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1.0  INTRODUCTION 

 
1.01 Introduction: 
This Request for Qualifications (RFQu) is to establish a Qualified Pool of Grant Writers and Grant Management 
Services.  Consultants accepted into the pool are prequalified to provide Grant Writing and Grant Management 
Services to Oregon State University (OSU) in support of OSU’s mission campus-wide.    
 
Acceptance into the Qualified Pool only signifies an entity has prequalified and does not obligate OSU to issue 
a contract.  Contracts will be issued on a case by case basis as projects occur.  
 
1.02 Background: 
Founded in 1868, Oregon State University is a comprehensive, research-extensive, public university located in 
Corvallis.  OSU is a member of the Oregon University System and one of only two American universities to 
hold the Land Grant, Sea Grant, Space Grant and Sun Grant designations.  OSU is also the only Oregon 
institution to hold the Carnegie Foundation's top ranking for research universities, a recognition of the depth 
and quality of OSU's graduate education and research programs.  
 
Through its centers, institutes, Extension offices and Experiment Stations, OSU has a presence in almost 
every one of Oregon's 36 counties, including its main campus in Corvallis, the Hatfield Marine Sciences Center 
in Newport and OSU-Cascades Campus in Bend.  OSU offers undergraduate, master’s and doctoral degrees 
through 12 academic colleges enrolling more than 25,000 students from every county in Oregon, every state in 
the country and more than 90 nations. 
 
 
 

2.0 SCOPE OF WORK AND REQUIRED QUALIFICATIONS 

 
2.01 Sample Contract. 
Contractors selected from the Qualified Pool to perform services will be issued a separate contract.  A sample 
contract is included at Exhibit A including OSU Terms and Conditions, Attachment A. 
 
2.02 Required Qualifications. 
Due to the scope of work and the nature of this Qualified Pool the minimum required qualifications are as 
follows: 
 

 A minimum of three (3) years in preparation of competitive federal, state and foundation grant 
applications with proven record of success. 

 A minimum of three (3) years grant management experience with strong knowledge of the state, federal 
government and commercial grant application process and writing of applications; 

 Demonstrated experience in identifying funding sources, grants, program and budget development and 
preparation of complex written and electronic grant submissions; 

 Bachelor’s degree required, Master’s Degree preferred; and 
 Proficiency with Word, Excel  

 
2.03 Qualified Pool Time Period. 
The Qualified Pool will be open for the period 9/1/2016 to 8/31/2021.  At any point during this time period, 
entities who wish to participate in the Qualified Pool may submit their qualifications and will be notified upon 
acceptance into the pool.  Once accepted into the Qualified Pool, the participant does not need to reapply 
during the time period the pool is open unless rejected from the pool.  Acceptance into the pool does not 
obligate OSU to issue a contract. 
 
 
 
 

http://oregonstate.edu/dept/ncs/newsarch/2006/Mar06/carnegie.htm
http://hmsc.oregonstate.edu/
http://www.osucascades.edu/
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2.04 Contract Issuance. 
Oregon State University will issue contracts to those participants in the Qualified Pool that best meet the 
requirements of the individual departmental projects.  Performing work without a fully executed Contract may 
result in non-payment of work performed, or termination of an impending contract. 
 
 

3.0  REQUIRED SUBMITTALS, REVIEW AND SELECTION 

 
3.01 Required Submittals: 
In order to be considered as a participant in this Qualified Pool, entities must submit the following 
 

 Introduction letter describing how you or your firm meets the Required Qualifications. 
 An outline of the process they use for engaging a proposal team and preparing a proposal identifying 

the key decision points, timelines, internal review steps and any other steps viewed as being critical to 
the preparation of a successful proposal.  

 Resume or curriculum vitae of Key Person(s). Key Person(s) is defined as the individual that would 
perform the work and work directly with the University. 

 If submitting on behalf of a company, a summary of work experience for the Company as well as 
education background of the top executives such as the President, VP, CEO, etc. 

 Three (3) professional client references within the last three (3) years. Include contact information. 
 Completed Exhibits B and C.  

 
3.02 Submittal Location: 
Completed Submittals may be mailed, e-mailed or faxed to the following: 
 
Oregon State University 
Procurement and Contract Services 
Attn:  #182393Qu 
644 SW 13th Street 
Corvallis, Oregon 97333 
Fax:  (541) 737–2170 
Telephone: (541) 737-4261 
E-mail: pacs@oregonstate.edu 
 
3.03 Review 
Procurement and Contract Services shall review entities submittals to determine if the qualifications set forth in 
the Request for Qualifications have been met.  If the entity meets the qualifications, Procurement and Contract 
Services will send a letter of acceptance as a participant into the Qualified Pool.  If the entity does not meet the 
qualifications, Procurement and Contract Services will send a letter of rejection including the grounds for 
rejection and a statement of the appeal rights and deadlines pursuant to OSU Standard 580-061-0130.  
Acceptance into the Qualified Pool does not entitle the participant to the award of a Contract.   
 
3.04 Selection of Contractors from Qualified Pools. 
OSU departments may use a Qualified Pool to make direct appointments, obtain quotes, conduct interviews or 
request presentations depending on the nature and requirements of the departmental project. 
 
3.05 Termination.   
Procurement and Contract Services may discontinue or terminate a Qualified Pool at any time by giving notice 
to all participants in the Qualified Pool. 
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4.0 INSTRUCTIONS 

 
4.01 Provisions and Requirements: 
This Request for Qualifications and resulting contract(s) are subject to the provisions and requirements of the 
applicable Oregon Revised Statutes, the applicable Attorney General's Model Public Contract Rules, Oregon 
Administrative Rules and Oregon State University Standards.  
 
4.02 Right to Reject: 
OSU reserves the right to reject any submittal or to reject all submittals at any time prior to OSU's execution of 
a Contract if it is determined to be in the best interest of OSU to do so. 
 
4.03 Change or Modification/Addenda:  
Any change or modification will be in the form of an addenda.  Only documents issued as addenda by the OSU 
Procurement and Contract Services (PaCS) Department serve to change the RFQu in any way.  No other 
direction received, written or verbal, serves to change the RFQu.  Note:  if you have received a RFQu you 
should consult the OSU Procurement and Contract Services Department to assure that you have not missed 
any addenda announcements.  Addenda are not required to be returned, however, prospective participants are 
responsible to make themselves aware of, obtain and incorporate any changes made in any addenda issued.  
Failure to do so may cause the submittal to be rejected. 
 
4.04 Preparation and Submission: 
Submittals shall be prepared in ink and shall be signed by an authorized representative. 
 
4.05 Withdrawal: 
Submittals may be withdrawn in writing on company letterhead signed by an authorized representative and 
received by PaCS prior to contract issuance.  Submittals may also be withdrawn in person prior to contract 
issuance upon presentation of appropriate identification. 
 
4.06 Agreement to Requirements, Terms and Conditions: 
By submission, Entities agree to all requirements, terms and conditions contained in the Request for 
Qualifications. 
 
4.07 Preparation Costs: 
OSU shall not be liable for any costs incurred in the preparation of submittals and any subsequent 
presentations or negotiations.  
 
4.08 Investigation of References: 
OSU reserves the right to investigate the references and the past performance of any Entity with respect to its 
successful performance of similar services and compliance with specifications and contractual obligations.  
OSU reserves the right to consider past performance, historical information and fact, whether gained from the 
Entities submittal, question and answer conference, references, OSU or any other source in the evaluation 
process. 
   
4.09 Notice to Proceed: 
Any award of a Contract resulting from this Request for Qualification will be made only by written authorization 
from OSU. 
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EXHIBIT A 

SAMPLE CONTRACT 

 
Oregon State University 
 PERSONAL/PROFESSIONAL SERVICES CONTRACT (PPSC) 

 

Department Contract: Contract # 
 
This Contract is entered into by and between Oregon State University (OSU/Institution) for its Department Name 
(Department) and Contractor Name (Contractor). 

Whereas OSU has need of the services which Contractor is competent to provide; now therefore, in consideration of the sum 
not to exceed $Amount to be paid at the rate of Per/HR Rate to Contractor by OSU, Contractor agrees to perform between 
date of last signature and End Date, inclusive, the following personal and/or professional services: 

Description of Services 

Contractor shall not begin work until the Contract is signed by all parties listed below.  Unless otherwise specified herein, 
OSU shall pay only for work performed.  Contractor shall submit detailed invoice(s) for work performed to Department for 
payment.  Invoices are paid according the OSU’s standard payment terms which are Net 30 days from receipt of correct 
invoice. 
 
The following attachments are incorporated by this reference and made a part of this contract:  Attachment A, OSU 

Standard Contract Provisions and  ☐ Attachment B;   ☐ Attachment C;   ☐ Other Attachments: Other Attachments. 

 

INSURANCE:  the minimum limit is $Insurance amount Type required:  ☐ CGL   ☐ AUTO   ☐ Professional 

 
THIS CONTRACT SHALL BECOME EFFECTIVE AND BINDING UPON LAST SIGNATURE BY AUTHORIZED 
REPRESENTATIVES OF THE PARTIES AS PROVIDED HEREIN. 
 

OSU  CONTRACTOR 

 
 
OSU Department Head                                          Date 

 
 
Signature                                                                      Date 

(Typed Name):  Department Head Name Typed Name: Contact Name 

 
 
 

Address:  Business Name 
 Address 
 City, ST, Zip 
 

 
 

Phone:  Phone 

OSU Contract Officer                                            Date Banner Vendor ID No.:  Banner ID 

 
 U.S. Tax Identification No.:  Tax ID Last 4 
 Contractor is a: (Check One) 

 ☐ Resident U.S. citizen 

 ☐ Resident non-U.S. citizen (Green Card Holder) 

 ☐ Non-U.S. citizen 

☐ Partnership 

 ☐ Corporation 

 ☐ Contractor is also a minority group member 

 
 

OSU VENDOR NO. FORM PREPARED BY PREPARER'S ADDRESS  DATE 

 BC Name & Phone BC Address Prep Date 
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INDEX CODE ACCOUNT CODE ACTIVITY CODE PAYMENT AMOUNT 

Index 1 Acct 1 Activ 1 Amount 1 

Index 2 Acct 2 Activ 2 Amount 2 

Index 3 Acct 3 Activ 3 Amount 3 
 

Place Bar Code Label Here 
All payments and reimbursements made on this contract will be 

1099-misc. reportable. 
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EXHIBIT B 
CERTIFICATIONS 

 
By signature on this certification the undersigned certifies that they are authorized to act on behalf of the 
Proposer and that under penalty of perjury the undersigned will comply with the following: 
 
SECTION I. OREGON TAX LAWS 
The undersigned hereby certifies under penalty of perjury that the undersigned is authorized to act on behalf of 
Proposer and that Proposer is, to the best of the undersigned’s knowledge, not in violation of any Oregon Tax 
Laws.  For purposes of this certification, “Oregon Tax Laws” means a state tax imposed by ORS 320.005 to 
320.150 and 403.200 to 403.250 and ORS chapters 118, 314, 316, 317, 318, 321 and 323 and the elderly 
rental assistance program under ORS 310.630 to 310.706 and local taxes administered by the Department of 
Revenue under ORS 305.620. 
 
SECTION II. AFFIRMATIVE ACTION 
The undersigned hereby certifies that they have not discriminated against Minority, Women or Emerging Small 
Business Enterprises in obtaining any required subcontracts, pursuant to OSU Standard 580-061-0030 (3).  
 
SECTION III. COMPLIANCE WITH SOLICITATION  
The undersigned agrees and certifies that they: 
1. Have read, fully understands and agrees to be bound by the Request for Proposal and all Exhibits and 

Addenda to the Request for Proposal; and 
2. Are an authorized representative of the Proposer, that the information provided is true and accurate, 

and that providing incorrect or incomplete information may be cause for rejection of the Proposal or 
Contract termination; and 

3. Will furnish the designated item(s) and/or service(s) in accordance with the Request for Proposal and 
the Contract; and 

4. Has provided a correct Federal Employer Identification Number or Social Security Number with the 
Proposal. 

 
Authorized Signature:      Date:       
 
Name (Type or Print):       Telephone:(          )     
 
Title:      Fax:(          )      
 
FEIN ID# or SSN# (required):      Email:       
 
Construction Contractors Board (CCB) License Number (if applicable):       
 
Business Designation (check one): 
 Corporation          Partnership          LLC          Sole Proprietorship          Non-Profit      
Minority, Women & Emerging Small Business (MWESB) Certified Firm: Yes No 
If yes, Minority, Women & Emerging Small Business (MWESB) Certification Number:     
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EXHIBIT C 

 

GRANT WRITERS and MANAGEMENT SERVICES – QUALIFIED POOL 
 

CONSULTING FUNCTIONS 
 

This information will be used by OSU departments to search for entities able to provide services pertinent to 
their project.  
 
Company/ Individual’s Name:         
 

Description of Services 

 
 Check All 
That Apply 

  
 

# Years 

Experience in preparation of competitive federal, state and foundation grant applications.   

Experience with complex: 
1) Written, and 
2) Electronic grant submissions 

  

Experience with grant management 
  

Experience/knowledge of State, Federal Government and Commercial grant application 
processes and writing applications. 

  

Experience identifying funding sources, grants, program and budget development 
  

College Degree (Key Person): 
 
Name/Degree_________________________________________________ 
 
Name/Degree__________________________________________________ 
 
Name/Degree__________________________________________________ 
 

  

Proficient in Microsoft Word and Excel 
  

Experience working with Higher Education   

 

 

Supplemental Information: 
 

1) Briefly describe your experience working with Higher Education. 
 
 
 
 
 
 
 

2) Briefly describe your experience and record of successful proposal of $5 million and higher overall and 
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            over the last three (3) years.  Specify, if applicable, your record of successful proposals written to  
            federal agencies through competitive grant programs.  
 
 
 
 
 

3) Describe your experience of working with multiple contributors (Principal Investigators and Co-Principal 
Investigators) on individual proposal submission, to develop the individual contributions into a 
harmonized package that addresses the requirement laid out in federal or industrial “request for 
proposals” or “Broad Agency announcement” or similar invitation for submission. 

 
 
 
 
 
4) Describe experience working independently and effectively across several departments handling 

multiple projects and under the pressure of deadlines for grant opportunities. 
 
 
 
 
 
5) Describe experience in coordinating and participating in proposal development efforts including writing, 

formatting and providing proposal presentation ideas that include graphics and other illustrations.  
 
 
 
 
6) Describe experience in developing proposal outlines, compliance matrix schedules, storyboards and 

other documents associated with proposal development.  
     
 
 
 
 

7) Provide an outline of the process used for engaging a proposal team and preparing a proposal. The 
process should identify key decision points, timelines, internal review steps and any other steps viewed 
as being critical to the preparation of a successful proposal.  

 
 
 
 
 
 


