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The Department of Transportation is committed to purchasing in complete accordance with Ohio Revised Code, 
Administrative Code, and State of Ohio directives and policies, as well as strict ethical standards. To this end, all 
Department of Transportation personnel who purchase on behalf of the Department are obligated to avoid conflicts of 
interest and perceived conflicts of interest in the procurement of goods and services. To avoid conflicts of interests, a 
documented quote process is necessary.  It is the policy of the Department to obtain competitive price quotations or bids.  
Requests to vendors are conducted in a manner that provides, to the maximum extent possible, open and free competition.  
Purchasing of goods and services are determined solely on the merits of each transaction. Value to the State of Ohio is the 
overriding factor when choosing a vendor through a documented quote process.    

The purpose of this manual is to provide guidance and information regarding the Department’s direct purchasing authority 
specific to quotes.  At this time, this manual does not cover quotes for IT (technology) purchases. 

Effective July 1, 2009 changes were made to the ODOT (Ohio Department of Transportation) quote 
process in order to comply with Executive Order 2008-12S.  Additionally this incorporated new 
processes implemented relating to the Inspector General’s Report 2007-100 which identified areas 
of concern regarding purchasing practices. 

 

In the past, our purchasers had the ability to use their direct purchase authority (non-contract) to purchase up to 
$50,000.00 per vendor per fiscal year.  Effective July 1, 2009 the process will change to reflect the following. 

If you have any questions regarding this guidance, please contact both Agency Purchasing Officer Contacts via e-
mail. 

Administrator of the Office of Contracts – Thomas P. Pannett 

Tom.pannett@dot.state.oh.us  

And 

Administrator of the Office of Accounting – Therese Dyer 

Therese.dyer@dot.state.oh.us 

Intentional violations of this guidance will result in disciplinary action up to and including termination. 

 

 

 

Pursuant to Executive Order 2008-12S…..  
State Agencies that purchase supplies or services are to post all state contract opportunities 
exceeding $25,000.00 and all of their current contracts exceeding $25,000.00, on the Ohio 
Business Gateway procurement portal…. www.obg.ohio.gov 
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Quote Requirements 

This table will replace any information previously published regarding quote information 

 

 

 

Direct Purchasing 

Quote Requirements/Payment Types 

Dollar Amount    Quotes   Payment Type 

$0 to $999.99  Debit Voucher, Purchase 
order, EDI or Payment Card 

  $1,000.00 to $2,499.99 
2 quotes required 

Must have Fiscal Officer 
approval, prior to purchase. 

Purchase order, EDI or 
Payment Card 

$2,500.00 to $9,999.99 
3 quotes required 

Must have Fiscal Officer 
approval, prior to purchase. 

Purchase Order or EDI  

$10,000.00 to $24,999.99 

3 quotes required 
Must have Fiscal Officer 

approval, prior to purchase.  
Must have CO Office of 

Accounting Administrator and 
Administrator of Office of 

Contracts approval, prior to 
purchase. 

 
Purchase Order or EDI 

$25,000.00 to $49,999.99 

Requires Bid 
Must send specifications to  

Office of Accounting 
Administrator and Office of 

Contract for bid requirements 

 
Purchase Order or EDI 

Vendor Limits 
$50,000.00 per vendor for supplies and personal services if non-contract or non-
Controlling Board purchase.   If going to Controlling Board, quotes or sole source 
justification must accompany all other required documentation. 

$75,000.00 per vendor for Real Estate leases 
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 Use of the quote request form is mandatory. 
 

 The quote request form is to be completed by ODOT (Ohio Department of 
Transportation) employees who are authorized to request quotes from vendors for 
equipment, parts materials, or services for ODOT. Sending quotes on the ODOT quote 
form ensures that all vendors are provided the same specifications to quote and there is 
consistency for all vendors. 

o The data entry tab provided in the quote form spreadsheet will assist in the 
completion of the quote form electronically.  The data entry tab is required to 
ensure that all required fields are completed. 

 
 In order for the quote request form to be sent out, all required fields must be populated.  

The quote request form must be sent via e-mail or printed and sent to vendors via paper 
fax or certified US Mail.   
 

o Acceptable responses to quote request:  
 Original quote request form; 
 Company letterhead;  
 Response that came from legitimate vendor  and is approved by Fiscal 

Officer (Districts) or Central Office Administrators (Divisions); 
 On-Line Pricelists that display a date and vendor website 

 
Fiscal Officers are required to review and approve quote prior to purchase.  
 Validity of the quotes; 
 Required number of quotes have been obtained; 
 Ensure quoting like items ; 
 Required documentation is on file at District Finance office and readily available for 

review upon request. 

Any Type Code 3 or 13 Requisition quotes over $10,000.00 require approval by Office of 
Finance, Accounting Administrator or Office of Contracts Administrator. 

 
Only the items listed on the quote can be purchased using the quote. 

 
For all non-contract purchase of $25,000.00 and above, the specifications must be sent to the 
Office of Contracts for review.  The Office of Contracts will evaluate the need to create a 
Request for Purchase or other formal contract document and will post the opportunity to the 
DAS website www.obg.ohio.gov  for the appropriate period and will be responsible for selecting 
the awarded vendor. 
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 If quotes are returned and are over $25,000.00 threshold, they must be rejected and the 
Office of Contracts should be contacted to assist with the purchase. 

 Do Not split projects or purchases to circumvent procedure as it may lead to Disciplinary 
Action. 

 
Long term, the goal is to have all quotes posted for vendors electronically. Once quotes are all 
posted electronically, the quote is to be uploaded to the ODOT purchasing web site.  
 
The original quotes, including confirmation for non-responsive vendors, must be kept 
with the Purchase Order and/or payment card logs at the District Fiscal Office/Central 
Office of Accounting per records retention schedule. 

All quotes reviewed by the district will be initialed or signed by the District Fiscal Officer, or 
designee in Fiscal Officer’s absence, indicating the documents have been reviewed and 
approved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The original quotes, including confirmation for non-
responsive vendors, must be reviewed by the 

District Fiscal Officer prior to purchasing, 
regardless of amount. 
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Quote Guidelines 

 

 

 

DO…. 

Use the mandatory ODOT Quote Form 

 Use of the ODOT quote request form is mandatory.  The form can be found at:    
http://portal.dot.state.oh.us/Divisions/Finance/Pages/Online%20Forms.aspx 
 

 Clearly define the items or scope of work & quote like items and quantities – 
specifications must be exact for each vendor 

 Purchasers must provide detailed information to ensure all vendors are quoting the 
same item and/or service. 

 Break down labor, materials and any other miscellaneous charges. 
 Do not request lump sum quotes. 

Ensure vendor completes signature and dates fields.  

o Signature and printed name are required for quote to be accepted 
o Must be able to clearly read the vendor’s printed name  

 
Notify parties of the outcome 

 If quoting vendors inquire about the status of the quote, no information can be 
shared until after the vendor has been selected.   

 A good business practice is to inform a vendor that you may have used for a long 
period of time if they do not win the current quote.   

 This notification will avoid a situation where the old vendor continues 
providing the service, as they assume they won the current quote, and 
were not notified otherwise.  

o Vendors may now be told of the winning quote verbally, if they initiate the 
request.   
 

DO NOT…. 

Do Not obtain Verbal quotes!   

 Request for quote must be on quote form. 

Do not guide a purchase in any way that may be viewed improperly 

Listed below, are the guidelines for a successful purchase using the ODOT Quote 
process.   
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Do not obtain quotes from Family or Friends 

 If you have a concern about a conflict of interest, please contact Central Office 
Accounting. 

Do not obtain quotes after the fact (purchase) as they are not legitimate 

 Districts or Divisions may require a Letter of Exception be signed by the Deputy 
Director to document the situation.  These letters will be kept on file with the 
purchase order or payment card log per records retention schedule. 

Do not quote brand specific items 

   When defining specifications avoid brand specific items.  
o If a brand name is identified in the quote specifications language “or approved 

equivalent” must be included. 
o An exception for quoting brand specific items is when the use of a different brand 

will void a warranty on the original equipment or product. 
o When quoting OEM (Original Equipment Manufacturer)  or Non-OEM parts, each 

vendor should be asked to provide the same parts– either OEM or non-OEM. 

Do not pay a fee for quotes 

 Fees for quotes are very uncommon, but if it does occur, contact the Office of 
Accounting for guidance. 

Do not help the vendors complete the quotes 

 Quote request form must be created by ODOT and be sent out to vendors to quote 
prices.  

o Vendor must complete the response. 
 Do not change quotes. Any quotes that display evidence of change after submission 

will not be considered as a valid quote. 

Do not obtain quotes from vendors when quotes will put the vendor over the $50K limit. 

 Payment card purchases do apply to the vendor’s $50K limit.  The $50K update is 
sent weekly to all active Paycard holders and District/Central Office Fiscal Officers.  

o Paycard purchases are NOT included in the Appropriation Accounting vendor 
limits.   
 

o It is mandatory to review $50K list prior to purchasing. The $50K list can 
be found on the Accounting website.  
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 The Accounting system will provide the $50K limits, but does not 
include the payment card purchases, since they are made to US 
Bank, rather than the vendor.   
 

 Quotes cannot be obtained from vendors that have reached their $50K spending limit 
for a single vendor or a corporate family. These quotes are not legitimate. New 
quotes will need to be obtained. 

 Do Not mix contract and non-contract items on quotes for a vendor already on the 
$50K list or when the quote will put the vendor over the $50K list. 

 Should quotes be obtained and the vendor is placed on the $50K list before the 
requisition is entered, please call Central Office Purchasing Manager for approval 
before selecting a vendor. 

Do Not Quote Subsidiaries 

 Subsidiaries Defined 
Do not quote vendors having potential corporate family relationships.  If you are aware of 
vendor subsidiaries or any other vendor relationships, please inform the Administrator, 
Office of Accounting and/or Administrator, Office of Contracts to verify. 

Do Not Share Quotes  

 Quotes are one time use only for a specific purchase at a specific location.   
o They cannot be shared between or within districts.  

 
 
Do Not Copy Contract Language 

 Purchasers cannot copy Office of Contract or DAS information or use contract language 
for a quote to circumvent the 10 day contractual bid process.  This would be considered 
a “bid-like” quote, and is not permissible.  If a contract needs to be bid, contact Office of 
Contract Administration.  If a personal service agreement or maintenance agreement is 
necessary, contact the Office of Chief Legal Counsel.   
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Minority Business Enterprise Quotes  

Quoting MBE Vendors and Non MBE Vendors per Equal Opportunity Division (EOD) 
Guidelines: 

 To receive the MBE Set Aside, all vendors quoted must be MBE certified by the Ohio 
EOD. 

 To receive MBE Participation, quotes can be obtained from MBE & Non-MBE vendors. 
 Participation – May quote MBE and non-MBE vendors, to obtain participation credit per 

EOD FY09. 
 10% threshold will apply for quoting MBE & Non-MBE vendors (MBE Participation). 

o An MBE Vendor can be selected for award when the quote from the MBE vendor 
is the lowest quote or if they are no more than 10% higher than the lowest 
quoting vendor to obtain MBE credit. In the event they are not the lowest quote, 
Districts have the discretion to use the MBE vendor when higher than lowest 
quote. (A rule of thumb is that it would be acceptable for them to be 10% higher)  
Justification needs to be included in the comments of the requisition or 
Paycard/EDI comment screen. 
 

The Office of EOD is currently including both MBE set-aside and MBE participation in the 15% 
calculation of the Department’s MBE goal. 
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Instructions per Specific Type of Quote 

Parts, Materials and Equipment 

For quotes, the requestor is to include the OAKs Vendor ID and OAKs Vendor Address.    
 When quoting a vendor who is new or who is inactive in OAKs – completed required 

OBM vendor forms must be submitted with the quote.  As forms are received they must 
be submitted to OBM. Comments must be added to the requisition or payment card 
comments screen indicating when vendor forms were submitted to OBM. 
 

The quote response deadline should be seven business days after the date the quote is sent to 
the vendors.   Shorter or longer deadlines must be approved by the District Fiscal Officer or 
Division Administrator prior to the quote request being sent out.  

 Quotes cannot be used if expired prior to purchase or entry of requisition. 
o Exception - If expired, due to OIT R & P or Equipment Waiver, contact vendor 

and ask to verify in writing that the quotes are still valid and will be honored. 
 Keep on file with quote. 

 
When the equipment, parts and/or materials ordered are going to multiple locations, all the 
locations must be listed on the quote form. 

 All shipping should be F.O.B. destination unless the vendor specifies otherwise in the 
quote.  

 If the quote applies to an STS contract the STS contract language for shipping applies.  
 
If the vendor’s response is to include core charges/part deposit, that charge must be indicated 
on the quote. If it is not indicated and the vendor’s quote includes core charges, the vendor’s 
quote may be disqualified. 
 
All fields in the description area are required. The quote must include: 

o Quantity; 
o unit of measure;  
o clear description for it to be considered a valid quote;  

 
If a vendor has a question or comment regarding a quote, all vendors invited to quote must be 
notified of the question and/or comment and be included in the response. 
 
The purchase order should be issued no more than 30 calendar days after response deadline. 
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Services 

For quotes, the requestor is to include the OAKs Vendor ID and OAKs Vendor Address.    
 When quoting a vendor who is new or who is inactive in OAKs – completed required 

OBM vendor forms must be submitted with the quote.  As forms are received they must 
be submitted to OBM. Comments must be added to the requisition or payment card 
comments screen indicating when vendor forms were submitted to OBM. 

 
The quote response deadline should be seven business days after the date the quote is sent to 
the vendors.   Shorter or longer deadlines must be approved by the District Fiscal Officer or 
Division Administrator prior to the quote request being sent out.  

 Quotes cannot be used if expired prior to purchase or entry of requisition. 
o Exception - If expired, due to OIT R & P or Equipment Waiver, contact vendor 

and ask to verify in writing that the quotes are still valid and will be honored. 
 Keep on file with quote. 

 
When the services ordered are going to be provided to multiple locations, all the locations must 
be listed on the quote request form.  

 All shipping should be F.O.B. destination unless the vendor specifies otherwise in the 
quote.  

 If the quote applies to an STS contract the STS contract language for shipping applies.  
 
If the vendor’s response is to include core charges/part deposit, that charge must be indicated 
on the quote. If it is not indicated and the vendor’s quote includes core charges, the vendor’s 
quote may be disqualified. 
 
All fields in the description area are required. The quote must include: 

 A complete description of service needed; 
 The duration and frequency of service; 

o frequency (i.e. 2 fire extinguishers to be tested monthly) 
 Make and model of item being serviced  if applicable; 
 Labor Costs; 

o Terminology should match what will be invoiced. 
 
Rentals should be quoted by duration  

 Daily rates; 
 Weekly rates; 
 Monthly rates. 

 
Should the service require specific certification or licensing, the quote must detail this 
requirement, and include a request to the vendor for verification. 
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If a vendor has a question or comment regarding a quote, all vendors invited to quote must be 
notified of the question and/or comment and be included in the response. 
 
The purchase order should be issued no more than 30 calendar days after response deadline. 

 

Sole Source  

Sole Source defined  - a purchase made without competition, when competition is otherwise 
required, based on a determination that there is only one Vendor who can meet the 
Department’s requirements. The Fiscal Officer or Purchasing Specialist must determine the 
process used to document sole source. 

Although a vendor may have been identified in the past as a sole source vendor, for a particular 
commodity or service, it is now necessary to quote sole source vendors each fiscal year, to 
ensure that no other vendors can provide the service or commodity. 

 

For quotes, the requestor is to include the OAKs Vendor ID and OAKs Vendor Address.    
 When quoting a vendor who is new or who is inactive in OAKs –completed required 

OBM vendor forms must be submitted with the quote. As forms are received they must 
be submitted to OBM. Comments must be added to the requisition or payment card 
comments screen indicating when vendor forms were submitted to OBM. 

 
The quote response deadline should be seven business days after the date the quote is sent to 
the vendors.   Shorter or longer deadlines must be approved by the District Fiscal Officer or 
Division Administrator prior to the quote request being sent out.  

 Quotes cannot be used if expired prior to purchase or entry of requisition. 
o Exception - If expired, due to OIT R & P or Equipment Waiver, contact vendor 

and ask to verify in writing that the quotes are still valid and will be honored. 
 Keep on file with quote. 

 
When the equipment, parts, services and/or materials ordered are going to multiple locations, all 
the locations must be listed on the quote request form. 

 All shipping should be F.O.B. destination unless the vendor specifies otherwise in the 
quote.  

 
If the vendor’s response is to include core charges/part deposit, that charge must be indicated 
on the quote. If it is not indicated and the vendor’s quote includes core charges, the vendor’s 
quote may be disqualified. 
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All fields in the description area are required. The quote must include: 

 Quantity; 
 Unit of measure; 
 Clear description.  

 
 To be considered a valid quote all of the above mentioned must be on the quote request form. 
 
If a vendor has a question or comment regarding a quote, all vendors invited to quote must be 
notified of the question and/or comment and be included in the response. 
 
The purchase order should be issued no more than 30 calendar days after response deadline. 

True Sole Source should be a very infrequent situation. 

Sole Source examples: 

o Items that must be compatible with existing equipment and is only provided 
through the original manufacturer or one assigned representative; 

o Items for which no competition exists due to copyright or patent; 
o Subscriptions available from only one provider. 

 

Non- Contract Blanket 

Non-Contract Blanket defined - Items ordered multiple times throughout the calendar year or 
fiscal year for which an individual purchase would require quotes.  Examples include:  concrete, 
pipe, non-contract aggregate, sand. 

For quotes, the requestor is to include the OAKs Vendor ID and OAKs Vendor Address.    
 When quoting a vendor who is new or who is inactive in OAKs – completed required 

OBM vendor forms must be submitted with the quote.  As forms are received they must 
be submitted to OBM. Comments must be added to the requisition or payment card 
comments screen indicating when vendor forms were submitted to OBM. 
 

The quote response deadline should be seven business days after the date the quote is sent to 
the vendors.   Shorter or longer deadlines must be approved by the District Fiscal Officer or 
Division Administrator prior to the quote request form being sent out.  

 When quotes expire prior to processing a purchase order, due to equipment waiver 
delays, the quotes may still be used, as long as the vendor will honor their prices past 
the deadline.  
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When the equipment, parts, services and/or materials ordered are going to be provided to 
multiple locations, all the locations must be listed on the quote request form.  

 All shipping should be F.O.B. destination unless the vendor specifies otherwise in the 
quote.  

 
If the vendor’s response is to include core charges/part deposit, that charge must be indicated 
on the quote. If it is not indicated and the vendor’s quote includes core charges, the vendor’s 
quote may be disqualified. 
 
The expected parameters of the Non-Contract Blanket Purchase Order must be identified in the 
request for quote description. Include the following: 

 Duration;  
 Frequency.   

 
All fields in the description area are required.  The quote must include: 

 Quantity; or dollar amount if quantity is not known. 
 Unit of measure; 
 Clear description.  

 
 To be considered a valid quote all of the above mentioned must on the quote request form. 
 
Non-Contract Blanket Quotes are used for multiple purchases of the same commodity.  

Non-Contract Blanket quotes must follow appropriate quote threshold requirements. 

Non-Contract Blanket quotes can be valid for either: 

 12 months with no dollar specification, allowing spending up to $50K allowance for the 
vendor; 

  Up to a specific dollar amount as indicated on the quote. 

o Quotes can not be requested or used for more than a 12 month period, unless for 
a Personal Service Agreement, since they can be for two years.  

Modifications cannot be entered that exceed the original quote threshold. 

Purchase orders for Non-Contract Blanket quotes can be cancelled at any time. 

Only the items listed on the quote can be purchased using the non-contract blanket quote. 
 
When vendors add additional items, new quotes will be required. 

 If the vendor added an additional item that was not requested and is not needed, ask the 
vendor to re-quote without that particular item. 
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In the situation that other vendors become available to quote, the district has the option to 
obtain a new quote to include this new vendor(s) while, including all previous quoting vendors.   
 
If a vendor has a question or comment regarding a quote, all vendors invited to quote must be 
notified of the question and/or comment and be included in the response. 
 
The purchase order should be issued no more than 30 calendar days after response deadline. 

Tear Downs 

Tear Down defined - a vehicle or piece of equipment must be sent to a vendor’s facility to be 
dismantled in order to assess the damage and determine the cost of repair.   

For quotes, the requestor is to include the OAKs Vendor ID and OAKs Vendor Address.    
 When quoting a vendor who is new or who is inactive in OAKs – completed required 

OBM vendor forms must be submitted with the quote.  As forms are received they must 
be submitted to OBM. Comments must be added to the requisition or payment card 
comments screen indicating when vendor forms were submitted to OBM. 
 

The quote response deadline should be seven business days after the date the quote is sent to 
the vendors.   Shorter or longer deadlines must be approved by the District Fiscal Officer or 
Division Administrator prior to the quote request form being sent out.  

 Quotes cannot be used if expired prior to purchase or entry of requisition. 
o Exception - If expired, due to OIT R & P or Equipment Waiver, contact vendor 

and ask to verify in writing that the quotes are still valid and will be honored. 
 Keep on file with quote. 

 
Using the quote request form, obtain a quote from the chosen vendor and set up a Purchase 
Order for the quoted amount or request vendors quote their labor rate, parts discount from list or 
mark-up to cost, towing fees or travel charge.  When quoting parts pricing, be sure in each 
quote request, all vendors for that request are quoting either mark-up on cost, or discount from 
list – not a combination of both. 

 It is not necessary to obtain multiple quotes from other vendors completing a physical 
tear-down of the equipment based upon additional fees that would be incurred after 
researching the mechanical issue.  

  It is important that the choice of vendor be made upon some research for the lowest 
responsible cost.   

o Understanding the labor rate for local vendors would be helpful in identifying the 
lowest responsible cost.   
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o Purchase order must be issued before work is performed when Payment Card 
cannot be used. 

 At the point it is determined additional work may be needed, the vendor 
must supply a detailed breakdown of additional costs and a modification 
for the additional work should be entered immediately before the work 
can be done. 

 Choosing the same vendor for each tear down would not be acceptable unless there 
was documentation stating why the chosen vendor has the lowest responsible cost.   

StateTerm Schedule (STS) Contract  

For quotes, the requestor is to include the OAKs Vendor ID and OAKs Vendor Address.    
 When quoting a vendor who is new or who is inactive in OAKs – completed required 

OBM vendor forms must be submitted with the quote.  As forms are received they must 
be submitted to OBM. Comments must be added to the requisition or payment card 
comments screen indicating when vendor forms were submitted to OBM. 
 

The quote response deadline should be seven business days after the date the quote is sent to 
the vendors.   Shorter or longer deadlines must be approved by the District Fiscal Officer or 
Division Administrator prior to the quote request being sent out.  

 Quotes cannot be used if expired prior to purchase or entry of requisition. 
o Exception - If expired, due to OIT R & P or Equipment Waiver, contact vendor 

and ask to verify in writing that the quotes are still valid and will be honored. 
 Keep on file with quote. 

Research contracts to be referenced, to ensure that the work is contract related.    

STS Contracts must be quoted only if there are two or more vendors on the same STS contract 
with the required products or services. 

 When there is only one vendor on an STS contract, quotes are not necessary, but better 
pricing can be requested. 

 When there are multiple vendors on an STS contract, vendors must be quoted, per the 
quote threshold requirements. 

 ODOT considers only the vendors on the STS contract, rather than the entire index for 
review. 

 STS & Non-STS vendor quotes may be mixed for best pricing, when purchase will be 
under $25k 

o $25k and above, will need to be STS vendors only, due to requirement to bid. 
 Vendors are required to provide detailed quotes that can be matched to contract price 

list items. 
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 If the quote applies to an STS contract, the STS contract language for shipping cost 
applies to the purchase. 

 

The detailed quote should prove that a minimum of 80% of the total cost is on the contract. 

o Vendors are required to provide detailed quotes that can be matched to contract 
price lists. 

o Additional quotes will need to be obtained, if 80% of the costs of the purchase are 
not the contract. 
 

Payment Card 

Purchases of $2,500 or under should use Payment Card 

 If service related, vendor must be on Service Vendor list prior to purchase, to use 
payment card. 

For quotes, the requestor is to include the OAKs Vendor ID and contact name on the comments 
screen.    

 When quoting a vendor who is new or who is inactive in OAKs – completed required 
OBM vendor forms must be submitted with the quote.  As forms are received they must 
be submitted to OBM. Comments must be added to the requisition or payment card 
comments screen indicating when vendor forms were submitted to OBM. 

 
The quote response deadline should be seven business days after the date the quote is sent to 
the vendors.   Shorter or longer deadlines must be approved by the District Fiscal Officer or 
Division Administrator prior to the quote request being sent out.  

 Quotes cannot be used if expired prior to purchase or entry of requisition. 
o Exception - If expired, due to OIT R & P or Equipment Waiver, contact vendor 

and ask to verify in writing that the quotes are still valid and will be honored. 
 Keep on file with quote. 

 
Quotes and justification for vendor selection need to be listed in the comment screen of the 
Paycard Voucher.  

When the equipment, parts, services and/or materials ordered are going to be provided to 
multiple locations 

 all the locations must be listed on the quote request form;  
 If the quote applies to an STS contract the STS contract language for shipping applies. 
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If the vendor’s response is to include core charges/part deposit, that charge must be indicated 
on the quote. If it is not indicated and the vendor’s quote includes core charges, the vendor’s 
quote may be disqualified. 
 
All fields in the description area are required. The quote must include: 

 Quantity; 
 Unit of measure; 
 Clear description.  

To be considered a valid quote all of the above mentioned must on the quote request form. 
 
If a vendor has a question or comment regarding a quote, all vendors invited to quote must be 
notified of the question and/or comment and be included in the response. 
 

All or none/All items only  

All or none/All items only box -selection on the quote form, when marked, indicates that the 
quote is evaluated for all items quoted in total.  If this box is not marked, the individual line items 
on a quote may be evaluated and awarded to different vendors to provide the best overall cost 
to the Department.   

 Vendor does not have option of selecting “All or none/All items only”. 

Equipment Waiver 

If items to be purchased have a unit cost of $300.00 or more and are considered to be 
equipment, they require an Equipment Waiver or OIT Freeze Waiver.  Additionally, all furniture 
purchases require a freeze waiver, regardless of the unit price. 

 Equipment requests are sent to OBM by the Office of Accounting, Accounts Payable 
Manager. 

 Technology requests are sent to the Office of Information Technology (OIT) at DAS by 
DoIT.   

o These require an Information Technology Purchase Request (ITPR) number, and 
OIT Release & Permit number, both provided by DoIT prior to entering the 
requisition. 

o OIT Waiver – Please work with the Office of IT for these situations. 

Distribution of Request for Quotes 

The form can be e-mailed, faxed or sent via certified mail to the vendor.  If faxing or emailing, 
keep the fax or email log to show the vendor received the faxed or email request for quotes.  
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In the rare instance that the quote request form(s) must be mailed to vendors, certified mail 
must be used.  The certified mail receipt must be retained to document the vendor was given 
the opportunity to quote.   

If e-mailing the information to the vendors, the vendor will be able to complete the quote form 
electronically save and return to the requester as an attachment to email.   

Frequently Asked Questions 

 

 

 

 

 

 

 

 

 

Terms & Conditions 
The following Terms & Conditions will be attached to the Quote form with the following link: 
https://extranet.dot.state.oh.us/groups/purchasing/Guidance/Standard%20Terms%20And%20C
onditions.doc 
 
Determining the Winning Quote 
 
ODOT reserves the right to split purchases among low quoting vendors if the quote request was 
not marked All or none/All items only. 

 Vendor selection must be made within five business days of the response deadline.  
 If the vendor selection is not made in this timeline, the request for quote must be 

resubmitted and vendors will be required to provide new quotes. 
 

Funds must be encumbered prior to the purchase when Payment Card or Debit Voucher 
cannot be used. 

If 2 of 3 vendors quoted are nonresponsive, yet the purchaser has documentation showing the vendors 
were contacted to quote; can purchase be made with one responsive vendor?  Determination will be 
decided by District Fiscal Officer. 

If vendors were quoted, and one vendor hits the $50K list between the time the original quote was 
requested, and the time the requisition is entered, does purchaser need an additional quote?  If so, do 
all vendors have to re-quote, or is only one additional quote needed? No re-quote necessary. Cannot 
use if the chosen vendor has hit the $50K list.  Go to next lowest vendor noting the vendor not 
on the $50K at the time of bid. 

Can quotes be accepted after the deadline for response?  No. Quotes will not be accepted or valid 
after response deadline. 
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After reviewing all requirements and specifications, the lowest responsible cost vendor can be 
awarded.   

 Price cannot differ from quoted price 
o Blanket type quotes will match per line item cost quoted, but may vary in total 

based upon quantities ordered.  
 

Quote Expiration Date/Guarantee Date 

 Quotes cannot be expired prior to purchase or entry of requisition. 
 If expired, due to OIT R & P or Equipment Waiver, contact vendor and ask to verify in 

writing that the quotes are still valid and will be honored. 
o Keep on file with quote. 

Choosing Higher Priced Quote 

 Justify why higher priced vendor was chosen in comment screen. 
o Provide detail of lowest responsible cost. 
o Includes travel, employee time, etc. 

When are Additional Quotes Required? 

If quoted prices come in over the dollar threshold for the number of quotes sent out, it would 
need to be re quoted with additional vendors contacted and sent a request for the quote. 

 If the assumption was made that the purchase would be under $2,500, and only two 
vendors were quoted, and both quotes came in over $2,500, an additional quote would 
be required if lowest quotes was more than $3,125. Contact Office of Accounting 
Administrator or Office of Contracts Administrator for determination of re-quote. 

 If you have requested two vendors quote, and one vendor quoted over $2,500, and the 
other quoted below $2,500, an additional quote would not be needed, as the purchase 
threshold was decided by the lowest quote received.  

Tiebreaker  

If a tie should occur in the quote prices: 

 Districts to determine and justify how the tiebreaker was determined in comment screen 
of the requisition or payment card. 

 Contact the Office of Contracts, if help is needed in a tiebreaker situation. 
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Online Pricelists 

Online Price lists can be used as quotes for goods, if this is the vendor’s customary process for 
providing quotes. 

 Purchasers should not choose online pricing based upon ease of request. 
 Purchasers should not use online quotes as a means to circumvent local vendors. 

 

Non Responsive Quotes  

Non-responsive quotes are quotes sent to a vendor, for which a response was not received.   
Documentation is required for non-responsive quotes to ensure that the vendor was provided 
the opportunity to quote: 

 A Fax Transmittal log of fax sent to vendor. 
 A Return Receipt of e-mail to sent to vendor. 
 Return Receipt for certified mail. 

 
Central Office Accounting may review quote requests and responses at any time. 

When reviewing quotes from the vendors, the following information must be reviewed: 

 Quotes were received by required deadline.    
o The receipt date is verified trough fax, email and US Mail. 

 Fax header on top of faxed quote with date and time stamp; 
 Email time and date stamp as attachment; 
 Postage date and time and date stamp when received in office for mailed 

quotes. 
o All items in quote specification must be quoted, if All or none/All items only was 

selected. 
o A vendor is considered non-responsive if the vendor: 

 Cannot quote all items, on an “All or none/All items only” quote; 
 Cannot provide quoted dimensions; 
 Makes modifications on quote form.  

 
 Quotes must be signed and dated by an authorized representative of the vendor for the 

quote to be valid. 

If vendor responds on Vendor Letterhead: 

 Verify all items match the items that were sent out on the Quote Request form.   
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o If all items do not match, the quote will be considered a non-responsive or invalid 
and a re-quote may be necessary to meet quote expectations.  

Purchases without Proper Quotes  

 Must have supporting documentation from the District/Central Office;  
 Letter of Exception may be required, signed by Deputy Director; 
 Lack of quotes must be noted in the Comment Screen;  
 All documentation must be on file in District Fiscal Office with approval by the District 

Fiscal Officer; as determined by the District. 
 Office of Accounting/Division will retain Central Office documentation. 

 
 
 
 
 
 

  

 

Exhibit 1
Page 23 of 23

Neal.Gallucci
Rectangle



Exhibit 2
Page 1 of 3

Neal.Gallucci
Rectangle



Exhibit 2
Page 2 of 3

Neal.Gallucci
Rectangle



Exhibit 2
Page 3 of 3

Neal.Gallucci
Rectangle



Exhibit 3
Page 1 of 2

Neal.Gallucci
Rectangle



Exhibit 3
Page 2 of 2

Neal.Gallucci
Rectangle



"Scott Accountius" 
<SAccountius@otpnet.com> 

To <John.Shore@dot.state.oh.us> 

cc 
07/06/2011 08:42AM 

Steve McNuttwith Peterson Thermal 

Scott Accountius 
Pump Applications & Finishing Sales 
614-342-6465 office 

.614-342-6490 fax 
saccountius@otpnet.com 
http://www.otpnet.com 

¥ • ...... 

bee 

Subject RE: Quote 

otp; industrial solutions 
e. techrtlrt;tl kr;n.wlf':dge. 

brt.l<n~ prodttd support 

From: John .Shore@dot.state.oh. us [ mailto:Joh n.Shore@dot.state.oh .us] 
Sent: Wednesday, July 06, 2011 8:28 AM 
To: Scott Accountius 
Subject: RE: Quote 

Yourbusiness·acquaintante, would that have been Steve Garcia? 

"Scott Accountius" <SAccountius@otpnet.com> 

07/05/201112:55 PM 

John, 

To<John.Shore@dot.state.oh.us> 
cc 

SubjectRE: Quote 

This was a valid quote for the 30 days after the quote date. I aid'not talkto,MrXeeo';Abusiness 
acquaintance of-miJ]e frqm· Reters'On Therrnc:d, ,who; .is the authorized.distribuJor for 'theAufofa Rump Co, 
aS;ked me t()•Pf9Yicle a pri<::e to Mr YeeJo se~tisfy a reql1irementthat fv1r· Y ~e'tiave'·m&e .then'Oiie price for 

.... _- '-')·· '~ ·:·· . ¥:,~· .- . • .'' :,_ -- ·.- . -- - -

Exhibit 4
Page 1 of 2

Neal.Gallucci
Rectangle



this equipment. Peterson Thermal provided me with a price, that I added my profit margin to, and the 
contact information forme to send the quote to. 

Scott Accountius 
Pump Applications & Finishing Sales 
614-342-6465 office 
614-342-6490 fax 
saccountius@otpnet.com 
http://www.otpnet. com 

... " ilf IIi 

' iii otp: industrial solutions .. tl!f;;hnk<tt kiiowtedge .. 
hwad pmdud suj:rp?Jtt. 

From: John.Shore@dot.state.oh.us [mailto:John.Shore@dot.state.oh.us] 
Sent: Thursday, June 30, 20111:54 PM 
To: Scott Accountius 
Subject: Quote 

Scott, 

I am investigator for ODOT and stopped by your business on 6/30. I spoke w/Mitch about quote 
#1336286. Couple questions ... 

1. Is this a legitimate quote? 
2. How did Mr. Yee contact you? Do you remember the date/time he contacted you? 
3. To your best recollection, if this was a conversation, was it on the phone? and what was said? 
4. On my copy, I cannot read the very top (usually the fax number is here) line. If you faxed it back to Mr. 
Yee, do you have noted what date and time you did this? 

Thank You. 

John Shore 
Phone: 614-752-5029. 

*I* This e-mail message, including any attachments, is for the 
sole use of OTP, Air Technologies and/or the intended lawful 
recipient(s) and may contain private, confidential, and/or 
privileged information. If you are not the intended recipient, 
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The Ohio Department Of Transportation ‐ Division Of Finance 07/26/11
Paycard Quote Information For Joe Yee's Transactions

Document 

ID
Seq #

Date 

Entered

Date 

Added
Comment Added By Expanded Description

Extract 

Date
247869 1 12/30/09 01/08/10 D05AB1  ‐ WELLMAN, AMANDA D    F05 100028 EMS VERIFIED                                                    02/17/10
247869 2 01/01/00 01/13/10 D05AB1  ‐ WELLMAN, AMANDA D    GREATER THAN 1000, NON CONTRACT?  I THOUGHT WE WERE SPLITTING OUT LABOR     02/17/10
247869 3 01/01/00 01/13/10 D05AB1  ‐ WELLMAN, AMANDA D    AND PARTS SO WE CAN REFERENCE THE CONTRACT?  OR DID YOU GET QUOTES?         02/17/10
247869 4 01/01/00 01/14/10 D05JY2  ‐ YEE, JOE             FROM JYEE 1/14: YES I GOT QUOTE ( COPY IN MAIL TO YOU THIS AM )             02/17/10
247869 5 02/09/10 01/14/10 D05JY2  ‐ YEE, JOE             $ 800.00  MAT'L ,  $320.00 LABOR TO INSTALL .               02/17/10
247869 6 01/01/00 01/19/10 D05AB1  ‐ WELLMAN, AMANDA D    DID YOU QUOTE ANOTHER VENDOR? PURCHASE >$1K NON CONTRACT REQUIRE 2 QUOTES.  02/17/10
247869 7 01/01/00 01/25/10 D05JY2  ‐ YEE, JOE             FROMJYEE 1/25/2010 : I GOOFED‐‐‐ DIDN'T GET SECOND QUOTE.                   02/17/10
247869 8 01/01/00 01/25/10 D05DS2  ‐ SAUNDERS, DELL       I TALKED TO JOE ABOUT GETTING QUOTES SO THAT HOPEFULLY IT WON'T HAPPEN AGAI 02/17/10
247869 9 01/01/00 01/27/10 D05AB1  ‐ WELLMAN, AMANDA D    EXCEPTION LETTER IS BEING SUBMITTED TO DDD FOR THIS PURCHASE.               02/17/10
247869 10 01/01/00 01/27/10 D05AB1  ‐ WELLMAN, AMANDA D    IT WILL ALSO BE REPORTED ON MONTHLY QAR.                                   02/17/10
247869 11 02/09/10 01/29/10 D05JK1  ‐ KALIS, JOHN          PLEASE NOTE THAT THIS TYPE OF PURCHASE WILL BE DISCUSSED DURING YOUR UPCOMI 02/17/10
247869 12 01/01/00 01/29/10 D05JK1  ‐ KALIS, JOHN          REFRESHER TRAINING NEXT WEEK. THANKS                                       02/17/10
247869 13 01/01/00 02/08/10 D05JY2  ‐ YEE, JOE             THANK YOU                                                                  02/17/10
247869 14 01/01/00 02/12/10 D05JK1  ‐ KALIS, JOHN          MARC, PLEASE REVIEW AND APPROVE, THANKS                                    02/17/10
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330 833 7967 MASS. DHQ #3 02:07:25 p.m. 
11':1/ L"L! :.mll tJ~ : !:l~ 7403235 D5LRO 

TIME AND MATERIAL-PUMP CHANGE OUT 

MATERIAL· 

TOTAL-

TIME· 

TOTAL-

2- 2 inch x 3 inch long brass nipple 
2· 2 inch dielectric union 

3- 2 inch copper 90 
1- 2 Inch ball valve 
2· 3 inch x 2 inch reducer 

10 feet- 2 Inch copper pipe 

1- Plumber 8 hours at$ 70.00 a hour 

1· Laborer 8 hours at$ 35.00 a hour 

TIME AND MATERIAL TOTAL· 

39.93 
29.82 
45.73 
38.65 

72.12 
145 

371.26 

560 
280 

840 

1211.26 

09-22-2011 5 /12 

PAGE 05/12 
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330 833 7967 MASS. DHQ #3 02:07:30 p.m. 09-22-2011 6 /12 
~~fL~fL~ll ~~=~~ {4~3235 " D5LRO PAGE 06/12 

~*QUOTATION ** S010259066 
09 FAMOUS SUPPLY OF NEWARK Page # 1 o:f 1 
25 S 11TH ST 
NEWARK, OH 43055-4063 740-345-9617 

Bid To; 
OHIO DEPT OF TRANSPORTATION 
DISTRICT # 5 
P 0 BOX 306 
JACKSONTOWN, OH 43030-0306 
Select Code : BR09 PHONE 

Ship.To: 
OHIO DEPT OF TRANSPORTATION 
DISTRICT # 5 
P 0 BOX 306 
JACKSONTOWN, OH 43030~0306 
# : 740-323-4400 PAUL 

Bid-Date---ExP,r-Date--Writer--Terms--------------Ship Via--------Warehouse------
09/21/11 10/06/11 WDORSEY NET 30 DAYS Shp 9 Pre 9 
Purchase Order #------Release #--------~---------Print Time ------Frght Allowed-
COPPER BID 09:16:22 21 SEP 2011 N 

Bid-Qty--
" 2ea NIPPLE BRASS 2" X 3" STD 

(STANDARD) BRASS NIPPLE 

2ea WATTS 0821560 
301 2" DIELECTRIC F!P X COPPER 
SOLDER 

3ea COP-FTG 2-COP-90 
2" C X C 90 ELL 
32-CC-90 

607 
W02086 

1ea NIBCO S-FP600N-2 
2" C X C 600# FULL PORT BALL VALVE 

COP-FTG 3X2-COP-RED W01094 
3-1/8X2-1/8-0D-COP-RED-CPL 
3 X 2" COPPER REDUCER CPL 

2ea 

10ft COP-PIPE 2X10-L-HARD 
2" X 10' LENGTH TYPE L COPPER 
TUBING, PRICE PER FT 

Unit Net 
19.967ea 39.93 

14.914ea 29.83 

15.243ea 45.73 

38.652ea 38.65 

36.062ea 72. 1 2 

14.500ft 145.00 

BID TOTAL 371. 26 

Bid Amount 371.26 
*** Continued on Next Page *** 
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330 833 7967 MASS. DHQ #3 
09/22/2011 08:05 740323~ D5LRD 

02:07:40 p.m . 

/ ,-

""\ 
\ 

\ 
\ 

09-22-2011 7 /12 

PAGE 07/12 
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330 833 7967 MASS. DHQ #3 02:07:46 p.m. 09-22-2011 8 /12 
~~f ~LIL~ll ~~;~o f4e323~ D5LRO PAGE 08/ 12 

• • PETERSON \THERMAL EQUIPMENT COMPANY 
MANUFACTURER'S REPRESENTAnVES. & SPECIALTY DISTFllijl.m:JRS 

Date: g.2o-11 

To: ODOT 
Attn: Hank 

Re: Water Transfer 1 Booster Pump 

Ba~ed on our conversation, I am pleased to offer the fo.llowlng pump for your 
consideration. As I mentioned: · 

.1. If the existing pump and motor:were ·removed, the new pump & motor 
assembly could be mounted on the existing base. 

2. The pump I am proposing is able-to self prime up to 25ft. Since you do 
not have a flooded suction (you:,are drawing the water up a pipe with a 
eheckjfoot valve on it) this is an ideal pump for you. 

3. Piping changes would be miniimiil. 

1 - MP Pumps model HHLF self priming high head pump, cast iron construction 
Close coupled to a 7 1h hp TEFC 34'50rpm motor suitable for 230 or 460v I 
3 phase. Plea$e review attached dimensions and data. 

$ 1,797.00 + shippfng. (estimated Shippthg Is$ 90.00) 

Replacing the entire pump end in the future is less than $ 1,000.00 (based on 
current prices) 

Allow 2 - 3 weeks for delivery, Pricing firm for 30 days. 
No taxes, fees or permits included. 

Sincerely, 
Ray Peterson 

Cc: S'McNutt, Shirley Karam 

3545 MONROE STREET 
TOL.EDO, OHIO 43606 
{419) 475-7100 

. FAX 475-1333 

1026 GOODALE BLVD. 
COLUMBUS, OHIO 43212 
(614) 294-6851 
FAX 294-6855 
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330 833 7967 MASS. DHQ#3 02:08:01 p.m . 09-22-2011 9 /12 

D5LRO PAGE 09/12 

•• p PUI1PS,IIIC. 
HHLF 
~ 0 ~· or0igh Head Low Flow Self Priming 
HHL·Fioma" (High Head Low Flow) "HR'' high pressure self-priming 1~1 ~ ·,. · ... · ·· . : '· · 
centrifugal pumps meet USCG specifications for auxiliary fire cor'ltrol. 

1
' ' 

The high suction eenterline and impeller design eliminates premature 
priming loss while ensuring consistent priming capability. Tl'\e HHLF pump 
is capable of achieving up to 25 feet suction lift. 

The HHLF series is available clo~ coupled to NEMA "C" Face electric 
motors or as PumPAKs• . The engine onve models are capable of close 
coupling to both gasoline and diesel engines with 1" keyed drive shafts. 
Pedestal mounted pumps <Jre also available. 

The volute and impeller are removable and easily replaced. 

SPECIFICATIONS: 
Suction an~ Discharge .. 1 11'£'L x 1 112" tlP:'f 

2"X 2''NPT 

Materials of Construction Bronze 
Cast iron v"' 

Flow . . , .... .. . . .. . . Up to 140 GPM 

Heao Feet ..... . .. . . . ~to 190' ~ 
Impeller . . . . ... @"cast iro~r Silicon bronze CA 875 

Drive Optio;"ts .. .. . Close coupled 154TC V 

Seal . . . . . . . . . . . . . . . Optional seals available 

C St~ard • cart?ol'l r ceramic 1 Vrton~ 
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330 833 7967 MASS. DHQ #3 
e9t22t20II 08 :05 740323: 

HHLF 1.!1" (2.0") PEDESTAL PUMP 

HHLF)(eLOSe COUPLED ELECTRIC MOTOR 

....... -------------------·----·· 
r
. .

1
• !BZTC, !84TC., 21JC, 215C 

El.fCTII'C M0 I OR 

i i r··- --l 
t-f--t·--+·-------··1tf--:-·-
j i · L .J 
j i -----
• I ,_J.. --·--- _]. _________ .[..., 
"---'-··"'-·j-----···r-------·-t'·-·· 

(IIIP PUMPS,•c. 
34800 BENNffi • FRASER, M148026-1686 

(556) 293·8240 • FAX (586) 293-8489 
(800) 563-8006 • www.mppumps.com 

02:08:24 p.m. 

D5LRO 
09-22-2011 10/12 

PAGE Iel/12 

... T 

i 
i 

12.2511 .6') 
12.43{2.0") 

I 
I 

FORM 6144-A 
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330 833 7967 MASS. DHQ #3 
· ~~1 22f2Bll ~8:05 740323f 

02:08:40 p.m. 09-22-2011 11 /12 

PAGE 11/12 D5LRO 
r: -~·· · - - ,,, 

;~i:'·.,···~'~ . .' ··_ .''· · HHLF 
... ". ' ' . . 
" ' 

D to ao .. --......-, ... --.MO .I I f ... IH.I'· 
lJ IIZE 211 ::s 

-~~~'~ ' fWIU.ER PIA . ...I..D_ r-1- J 200 
: ' r-r-r--. ~ MAX 8QllD& -..--~ .. 

r-..-: ii'IDU I"" ---~-., r- t--r-- ~ 
! 

180 
· r-; 

""' 
It: »-

b. p, N 

:'~ ' r-.. . ~ 'k . 4. ~ ....... · ~ . ~· ~ 
.,, 

- 1 .l ~ IJIIM ~ I 120 
!'"-~:£.. 

""' 
~ .... "':•lit 

.. 'l ... '~ . -..... I '- I 1/ '"· I'-' I"' 101 "~ 11-. 1.-' 80 - ' f.,.;~- !Y h' ~~ 

I [ .. . f. :""! I- 7.5 ~-· fT. ... ;~:a . .... '-"'1·· ~ ~ic!" 

40 - r;. s I "'"' 
:"I 5 

., r-;'1'1 5 r~ l:"t--
; ......_,II Io 

120 140 180 0 80 r 

(IMP PUMPS,INC .. 
34SOO BENNEl'T • FRASER, Ml 48026-1686 

(586) 293-8240 • FAX (586) 293-6469 
(800).583-8006 • www.mppumps.com 

FORM 6144-A 
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SPRJNKLER SYSTEMS 25-11 

and maintenance in accordance with 4.1.2.4, the occupant, 
management firm, or managing individual shall comply with 
4.1.5. 

4.1.6 Where changes in the occupancy, hazard, water supply, 
storage commodity, storage arrangement, building modifica­
tion, or other condition that affects the installation criteria of 
the system are identified, the owner or occupant shall 
promptly take steps, such as contacting a qualified contractor, 
consultant, or engineer, to evaluate the adequacy of the in­
stalled system in order to protect the building or hazard in 
question. 

4.1.6.1 vVhere the evaluation reveals a deficiency causing a 
threat to life or property, the owner shall make appropriate 
corrections. All requirements ohhe authority having jurisdic­
tion shall be followed. 

4.1.6.2 vVhere an occupant, management firm, or managing 
individual has received the authority for inspection, testing, 
and maintenance in accordance with 4.1.2.4, the occupant, 
management firm, or managing individual shall comply with 
4.1.6. 

4.1.7 vv'here a water-based fire protection system is returned 
to service following an impairment, the system shall be veri­
fied to be working properly. 

4.2 hnpairments. Vrnere an impairment to a water-based fire 
protection system occurs, the procedures outlined in Chapter 
13 of this standard shall be followed, including the attachment 
of a tag to the impaired system. 

4.3 Records. 

4.3.1 * Records of inspections, tests, and maintenance of the 
system and its cowponents shall be made available to the au­
thority having jurisdiction upon request. 

4.3.2 Records shaH indicate the pro:ceditre performed (e.g., 
inspection, test, or maintenance), the organization that per­
formed the work, the results, and the date. 

4.3.3 Records shall be maintained by the owner. 

4.3.4 Original records shall be retained for the life of the sys­
tem. 

4.3.5 Subsequent; records shall be retained for a period of 1 
year after the next inspection, test, or maintenance required 
by the standard. 

4.4* Inspection. System components shall be inspected at in­
tervals specified in the appropriate chapters. 

4.5 Tes~g. 

4.5.1 All components and systems shall be tested to verify that 
they fi.mction a5 intended. 

4.5. 1.1 The frequency of rests shall be in accordance with this 
standard. 

4.5.1.2 Fire protection system components shall be restored 
to full operational condition following testing including rein­
stallation of plugs and caps for auxiliary drains and test valves. 

4.5.2 During all testing and maintenance, water supplies in­
cluding fire pumps shall remain in service unless all impair· 
rnent procedures contained in Chapter 13 are followed. 

4.5.3 Test results shall be compared with those of the original 
acceptance test (if available) and \vith the most recent test 
results. 

4.5.4 The types of tests required for each protection system 
and its components are detailed in the appropriate chapter. 

4.5.5 Specialized equipment required for testing is defined in 
the appropriate chapter. 

4.5.6* When a m~or component or subsystem is rebuilt or 
replaced, the subsystem shall be tested in accordance with the 
original acceptance test required for that subsystem. 

4.5.6.1 Sprinkler systems in accordance with 5.4.3 shall be 
tested. 

4.6* Maintenance. J\Iaintenance shall be performed to keep 
the system equipment operable or to make repairs. 

4.6.1 As-built system installation drawings, original accep­
tance test records, and device manufacturer's maintenance 
bulletins shall be retained to assist in the proper care of the 
system and its components. 

4.7 Safety. Inspection, testing, and maintenance activities 
shall be conducted in a safe manner. 

4.7.1 Confrned Spaces. Legally required precautions shall be 
taken prior to entering confined spaces such as tanks, valve 
pits, or trenches. 

4.7.2 Fall Protection. Legally required equipment shall be 
worn or used to prevent injury from fulls to personnel. 

4.7.3 Special Hazards. Precautions shall be taken to address 
any special hazards, such as protection against drowning 
where working on the top of a filled embankment or a sup­
ported, mbberized fabric tank, or over open water or other 
liquids. 

4.7.4* Hazardous Materials. 

4. 7 .4.1 Legally required equipment shall be used where work­
ing in an environment ·with hazardous materials present. 

4.7 .4.2 The owner shall advise anyone performing inspection, 
testing, and maintenance on any system under the scope of 
this document, with regard to hazardous materials stored on 
the premises. 

4.8* Electrical Safety. Legally required precautions shall be 
taken when testing or maintaining electric controllers for 
motor-driven fire pumps. 

4.9 Corrective Action. Manufacturers shall be permitted to 
make modifications to their own listed product in the field 
with listed devices that restore the original performance as 
intended by the listing, where acceptable to the authority hav­
ing jurisdiction. 

Chapter 5 Sprinkler Systems 

5.1 General. ThL~ chapter shall prm-ide the minimum re­
quirements for the routine inspection, testing, and mainte­
nance of sprinkler systems. Table 5.1 shall be used to deter­
mine the minimum required frequencies for inspection, 
testing, and maintenance. 
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25-12 INSPECTION, 1ESTING, AND MAINTENA1'1CE OF WATER-BASED FIRE PROTECTION SYSTEMS 

Table 5.1 Summary of Sprinkler System Inspection, Testing, and Maintenance 

Item 

Gauges (dry, preaction, and 
deluge systems) 

Control valves 
Alarm devices 
Gauges (wet pipe systems) 
Hydraulic nameplate 
Buildings 

Hanger/seismic bracing 
Pipe and fittings 
Sprinklers 
Spare sprinklers 
Fire department connections 
Valves (all types) 
Alarm devices 
Main drain 
Antifreeze solution 
Gauges 
Sprinklers - extra-high 

temperature 
Sprinklers- fast response 

Sprinklers 

Valves (all types) 
Obstruction investigation 
Low point drains (dry pipe 

system) 

Activity 

Inspection 

Inspection 
Inspection 
Inspection 
Inspection 
Inspection 

Inspection 
Inspection 
Inspection 
Inspection 
Inspection 
Inspection 

Test 
Test 
Test 
Test 
Test 

Test 

Test 

Maintenance 
Maintenance 
Maintenance 

5.1.1 Valves and Connections. Valves and fire department 
connections shall be inspected, tested, and maintained in ac­
cordance with Chapter 12. 

5.1.2 Impairments. The procedures outlined in Chapter 14 
shall be followed where an impairment to protection occurs. 

5.L3 Notification to Supervisory Service. To avoid false 
alarms where a supervisory service is provided, the alarm re­
ceiving facility shall be notified by the owner or designated 
representative as fo1lows: 

( 1) Before conducting any test or procedure that could result 
in the activation of an alarm 

(2) After such tests or procedures are concluded 

5.1.4 ~cords. Records shall be maintained in accordance 
with Section 4.3. 

5.2* Inspection. 

5.2.1 Sprinklers. · 

5.2.1.1 * Sprinklers shall be inspected from the floor level an­
nually. 

5.2.1.1.1 Sprinklers shall not show signs of leakage; shall be 
free of corrosion, foreign materials, paine and physical dam­
age; and shall be installed in the proper orientation (e.g., up­
right, pendent, or sidewall). 

5.2.1-1.2 Any sprinkler shall be replaced that has signs of!eak­
age; is painted, corroded, damaged, or loaded; or in the im­
proper orientaEion. 

2002 Edtlion 

Frequency 

Weekly /monthly 

Weekly/monthly 
Quarterly 
Monthly 

Quarterly 
Annually (prior to freezing 

weather) 
Annually 
Annually 
Annually 
Annually 
Quanerly 

Quarterly I semiannually 
Annually 
Annually 

5years 
5 years 

At 20 years and every 10 years 
thereafter 

At 50 years and every 10 years 
thereafter 

Annually or as needed 
5 years or as needed 

Annually prior to freezing 
and as needed 

Reference 

5.2.4.2, 5.2.4.3 

Table 12.1 
5.2.6 

5.2.4.1 
5.2.7 
5.2.5 

5.2.3 
5.2.2 
5.2.1 

5.2.1.3 
Table 12.1 
Table 12.1 

5.3.3 
Table 12.1 

5.3.4 
5.3.2 

5.3.1.1.1.3 

5.3.1.1.1.2 

5.3.1.1.1 

Table 12.1 
10.2.1, 10.2.2 

12.4.4.3.3 

5.2.1.1.3 Glass bulb sprinklers shall be replaced if the bulbs 
have emptied. 

5.2.1.1.4* Sprinklers installed in concealed spaces such as 
above suspended ceilings shall not require inspection. 

5.2.1.1.5 Sprinklers installed in areas that are inaccessible for 
safety considerations due to process operations shall be in­
speCted during each scheduled shutdown. 

5.2.1.2* Unacceptable obstructions to spray patterns shall be 
corrected. 

5.2.1.3 The supply of spare sprinklers shall be inspected an­
nually for the following: 

(l) The proper number and type of sprinklers 
(2) A sprinkler wrench for each type of sprinkler 

5.2.2* Pipe and Fittings. Sprinkler pipe and fittings shall be 
inspected annually from the floor level. 

5.2.2.1 Pipe and fittings shall be in good condition and free of 
mechanical damage, leakage, corrosion, and misalignment. 

5.2.2.2 Sprinkler piping shall not be subjected to external 
loads by materials either resting on the pipe or hung from the 
pipe. 

5.2.2.3* Pipe and fittings installed in concealed spaces such as 
above suspended ceilings shall not require inspection. 

5.2.2.4 Pipe installed in areas that are inaccessible for safety 
considerations due to process operations shall be inspected 
during each scheduled shutdown. 
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SPRINKLER S'lSTE.\!S 25-13 

5.2.3* Hangers and Seismic Braces. Sprinkler pipe hangers 
and seismic braces shall be inspected annually from the floor 
level. 

5.2.3.1 Hangers and seismic braces shall not be damaged or 
loose. 

5.2.3.2 Hangers and seismic braces that are damaged or loose 
shall be replaced or refastened. 

5.2.3.3* Hangers and seismic braces installed in concealed 
spaces such as above suspended ceilings shall not require in­
spection. 

5.2.3.4 Hangers installed in areas that are inaccessible for 
safety considerations due to process operations shall be in­
spected during each scheduled shutdown. 

5.2.4 Gauges. 

5.2.4.1 * Gauges on wet pipe sprinkler systems shall be in" 
spected monthly to ensure that they are in good condition and 
that normal water supply pressure is being maintained. 

5.2.4.2 Gauges on dry, preaction, and deluge systems shall be 
inspected weekly to ensure that norn1al air and water pres­
sures are being maintained. 

5.2.4.3 Where air pressure supervision is connected to a con­
stantly attended location, gauges shall be inspected monthly. 

5.2.4.4* For dry pipe or preaction systems protecting freezers, 
in accordance with Figure A.5.2.4.4 the air pressure gauge 
near the com pressor shall be com pared weekly to the pressure 
gauge above the dry pipe or preaction valve. \\'hen the g-auge 
near the compressor is reading higher than the gauge near 
the dry pipe valve, the air line in service shall be taken out of 
sen.ice, and the 'alternate air line opened to equalize the pres· 
sme. The air line .. taken out of service shall be internally in­
spected, have all ice blockage removed, and shall be reas­
sembled for use as a future alternate air line. 

5.2..5 Buildings. Annually, prior to the onset of freezing 
weather, buildings with wet pipe systems shall be inspected to 
verify that windows, skylights, doors, ventilators, other open­
ings and closures, blind spaces, unused attics, stair towers, roof 
houses, and low spaces under buildings do not expose water­
filled sprinkler piping to freezing and to verifY that adequate 
heat [minimum 4.4•c ( 40aF) J is avaHable. 

5.2.6 Alarm Devices. Alarm devices shall be inspected quar­
terly to verifY that they are free of physical damage. 

5.2.7* Hydraulic Nameplate. The hydraulic nameplate for hy· 
draulically designed systems shall be inspected quarterly to 
verify that'.i.t is attached securely to the sprinkler riser and is 
legible. 

5.2.8 Hose Connections. Hose connections and hose shall be 
inspected in accordance with the requirements of Chapter 6 
and Chapter 12. 

5.3 Testing. 

5.3.1 * Sprinklers. 

5.3.1.1 * Wnere required by this section, sample sprinklers 
shall be submitted to a recognized testing laboratory accept­
able to the authority having jurisdiction for field sen.ice test­
ing. 

5.3.1.1.1 Where spri.nklers have been in sen .. ice for 50 years, 
they shaH be replaced or representative samples from one or 

more sample areas shall be tested. Test procedures shall be 
repeated at 10-year intervals. 

5.3.1.1.1.1 Sprinklers manufactured prior to 1920 shall be re­
placed. 

5.3.1.1.1.2 Sprinklers manufactured using fast-response ele­
ments that have been in service for 20 years shall be tested. 
They shall be retested at 10-year intervals. 

5.3.1.1.1.3* Representative samples of solder-type sprinklers 
with a temperature classification of extra high 163"C (325"F) 
or greater that are exposed to semicontinuous to continuous 
maximum allowable ambient temperature conditions shall he 
tested at 5-year intervals. 

5.3.1.1.1.4 Where sprinklers have been in service for 75.years, 
they shall be replaced or representative samples from one or 
more sample areas shall be submitted to a recognized testing 
laboratory acceptable to the authority having jurisdiction for 
field service testing. Test procedures shall be repeated at 
5-year intervals. 

5.3.1.1.1.5 Dry sprinklers that have been in service for 10 
years shall be tested or replaced. If maintained and serviced, 
they shall be retested at 10-year intervals. 

5.3.1.1.2* Where sprinklers are subjected to harsh environ­
ments, including corrosive atmospheres and corrosive water 
supplies, on a 5-year basis, sprinklers shall either be replaced 
or representative sprinkler samples shall be tested. 

5.3.1.1.3 Where historical data indicates, longer intervals be­
tween testing shall be permitted. 

5.3.1.2* A representative sample of sprinklers for testing per 
5.3.1.1.1 shall consist of a minimum of not less than 4 sprin­
klers or l percent of the number of sprinklers per individual 
sprinkler sample, whichever is greater. 

5.3.1.3 Where one sprinkler within a representative sample 
fails to meet the test requirement, all sprinklers represented 
by that sample shall be replaced. 

5.3.1.3.1 Manufacturers shall be permitted to make modifica­
tions to their own sprinklers in the field with listed devices that 
restore the original performance as 'intended by the listing, 
where acceptable to the authority having jurisdiction. 

5.3.2* Gauges. Gauges shall be replaced every 5 years or tested 
every 5 years by comparison with a calibrated gauge. Gauges 
not accurate to within 3 percent of the full scale shall be reca­
librated or replaced. 

5.3.3* Alarm Devices. 

5 . .3.3.1 V\-'ater-flow devices including, but not limited to, me· 
chanica! -...>ater motor gongs and pressure s'll<itch Lype shall be 
tested quarterly. 

5.3.3.2* Vane-type waterflow devices shall be tested semiannu­
ally. 

5.3.3.3* Testing the water-flow alarms on wet pipe systems 
shall be accomplished by opening the inspector's test connec­
tion. 

5.3.3.3.1 "Wnere freezing weather conditions or other circum­
stances prohibit use of the inspector's test connection, the 
bypass connection shall be permitted to be used. 
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25-14 INSPECTION, TESTING. AND MAJNTENANCE OF'WATER-Bi\.SED FIRE PROTECTION SYSTEMS 

5.3.3.4 Fire pumps shall not be turned off during testing un­
less all impairment procedures contained in Chapter 14 are 
followed. 

5.3.3.5* Testing the water-flow alarm on dry pipe, preaction, 
or deluge systems shall be accomplished by using the bypass 
connection. 

5.3.4* Antifreeze Systems. The freezing point of solutions in 
antifreeze shall be tested annually by measuring the specific 
gravity "111ith a hydrometer or refractometer and adjusting the 
solutions if necessary. 

5.3.4.1 Solutions shall be in accordance with Table 
5.3.4.l(a) and Table 5.3.4.l(b). 

5.3.4.2 The use of antifreeze solutions shall be in accordance 
"~Vith any state or local health regulations. 

5.3.5 Hose Connections. Hose connections and hose shall be 
tested in accordance with the requirements of Chapter 6 and 
Chapter 12. 

5.4 Maintenance. 

5.4.1 Sprinklers. 

5.4.1.1 Replacement sprinklers shall have the proper charac­
teristics for the application intended. These shall include the 
follo"'ing: 

(l) Style 

(2) Orifice size and K-factor 
(3) Temperature rating 
(4) Coating, if any 
(5) Deflector type (e.g., upright, pendent, sidewall) 
(6) Design requirements 

5.4.1.1.1 * Spray sprinklers shall be permitted to replace old­
style sprinklers. 

5.4.1.1.2 Replacement sprinklers for piers and whaiVeS shall 
comply with NFPA 307, Standard for the Constntction and Fire 
Protection of iv!arine Terminals, Piers, and vVharveJ. 

5.4.1.2 Only new, listed sprinklers shall be used to replace 
exi:>ting sptinklers. 

5.4.1.3* Special and quick-response sprinklers as defined by 
NFPA 13, Standardfar the Installation of!:.prinkler Systems, shall be 
replaced with sprinklers of the same make, model, orifice, 
size, temperature range and thermal response characte'ristics, 
and K-factor. · 

5.4.1.3.1 If the special or quick-response sprinkler is no 
longer manufactured, a special or quick-response sprinkler 
with comparable performance characteristics shall be in­
stalled. 

5.4.1.4* A supply of spare sprinklers (never fewer than six) 
shall be maintained on the premises so that any sprinklers that 
have operated or been damaged in any way can be promptly 
replaced. 

Table 5.3.4.1 (a) Antifreeze Solutions to Be Used If Nonpotable Water Is Connected to 
Sprinklers 

Material 

Glycerine* 
Diethylene glycol 

Ethylene glycol 

Propylene glycol* 

Calcium chloride 80% 
"flake" 

Fire protecrion 
grade** 

Add corrosion 
inhibitor of sodium 
bichromate 
% oz/gal water 

Solution (by volume) 

50% water 
45% water 
40%water 

Hydrometer scale LOOO to 
1..120 {subdivisions 0.002) 

61% water 
56% water 
51% water 
47% water 

Hydrometer scale l .000 to 
Ll20 (subdivisions 0.002) 

lb CaC12/gal of water 

2.83 
3.38 
3.89 
4.37 
4.73 
4.93 

'If used, see Table 53 A. l (b) . 
.,.,.Free from rnagnesium chloride and other impuriries. 
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Specific Freezing Point 
Gravity at 60°F 

(15.6°C) ('C) ("F) 

L078 -25.0 -13 
1.081 -32.8 -27 
L086 -41.1 -42 

1.056 -23.3 -w 
L063 -28.9 -20 
1.069 -34.4 -30 
1.073 -40.0 -40 

1.183 -17.8 0 
1.212 -23.3 -10 
1.237 -28.9 -20 
L258 -34.4 -30 
1.274 -40.0 -40 
1.283 -45.6 -50 
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ST.;\,\iDPIPE AND HOSE SYSTEMS 25-15 

Table 5.3.4.1 (b} Antifreeze Solutions to Be Used If Potable Water Is Connected to Sprinklers 

Specific Freezing Point 
Gravity at 60"F 

Material Solution (by volume) (15.6"C) 

Glycerine C.P. or 
iJ .S.P. grade* 

Propylene glycol 

50% water 

40% water 
!\0% v.-ater 

Hydrometer scale 1.000 to 
1.200 

70% water 
60% water 
50% water 
40% water 

Hydrometer scale 1.000 to 
1.200 

Ll33 

1.151 
1.165 

1.027 
1.034 
1.041 
1.045 

·c.P. ~Chemically pure; U.S.P. =United States Pharmacopoeia 96.9%. 

5.4.1.4.1 The sprinklers shall correspond to the types and 
temperature ratings of the sprinklers in the pmperty. 

5.4.1.4.2 The sprinklers shall be kept in a cabinet located 
where the temperature in which they are su~jected will at no 
time exceed 38"C (lOO"F). 

5.4.1.4.2.1 Where dry sprinklers of different lengths are in­
stalled, spare dry sprinklers shall not be required, provided 
that a means of returning the system to service is furnished. 

5.4.1.5 The stock of spare sprinklers shall include all types 
and ratings installtd and shall be as follows: . ' 
(1) For protected facilities having under 300 sprinklers- no 

fewer than 6 sprinklers 
(2) For protected facilities having 300 to 1000 sprinklers­

no fewer th~n 12 sprinklers 
(3) For protected facilities having over 1000 sprinklers- no 

fewer than 24 sprinklers 

5.4.1.6* A special sprinkler wrench shall be provided and kept 
in the cabinet w be used in the removal and installation of 
sprinklers. One sprinkler wrench shall be provided for each 
t:ype of sprinkler installed. 

5.4.1.7 Sprinklers protecting spray co<tting areas sh<tll be pro­
tected against overspray residue. 

5.4.1.7.1 Sprinklers subject to overspray accumulations shall 
be protected using plastic bags having a maximum thickness 
of0.076 m!n (0'.003 in.) or shall be protected with small paper 
bags. 

5.4.1.7.2 Cove1ings shall be replaced when deposits or resi­
due accumulate. 

5.4.1.8* Sprinklers shall not be altered in any respect or have 
any rrve of orn<lffientation, paint, or coatings applied after 
shipment from the place of manufacture. 

5.4.1.9 Sprl'nklers and autom<ttic spray nozzles used for pro­
tecting commercial-type cooking equipment and ventilating 
systems shall be replaced annually. 

5.4.1.9.1 Wher<o mnomatic bulb-type sprinklers or spray 
nozzles are used and annual examination shmvs no buildup of 
grease or other rnarerial on rhe sprinklers or spray nozzlesj 

• 

(.C) (oF) 

-26.1 -15 

-30.0 -22 
-40.0 -40 

-12.8 +9 
-21.1 -6 
-32.2 -26 
-51.1 -60 

such sprinklers and spray nozzles shall not be required to be 
replaced. 

5.4.2* Dry Pipe Systems. Dry pipe systems shall be kept dry at 
all times. 

5.4.2.1 During nonfreezing weather, a dry pipe system shall 
be permitted to be left wet if the only other option is to remove 
the system from service while waiting for parts or during repair 
activities. 

5.4.2.2 Air driers shall be maintained in accordance with the 
manufacturer's instructions. 

5.4.2.3 Compressors used in conjunction with dry pipe sprin­
kler systems shall be maintained in accordance with the manu­
facturer's instructions. 

5.4.3* Installation and Acceptance Testing. Where mainte­
nance or repair requires the replacement of sprinkler system 
components affecting more than 20 sprinklers, those compo­
nents shall be installed and tested in accordance with 
NFPA. 13, Standard far the Installation of Sprinkli:r Systems. 

5.4.4* Marine Systems. Sprinkler systems that are normally 
maint;;ined using fresh water as a source shall be drained and 
refilled, then drained and refilled again with fresh water fol· 
lowing the introduction of raw water into the system. 

Chapter 6 Standpipe and Hose Systems 

6.1 General. This chapter shall provide the minimum re­
quirements for the routine inspection, resting, and mainte· 
nance of standpipe and hose systems. Table 6.1 shaH be used 
to determine the minimum required frequencies for inspec­
tion, testing, and maintenance. 

6.1.1 Valves and Connections. Valves and fire department 
connections shall be inspected, tested, and maintained in ac­
cordance with Chapter 12. 

6.1.2 Impairments. \Vhere the inspection, testing, and main­
tenance of smnc!pipe and hose systems result> or involves a 
system that is out of service, the procedures outlined in Charr 
ter 14 shall be f(Jl!owed. 
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