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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.

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

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.
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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

Debit Voucher, Purchase
order, EDI or Payment Card

Purchase order, EDI or
Payment Card

S0 to $999.99

2 quotes required
$1,000.00 to $2,499.99 Must have Fiscal Officer
approuval, prior to purchase.

3 quotes required
$2,500.00 to $9,999.99 Must have Fiscal Officer Purchase Order or EDI
approval, prior to purchase.

3 quotes required
Must have Fiscal Officer Purchase Order or EDI
approval, prior to purchase.
Must have CO Office of
Accounting Administrator and
Administrator of Office of
Contracts approval, prior to
purchase.
Requires Bid
Must send specifications to Purchase Order or EDI
$25,000.00 to $49,999.99 Office of Accounting
Administrator and Office of
Contract for bid requirements

| Vendor Limits

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

$10,000.00 to $24,999.99

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

e 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.

0 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.

e 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.

0 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.

e Validity of the quotes;

e Required number of quotes have been obtained;

e Ensure quoting like items ;

e 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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e 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.

e 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.



Neal.Gallucci
Rectangle


Exhibit 1

Page 7 of 23

Quote Guidelines

Listed below, are the guidelines for a successful purchase using the ODOT Quote
process.

DO....

Use the mandatory ODOT Quote Form

e 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

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

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

e Break down labor, materials and any other miscellaneous charges.
e 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
0 Must be able to clearly read the vendor’s printed name

Notify parties of the outcome
e If quoting vendors inquire about the status of the quote, no information can be
shared until after the vendor has been selected.
e 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 natification 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!
e Request for quote must be on quote form.

Do not guide a purchase in any way that may be viewed improperly
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Do not obtain quotes from Family or Friends

e 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

e 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

e  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

e 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

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

prices.
o Vendor must complete the response.
e 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.

e 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.

o0 Itis 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.

e 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.

e 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.

e 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

e 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

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

Do Not Copy Contract Language
e 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:

e Toreceive the MBE Set Aside, all vendors quoted must be MBE certified by the Ohio
EOD.

e To receive MBE Participation, quotes can be obtained from MBE & Non-MBE vendors.

e Participation — May quote MBE and non-MBE vendors, to obtain participation credit per
EOD FYO09.

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

o0 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
qguoting 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.

e 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.
e Quotes cannot be used if expired prior to purchase or entry of requisition.
0 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.
e All shipping should be F.O.B. destination unless the vendor specifies otherwise in the
quote.
e 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
guote may be disqualified.

All fields in the description area are required. The quote must include:
0 Quantity;
0 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.

10
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Services

For quotes, the requestor is to include the OAKs Vendor ID and OAKs Vendor Address.

e 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.
e Quotes cannot be used if expired prior to purchase or entry of requisition.
0 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.
e All shipping should be F.O.B. destination unless the vendor specifies otherwise in the
quote.
e |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
guote may be disqualified.

All fields in the description area are required. The quote must include:
e A complete description of service needed;
e The duration and frequency of service;
o frequency (i.e. 2 fire extinguishers to be tested monthly)
e Make and model of item being serviced if applicable;
e Labor Costs;
o Terminology should match what will be invoiced.

Rentals should be quoted by duration
e Dalily rates;
e Weekly rates;
e 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.

11
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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.

e 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.
e Quotes cannot be used if expired prior to purchase or entry of requisition.
0 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.
e 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
guote may be disqualified.

12
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All fields in the description area are required. The quote must include:
e Quantity;
e Unit of measure;
e 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:

0 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;

0 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.

e 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.
e 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.

13
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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.
e 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
guote 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:

e Duration;

e Frequency.

All fields in the description area are required. The quote must include:
e Quantity; or dollar amount if quantity is not known.
e Unit of measure;
e 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:

e 12 months with no dollar specification, allowing spending up to $50K allowance for the
vendor;
e Up to a specific dollar amount as indicated on the quote.

o0 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.

e |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.

14
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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.

e 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.
e Quotes cannot be used if expired prior to purchase or entry of requisition.
0 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
guote request, all vendors for that request are quoting either mark-up on cost, or discount from
list — not a combination of both.

e |tis 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.

e |tis 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.

15
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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.

e 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.

e 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.
e Quotes cannot be used if expired prior to purchase or entry of requisition.
0 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.

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

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

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

e 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.

e Vendors are required to provide detailed quotes that can be matched to contract price

list items.

16



Neal.Gallucci
Rectangle


Exhibit 1

Page 18 of 23

o 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.

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

o0 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

e 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.

e 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.
e Quotes cannot be used if expired prior to purchase or entry of requisition.
0 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

o all the locations must be listed on the quote request form;
e |f the quote applies to an STS contract the STS contract language for shipping applies.

17
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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
guote may be disqualified.

All fields in the description area are required. The quote must include:
o Quantity;
e Unit of measure;
e 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
guote 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.

e 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.

e Equipment requests are sent to OBM by the Office of Accounting, Accounts Payable
Manager.
e Technology requests are sent to the Office of Information Technology (OIT) at DAS by
DolT.
0 These require an Information Technology Purchase Request (ITPR) number, and
OIT Release & Permit number, both provided by DolT 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.

18
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In the rare instance that the quote request form(s) must be mailed to vendors, certified malil
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

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.

Terms & Conditions
The following Terms & Conditions will be attached to the Quote form with the following link:

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.
e Vendor selection must be made within five business days of the response deadline.
¢ [f 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.

19 ®
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After reviewing all requirements and specifications, the lowest responsible cost vendor can be
awarded.

e Price cannot differ from quoted price
0 Blanket type quotes will match per line item cost quoted, but may vary in total
based upon quantities ordered.

Quote Expiration Date/Guarantee Date

e Quotes cannot be expired prior to purchase or entry of requisition.
e [f 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.
o0 Keep on file with quote.

Choosing Higher Priced Quote

e 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.

e |f 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.

e 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:

e Districts to determine and justify how the tiebreaker was determined in comment screen
of the requisition or payment card.
e Contact the Office of Contracts, if help is needed in a tiebreaker situation.

20
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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.

e Purchasers should not choose online pricing based upon ease of request.
e 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:

o A Fax Transmittal log of fax sent to vendor.
o A Return Receipt of e-mail to sent to vendor.
o 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:

e Quotes were received by required deadline.

0 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 Allitems 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.

e 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:

e Verify all items match the items that were sent out on the Quote Request form.

21
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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

e Must have supporting documentation from the District/Central Office;

o Letter of Exception may be required, signed by Deputy Director;
Lack of quotes must be noted in the Comment Screen;

e All documentation must be on file in District Fiscal Office with approval by the District
Fiscal Officer; as determined by the District.

o Office of Accounting/Division will retain Central Office documentation.

22
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MHY=44-c¥ll 16:28 From:

Petersen Thermal Equipmen

3545 Manroe Street
419-475-7100
Toleda, QH 436086

Quote To! Ohlo Department of
Transportation District
P.Q. Box 306
Jacksontown, QH 43030

!

| 05/04111

Bastway-PP/Add

o hame-Lnthoe Nusntas— | -

KMz

lsqurad | bt

To:OHID D2rt of Transe P.1-2

Customer No.. OHIDEP
Quote No.: 8078

6142946855

#o.
/«HE- j&’& ]/ b

Ship To: QHIO DEPT. TRANS, DIST.S
9500 JACKSONSTOWN RD.
ATTN: JOEYEE
Jacksontown, OH 43030

- Ayales PPaisnn-

!i [iesciptinn
Aurora HBS-BF regenerative
turbine pump only with
mechanical seals

ot 4 Estimated 4-6 waeks
1 / Aurora HES-BF regenerative 2480,00 2480.00
turbing pump only with
mechanical seals
Ot 2 * Estimated 2-3 wasks
A EPUMP ,7L ;
ROTATION AT TIME OF chckuwise 52;7’&; Lom_
ORDER! _
: Leookws Lpramm
i Quate subtotal ‘f‘ é "L R, i
: o &
amisi MO %GJ

Py mp £ 2190 53-
| {hﬁ!ﬁfuz‘ g".%c’l
Al 7227 . s
i -2 OT

b
Po Tpyse™ heoscd

: Thank You
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MSY=@5-2811 18:56 From: 6142946555 To:OHIO Dert of Transe P.171
730
7z
APPROVED COMPONENTS =
& SYSTEMSINC &
4805 Reed Rd. State of Ohio MBE/EDGE 614-578-9955
Columbus, OH 43220 Certified Supplier  fax 614-458-2727
May 5, 2011
To: ODOT Dist 5
Attn: Joe Yee

One (1) —Aurora HES-BF turbine pump only with sedls
$2,257.73lea =B weeks +frety it
$2,556.70/ea = 2-3 weeks

Freight: PP/Add or Collect
Pricesfirm for 30 days!

Thank you,

Steve Garda
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.%o °,
e + : 1900 JETWAY BLVD
@ipea mdusmaﬁﬂjﬁﬁ COLUMBUS, OH 43219 QUOTE
broad product support, Phone: (614)342-6123 -
Fax: (614)342 6490
www.atpnet.com
CUST. #: 104221
ATTN: SEEEE ERAGER
BILLTO: 05/05/11 AURORA 1
OHIO DEPT OF TRANSPORTATION QUOTEDBY: | scott Accountius
STATE ROUTE 13 Please refer to the Quote Number when ordering.
PO BOX 306
JACKSONTOWN, OH 43030
SHIP TO:
OHIO DEPT OF TRANSPORTATION - :
9600 JACKSONSTOWN RD A IEH S PRYAOD.

?}\-{:I:‘(Sé?ﬁrgvﬁﬁ T OTP COLUMBUS Choice Net 30 Days

THANK YOU FOR THE OPPORTUNITY TO PRESENT THE FOLLOWING QUOTE
THIS QUOTE IS VALID FOR 30 DAYS FOLLOWING THE INDICATED QUOTE DATE

1 He; _ _ 2305.00 ' 2305.00

2 = ch 2610.50 2610.50

La BE= v i = = i ==
Find the technical information you need... try the new “Ask the OTP Experis” funciionaiity at www.otpnet.com -
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PAYMENT CARD SYSTEM AAPCO006
VOUCHER NO...: 402577 VPC COMMENTS PAGE: 1
CARDHOLDER ID: 050036 - YEE, JOE
FUNCTION.....:

ADDED BY: DO5AB1 06/15/11 - WELLMAN, AMANDA D

QUOTES?

ADDED BY: D0O5JY2 06/29/11 - YEE, JOE _

FROM JYEE 6/29/2011 : .DID.NOTUSE QUOTE FORM. PETERSON THERMAL IS SOLE DIST
BUTOR FOR AUROA PUMP PRODUCTS IN CENTRAL OHIO.USED AUROA PUMP TO INSURE PUM
FIT INTO EXISTING WELDED PIPE PUMP SYSTEM, AND TO MINIMIZE POTABLE WATER
SYSTEM DOWNTIME.

PF7-PAGE BACK PF8-PAGE FWRD PF12-HELP
PF13-HEADER PF14-DETAIL °~ PF15-COMMENTS PF16-APPROVERS PAl/PA2-EXIT
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PAYMENT CARD SYSTEM ARPCO0003
VOUCHER PAYMENT CARD (VPC) PAGE: 1
VOUCHER NO...: 402577 APPROVE MODE MERCH DETL COMP: Y
CARDHOLDER ID: 050036 - YEE, JOE ACCOUNTING COMP: N
SYSTEM DATE..: 06/13/11 COMMENTS FLAG..: ¥
PURCHASE DATE: 06/10/11 SOLE SRC FLAG..: N
MERCHANT NAME: PETERSON THERMAL EQUIP C
REFERENCE NO.: 24072801159286020000012 MBE FLAG: N EDGE FLAG: N
VOUCHER AMT..: 2,271.86 CONTRACT NUMBER:
LN QUAN UM DESCRIPTION HOW/WHERE USED AMOUNT
01 1 EA AURORA REGEN TURBINE PUMP REPLACE 5090-2302 2,1590.00
02 1 EA FREIGHT FREIGHT 5090-2302 81.86
03
04
05
06
PF7-PAGE BACK PFB8-PAGE FWRD PF12-HELP
PF13-DETAIL PF14-ACCNTING PF15-COMMENTS PF16-APPROVERS PAl/PA2-EXIT
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"Scott Accountius” To <John.Shore@dot.state.oh.us>
<SAccountius@otpnet.com> ce
07/06/2011 08:42 AM
bee
Subject RE: Quote
Steve McNutt'with Peterson Thermal
Ttank you
Scott Accountius
Pump Applications & Finishing Sales
614-342-6465 office
.614-342-6490 fax
saccountius@otpnet.com
http://www.otpnet.com
S "
&
.tp ¢ industrial solutions
techiesl knowdedee,
Beosd pradiuct sy p;;«crré,
From: John.Shore@dot.state.oh.us [mailto:John.Shore@dot.state.oh.us]
Sent: Wednesday, July 06, 2011 8:28 AM
To: Scott Accountius
Subject: RE: Quote
“Your business-acquaintance, would that have been Steve Garcia?
"Scott Accountius” <SAccountius@otpnet.com> TOL john.Shore @dot.state.oh.us>
cc
07/05/2011 12:55 PM SubjectRE: Quote
John,
This was a valid quote for the 30 days after the quote date. 1'did not talk-to:Mr.Yee::A business
‘acquaintance of mine from Peterson Thermal, -who.is the aithorized distri or ih A ora’ qump Co,
asked':meto: provnde 4 pnce to Mr Yee fo satisfy.a requirement:that Mr Y e price:for
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this equipment. Peterson. Thermal provided me with a price, that | added my profit margin to, and the
contact information for me to send the quote to.

Tharl you

Scott Accountius

Pump Applications & Finishing Sales
614-342-6465 office

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

Lu
Cﬁ

.tp ¢ Industrial solutions

rechnical keiowtedse.
brodd protuct Suppurt.

From: John.Shore@dot.state.oh.us [mailto:John.Shore@dot.state.oh.us]
Sent: Thursday, June 30, 2011 1:54 PM

To: Scott Accountius
Subject: Quote

Scott,

I am investigator for ODOT and stopped by your business on 6/30. | 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, | 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.

*|* 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

Doa:; ent Seq # Er:)tztr: d Azzt: d Comment Added By Expanded Description E:;:taect
247869 1 12/30/09 01/08/10 DOSAB1 - WELLMAN, AMANDA D FO5 100028 EMS VERIFIED 02/17/10
247869 2 01/01/00 01/13/10 DO5AB1 - WELLMAN, AMANDA D GREATER THAN 1000, NON CONTRACT? | THOUGHT WE WERE SPLITTING OUT LABOR 02/17/10
247869 3 01/01/00 01/13/10 DO5SAB1 - 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 DO5JY2 - YEE, JOE FROM JYEE 1/14: YES | GOT QUOTE ( COPY IN MAIL TO YOU THIS AM ) 02/17/10
247869 5 02/09/10 01/14/10 DO5JY2 - YEE, JOE $800.00 MAT'L, $320.00 LABOR TO INSTALL . 02/17/10
247869 6 01/01/00 01/19/10 DO5AB1 - 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 DO5JY2 - YEE, JOE FROMIJYEE 1/25/2010 : | GOOFED--- DIDN'T GET SECOND QUOTE. 02/17/10
247869 8 01/01/00 01/25/10 DO5DS2 - SAUNDERS, DELL | 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 DO5AB1 - WELLMAN, AMANDA D EXCEPTION LETTER IS BEING SUBMITTED TO DDD FOR THIS PURCHASE. 02/17/10
247869 10 01/01/00 01/27/10 DO5AB1 - WELLMAN, AMANDA D IT WILL ALSO BE REPORTED ON MONTHLY QAR. 02/17/10
247869 11 02/09/10 01/29/10 DO5JK1 - 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 DO5JK1 - KALIS, JOHN REFRESHER TRAINING NEXT WEEK. THANKS 02/17/10
247869 13 01/01/00 02/08/10 DO5JY2 - YEE, JOE THANK YOU 02/17/10
247869 14 01/01/00 02/12/10 DO5JK1 - KALIS, JOHN MARC, PLEASE REVIEW AND APPROVE, THANKS 02/17/10
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MASS. DHQ #3 02:07:46 p.m. 08-22-2011 8/12

Oor L2/ 2011 BEIEY f48323% DSLRO PAGE @8/12

PETERSON THERMAL EQUIPMENT COMPANY

MANUFACTURER'S REPRESENTATIVES & SPECIALTY DISTRIBUTORS

Date: 9-20-11

To: ODOT
Attn: Hank

Re: Water Transfer / Booster Pump'

Based on our conversation, | am pleased to offer the following pump for your

consideration. As | 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 | 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
check/foot valve on it) this is an ideal pump for you.

3. Piping changes would be minimal.

1 - MP Pumps model HHLF self priming high head pump, cast iron construction

Close coupled to a 7 % hp TEFC 3450rpm motor suitable for 230 or 460v /
3 phase. Please review attached dimensions and data.

$ 1,797.00 + shipping. ( estimated shippifg 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 1028 GOODALE BLVD.
TOLEDO, OHIO 43606 COLUMBUS, OHIO 43212

(418) 475-7100 (614) 284-6851
FAX 475-1333 FAX 294-6855
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330 833 7967 MASS. DHQ #3 02:08:01 p.m. 08-22-2011 912
WA/ LL) LULL  OBIBED 1q0324% D5LRO PAGE 89/12

HHLE
=ray 0@4 L orQ" igh Head Low Flow Self Priming

HHL-Flomax (High Head Low Flow) "HR" high prcssura self-priming ’
centrifugal pumps meet USCG specifications for auxiliary fire control. :

The high suction centerline and impeller design eliminates premature
priming loss while ensuring consiatent priming capability. The HHLF pump
is capable of achigving up to 25 feel suction Jift.

The HHLF series is available close coupled to NEMA "C" Face electric
motors or as PumPAKs®. The engine drive models are capable of close
coupling to both gasoline and diese! engines with 1" keyed drive shafts,
Pedestal mounted pumps are also available,

The volute and impeller are removable and easily replaced.

Suction and Discharge . . G A RLMRT

2" % 2" NPT
Materiala of Construction Bronze

Cast iron /
i -o s Up to 140 GPM
HeadFeet ... ........ Up to 180°
Impelier . ......... .r siicon bronze CA 876
Drive Options ... ..., Close coupled 184TC v~

n P
Hydra J3cu. in,

Pagtecl
PumPAK® (without motor)
Beal ,iciiiiasaaaid Optional seals available

Cﬁg&rd—mnr:@
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330 833 7967 MASS. DHQ #3 02:08:24 p.m. 09-22-2011 1012
©9/22/2011 B8:85  748323F D5LRO PAGE 18/12

HHLF 1.5" (2.0") PEDESTAL PUMP

14581157
WHET ™ 501159

170 M si9pm
<

fowel

1225 (1.8
| 12000

e g e B
P g u.a& gﬁaf‘zﬁ-{ bl

T tezic 1adre, 2136, 2180

! | ELECTRG MOTOR

EE

F—t— ;

E b d

91 Y

—e e .1....—.—v r A —

34800 BENNETT » FRASER, MI 48026-1686
(586) 283-8240 * FAX (586) 293-8469
(800) 563-B006 = www.mppumps.com FOROA AN
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330 833 7967 MASS. DHQ #3 02:08:40 p.m. 09-22-2011 1112
n4/22/2811 BB:B5 748323F DSLRD PAGE 11/12

1] 10 20 30
”9 Ly G0DEL__BeF
BIZE___2X2 <_
——— U fMPELLER DIA, _8.70
20055 2 ; MAX SGLIDS __ 28 | 1%
) - - [~ = ;—t -1
fe0 S Swni 45 anuun
&o0. R 1 =§= w e ARt
= 40
5 'm-:: u._ ‘ TR " ..: s 'ru l T
ol b d M [
1| -4 e N ;°| \L %
60 ; - ] ~ L] l |
¢ ! - [l
L &4 { 1 | 7.5 Wios FT. L
b L -7 1 ] B 4
%0 + ~ 1§ I
[~ < fs
i 1P | 0

0 0 40 80 0 10 120 140 160

/00 gon & 4o pu

/ﬁ?ﬂznx.mmd so- $o Seconnws ToDRY Fmte

=S MPE PUMEPS.INC
w¥on 3 =

34800 BENNETT » FRASER, M| 4B026-1686
(586) 293-8240 * FAX (566) 293-8469 FORM 5144
(B0O0) 563-8006 » www,mppumps.com
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SPRINKLER 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 Where the evaluation reveals a deficiency causing a
threat to life or property, the owner shall make appropriate
corrections. All requirements of the authority having jurisdie-
tion shall be followed.

4.1.6.2 Where 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 Where a water-based fire protection system is returned
o service following an impairment, the system shall be veri-
fied te be working properly.

4.2 Impairments. Where 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 components shall be made available to the au-
thority having jurisdiction upon request.

4.3.2 Records shall indicate the procedure performed (e.g.,
inspection, test, or maintenance), the organization that per-
formed the work, the resulis, 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. Systern components shall be inspected at in-
tervals specified in the appropriate chapters.

4.5 Testing,
4.5.1 All components and systerns shall be tested to verify that
they function as intended.

4.5.1.1 The frequency of tests shall be in accordance with this
standard.

4.5.1.2 Fire protection system components shall be restored
to full operational condition following testing inchading 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-
ment procedures contained in Chapter 18 are followed.

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

4.5.4 The wypes 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 major component or subsystem is rebuilt or
replaced, the subsysterm 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. Maintenance 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 Confined 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 falls 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, rubberized 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 rnaintenance on any system under the scope of
this document, with regard to hazardous materials stored on
the premises.

4.8* Electrical Safety. Legally réquired 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. This chapter shall provide 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 mainienance.
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Table 5.1 Summary of Sprinkler Systern Inspection, Testing, and Maintenance
Item Activity Frequency Reference
Gauges (dry, preaction, and Inspection Weekly /monthly 5.2.4.2,5.24.3
detuge systems)
Control valves Inspection Weekly/monthly Table 12.1
Alarm devices Inspection Quarterly 5.2.6
Gauges (wet pipe systems) Inspection Monthly 52.4.1
Hydraulic nameplate Inspection Quarterly 5.2.7
Buildings Inspection Annually (prior to freezing 5.2.5
weather)
Hanger/seismic bracing Inspection Annually 5.2.3
Pipe and fittings Inspection Annually 5.2.2
Sprinklers Inspection Annually 5.2.1
Spare sprinklers Inspection Annually 52.1.3
Fire department connections inspection Quarterly Table 12.1
Valves (all types) Inspection Table 12.1
Alarm devices Test Quarrerly/semiannually 53.3
Main drain Test Annually Table 12.1
Antifreeze solution Test Annually 534
Gauges Test 5 years 5.3.2
Sprinklers — extra-high Test b years 53.1.1.1.3
temperature
Sprinklers — fast response . Test At 20 years and every 10 years 531.1.1.2
thereafter
Sprinklers Test At 50 years and every 10 vears 5.3.1.1.1
thereafter ‘
Valves (all types) Maintenance Annually or as needed Table 12.1
Obstruction investigation Maintenance 5 years or as needed 10.2.1,10.2.2
Low point drains (dry pipe Maintenance Annually prior to freezing 12.44.3.3

system})

and as needed

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.

5.1.3 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 follows:

(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 Records. 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, paint, and physical dam-
age; and shall be installed in the proper orientadon (e.g., up-
right, pendent, or sidewall).

5.2.1.1.2 Any sprinkler shall be replaced that has signs of leak-
age; is painted, corroded, damaged, or loaded; or in the im-
proper orienadon.
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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:

(1) The proper number and type of sprinklers
(2) Asprinkler 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 fitrings shall be in good condition and free of
mechanical damage, leakage, corrosion, and misalignment.

5.2.2.2 Sprinkier piping shall not be subjected to external
loads by materials either restng 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 1o process operations shall be inspected
during each schedaled shutdown,
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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 shurdown.

5.24 Gauges.

5.24.1% 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 normal 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 compressor shall be compared weekly to the pressure
gauge above the dry pipe or preaction valve. When the gauge
near the compressor is reading higher than the gauge near
the dry pipe valve, the air line in service shall be taken out of
service, and the alternate air line opened to equalize the pres-
sure. The air lin€ 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, deors, ventilators, other open-
ings and closures, biind spaces, unused astics, stair towers, roof
houses, and low spaces under buildings do not expose water-
filled sprinkler piping to freezing and to verify that adequate
heat {minimium 4.4°C (40°F)] is available.

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'it 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 &
and Chapter 12.

5.3 Testing.
5.3.1* Sprinklers.

5.3.1.1* Where required by this section, sample sprinklers
shall be submitted to a recognized testing laboratory accept-
able to the authority having jurisdicton for field service test-
ing.

5.3.1.1.1 Where sprinklers have been in service for 58 years,
they shall 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°G (325°F)
or greater that are exposed 10 semicontinuous to continuous
maximum allowable ambient temperature conditions shall be
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
Byear 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 10year 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 permirted.

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 1 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 10 make modifica-
tions to their own sprinklers inr 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 b 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.

5.3.5* Alarm Devices.

5.3.3.1 Water-flow devices including, but not limited to, me-
chanical water motor gongs and pressure switch type shall be
tested quarterly.

5.3.3,2* Vane-type waterflow devices shall be tested semiannu-
ally.

5.5.8.3*% Testing the waterflow alarms on wet pipe systems
shall be accomplished by opening the inspector’s test connec-
tion.

5.3.3.3.1 Where freezing weather conditions or other circum-
stances prohibit use of the inspector’s test connection, the
bypass connection shall be permited to be used.
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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 waterflow 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 with a hydrometer or refractometer and adjusting the
solutions if necessary.

5.3.4.1 Solutions shall be in
5.3.4.1(a) and Table 5.3.4.1(b}.

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

accordance with Table

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
following:

(1) Stile

(2) Orifice size and Kfactor

{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 o}d-
style sprinklers. :

5.4.1.1.2 Replacement sprinklers for piers and wharves shall
comply with NEFPA 307, Standard for the Construction and Fire
Protection of Marine Terminals, Piers, and Wharves.

5.4.1.2 Only new, listed sprinklers shall be used 1o replace
existing sprinklers.

5.4.1.3% Special and quick-response sprinklers as defined by
NFPA 13, Standard for the Installation of Sprinkler Sysiems, shall be
replaced with sprinklers of the same make, model, orifice,
size, temperaiure range and thermal response characteristics,
and K-factor, '

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

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 Soluticns to Be Used If Nonpotable Water Is Connected to

Sprinkiers
Specific Freezing Point
Gravity at 60°F
Material Solution {by volume) {15.6°C) (°C) (°F)
Glycerine*
Diethylene glycol 50% water 1.678 ~-25.0 -13
45% water 1.081 -32.8 -27
40% water 1.086 -41.1 ~42
Hydrometer scale 1.000 to
1.120 (subdivisions 0.002)
Ethylene glycol 61% water 1.036 -23.3 -10
56% water 1.063 -28.9 ~20
51% water 1.069 -34.4 -30
47% water 1.073 -40.0 ~40
Hydrometer scale 1.060 to
. 1.120 (subdivisions 0.002)
Propylene glycol*
Calcium chloride 80%
“flake” to CaCl,/gal of water
Fire protection
grade**®
Add corrosion 2.83 1.183 -17.8 0
inhibitor of sodium 3.38 1.212 ~-23.3 -10
bichromate 3.89 1.237 ~28.9 20
¥ oz/gal water +.37 1.258 -34.4 =30
4.73 1.274 ~40.0 -4
4.93 1.283 -45.6 -50

"It used, see Table 5,44 1ib).
TFree from magnesium chioride and other impurities.
(3 i
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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) °C) B
Glycerine C.P. or 50% water 1.133 -26.1 -15
U.S.P. grade*
40% water 1.151 -30.0 ~22
20% water 1.165 -40.0 ~40
Hydrometer scale 1.000 to
1.200
Propylene glycol 70% water 1.027 -12.8 +9
60% water 1.034 ~21.1 -6
50% water 1.041 -32.2 -26
40% water 1.045 ~-51.1 ~60
Hydrometer scale 1.000 to
1.200

“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 property.

5.4.1.4.2 The sprinklers shall be kept in a cabinet located
where the temperature in which they are subjected will at no
time exceed 38°C (100°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 a2 means of returning the system to service is furnished.

5.4.1.5 The stock of spare sprinklers shall include all types
and ratings installed and shall be as follows:

(1) For})ro[ected facilities having under 300 sprinklers — no
fewer than 6 sprinklers

(2) For protected facilities having 300 to 1000 sprinklers —
no fewer than 12 sprinklers

{3) For protecied facilities having over 1000 sprinklers — no
fewer than 24 sprinklers

5.4.1.6* Aspecial sprinkler wrench shall be provided and kept
in the cabinet to be used in the removal and installation of
sprinklers, One sprinkler wrench shall be provided for each
wvpe of sprinkler inswlled.

5.4.1.7 Sprinklers protecting spray coating areas shali 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
of 0.076 min (0.003 in.) or shall be protected with small paper
bags.

5.4.1.7.2 Coverings shall be replaced when deposits or resi-
due accumulate.

5.4.1.8% Sprinklers shall not be altered in any respect or have
any type of ornamentation, paint, or coatings applied after
shipment fram the place of manufacture.

5.4.1.9 Sprinkiers and automatic spray nozzies used for pro-
tecting commercialtype cooking equipment and veniilating
systems shall be replaced annually.

5.4.1.8.1 Where automatic bulbtype sprinklers or spray
nozzies are used and annual examinaton shows no buildup of
grease or other material on the sprinklers or spray nozzles,

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

5.4.2* Dry Pipe Systems. Dry pipe systeras 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 Aeceptance Testing. Where mainte-
nance or repair requires the replacement of sprinklet system
components affecting more than 20 sprinklers, those compo-
nents shall be installed and tested in accordance with
NFPA 13, Standard for the Installation of Sprinkler Systems.

5.4.4* Marine Systems. Sprinkler systems that are normally
maintained using fresh water as a source shalt 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, testing, and mainte-
nance of standpipe and hose systems. Table 6.1 shall be used
to determine the minimurm required frequencies for inspec-
tion, testing, and maintenance.

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

6.1.2 Impairments. Where the inspecton, testing, and main-
tenance of standpipe and hose systems results or involves a
system that is out of service, the procedures outlined in Chap-
ser 14 shall be followed.
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