide the complete address of their principal place of
business.

5. Identify location of property (street address, city, county, state, and zip code).

6. Using the following example, provide dates of previous Controlling Board approvals
for this lease agreement within the current biennium. Indicate whether the approvals
were for the original lease agreement, addenda to this lease agreement, previous
renewals or previous holdovers for this lease agreement.

CB Approval TLy 75 O ey Amount per Amount per
Date SLEES | @R Sq. Ft. FY FY
Agreement Ft.

7/1/93. Original 10,000 $10.00 $100,000.00 FY94
7/1/93. Original 10,000 $10.00 $100,000.00 FY95
9/30/94 Addendum 11,000 $10.00 $110,000.00 FY95
7/1/95 Renewal 11,000 $11.00 $121,000.00 FY 96
7/1/95 Renewal 11,000 $11.00 $121,000.00 FY97
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7. Provide the following information regarding this lease agreement.

Lease Renewal or
Current Lease
Holdover

Rate per square foot g Ei g E$
Number of square feet

Tenant Improvements—Lump | $ FY | $ FY
Sum or Per Sq. Ft.? Specify $ FY | $ FY
Other Amounts. Specify. g E¥ g E$
Total Lease Cost (Sum) i :x i E$

8. Duration of lease (beginning and ending dates) including expiration date of renewal
(holdover).

9. Provide all renewal schedules, starting and ending dates, and the total lease cost per
each fiscal year.

Example:
Rate Per Number
Renewal Period Square Foot of Square et Leese Cas FY
per FY
per FY Feet
7/1/97-6/30/98 $12.00 11,000 $132,000.00 FY98
7/1/98-6/30/99 $12.00 11,000 $132,000.00 FY99

10. For holdover agreements only , provide the anticipated date of approved new
lease agreement.

Attachments—Operating Request

In addition to the Operating Request form, all Continuation forms, and Vendor
Continuation forms, where applicable, the following Attachments for each type of
request for a waiver of competitive selection are to be provided. Review Section IV for
instructions on assembling a complete Controlling Board request package.

New Contract —Assemble in this order following the responses to the Required
Information Questions.

« Copy of approved Release and Permit from DAS—State  Purchasing or OIT.
If purchasing from a blanket Release & Permitissue  d by DAS, provide a
copy of the Release and Permit that exempts this pu  rchase.

« Sole source justification letter, if applicable

* Request for Proposal (RFP)—A copy of the actual RFP  as it was
distributed to prospective bidders.

* Response to RFP from selected vendor.

» Contract, specifying the amount and the duration of the contract, signed
by the vendor only.

Page 72 of 113




Contract Amendment —Assemble in this order following the responses to the
Required Information Questions.

« Copy of the contract amendment, specifying the amou nt and the duration
of the contract, signed by the vendor only.

« When applicable, a copy of approved Release and Per  mit from DAS State
Purchasing or OIT. If purchasing from a blanket Rel  ease and Permit issued
by DAS, provide a copy of the Release and Permitth  at exempts this
purchase.

Contract Renewal —Assemble in this order following the responses to the Required
Information Questions.
« Copy of approved Release and Permit from DAS-State  Purchasing or OIT.
If purchasing from a blanket Release and Permitiss  ued by DAS, provide a
copy of the Release and Permit that exempts this pu  rchase.
* Recent sole source justification letter, if applica ble
A copy of the contract renewal or a copy of alette  r from the agency to the vendor
informing the vendor that the agency is exercising its option to renew the
contract pursuant to the terms of the original cont ract. This contract or letter
must specify the duration of the renewal and the am  ount of the contract per fiscal
year.

Purchase of Supplies or Equipment —Assemble in this order following the responses
to the Required Information Questions.
« Copy of approved Release and Permit from DAS—State  Purchasing or OIT.
If purchasing from a blanket Release and Permit, pr  ovide a copy of the
Release and Permit that exempts this purchase.
« Sole source justification letter, if applicable.
* Request for Proposal (RFP)/Request for Quote (RFQ)
* Response to RFQ from selected vendor on vendor's st ationery

Non Real-Estate Leases —Assemble in this order following the responses to the
Required Information Questions.
« Copy of approved Release and Permit from DAS—State  Purchasing or OIT.
If purchasing from a blanket Release and Permit, pr  ovide a copy of the
Release and Permit that exempts this purchase.
» Sole source justification letter, if applicable.
* Request for Proposal (RFP)/Request for Quote (RFQ)
* Response to RFP/RFQ from selected vendor on vendor’ s stationery. The
duration of the lease and the amount per fiscal yea  r must be specified in
the response from the selected vendor.

New Real-Estate Lease —Assembile in this order following the responses to the
Required Information Questions.
* New real estate lease signed by the lessor (only).

Real-Estate Lease Addendum —Assemble in this order following the responses to the

Required Information Questions.
* Real estate lease amendment signed by the lessor (0 nly).
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Real-Estate Lease Renewal or Real-Estate Lease Hold over—Assemble in this order
following the responses to the Required Information Questions.
* Copy of DAS letter to the lessors notifying them of the agency’s intent to
renew (holdover), with renewal (holdover) terms, pe  nding approval by
Controlling Board.

Transfer of Operating Request—Detailed Instructions
The Transfer of Operating Request form may be submitted to seek Controlling Board
approval for the various actions to adjust an agency’s operating budget as listed below:
» Transfer of operating appropriation.
» Transfer of cash.
« Transfer of operating appropriation and cash.

« Transfer from the Emergency Purposes appropriation line item (Revised
Code Section 127.14), including earmarked portions of the line item, or
other specific Controlling Board appropriation line items as provided in

the temporary law of the appropriations act.

NOTE: Review the scenarios in Section I, “Do | Need to Come to the Controlling
Board?” before preparing a Transfer of Operating Request. The detailed instructions
are divided into two sections:

Form Contents — Transfer of Operating Appropriations Request
Describe the parts of the form itself and the information required on the form. A blank
form with numbered fields accompanies the instructions.

Required Explanation of Request
Describes the information required for the explanation of the request to be included on
the form and Continuation Forms.

e Summary Paragraph
e Subsequent Paragraph(s)
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Form Instructions—Transfer of Operating Appropriati ons
Request

GENERAL INFORMATION

CB Request New Open Delete Check Status 2
Meeting Date: 02/13/2012 OPERATING REQUEST Controlling Board Request No.: OBM0100058
Status: New 1 I
GENERAL INFORMATION Reset
Agency Name E}Operating Request Fiscal Year(s)
aiver of Competitive Selection (Revised Code Se 27.168B

Budget and Management

Institution/Division
Administration . R

Bill No.

X

Eligible for OBM
Director Approval?

E] Yes @ No

1. Controlling Board Request No.: A ten-character code that identifies the request. The
first three characters are to be the agency’s code and the remaining numbers are
generated by the e-Controlling Board.

2. Agency Name: Name of the agency completing request.

3. Operating Transfer Request: The transfer action being requested.

e Appropriation
* Cash
» Other Statutory Authority/Bill Section (Specify)

4. Eligible for OBM Director Approval?: Yes or No to identify whether this request is
eligible for approval by the Director of OBM as specified in the Guidelines for Transfer
of Operating Appropriation.

(Refer to Section Il for a discussion of eligibility for approval by the Director of OBM.)

5. Bill No.: The Bill Number(s) referencing the source of the appropriation applying to
this request.
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TRANSFER INFORMATION

TRANSFER INFORMATION Hide

Fund Fund Appropriation Appropriation Transfer Previously

Edit Fron\lﬁency EY Group | Code Line Item Line Item Name Amount RAerl::::f

N X BEU01 E 1:3‘-’55 TEST @ $100.00 $500.00
/\c X‘E 0SU01 IEJ Ef—'Z':: TEST2 $100.00 $500.00

6. From To Agency: This field is associated with the appropriation line item and/or fund
from which the transfer is being requested.

7. EY: The fiscal year for the appropriation line item and/or fund for which the transfer
“From” applies.

8. Fund Group: Not required for requests after July 1, 2007.

9. Fund Code: The code designating the fund from which the transfer is being
requested.

10. Appropriation Line Item: The six-digit line item from which the transfer of
appropriation is being requested. Assigned by State Accounting (Example: 772723).

11. Appropriation Line Item Name: The exact appropriation line item or fund name from
which the transfer of appropriation and/or cash is being requested.

12. Transfer Amount: The appropriation and/or cash amount requested to be
transferred.

13. From To Agency: This field is associated with the appropriation line item or fund to
which the transfer is being requested.

14. EY: The fiscal year for the appropriation line item or fund for which the transfer “To”
applies.

15. Fund Group: Not required for requests after July 1, 2007.
16. Fund Code: The code designating the fund to which the transfer is being requested.

17. Appropriation Line Item: The six-digit line item to which the transfer of appropriation
is being requested. Assigned by State Accounting. (Example: 772721)

18. Appropriation Line Item Name: The exact appropriation line item or fund name to
which the transfer is being requested.

19. Transfer Amount: The appropriation and/or cash amount requested to be
transferred.
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SIGNATURES

SIGNATURES

1]

Agency Director or Authorized Agent On The Date Of

20. Agency Director or Authorized Agent: A signature of the agency director or his or
her designee is required by the agency prior to submitting the request.

21. On The Date Of: The date that the agency director or authorized agent signs the
request.

AGENCY CONTACT

[AGENCY CONTACT [22 | Hide
First Name — MI Last Name Title

Phone Fax E-Mail

[ Update Agency Contact ]

22. Agencyl/Institution Contact: The information requested in these fields for the primary
agencyl/institution contact regarding questions about the request.

REQUIRED EXPLANATION OF REQUEST

REQUIRED EXPLANATION OF REQUEST W Hide
Summary Paragraph: |_'

agenda

return to

est and any additional background information relative to this request

ch type of request

Check Spelling

(__Save and Continue ]

23. Required Explanation of Request: A detailed written explanation describing why the
request for transfer is being submitted. The first paragraph should include the names
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and the amount of appropriations and/or cash involved with the request. Generally, this
paragraph reflects the summary that appears on the Controlling Board meeting agenda.

Use the Continuation form if additional space is necessary.

For each type of request for a transfer of appropriation and/or cash, an example of a
Summary Paragraph and suggestions for Subsequent Paragraphs are provided to
assist you in preparing your explanation. In addition, certain Responses to Required
Information Questions are to be included as part of the explanation of the request.

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format: “The {agency} respectfully requests Controlling Board approval to transfer
${specify amount} of {cash, appropriation, or cash and appropriation} from
{appropriation line item/fund name} to {appropriation line item/fund name} for the
{specify project or program}.

NOTE: For a transfer of general Emergency Purposes appropriation, the OBM analyst
will assist in providing information that should be included in the explanation of request.

Subsequent Paragraphs

Provide a written explanation describing, using as much detail as necessary, the nature
of the request for the transfer of appropriation and/or cash. Provide background
information relative to the project or program for which the transfer is being sought.

NOTE: For a transfer of earmarked Emergency Purposes appropriation, or other
specific Controlling Board appropriations, the agency should explain how it has met the
terms and conditions specified in the temporary law of the appropriations act for
requesting the transfer.

Required Information Questions

1. How will the additional appropriation and/or cash be used? Provide the following
information below relative to this transfer:

Current Requested TOtf"‘I :

Account Account Category o : Appropriation

Category Description Approprla_ltlon Increa_se_ln Authority
Authority Appropriation

500 Personal Services

510 Purchased Personal

Services

520 Maintenance

530 Equipment

550 Subsidy

570 Capital

590 Transfer
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2. Provide a short description of each item affected by this transfer in the table above.
For example, if transferring appropriation to a subsidy line item, provide details on the
added recipients or the new allocation formula for distribution of moneys. For account
category 500, responses to specific questions in number 5 below are required.

3. Will this transfer be used to maintain current service levels, expand an existing
program or activity, or begin a new program? Explain.

4. Based upon the response to number 3, explain how these services or programs
would have been funded if this additional of funding were not available.

5. Account category 500—Personal Services:

I.  Explain why changes are being requested in the personal services account
category 500.

m. How many existing staff are being affected by this transfer and from what
appropriation line item are they currently being paid?

n. How would these existing staff have been affected if these additional funds were
not available?

0. Will new staff be hired as a result of the additional funds? If so, how many?

p. How will these additional staff members and their associated operating
expenses be paid for in subsequent fiscal years?

6. List any other transfers involving these appropriation line items and/or cash approved
by the Controlling Board in the current biennium, including the date and requested
amount of the adjustment(s).

Fund/Appropriation Request—Detailed Instructions

The Fund/Appropriation Request may be submitted for requesting the following
adjustments to an agency’s operating budget during a fiscal biennium, pursuant to
Revised Code Section 131.35.

* Increase in Appropriation Authority

* Creation of a New Fund

« Establish Appropriation Authority

The detailed instructions for preparing requests of this nature are divided into three
sections:

Form Contents
Describe the parts of the form and the information required on the form.

Required Explanation of Request describes the information required for the
explanation of the request to be included on the form and Continuation Forms.

Summary Paragraph

Subsequent Paragraph(s)
Responses to Required Information Questions
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Attachments list additional information that should be submitted with the Request,
when applicable.

Form Instructions—Fund/Appropriation Request

GENERAL INFORMATION & FUNDING INFORMATION

CB Request New Open Delete Check Status E
Meeting Date: 02/13/2012 FUND APPROPRIATION REQUEST Controlling Board Request No.: OBM0100054
Status: New 1
GENERAL INFORMATION
Agency Name | 2 . Authorization Requested Pursuant to Revised Code Section 131.35 Fiscal Year(s)
Budget and Managemen o

Increase Appropriation Authority

Institution/Division

Administratior [C] create a New Fund @ Bill No.
Ad stratior
Establish Appropriation Authority 4 |

FUNDING INFORMATION Hide
. S e Current Amount of Total
Edit Fund | Fund | Appropriation Fund/Appropriation S s
Delete  Group Code Line Item Line Item Name A SPEORTInLiCH Increase or New Appropriation

Amount Fund Amount

e ()5 (2] R

1. Controlling Board Request No.: A ten-character code that identifies the request. The
first three characters are to be the agency’s code and the remaining numbers are
automatically generated by the e-Controlling Board.

2. Agency Name: The name of the agency completing the request.

3. Authorization Requested Pursuant to Revised Code Section 131.35: The
Fund/Appropriation action being requested. (Check all that apply.)

» Increase Appropriation Authority
» Create a New Fund
» Establish Appropriation Authority

4. Bill No.: The bill number(s) referencing the source of the appropriation.
5. Fund Group: Not required for requests.

6. Fund Code: The code designating the fund for which the adjustment is being
requested.

7. Appropriation Line Iltem: The line item for which the adjustment is being requested.
Assigned by State Accounting. (Example: 772723)

8. Appropriation Line Iltem Name: The exact appropriation line item or fund name for
which the adjustment is being requested.

9. FY: The current fiscal year associated with the requested authorization.
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10. Current Appropriation Amount: The current appropriation amount for the current
year of the fiscal biennium.

11. Amount of Increase or New Fund: The amount of appropriation authority requested
for an increase or creation for the current year of the fiscal biennium.

SIGNATURES

SIGNATURES

12. Agency Director or Authorized Agent: A signature of the agency director or his or
her designee is required by the agency prior to submitting the request.

13. On The Date Of: The date that the agency director or authorized agent signs the
request.

AGENCY CONTACT

AGENCY CONTACT |14 | Hide
First Name — MI Last Name Title

Phone Fax E-Mail

‘: Update Agél‘c,’ Contact ]

14. Agency Contact: The information requested in these fields for the primary agency
contact regarding questions about the request.
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REQUIRED EXPLANATION OF REQUEST

REQUIRED EXPLANATION OF REQUEST WL Hide
L=

Summary Paragraph:

Related CBR No.:

15. Required Explanation of Request: Provide a written explanation describing the
nature of the request being submitted for an adjustment to an agency’s operating
budget (Increase in Appropriation, Creation of a Fund, or the Establishment of
Appropriation Authority).

Summary Paragraph

The first paragraph of the request should be a summary paragraph in the following
format:

“The {agency} respectfully requests Controlling Board approval to {create/ increase}
{appropriation authority/fund} in the amount of $ in {appropriation line
item/fund} {specify appropriation line item name/fund name}.”

Subsequent Paragraphs

Provide a detailed written explanation describing why the request for an adjustment to
the agency’s operating budget (Increase in Appropriation, Creation of a Fund, or the
Establishment of Appropriation Authority) is being submitted. Provide additional
background information regarding the projects or programs benefiting from the
appropriation adjustment. Use the Continuation form if additional space is necessary.

Required Information Questions

1. Identify the source of additional revenue (e.g., increase in fee, increase in state or
federal grants, etc.).

2. If applicable, explain why creating and/or increasing a new fund and/or line item is
more appropriate than depositing the revenue into an existing fund and increasing the
appropriation authority of an existing line item.
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3. Time line: Has the revenue been received?
a. If so, provide the receipt date of the revenue.
b. If not, when is the revenue expected to become available?

4, For federal funds only, provide the following information:
a. Grant identification number from the Catalogue of Federal Domestic
b. Assistance:
c. Amount of state matching funds required:
d. Source (appropriation line item) of that match:
e. Statutory or executive authority for participation in the program.
Include a brief summary of the text or a copy of the reference.

5. How will the additional appropriation and/or cash be used?
Provide the following information below relative to this budgetary adjustment:

NOTE: If a new fund and new appropriation authority are being requested, the “Current”
and “Requested” columns are not required.

Current Requested Totgl .

Account Account (_:a@egory Appropriation - Approprla_ltlon
Category Description Authority Appropriation Authority
500 Personal Services
510 Purchased Personal

Services
520 Maintenance
530 Equipment
550 Subsidy
570 Capital
590 Transfer

6. For each additional amount shown in the table, provide a short description of what
the dollars will be used to accomplish. For example, if increasing a subsidy account
category, provide detail on the added recipients or the allocation formula for distribution
of moneys. For account category 500, respond to specific questions in number 9 below.

7. Will this transfer be used to maintain current service levels, expand an existing
program or activity, or begin a new program? Explain.

8. Based upon the response to number 7, explain how these services or programs
would have been funded if this additional of funding were not available.

9. Account Category 500—Personal Services:
a. Explain why changes are being requested in the personal services account
category 500.
b. How many existing staff are being affected by this transfer and from what
appropriation line item are they currently being paid?
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c. How would these existing staff have been affected if these additional funds were
not available?

d. Will new staff be hired as a result of the additional funds? If so, how many?

e. How will these additional staff members and their associated operating
expenses be paid for in subsequent fiscal years?

10. List any other transfers involving these appropriation line items and/or cash
approved by the Controlling Board in the current biennium, including the date and
requested amount of the adjustment(s).

Attachments and Supplemental Information
Authorization—For federal funds, you may attach a Catalogue of Federal Domestic
Assistance (CFDA) excerpt, legislation, or Revised Code section.

Subsidy Distribution Information—If applicable, you may attach a spreadsheet outlining
the distribution of subsidy monies.

Emergency Purposes Transfers

In the case of a transfer from the Emergency Purposes Fund 911-614, the Controlling
Board, upon approving the transfer, will provide written notice to the agency regarding
the agency’s reporting requirements under ORC Section 127.14. The Board Secretary
will provide the notice and monitoring to ensure the required reporting is completed by
the agency and, upon completion, made available to the Board.

Real Estate Acquisition Request—Detailed Instructions
The Real Estate Acquisition Request form may be submitted to seek approval by the
Controlling Board of any combination of the various actions listed below:
« Acquisitions of real estate with capital appropriations (Release of Capital
Appropriations).
« Transfer of capital appropriations for the acquisition of real estate.
« Acquisition of real estate by a higher education institution regardless of the
source of funds (Revised Code Section 3333.071).
« Other Statutory Requirements for Controlling Board approval involving the
acquisition of real estate.

The detailed instructions are divided into three sections:

Form Contents
Describe the parts of the form and the information required on the form.

Required Information describes the information required for the explanation of the
request to be included on the form and Continuation Forms.

Summary Paragraph

Subsequent Paragraph(s)

Attachments describe other material that must be submitted with the request.
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Form Instructions—Real Estate Acquisition

GENERAL INFORMATION

CB Request New | Open Delete Check Status 2

Meeting Date: 02/13/2012 CAPITAL REQUEST Controlling Board Request No.: COT0100017
Status: New

1 L
GENERAL INFORMATION L) Reset

Agency Name Real Estate Acquisition ‘3 Fiscal Year(s)

Central Ohio Technical

College IE
Institution/Division

Eligible for Local Capital Request Bill No.
Administration?

Business & Finance
Eligible for OBM
[FINo Competitive Opportunity Director Approval?

Yes @ No —— o —

Yes @ No

[ Save and Continue ]

1. Controlling Board Request No.: The ten-character code that identifies the request.
The first three characters are to be the agency’s code and the remaining numbers are
automatically generated by the e-Controlling Board.

2. Agency Name: The name of the agency completing request.

3. Real Estate Acquisition: all of the following that apply:
* Release of Capital Funds (R. C. Sec. 127.14G)
» Transfer of Capital Funds (R.C. Sec. 127.14G and/or Sec. 127.15)
e Higher Education Authorization Request (Sec. 3333.071)
» Other Statutory Authority/Bill Section: Cite reference requiring Controlling Board
approval.

4. Fiscal Year(s): The fiscal year for which the request applies.

5. Bill No.: The bill number(s) referencing the source of the appropriation.
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REAL ESTATE DESCRIPTION— Fields 6-27 describe the real estate being acquired.

REAL ESTATE DESCRIPTION Hid
T No. of Acres Prevjously Balance of Acres Purchase is Addition to
Acres Purchased in Area to be Purchased Real Estate Area of
N o)
BptionEces Name of 1st Appraiser Name of 2nd Appraiser
Total Per Acre
$0.00 $0.00 @
axation Value (100% Value of 1st Appraiser Value of 2nd Appraiser
Total Per Acre Total Per Acre Total Per Acre

$0.00 $0.00 $0.00 SZA:: S:.:: $0.00
County ownship cipa If Local FOWAS are to be used,™State the source o fund

Muni
ELN - EX}
t Recent Sale of Rea te Secon Recent Sale of Real Estate

Date Price Date Price

6. Owner: The full name of the current owner of the property.
7. No. of Acres: The number of acres being acquired.

8. Acres Previously Purchased In Area: The number of acres previously acquired in
area.

9. Balanced of Acres to be Purchased: If this acquisition is part of a master plan
(universities, state parks or forests, etc.) or other strategy involving additional
contemplated land acquisitions, this is the remaining number of acres anticipated to be
acquired in this area.

10. Purchase is Addition to Area of: The proper name of the area (project or program
site) being affected by this real estate acquisition.

11. Option Price—Total: The total amount of the price of the real estate.

12. Option Price—Per Acre: Enter the option price—Total for the real estate divided by
number of acres.

13. Taxation Value (100%)—Total: The taxable valuation of the property as determined
on the records of the county auditor. If applicable, this amount should be split between
land and buildings.

14. Taxation Value (100%)—Per Acre: The amount calculated by dividing the total
taxable value by the number of acres. Appraised Value-Fields 15-20:

NOTE About Appraisals : One independent appraisal is required for all real estate
acquisitions whose total option price is less than $100,000.00. For real estate
acquisitions whose total option price is greater than or equal to $100,000.00, two
independent appraisals are required.

15. Name of 1° Appraiser: The full name of appraiser #1.

16. Value of 1% Appraiser—Total: The total amount of the appraised value as
documented by appraiser #1.
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17. Value of 1st Appraiser—Per Acre: The total amount of the appraised value as
documented by appraiser #1 divided by the total number of acres.

For requests for real estate acquisitions whose total option pri ce is greater than or
equal to $100,000.00 , a second appraisal is required. Complete Fields 18-20.

18. Name of 2™ Appraiser: (for acquisitions greater than $100,000 only) The full name
of appraiser #2.

19. Value of 2™ Appraiser—Total: (for acquisitions greater than $100,000 only)
The total amount of the appraised value as documented by appraiser #2.

20. Value of 2" Appraiser—Per Acre: (acquisitions greater than $100,000 only)
The total amount of the appraised value as documented by appraiser #2 divided by the
total number of acres.

21. County: The county where the property is located.

22. Township/Municipality: The township/municipality where the property is located.

NOTE: For Institutions of Higher Education only, please complete field 23.

23. If Local Funds are to be used, state the Source of the Funds: If local funds are to be
used for the acquisition of the property, this is the source of those funds. If local funds
are not to be used for the acquisition of the property, enter “N/A.”

24. Most Recent Sale of Real Estate—Date: The date of the most recent sale of this
property.

25. Most Recent Sale of Real Estate—Price: The total price of the most recent sale of
this property.

NOTE: Complete fields 26-27 only if the second-most-recent sale of this property was
less than twenty years ago.

26. Second-Most-Recent-Sale of Real Estate—Date: The date of the second-most-
recent sale of this property.

27. Second-Most-Recent-Sale of Real Estate—Price: The total price of the second-
most-recent sale of this property.
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TRANSFER INFORMATION

If a Transfer of Capital Appropriations for the acq uisition of this property is being
requested, Complete Fields 28-39.

TRANSFER INFORMATION Hide

Previously
Released

Edit Fromency LA Group | Code Line Item Line Item Name Amount
m Amount
‘\Q X OSU01 12 1:3‘455@ TEST @ @ $100.00 $500.00

Fund Fund Appropriation Appropriation Transfer

28. From To Agency: This field is associated with the appropriation line item from which
the transfer is being requested for the acquisition of this property.

29. Fund Group: Not required for requests.

30. Fund Code: The code designating the fund from which the transfer is being
requested for the acquisition of this property.

31. Appropriation Line Item: The line item from which the transfer is being requested for
the acquisition of this property. Assigned by State Accounting. (Example: 220145)

32. Appropriation Line Item Name: The exact appropriation line item name from which
the transfer is being requested for the acquisition of this property.

33. Transfer Amount: The appropriation amount requested to be transferred for the
acquisition of this property. (NOTE: This is the amount that has not been released
previously by the Controlling Board.)

34. Previously Released Amount: If appropriation previously released by the Controlling
Board is involved in the transfer, this is the appropriation amount requested to be
transferred for the acquisition of this property.

(NOTE: This is the amount that has been previously released by the Controlling Board
but has not been encumbered). It should not be the entire amount previously released
from this appropriation line item, just the dollar amount requested to be transferred for
the acquisition of this property.

35. From To Agency: This field is associated with the appropriation line item to which
the transfer is being requested for the acquisition of this property.

36. Fund Group: Not required for requests.

37. Fund Code: The code designating the fund to which the transfer is being requested
for the acquisition of this property.

38. Appropriation Line Item: The line item to which the transfer is being requested for
the acquisition of this property. Assigned by State Accounting. (Example: 120695)
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39. Appropriation Line Iltem Name: The exact appropriation line item name to which the
transfer is being requested for the acquisition of this property.

40. Transfer Amount: The appropriation amount requested to be transferred for the
acquisition of this property. (NOTE: This is the amount that has not been previously
released by the Controlling Board.)

41. Previously Released Amount: This field should be blank.

FUNDING INFORMATION
Complete fields 42-46 to provide for the release of  capital appropriations or

approval to use local funds for the acquisition of land.
FUNDING INFORMATION Hide
Fund Fund Appropriation Appropriation

Edit Group Code Line Item Line Item Name Tvpe Total Amount

(adanen) | [42 | [43 | 44 | 45 | fas }

42. Fund Group: Not required for requests after July 1, 2007.

43. Fund Code: The code designating the fund from which the release of capital funds
is being requested for the acquisition of this property.

44. Appropriation Line Item: The line item from which the release of capital funds is
being requested for the acquisition of this property. Assigned by State Accounting.
(Example: 300565)

45. Appropriation Line Item Name: The exact appropriation line item name from which
the release of capital appropriations is being requested for the acquisition of this

property.

NOTE: For Institutions of Higher Education only, if local funds are to be used for the
acquisition of this property, LOCAL FUNDS should be in field #45.

46. Total Amount: The exact appropriation amount of capital appropriations being
requested for release (or local funds for institutions of higher education) for the
acquisition of this property. NOTE: For Institutions of Higher Education, if local funds
are being used for the acquisition of this property, the exact amount should be in field
#46.
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SIGNATURES

SIGNATURES

47. Agency Director or Authorized Agent: A signature of the agency director or his or
her designee is required by the agency prior to submitting the request.

48. Date: The date that the agency director or authorized agent signs the request.

AGENCY/INSTITUTION CONTACT

AGENCY CONTACT |49 | Hide
First Name L— MI  Last Name Title

Phone Fax E-Mail

[ bpdate Agency Contact J

49. Agency Contact: Enter the information requested in these fields for the primary
agency/institution contact regarding questions about the request.

REQUIRED EXPLANATION OF REQUEST

REQUIRED EXPLANATION OF REQUEST
Summary Paragraph:

Hide

50

lowing summary pa ph text x will be the
e LB

Related CBR No.:

Save and Continue

50. Required Explanation of Request: Provide a detailed written explanation of the
nature of the project requiring the acquisition of this property. The first paragraph should
be a brief summary, including the amount involved with the request.
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In subsequent paragraphs, provide additional background information regarding the
history of the project and the intended use of the property.

Summary Paragraph
The first paragraph of the request should be a summary paragraph in either of the
following formats:

Approval to use non-capital funds for the Acquisiti on of Real Estate

“The {agency or institution name} respectfully requests Controlling Board approval to
purchase {#} of acre(s) of real estate in {specify county} in the amount of $

from {name of owner(s)} for an addition to the {name of project or master plan requiring
the acquisition of this real estate}.”

Approval to Release and/or Transfer Capital Appropr iations for the

Acquisition of Real Estate

“The {agency or institution name} respectfully requests Controlling Board approval
release $ for the purchase of { # } of acres of real estate in {specify county}
from {name of owner(s)} for an addition to the {name of project or master plan requiring
the acquisition of this real estate}.”

Subsequent Paragraph(s)

Provide additional background information regarding the intended use of the property
whether it is to serve as the site for a new building, continued use of existing structures
on the piece of property, for parking, for future expansion of a campus or nature
preserve. In addition, please explain if eminent domain or some other legal action is
involved in the acquisition of the property.

Attachments

Appraisals—Controlling Board Procedures require one appraisal for any land
acquisitions whose total option price is less than $100,000.00. For land acquisitions
whose total option price is greater than or equal to $100,000.00, Controlling Board
procedures require two appraisals.

See discussion regarding supplemental documents (e.g., appraisals) exceeding fifty
pages.
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Section IV—Controlling Board Request Processing
Information and Timelines

This section provides general processing information regarding interaction with the
Controlling Board. By following these procedures regarding submitting requests and

taking prompt action after requests are approved by the Board, an agency can ensure a

successful Controlling Board experience.

This section is divided into the following topic areas:
e Controlling Board On-Line
* The Controlling Board Request Package
e Preparing to Submit a Controlling Board Request Package
« Controlling Board Request Review
» Emergency Approvals
* Planning Ahead: Preparing Encumbering Documents
« After the Meeting

Controlling Board Online Resources

The Controlling Board calendar, meeting agendas, this substantive manual, and the
technical manual for entering requests are available online at
http://www.ecb.ohio.gov

For technical support please contact OBM ITO Suppor  t Help Desk by either
calling (614) 466-4444 or email to obm.appsupport@o ___bm.state.oh.us.

Deadlines and Request Processing

This section discusses the various steps involved in the submission of a Controlling
Board Request and the deadlines associated with each step. The main steps in the
process are as follows:
« Early Communication
¢ Request Submission
- Controlling Board
- Director of OBM

e Late Submission

Early Communication
For agencies that need assistance in preparing Controlling Board requests, or for

requests that are particularly complex or sensitive, it is helpful to communicate with your

OBM budget analyst and the Controlling Board President prior to submitting the
request.
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Request Submission-Controlling Board

Agencies wishing for a request to be heard at a particular meeting must submit their
complete e-Controlling Board request by 9:00 a.m. twenty-one days prior to the
meeting. Agencies are encouraged to submit requests earlier than this date if possible.

The schedule of meeting dates is available from the Controlling Board office and is
posted at http://www.ecb.ohio.gov__. Most meetings are two weeks apart, but at times
they are three weeks apatrt.

NOTE: Meeting the request submission deadlinesisn o guarantee of being placed
on the agenda . Setting the agenda is at the discretion of the Controlling Board
President. Requests may be deferred, such as ones that require policy clarification, to a
later agenda, even if the request was turned in before the 21-day deadline.

Request Submission-Director of OBM
Requests for approval by the Director of OBM may be submitted at any time through e-
Controlling Board.

Late Submissions

If you miss the deadline for submitting a request, your request will be scheduled for the
next meeting. However, the realities of operating state government create
circumstances where flexibility is necessary. In situations where a request submission
deadline will be missed, it is imperative that the agency contact the Controlling Board
President and the agency’s OBM budget analyst as soon as it is known that the
submission deadline will be missed.

In making a late submission, the agency must be prepared to explain the nature of the
emergency and the consequences to the State if the request is delayed until the next
regularly scheduled meeting. The agency must also explain why the request was not, or
could not be, submitted in a timely manner. Poor planning on the part of the agency is
not a legitimate reason for missing the deadline. The Controlling Board Office will not
accept late submissions without prior approval by the President. Agencies should not
abuse the ability to make late submissions. Late submissions are considered for only
the most exceptional circumstances.

Controlling Board Request Review
*+ OBM Review
* Request Revisions (if necessary)
« Agenda Publication & Public Inspection
e LSC and Legislative Staff Review
* Request Review Timeline

OBM Review

Once the request package is received, OBM review begins. The schedule allows for
technical, substantive, and policy review of the request by OBM. OBM staff will notify
the agency if any changes are needed to a submitted request, or if the request requires
further explanation.
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Request Revisions (if necessary)

During the review of an agency’s request, the President, the Secretary or the OBM
budget analyst may determine that a revision should be made to the request prior to
publishing the agenda. The agency/institution contact, as listed in the box in the lower
left-hand corner of each Controlling Board request form, will be notified by either the
Secretary or budget analyst, who will describe the revision that needs to be made. The
agency is responsible for coordinating the revisions with the Controlling Board staff.
This may involve an agency representative submitting an entirely new set of requests.
If an agency determines on its own that a request must be revised, it will need to
contact the Controlling Board office at (614) 466-5721 for instructions on how to
proceed. Again, the agency will be responsible for making the necessary changes to its
request in the Controlling Board office.

All requests need to be revised, if necessary, and approved by OBM by 12:00 p.m.
thirteen days prior to the meeting in order to be included on the agenda.

Agenda Publication and Public Inspection

The Controlling Board President is required to distribute the proposed meeting agenda
and copies of agenda items and supplemental documentation to the members of the
Controlling Board and the Legislative Service Commission at least seven days prior to
the Controlling Board meeting, pursuant to Section 127.13 of the Revised Code. At that
time, the agenda items generally are open to public inspection. Copies of meeting
agendas are available online at http://www.ecb.ohio.gov

LSC and Legislative Staff Review

In the seven days before the meeting, the legislative members of the Controlling Board,
their staff, and the Legislative Service Commission review the requests. They may
contact the agency for questions or clarifications.

Request Review Timeline

The following chart summarizes the review process of a Controlling Board request from
the time it is submitted until the date of the meeting.

Page 94 of 113



CONTROLLING BOARD REQUEST REVIEW

Days Prior T_o Day Of The Comments
The CB Meeting Week

21 TUESDAY E-Contro_lling Bogrd requests due at 9:00 a.m..
OBM review begins.

20 WEDNESDAY

19 THURSDAY

18 FRIDAY

17 SATURDAY

16 SUNDAY

15 MONDAY

14 TUESDAY

13 WEDNESDAY | Revision Deadline to OBM at 12:00 p.m.

12 THURSDAY

11 FRIDAY

10 SATURDAY

9 SUNDAY

8 MONDAY Meeting_agendg is published and legislative and
LSC review begins.

7 TUESDAY

6 WEDNESDAY

5 THURSDAY

4 FRIDAY Notification of H.E., Lottery, DVS holds by
members

3 SATURDAY

2 SUNDAY
Post holds for H.E., DVS, and Lottery by 9:00 a.m.

1 MONDAY Day of Controlling Board Meeting
(Publish additional holds, if any)

Emergency Approvals

The Controlling Board President has the authority to grant approval to requests that are
necessary to react to situations affecting public health, safety, or welfare. In such a dire
circumstance, the agency should contact the President immediately and submit a
Controlling Board request as soon as possible, preferably by the request submission
deadline for the next regularly scheduled meeting. In the meantime, the President may
grant conditional approval, and once the request is received, it will be placed on the
agenda for the next meeting for consideration by the full Controlling Board. The request
should provide the date that Emergency Approval was granted by the President in the
explanation of the request.

Planning Ahead: Preparing the Encumbering Documents

For most requests, both State Accounting and the agency will follow procedures after
the meeting to modify the Ohio Administrative Knowledge System (OAKS) financial

Page 95 of 113




system in order to accommodate the various types of approved requests. OAKS will
reflect the modifications between the Wednesday and the Friday after the meeting.
Priority may be given to processing requests if the agency makes such a request prior
to the meeting, and if the justification for special handling is substantiated.

Vendor Identification Information

For All Approved Requests Involving Specific Vendors—Correct federal tax
identification information in OAKS is critical to processing any encumbering documents
in an efficient manner. To correct any of the vendor’s tax information, submit an
amended W-9 form to the Vendor Compliance Section of the State Accounting division
of OBM.

State of Ohio Purchase Order—Non-Capital Appropriations

Waiver of Competitive Selection or Agency Released Competitive

Opportunity using Non-Capital Appropriations

As soon as possible after approval, the agency must encumber funds with a State of
Ohio Purchase Order (ORDE) for the purchase of supplies and services in the amount
approved by the Controlling Board for the current fiscal year. Any amount approved for
the second fiscal year of the biennium must be encumbered promptly in the second
fiscal year. Failure to properly encumber the entire amount in this manner for the
purchase within the fiscal biennium for which the waiver of competitive selection was
approved, will result in the waiver becoming void, and the agency will have to submit a
new Controlling Board request in order to make the purchase.

State of Ohio Contract Encumbrance—Capital Appropriations

Waiver of Competitive Selection or Agency Released Competitive
Opportunity using Capital Appropriations, or a Release of Capital
Appropriations

With Controlling Board approval, the agency will encumber funds. Amounts for vendors

that have been granted a waiver of competitive bidding or competitive selection in one
capital biennium must be encumbered in that biennium.

* Inthe cases where capital projects are administered by DAS/General Services
Division-Office of the State Architect, complete the appropriate sections of the
contract encumbrance and forward the document to DAS/ General Services
Division—Office of the State Architect. DAS will forward the encumbrance
document to OBM/State Accounting for review and acceptance in OAKS. For further
information, contact DAS/General Services Division—Office of the State Architect.

» In cases where capital projects are administered by the Agency, prepare the
contract encumbrance and forward the document directly to OBM/State Accounting
immediately after the meeting.
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Section V—At the Meeting

The Controlling Board meeting is the focal point of the Board’s work. Although a great
amount of effort is expended before a meeting to facilitate the work of the Board, it is
the meeting itself in which the Board grants its approval (or denies approval) of those
items presented to it. This section discusses:

e Meeting Overview

 The Agenda

* Order of Business

* Open Meeting Policy/Executive Session

* Protocol

¢ Meeting Minutes

Meeting Overview

Meetings typically last from two to four hours. In attendance are the Board members,
members’ staff, LSC liaisons for the four caucuses, agency representatives, and in
some cases, representatives of the media and members of the public. Meetings are
typically held in the same hearing room: the North Hearing Room in the Senate Annex
building. In most cases, the Controlling Board meets approximately every two weeks,
with exceptions for holidays, elections, and other special events. Generally, the
Controlling Board President publishes the meeting schedule in October for the
upcoming calendar year.

The Agenda

The agenda guides the actions of the Board at the meeting. The President has sole
authority to set the agenda. After agencies submit requests, the President approves a
list of requests to be considered at the next meeting. This agenda is published seven
days prior to the meeting. The first items listed on the agenda are elected office holders
followed by university items. Since many university representatives must travel long
distances to attend meetings, the courtesy is extended to them to consider their items
immediately after elected officials. Requests for releases from the Board’s emergency
purposes account follow university requests. All other items are then ordered
alphabetically by agency. Each item is identified by a Controlling Board number (a
unique designation consisting of the agency three-letter agency code followed by a
seven-digit number).

Order of Business
The following represents the typical order of business at a meeting:

Call to order
The President typically calls the meeting to order when all members are present.

Roll call of attendance
The Secretary calls the roll of the members present.

Page 97 of 113



Approval of minutes of previous meeting
The President calls for a motion and a second to the motion to approve the minutes of
the previous meeting. Corrections to the previous meeting’s minutes are addressed.

Agenda deferrals and withdrawals
The president announces any deferrals or withdrawals from the agenda, which are
typically made at the request of the agency.

Agenda items held for questions  Most requests are approved typically with a
“blanket” approval (i.e. in a block). However, those items that members want to hold for
further questioning and a separate vote are “held” at the request of any member. The
President asks each member for “holds.” A “hold” is a member’s privilege to exclude an
item from the blanket approval. It does not imply that the member will vote against the
item.

Blanket approval of agenda items not held for quest  ions

Once all holds are registered, a motion to approve all items not held is in order. Once
moved and seconded, the motion is generally agreed to without objection. The
Secretary then reads through the agenda indicating which items are approved and
which have been withdrawn, deferred, or held. After this reading, there is usually a short
break in the proceedings to allow those who no longer have business before the Board
to leave the meeting.

Disposition of items held for questions

After the blanket approval, the meeting focuses on the held agenda items. These are
typically taken in agenda order. The President, however, may choose to take certain
items out of order. This is done usually with the general consent of the members.
Reasons for taking items out of order may include the presence of a member of the
General Assembly or a statewide elected official interested in speaking to a request, or
the desire to accommodate those who may have traveled long distances to speak to a
request. Each held item is read and the agency representative is asked to step forward
to respond to questions. Board members are given the opportunity to ask questions.
The item may be approved without objection, or the objections of members may be
noted. The affirmative vote of four members is required for approval of an item. In
certain circumstances, a roll-call vote on an item may be requested by one or more
members.

Amendments to requests

Some items are held for the purpose of making amendments to the request.
Additionally, from time to time, members desire to offer amendments to items based on
information revealed during the course of questioning.

Signature sheets

For any item receiving at least one objection, a signature sheet is circulated. This sheet
requires the affirmative signature of the members voting for the item and an indication
of the objection by the member(s) making the objection.
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Agenda item add-ons

After the disposition of items on the regular agenda, the Controlling Board may agree to
consider additional items. Members may ask questions as to the nature of the request.
The item(s) is then approved (or disapproved) as other regular items.

Adjournment
The President adjourns the meeting at the close of all regular business before the
Board.

Open Meeting Policy/Closed Sessions/Executive Sessions
In accordance with Section 121.22 of the Ohio Revised Code , all meetings of the
Controlling Board are open meetings. This means that they are open unless action
described below is taken to close the meeting or to meet in executive session.

Closed Meetings

Revised Code 121.22 (E) provides very specific circumstances under which the
Controlling Board may close a meeting. Such closing pursuant to this section relates
only to requests that involve the provision of assistance pursuant to Chapter 122 or
Chapter 166, which involve assistance provided by the Department of Development.

Executive Session

Revised Code Section 121.22 (G) speaks to the limited circumstances under which a
public body may hold an executive session. An executive session may be held only
after a proper motion and the affirmative roll call vote of a majority of a quorum (3
members) for the sole purpose of considering and of the matters specified in Division

(G).

The Controlling Board typically would engage only in matters that would apply under
conditions 3 or 5.

Protocol

A Controlling Board meeting is conducted in the same manner as most legislative
committee meetings. The President presides over the business of the Board. In respect
of this responsibility, those speaking before the Board typically begin their address with,
“Mr. (or Madam) President, members of the Board, | am (name, title/position) of the
(name of department, institution or agency)”.

Questions are answered in a similar fashion, referencing first the President and then the
member asking the question (e.g. “Mr. President, Senator Smith, the answer to your
question is ....."). It is imperative that the presenter speaks clearly into the microphone
on the podium.

Page 99 of 113



Meeting Minutes

The official record of the proceedings of the meeting is contained in the meeting
minutes. The minutes are prepared by the Secretary after the meeting. They are
distributed to members and staff the Friday before the meeting dates along with the
updates to the agenda. Minutes are considered at the next meeting (see above).
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Controlling Board Manual Glossary

This glossary is designed to assist you in understanding the terms referenced in

this manual.
Term Definition

Adjusted Appropriation | The amount of the original appropriation minus any
executive order reductions plus net transfers. For prior
budget fiscal years, the adjusted appropriation always
equals the sum of disbursements and outstanding
encumbrances.

Appropriation An authorization granted by the Ohio General Assembly to

make budgetary expenditures and to incur obligations for
specific purposes. An appropriation limits the amount that
may be spent for a given purpose in a given period of time.
No appropriation may be made for a period longer than two
years.

Agency Administration
of Capital Expense
(Local. Administration)

The administration and bidding authority given to state
agencies for a construction related project utilizing capital
appropriations. This authority may only be granted by the
Ohio Department of Administrative Services, Office of the
State Architect, or as prescribed by law.

Appropriation Line Item
(ALI)

The six-character code that identifies the specific purpose of
appropriations as authorized by law and accounted for within
its fund. The ALI name indicates the specific purpose of
amounts appropriated or expended. ALl codes are used in
the accounting system for budgetary reporting and control.

Available Balance

In reference to an ALI, this is the amount available for
spending from the ALI. Calculated as original appropriation
plus net transfers, minus reductions, spending, unallotted
and unassigned amounts.

Biennium A two-year period that begins July 1 and ends twenty-four
months later on June 30.
Budget A plan of financial operation embodying an estimate of

proposed expenditures and obligations for a given period
and the proposed means of financing them.

Capital Appropriation
Act (Budget Bill)

Capital plan approved by the Ohio General Assembly for all
state-financed capital improvements projects.

Cash

Cash is money on deposit in a financial institution under the
Treasurer of State’s administration. Cash balance is affected
by disbursements (decreased) and revenue (increased).
Cash is accounted for at the fund level in OAKS.

Contract (New)

An agency’s initial contract with a vendor or an agency’s
subsequent contract with a vendor if the subsequent contract
is not based upon the exercise of a renewal option in the
prior contract.

Contract (Amendment)

An addition, deletion or revision of a current contract.
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Term

Definition

Contract (Renewal)

The exercise of an option to enter into a subsequent contract
with a vendor in accordance with a renewal provision
specified in a preceding contract.

Controlling Board

The Controlling Board is comprised of the Director of the
Office of Budget and Management, or his or her designee,
and six members of the Ohio General Assembly. The board
provides legislative oversight over certain capital and
operating expenditures by state agencies and has approval
authority over various other state fiscal and purchasing
activities.

Controlling Board
Meeting Agenda

The agenda summarizes each request submitted by the
Controlling Board President to the Controlling Board for
action at a particular Controlling Board meeting.

Controlling Board
Meetings

The Controlling Board meets at least once a month. The
Board usually meets every other Monday afternoon.

Controlling Board
Number

A ten-character code assigned by e-Controlling Board that
identifies a particular request. The first three characters are
the agency Code and the remaining are automatically
assigned by the e-Controlling Board. Once a request is
approved, this number serves as the legal authority for the
expenditure of appropriation consistent with the approval.

Controlling Board
President

The Director of the Office of Budget and Management or his
or her designee serves as the President of the Controlling
Board.

Controlling Board
Secretary

The Director of the Office of Budget and Management
designates an employee of OBM to serve as secretary of the
Controlling Board. The Secretary assists the President of the
Controlling Board and makes and keeps a record of each
request received by the Board and the Board'’s action on the
reqguest.

Cumulative Purchase
(Controlling Board)
Threshold

This threshold is the dollar amount per vendor that
establishes when an agency must come to the Controlling
Board for a waiver of competitive selection for the purchase
of supplies or services.
1) The cumulative threshold for purchases is $50,000 for
supplies and services and $75,000 and for real estate
leases.
2) To determine if a state agency has reached the
cumulative threshold for purchases, the amount of the
purchase proposed to be made by the state agency shall
be combined with both the amount of all the
disbursements by the agency to the particular vendor or
contractor during the fiscal year and the amount of all
outstanding encumbrances of the agency for the vendor
or contractor.
3) Real estate leases, purchases specified in RC
127.16(E), and purchases for which Controlling Board has
granted a waiver of competitive selection shall not be
considered.
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Term

Definition

Disbursement

A payment made for any purpose.

Encumbrance

A spending document that legally reserves appropriation
from an agency’s available appropriation balance that
represents purchase orders and contracts entered into by
state agencies and institutions of higher education. This
document may either be a State of Ohio Purchase Order or
State of Ohio Contract Encumbrance.

Equipment

Durable goods, such as computers, desks, chairs or cars.

Expenditures

Payments against appropriations that reduce the cash
balance after legal requirements have been met. A fiscal
year’'s expenditures are payments actually made in that
fiscal year, regardless of the state fiscal year in which the
appropriations were reserved or encumbered for such
payments.

Fiscal Year (FY)

A twelve-month period of time used for fiscal planning
purposes. The state fiscal year (usually FY, but sometimes
abbreviated as SFY) begins on the first day of July and ends
at the close of the thirtieth day of June of the succeeding
calendar year.

Fund

A separate fiscal and accounting entity with a self-balancing
set of accounts. A fund created in the state treasury usually
has one or more appropriation line items facilitating
expenditures from the fund. If the fund has only one
appropriation line item, the ALI name often is the same as
the fund name.

(Budget) Fund Group

This category was used in the state’s Central Accounting
System (CAS) to group similar funds for Ohio’s budgetary
reporting purposes. For, requests after July 1, 2007, the
Ohio Administrative Knowledge System does not require this
information.

Legal Authority

The authorization for the expenditure established by a
House Bill, Senate Bill, Controlling Board action, or
Governor’s Executive Order.

Minority Business
Enterprise (MBE)

A company that meets criteria established by Ohio Revised
Code and certified by the Equal Opportunity Center within
the Ohio Department of Administrative Services as a
minority business enterprise.

Ohio Office of Budget &
Management (OBM)

OBM provides fiscal accounting and budgeting services to
state government, which include coordination, development
and monitoring of agency operating and capital budgets and
the review, processing and reporting of financial transactions
made by state agencies.

OBM Budget Analyst

OBM Budget Analysts assist the Governor in developing and
implementing the state operating and capital budgets for
submission to the Ohio General Assembly. In addition, the
analysts provide economic and fiscal forecasting and
monitor the state’s financial resources and obligations.

Page 103 of 113




Term

Definition

Ohio Revised Code
(ORC)

All statutes of permanent and general nature of the state as
revised and consolidated into general provisions, titles,
chapters, and sections.

Operating Appropriation

Act (Budget Bill)

An operating plan approved by the Ohio General Assembly
for all state-financed operating activities or programs.

Original Appropriation

The amount appropriated in the original appropriations act.

Purchase

The act of buying, renting, leasing, lease purchasing, or
otherwise acquiring supplies or personal services.

DAS Release & Permit

For purchases that exceed DAS’ Direct Purchase Authority,
an approved Release & Permit is issued by DAS when DAS
has determined that procurement of a supply or service by
DAS would not be advantageous to the state. The agency
may proceed in making the purchase using procurement
guidelines provided by DAS.

Release of Capital
Appropriation

Authorization that an agency must obtain from the
Controlling Board before the agency may expend a capital
appropriation. Under certain provisions specified in law, the
Director of OBM may authorize the release of capital
appropriations.

Service

Includes the furnishing of labor, time or effort by a person(s)
which may be technical, non-technical, consulting, advisory,
professional or non-professional in nature.

Supply

All property, including, but not limited to, equipment,
insurance, materials, with the exception of land.

Transfer of
Appropriation

An adjustment of appropriation between two or more
appropriation line items that involve the reduction of
appropriation in one line item and the increase of
appropriation in another line item(s).

Unassigned Amount

Dollar amounts that are appropriated but not allocated to a
SAC with a Fiscal Year Allotment Plan. For capital purposes
these are amounts not previously released for use.

Vendor Identification
Number

The ten-character identification under which the vendor is
identified in OAKS.

Waiver of Competitive
Selection

Under certain circumstances, the Controlling Board is
authorized to waive an agency'’s obligation to follow
competitive selection for the purchase of supplies or
services.
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Appendices

ORC 127.12 Controlling Board; Members; Payment; Substitute

Members

There is hereby created a controlling board consisting of the director of budget and
management or an employee of the office of budget and management designated by
the director, the chairman of the finance-appropriations committee of the house of
representatives, the chairman of the finance committee of the senate, two members of
the house of representatives appointed by the speaker, one from the majority party and
one from the minority party, and two members of the senate appointed by the president,
one from the majority party and one from the minority party.

Notwithstanding section 101.26 of the Revised Code, the legislative members, when
engaged in their duties as members of the controlling board, shall be paid at the per
diem rate of one hundred fifty dollars, and their necessary traveling expenses, which
shall be paid from the funds appropriated for the payment of expenses of legislative
committees. In the event of the absence, iliness, disability, death, or resignation of a
legislative member, the following persons may serve in his absence: for the chairman of
the finance-appropriations committee of the house of representatives, the speaker of
the house or a member of the house designated by him; for the chairman of the senate
finance committee, the president of the senate or a member of the senate designated
by him; for a member of the board appointed by the speaker of the house of
representatives, or the president of the senate, the speaker or the president, as the
case may be, or a member of the house of representatives or of the senate of the same
party as such controlling board member, designated by such speaker or president. As
used in any statute, “controlling board,” unless the context otherwise requires, means
the controlling board created by this section.
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ORC 127.13 Officers; Procedures

The director of budget and management or his designee shall be president of the controlling
board. The president shall prepare the proposed agenda for the meetings of the board and shall
provide, at least seven days prior to the meeting, copies of the proposed agenda and supporting
documentation to the members of the board and to the legislative budget office of the legislative
service commission.

The director shall designate an employee of the office of budget and management to serve as
secretary of the controlling board. The secretary shall assist the president of the board and shall
make and keep a record of each request received by the board and of its action thereon. The
secretary shall certify a copy of the record of each action to each member of the board and to
the director.

The controlling board may adopt procedural rules for the conduct of the business of the board,
may approve, disapprove, modify as to specific dollar amounts, or defer requests, and may
require that a request from the senate, the house of representatives, the supreme court, or an
elected member of the executive department as defined in Section 1 of Article lil, Ohio
Constitution, not currently before the controlling board be added to the agenda for a specified
future meeting of the board, provided that such request has been previously submitted to the
president for inclusion in the agenda for a board meeting. The controlling board also may adopt
rules authorizing the president to act on its behalf in exigent circumstances affecting the public
health, safety, or welfare.

The affirmative vote of no fewer than four members of the controlling board shall be required for
any action of the board. The board shall meet at least once a month.
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ORC 127.14 Approval of Transfers of Funds; Limitations; Other

Powers
The controlling board may, at the request of any state appropriation act:

(A) Transfers of all or part of an appropriation within but not between state agencies, except
such transfers as the director of budget and management is authorized by law to make, provided
that no transfer shall be made by the director for the purpose of effecting new or changed levels
of program service not authorized by the general assembly;

(B) Transfers of all or part of an appropriation from one fiscal year to another;

(C) Transfers of all or part of an appropriation within or between state agencies made necessary
by administrative reorganization or by the abolition of an agency or part of an agency;

(D) Transfers of all or part of cash balances in excess of needs from any fund of the state to the
general revenue fund or to such other fund of the state to which the money would have been
credited in the absence of the fund from which the transfers are authorized to be made, except
that the controlling board may not authorize such transfers from the accrued leave liability fund,
auto registration distribution fund, budget stabilization fund, development bond retirement fund,
facilities establishment fund, gasoline excise tax fund, general revenue fund, higher education
improvement fund, highway improvement bond retirement fund, highway obligations bond
retirement fund, highways obligations construction fund, highway operating fund, horse racing
tax fund, improvements bond retirement fund, library and local government support fund, liquor
control fund, local government fund, local transportation improvement program fund, mental
health facilities improvement fund, Ohio fairs fund, parks and recreation improvement fund,
public improvements bond retirement fund, public school building fund, school district income tax
fund, state agency facilities improvement fund, state and local government highway distribution
fund, state highway safety fund, state lottery fund, undivided liquor permit fund, Vietnam conflict
compensation bond retirement fund, volunteer fire fighters’ dependents fund, waterways safety
fund, wildlife fund, workers’ compensation fund, or any fund not specified in this division that the
director of budget and management determines to be a bond fund or bond retirement fund;

(E) Transfers of all or part of those appropriations included in the emergency purposes account
of the controlling board;

(F) Temporary transfers of all or part of an appropriation or other moneys into and between
existing funds, or new funds, as may be established by law when needed for capital outlays for
which notes or bonds will be issued,;

(G) Transfer or release of all or part of an appropriation to a state agency requiring controlling
board approval of such transfer or release as provided by law;

(H) Temporary transfer of funds included in the emergency purposes appropriation of the
controlling board. Such temporary transfers may be made subject to conditions specified by the
controlling board at the time temporary transfers are authorized. No transfers shall be made
under this division for the purpose of effecting new or changed levels of program service not
authorized by the general assembly.

As used in this section, “request” means an application by a state agency or the director of
budget and management seeking some action by the controlling board.

Whenever there is a transfer of all or part of funds included in the emergency purposes
appropriation by the controlling board, pursuant to division (E) of this section, the state agency or
the director of the office of budget and management, or his or her designee, receiving such
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transfer shall keep a detailed record of the use of the transferred funds. At the earliest scheduled
meeting of the controlling board following the accomplishment of the purposes specified in the
request originally seeking the transfer, or following the total expenditure of the transferred funds
for the specified purposes, the state agency or the director of the office of budget and
management, or his or her designee, shall submit a report on the expenditure of such funds to
the board. The portion of any appropriation so transferred which is not required to accomplish
the purposes designated in the original request to the controlling board shall be returned to the
proper appropriation of the controlling board at this time.

Notwithstanding any provisions of law providing for the deposit of revenues received by a state
agency to the credit of a particular fund in the state treasury, whenever there is a temporary
transfer of funds included in the emergency purposes appropriation of the controlling board
pursuant to division (H) of this section, revenues received by any state agency receiving such a
temporary transfer of funds shall, as directed by the controlling board, be transferred back to the
emergency purposes appropriation.

The board may delegate to the director of budget and management authority to approve
transfers among items of appropriation under division (A) of this section.

ORC 127.15 Transfer of Capital Appropriation Items

The controlling board may authorize any state agency for which an appropriation is made, in any
act making appropriations for capital improvements, to expend the moneys appropriated
otherwise than in accordance with the items set forth, and for such purpose may authorize
transfers among items or create new items and authorize transfers thereto, provided that prior to
such transfers the agency seeking the same shall notify by mail the elected representatives to
the general assembly from the counties affected by such transfers, stating the time and place of
the hearing on the proposed transfers thereto. Such transfers among items shall not alter in total
the appropriation to any state agency except as otherwise provided by the general assembly.
The board may not authorize the transfer of a capital appropriation item of any state agency for
use by such agency for operating expenses, except as otherwise provided by the general
assembly.

ORC 127.16 Purchasing by Competitive Selection.

(A) Upon the request of either a state agency or the director of budget and management and
after the controlling board determines that an emergency or a sufficient economic reason exists,
the controlling board may approve the making of a purchase without competitive selection as
provided in division (B) of this section.

(B) Except as otherwise provided in this section, no state agency, using money that has been
appropriated to it directly, shall:

(1) Make any purchase from a particular supplier, that would amount to fifty thousand dollars or
more when combined with both the amount of all disbursements to the supplier during the fiscal
year for purchases made by the agency and the amount of all outstanding encumbrances for
purchases made by the agency from the supplier, unless the purchase is made by competitive
selection or with the approval of the controlling board;

(2) Lease real estate from a particular supplier, if the lease would amount to seventy-five
thousand dollars or more when combined with both the amount of all disbursements to the
supplier during the fiscal year for real estate leases made by the agency and the amount of all
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outstanding encumbrances for real estate leases made by the agency from the supplier, unless
the lease is made by competitive selection or with the approval of the controlling board.

(C) Any person who authorizes a purchase in violation of division (B) of this section shall be
liable to the state for any state funds spent on the purchase, and the attorney general shall
collect the amount from the person.

(D) Nothing in division (B) of this section shall be construed as:

(2) A limitation upon the authority of the director of transportation as granted in sections 5501.17,
5517.02, and 5525.14 of the Revised Code;

(2) Applying to Medicaid provider agreements under Chapter 5111 of the Revised Code or
payments or provider agreements under the disability medical assistance program established
under Chapter 5115 of the Revised Code;

(3) Applying to the purchase of examinations from a sole supplier by a state licensing board
under Title XLVII of the Revised Code;

(4) Applying to entertainment contracts for the Ohio state fair entered into by the Ohio
expositions commission, provided that the controlling board has given its approval to the
commission to enter into such contracts and has approved a total budget amount for such
contracts as agreed upon by commission action, and that the commission causes to be kept
itemized records of the amounts of money spent under each contract and annually files those
records with the clerk of the house of representatives and the clerk of the senate following the
close of the fair;

(5) Limiting the authority of the chief of the division of mineral resources management to contract
for reclamation work with an operator mining adjacent land as provided in section 1513.27 of the
Revised Code;

(6) Applying to investment transactions and procedures of any state agency, except that the
agency shall file with the board the name of any person with whom the agency contracts to
make, broker, service, or otherwise manage its investments, as well as the commission, rate, or
schedule of charges of such person with respect to any investment transactions to be
undertaken on behalf of the agency. The filing shall be in a form and at such times as the board
considers appropriate.

(7) Applying to purchases made with money for the per cent for arts program established by
section 3379.10 of the Revised Code;

(8) Applying to purchases made by the rehabilitation services commission of services, or
supplies, that are provided to persons with disabilities, or to purchases made by the commission
in connection with the eligibility determinations it makes for applicants of programs administered
by the social security administration;

(9) Applying to payments by the department of job and family services under section 5111.13 of
the Revised Code for group health plan premiums, deductibles, coinsurance, and other cost-
sharing expenses;

(10) Applying to any agency of the legislative branch of the state government;
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(11) Applying to agreements or contracts entered into under section 5101.11, 5101.20,
5101.201, 5101.21, or 5101.214 of the Revised Code;

(12) Applying to purchases of services by the adult parole authority under section 2967.14 of the
Revised Code or by the department of youth services under section 5139.08 of the Revised
Code;

(13) Applying to dues or fees paid for membership in an organization or association;
(14) Applying to purchases of utility services pursuant to section 9.30 of the Revised Code;

(15) Applying to purchases made in accordance with rules adopted by the department of
administrative services of motor vehicle, aviation, or watercraft fuel, or emergency repairs of
such vehicles;

(16) Applying to purchases of tickets for passenger air transportation;

(17) Applying to purchases necessary to provide public notifications required by law or to provide
notifications of job openings;

(18) Applying to the judicial branch of state government;
(19) Applying to purchases of liquor for resale by the division of liquor control;

(20) Applying to purchases of motor courier and freight services made in accordance with
department of administrative services rules;

(21) Applying to purchases from the United States postal service and purchases of stamps and
postal meter replenishment from vendors at rates established by the United States postal
service;

(22) Applying to purchases of books, periodicals, pamphlets, newspapers, maintenance
subscriptions, and other published materials;

(23) Applying to purchases from other state agencies, including state-assisted institutions of
higher education;

(24) Limiting the authority of the director of environmental protection to enter into contracts under
division (D) of section 3745.14 of the Revised Code to conduct compliance reviews, as defined
in division (A) of that section;

(25) Applying to purchases from a qualified nonprofit agency pursuant to sections 125.60 to
125.6012 or 4115.31 to 4115.35 of the Revised Code;

(26) Applying to payments by the department of job and family services to the United States
department of health and human services for printing and mailing notices pertaining to the tax
refund offset program of the internal revenue service of the United States department of the
treasury;

(27) Applying to contracts entered into by the department of mental retardation and
developmental disabilities under sections 5123.18, 5123.182, and 5123.199 of the Revised
Code;
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(28) Applying to payments made by the department of mental health under a physician
recruitment program authorized by section 5119.101 of the Revised Code;

(29) Applying to contracts entered into with persons by the director of commerce for unclaimed
funds collection and remittance efforts as provided in division (F) of section 169.03 of the
Revised Code. The director shall keep an itemized accounting of unclaimed funds collected by
those persons and amounts paid to them for their services.

(30) Applying to purchases made by a state institution of higher education in accordance with
the terms of a contract between the vendor and an inter-university purchasing group comprised
of purchasing officers of state institutions of higher education;

(31) Applying to the department of job and family services’ purchases of health assistance
services under the children’s health insurance program part | provided for under section 5101.50
of the Revised Code or the children’s health insurance program part Il provided for under section
5101.51 of the Revised Code;

(32) Applying to payments by the attorney general from the reparations fund to hospitals and
other emergency medical facilities for performing medical examinations to collect physical
evidence pursuant to section 2907.28 of the Revised Code;

(33) Applying to contracts with a contracting authority or administrative receiver under division
(B) of section 5126.056 of the Revised Code;

(34) Applying to reimbursements paid to the United States department of veterans affairs for
pharmaceutical and patient supply purchases made on behalf of the Ohio veterans’ home
agency;

(35) Applying to agreements entered into with terminal distributors of dangerous drugs under
section 173.79 of the Revised Code.

(E) Notwithstanding division (B)(1) of this section, the cumulative purchase threshold shall be
seventy-five thousand dollars for the departments of mental retardation and developmental
disabilities, mental health, rehabilitation and correction, and youth services.

(F) When determining whether a state agency has reached the cumulative purchase thresholds
established in divisions (B)(1), (B)(2), and (E) of this section, all of the following purchases by
such agency shall not be considered:

(1) Purchases made through competitive selection or with controlling board approval,
(2) Purchases listed in division (D) of this section;

(3) For the purposes of the thresholds of divisions (B)(1) and (E) of this section only, leases of
real estate.

(G) As used in this section, “competitive selection,” “purchase,
the same meanings as in section 125.01 of the Revised Code.

supplies,” and “services” have
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ORC 127.17 Board to Carry Out Legislative Intent

The controlling board shall take no action which does not carry out the legislative intent of the
general assembly regarding program goals and levels of support of state agencies as expressed
in the prevailing appropriation acts of the general assembly.

ORC 131.35 Expenditures Of Federal Funds; Nonfederal Funds; Transfer

And Limits On Expenditure

(A) With respect to the federal funds received into any fund of the state from which transfers may
be made under division (D) of section 127.14 of the Revised Code:

(1) No state agency may make expenditures of any federal funds, whether such funds are
advanced prior to expenditure or as reimbursement, unless such expenditures are made
pursuant to specific appropriations of the general assembly identifying the federal program that
is the source of funds, are authorized pursuant to section 131.38 of the Revised Code, are
authorized by the Controlling Board pursuant to division (A)(5) of this section, or are authorized
by an executive order issued in accordance with section 107.17 of the Revised Code, and until
an allotment has been approved by the director of budget and management. All federal funds
received by a state agency shall be reported to the director within fifteen days of the receipt of
such funds or the notification of award, whichever occurs first. The director shall prescribe the
forms and procedures to be used when reporting the receipt of federal funds.

(2) If the federal funds received are greater than the amount of such funds appropriated by the
general assembly for a specific purpose, the total appropriation of federal and state funds for
such purpose shall remain at the amount designated by the general assembly, except that the
expenditure of federal funds received in excess of such specific appropriation may be authorized
by the controlling board.

(3) To the extent that the expenditure of excess federal funds is authorized, the controlling board
may transfer a like amount of general revenue fund appropriation authority from the affected
agency to the emergency purposes appropriation of the controlling board, if such action is
permitted under federal regulations.

(4) Additional funds may be created by the controlling board to receive revenues not anticipated
in an appropriations act for the biennium in which such new revenues are received.
Expenditures from such additional funds may be authorized by the controlling board, but such
authorization shall not extend beyond the end of the biennium in which such funds are created.

Controlling board authorization for a state agency to make an expenditure of federal funds under
division (A)(1) of this section constitutes authority for the agency to participate in the federal
program providing the funds, and the agency is not required to obtain an executive order under
section 107.17 of the Revised Code to participate in the federal program.

(B) With respect to nonfederal funds received into the waterways safety
fund, the wildlife fund, and any fund of the state from which transfers may be
made under division (D) of section 127.14 of the Revised Code:

(1) No state agency may make expenditures of any such funds unless the expenditures
are made pursuant to specific appropriations of the general assembly.

(2) If the receipts received into any fund are greater than the amount appropriated, the
appropriation for that fund shall remain at the amount designated by the general
assembly or as increased and approved by the controlling board.

(3) Additional funds may be created by the controlling board to receive revenues not
anticipated in an appropriations act for the biennium in which such new revenues are
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received. Expenditures from such additional funds may be authorized by the controlling
board, but such authorization shall not extend beyond the end of the biennium in which
such funds are created.

(C) The controlling board shall not authorize more than ten per cent of additional spending from
the occupational licensing and regulatory fund, created in section 4743.05 of the Revised Code,
in excess of any appropriation made by the general assembly to a licensing agency except an
appropriation for costs related to the examination or reexamination of applicants for a license. As
used in this division, “licensing agency” and “license” have the same meanings as in section
4745.01 of the Revised Code.

Authority & References

ORC 124.14(A)
OAC 123:1-45-01
OAC 123:1-7

IRS list of 21 common law factors for determining independent contractors.
OAC 145:5-15

Office of Federal Procurement Policy Letter 92-01. Model Independent Contractor
Agreement for Services (available from DAS)

Section 2-302 Model Procurement Code for State and Local Governments
(ABAIALI)
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