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General Correspondence Changes

• BGSU's Planning, Design and Construction and
Purchasing departments have combined to one
central email address

• constructiondocs@bgsu.edu

• A/E's and Project Managers will receive/sign
documents through new internal electronic process

• Documents sent by contractors may be sent signed
or unsigned



General Correspondence Changes

• The following documents should be sent to
constructiondocs@bgsu.edu:

Form Naming Convention
Schedule of Values "Project Name – Bid/Contract # - Schedule of Values"

Material Supplier and 
Subcontractor Declaration Forms

"Project Name – Bid/Contract # - Material Supplier and 
Subcontractor Declaration Forms"

Payroll Schedule "Project Name – Bid/Contract # - Payroll Schedule"

Subcontracts "Project Name – Bid/Contract # - Subcontracts"

Payment Requests "Project Name- Bid/Contract # - Payment Request #…"

Payroll Reports "Project Name – Bid/Contract # - Payroll Reports"

Change Orders "Project Name – Bid/Contract # - Change Order #..."

Fee Amendments "Project Name – Bid/Contract # - Fee Amendment #…"

Invoices "Project Name – Bid/Contract # - Invoice"

Any other required forms "Project Name – Bid/Contract # - Document Name"

mailto:constructiondocs@bgsu.edu


Required Forms

• Preconstruction Meeting Forms

• Prevailing Wage Packet

• EEO Poster

• Preconstruction Meeting Agreement Form

• Forms available on BGSU Purchasing Website

• https://www.bgsu.edu/purchasing/construction-information.html

https://www.bgsu.edu/purchasing/construction-information.html


Required Forms

• Material Supplier and Subcontractor Declaration
Forms and Subcontractor Contracts

• Must be submitted to
constructiondocs@bgsu.edu before the first Pay
Request

• Revised declaration forms must be submitted if
there is a change in subcontractors at any point

• All subcontractors must be enrolled in a State of
Ohio Drug Free Safety Program (DFSP)

mailto:constructiondocs@bgsu.edu


MS/SC Declaration Example



Required Forms

• Schedule of Values

• Submitted prior to any Pay Applications

• EDGE Companies and values must match the bid
form amounts

• EDGE information is included on Forms B, G, &
H

• Should be template for future Pay Requests



Required Forms

• Pay Requests

• Generally monthly increments

• 9/1/2023 - 9/30/2023, 10/1/2023 - 10/31/2023, etc.

• Exceptions: 7/25/23 - 8/31/23, 9/1/23 - 10/6/23, etc.

• Do not hold pay requests for 2-3 months at a time!



SOV/PR Form A: Summary



SOV Form B: SOV Summary



SOV Form G: Subcontractors



SOV Form H: EDGE



Instructions for Contractor Payment Request

• Standard Form provided by the State of Ohio

• Link to Document: https://www.bgsu.edu/content/dam/BGSU/design-and-
construction/documents/contractor-construction-forms/BGSU-Instructions-for-Contractor-Payment-
Request.pdf

• Highlights:

• All EDGE subcontractors should be listed in Sections G and H

• EDGE vendors must be identified on the Schedule of Values by
entering the corresponding alpha character from Tab H, Column A

• "You are responsible for obtaining and providing payrolls for all of the
Subcontractors you use. Failure to provide payrolls for all
Subcontractors used during the period of this request is a violation of
your Contract."

https://www.bgsu.edu/content/dam/BGSU/design-and-construction/documents/contractor-construction-forms/BGSU-Instructions-for-Contractor-Payment-Request.pdf


Required Forms

• Certified Payroll

• Certified Payrolls should no longer be sent with Pay 
Requests

• Certified Payrolls may be emailed directly to 
constructiondocs@bgsu.edu, or mailed directly to 
Chelsea Melone at 1851 N. Research Dr. Bowling 
Green, OH 43403

• If you choose to email, the CPR must contain only 
the last 4 digits of the employee's SSN

• Do not copy others when emailing payroll to ensure 
security of records

mailto:constructiondocs@bgsu.edu


Required Forms

• Certified Payroll

• The Certified Payroll Coversheet must be included with
any submitted Payroll

• Certified Payroll is required for each week of work reflected on the
Payment Request, including labor

• One certified payroll report is required for each week of work

• It is the responsibility of the contractor to review
each subcontractor's Payroll for correctness and
completeness (BGSU will NOT directly contact subcontractors)



Certified Payroll Example



Payroll Naming Convention

• Multiple files are now okay, and preferred – divided by Subcontractor

• In Chronological Order

• FILE NAMED: "Subcontractor Name PR #"
with EMAIL SUBJECT: "Project Name – Bid/Contract # - Payroll
Reports"

• Example:
FILE: BG Construction Company
EMAIL SUBJECT: Classroom Renovations – Contract # 5071 –
Payroll Reports



CPR Coversheet Example

cmelone
Stamp



Prevailing Wage

• Prevailing wages must be paid to all employees and
subcontractor employees

• Apprentices must not exceed ratio posted on PW
Schedule

• Prevailing Wage Notification Form is needed for
ALL NON-Union workers

• Wage Packets must be on site at all time



Miscellaneous Points

• EEO Policy Poster, Sexual Harassment Poster, and
your company's Policy must be posted on site at all
times

• Contractors are reminded to submit their I29 Form
to the State of Ohio

• Wood County Employment Utilization is 9% minority
and 6.9% Female per Trade

• Notarized Affidavit of Contract required at closeout



Contractor Resources

• BGSU Purchasing Page

• https://www.bgsu.edu/purchasing/construction-information.html

• BGSU Design and Construction Page

• https://www.bgsu.edu/design-and-construction.html

• BGSU's Bid Express Page

• https://www.bidexpress.com/businesses/33453/home

https://www.bgsu.edu/purchasing/construction-information.html
https://www.bgsu.edu/design-and-construction.html
https://www.bidexpress.com/businesses/33453/home


Contractor Resources

• OFCC Website: https://ofcc.ohio.gov/

• General Conditions:
https://ofcc.ohio.gov/Portals/0/M160-00_72_13-General_Conditions_GC.pdf?ver=2019-
07-19-092202-540

• Instructions to Bidders:
https://ofcc.ohio.gov/Portals/0/Documents/AgrmntsStdRqrmnts/GeneralContracting/M160-
00_21_13.EB-Instructions_to_Bidders_GC_10.28.19.pdf?ver=2019-10-28-173221-930

• OFCC Manual:
https://ofcc.ohio.gov/Portals/0/OFC%20Manual%202019_1.pdf

https://ofcc.ohio.gov/
https://ofcc.ohio.gov/Portals/0/M160-00_72_13-General_Conditions_GC.pdf?ver=2019-07-19-092202-540
https://ofcc.ohio.gov/Portals/0/Documents/AgrmntsStdRqrmnts/GeneralContracting/M160-00_21_13.EB-Instructions_to_Bidders_GC_10.28.19.pdf?ver=2019-10-28-173221-930
https://ofcc.ohio.gov/Portals/0/OFC%20Manual%202019_1.pdf


BGSU Project Manager Info



Questions?

• Chelsea Melone, Purchasing Analyst

• cmelone@bgsu.edu

• 419-372-9304

• Jennifer Kaster, Procurement Specialist

• jkaster@bgsu.edu

• 419-372-8414

• Student Worker

• constructiondocs@bgsu.edu

mailto:Kgriner@bgsu.edu
mailto:Krhine@bgsu.edu
mailto:constructiondocs@bgsu.edu
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