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REQUEST FOR QUOTES (RFQ) 

April 24, 2012 
Project Name: Wilsonville Signage  
RFQ Due Date/Time: May 8, 2012 – 1:00pm, PT 
Project Coordinator: George Marlton 
Phone: 503-821-1277 
Email: George.marlton@oit.edu 

 
PLEASE SUBMIT QUOTES VIA EMAIL TO PURCHASING@OIT.EDU OR MAIL TO 

THE ABOVE PORTLAND ADDRESS TO GEORGE MARLTON 
 

PLEASE NOTE: EMAIL SUBMISSIONS SHOULD HAVE “RFQ #2012-12 – 
WILSONVILLE SIGNAGE” IN THE SUBJECT LINE 

 
1. ANNOUNCEMENT AND SPECIAL INFORMATION 

Quoters are required to read and understand and comply with all information contained within this 
RFQ.  All quotes are binding upon Quoter for thirty (30) days from the RFQ Due Date/Time.  All 
payments for services will be paid in accordance to OAR 580-061-0050. Quotes received after the 
RFQ Due Date/Time may not be considered. Travel and other expense reimbursement will only be 
reimbursed in accordance with the OIT Contractor’s Travel Reimbursement Policy at the time the 
expense is incurred.     

 
In support of OIT’s sustainability mission, Quoters are encouraged to consider the following elements 
in responding to this RFQ.  These are not a factor of award (unless otherwise specified in this 
document): 

 
• Using environmentally preferable products and products that exceed EPA guidelines 
• Supporting a diverse supplier pool, including Oregon small, minority, and women-owned firms 
• Featuring products made or grown in Oregon. 
 

2. SCOPE 
The purpose of this RFQ is to have a professional sign company to provide signage for Oregon Tech’s new 
Wilsonville campus located at 27500 SW Parkway Ave., Wilsonville OR 97070.  Oregon Tech has identified 
four different locations for different signs, monument signs and associated design features.  All signs must 
comply with the applicable sign ordinances for the City of Wilsonville Oregon.  The selected contractor will be 
responsible for providing complete design, supply, permits and installation of the signage and associated design 
features.  Oregon Tech has a budget of approximately $30,000 for all the necessary costs of the service.  Oregon 
Tech would like installation to be completed no later than August 17, 2012. 
 
Oregon Tech has a graphic designer that can assist in providing Oregon Tech’s logos and seals.  The selected 
firm needs to have the resources to complete design.  The selected vendor will be required to provide 
certificates of insurance for both Oregon Tech, the building owner, InFocus LLC and Kidder Matthews.    
 
Installation must be performed by union signatory contractors.  
 

 
 
Location Design Requests Picture 

Purchasing and Contract Services 
Klamath Falls: Portland: 
541.885.1225 (office) 503.821.1277 (office) 
541.885.1215 (fax) 503.533.5190 (fax) 
3201 Campus Drive 
Snell Hall 112 
Klamath Falls, OR 97601 

20175 NW AmberGlen Ct. 
Suite 100 
Beaverton, OR 97006 

mailto:Purchasing@oit.edu
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Top of Building – 
South Exposure 

Approximately 16’x3’, lighted cabinet sign, 3 color (blue, gold, white) 
using Oregon Tech logo. Sign should be centered 

1 

Top of Building – 
North Exposure 

Same as Top of Building- South Exposure but aligned to the right of the 
roofline.  
 

2 

Street Monument The design layout should be in a layout that provides for multiple 
business logos.  Initially the sign will need space for the Oregon Tech 
logo and for Rockwell Collins.  Rockwell Collins has retained its own 
firm for the supply and install of their sign on this monument.  Oregon 
Tech through the selected vendor from this RFQ needs to provide the 
space and design parameters to Rockwell Collins’ firm.  Would like 
options for flexible signage (exchangeable). Existing tile can be replaced.  

3 

Main Monument  The full name Oregon Institute of Technology along with seal must be 
present.  Would like lettering to be backlit.  Would like to consider water 
features being integrated in the monument.  Existing tile can be replaced.  

4 

 
Attached are Oregon Tech’s logos and official seal.   
 

3. Quote 
 

Quotes should be short and concise with the following information:  
A. Company experience in these types of projects;  
B. Proposal for different signs and options;  
C. Not-to-exceed price to complete the project.  Each sign price and options should be broken 

out;  
D. References;  
E. Estimated time to complete the project, and  
F. Any additional information that OIT should take into consideration for the project or 

qualifications.  
 

4. Evaluation 
Quotes will be evaluated based on subjective factors including, but not limited to: Company 
experience, proposal for different signs and options, not-to-exceed price, references, and timeline. 
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OREGON INSTITUTE OF TECHNOLOGY 
CERTIFICATIONS 

RFQ #2012-12 
 
Each Quoter must read, complete and submit a copy of this Oregon Institute of Technology Certification 
with their Quote. Failure to do so may result in rejection of Quote. By signature on this Certification the 
undersigned certifies that they are authorized to act on behalf of the Quoter and that under penalty of 
perjury the undersigned will comply with the following: 
 
SECTION I. OREGON TAX LAWS 
As required in ORS 305.385(6) the undersigned hereby certifies that to the best of the undersigned’s 
knowledge, the Entity is not in violation of any Oregon Tax Laws. For purposes of this certification, 
“Oregon Tax Laws” means a state tax imposed by ORS 401.792 to 401.816 and ORS chapters 118, 314, 
316, 317, 318, 320, 321 and 323; 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.  If a Contract is 
executed, this information will be reported to the Internal Revenue Service under the name and taxpayer 
I.D. number submitted below. Information not matching IRS records could subject Contractor to 31% 
backup withholding. 
 
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 OAR 580-061-0030(3). 
 
SECTION III. COMPLIANCE WITH SOLICITATION 
The undersigned further agrees and certifies that they: 

1. Have read, understands and agree to be bound by and comply with all requirements, instructions, 
specifications, terms and conditions contained herein (including any attachments); and 

2. Are an authorized representative of the Quoter, that the information provided is true and accurate, 
and that providing incorrect or incomplete information may be cause for rejection of the Quote or 
contract termination; and 

3. Will furnish the designated item(s) and/or service(s) in accordance with the solicitation and 
Quote. 

 
Firm Name:____________________________________ 
 
Authorized Signature:____________________________  Date: __________________________ 
 
Name (Type or Print): ____________________________ Title: __________________________ 
 
Telephone Number:(____)_________________________  Fax Number:(____)_______________ 
 
Construction Contractors Board (CCB) License Number (if applicable): _________________________ 
 
Business Designation (check one): 
 

 Corporation  Partnership  Sole Proprietorship  Non-Profit  Limited Liability Company 
 
Minority, Women & Emerging Small Business (MWESB) Certified Firm:  Yes  No 
 
If yes, Minority, Women & Emerging Small Business (MWESB) Certification Number:____________ 
 
Minority, Women & Emerging Small Business (MWESB) Self-Reported Firm:  Yes  No 
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OREGON INSTITUTE OF TECHNOLOGY 
INSTRUCTIONS TO QUOTERS 

 
Quotes are subject to the applicable provisions and requirements of the Oregon Administrative Rules and 
Oregon Revised Statutes. 
 

QUOTE PREPARATION 
1. QUOTE FORMAT: Quotes must be must be submitted as indicated in the Request for Quote. 

Quotes may be submitted in writing to OIT office via facsimile, e-mail, mail or in person. 
2. CONFORMANCE TO RFQ REQUIREMENTS: Quotes must conform to the requirements of 

the Request for Quote. Unless otherwise specified, all items quoted are to be new, unused and not 
remanufactured in any way. Any requested attachments must be submitted with the quote and in 
the required format. Quote prices must be for the unit indicated on the quote. Failure to comply 
with all requirements may result in quote rejection. 

3. ADDENDA: Only documents issued as addenda by OIT serve to change the RFQ in any way. No 
other directions received by the Quoter, written or verbal, serve to change the RFQ document. 
NOTE: IF YOU HAVE RECEIVED A RFQ YOU SHOULD CONSULT THE UNIVERSITY 
PROCUREMENT GATEWAY WEBSITE (www.ous.edu/about/bo) TO ASSURE THAT YOU 
HAVE NOT MISSED ANY ADDENDA ANNOUNCEMENTS. QUOTERS ARE NOT 
REQUIRED TO RETURN ADDENDUMS WITH THEIR QUOTE. HOWEVER, QUOTERS 
ARE RESPONSIBLE TO MAKE THEMSELVES AWARE OF, OBTAIN AND 
INCORPORATE ANY CHANGES MADE IN ANY ADDENDUMS ISSUED, AND TO 
INCORPORATE ANY CHANGES MADE BY ADDENDUM INTO THEIR FINAL QUOTE. 
FAILURE TO DO SO MAY, IN EFFECT, MAKE THE QUOTER'S QUOTE NON-
RESPONSIVE, WHICH MAY CAUSE THE QUOTE TO BE REJECTED. 

4. USE of BRAND or TRADE NAMES: Any brand or trade names used by OIT in quote 
specifications are for the purpose of describing and establishing the standard of quality, 
performance and characteristics desired and are not intended to limit or restrict competition. 
Quoters may submit quotes for substantially equivalent products to those designated unless the 
RFQ provides that a specific brand is necessary because of compatibility requirements, etc. All 
such brand substitutions shall be subject to approval by OIT. 

5. PRODUCT IDENTIFICATION: Quoters must clearly identify all products quoted. Brand name 
and model or number must be shown. OIT reserves the right to reject any quote when the product 
information submitted with the quote is incomplete. 

6. FOB DESTINATION: Unless specifically allowed in the RFQ, QUOTE PRICE MUST BE 
F.O.B. DESTINATION with all transportation and handling charges paid by the Quoter. 

7. DELIVERY: Delivery time must be shown in number of calendar days after receipt of purchase 
order. 

8. EXCEPTIONS: Any deviation from quote specifications, or the Oregon Institute of Technology 
Professional Services Contract may result in quote rejection. 

9. SIGNATURE ON QUOTE: Quotes must be signed by an authorized representative of the 
Quoter. Signature on a quote certifies that the quote is made without connection with any person, 
firm or corporation making a quote for the same goods and/or services and is in all respects fair 
and without collusion or fraud. Signature on a quote also certifies that the Quoter has read and 
fully understands all quote specifications, and the Oregon Institute of Technology Professional 
Services Contract (including insurance requirements). No consideration will be given to any 
claim resulting from quoting without comprehending all requirements of the RFQ. 

10. QUOTE MODIFICATION: Quotes, once submitted, may be modified in writing before the 
time and date set for quote closing. Any modifications should be signed by an authorized 
representative, and state that the new document supersedes or modifies the prior quote. Quoters 
may not modify quotes after quote closing time. 

11. QUOTE WITHDRAWALS: Quotes may be withdrawn by request in writing signed by an 
authorized representative and received by OIT prior to quote closing time. Quotes may also be 
withdrawn in person before quote closing time upon presentation of appropriate identification. 

http://www.ous.edu/about/bo


Revised 07/11 
 

12. QUOTE SUBMISSION: Quotes may be submitted by returning to OIT Purchasing and Contract 
Services Office in Portland via facsimile, e-mail, mail or in person but no oral or telephone 
quotes will be accepted. Envelopes, faxes, or e-mails containing Quotes should contain the RFQ 
No., and RFQ Title. 

 
QUOTE EVALUATION AND AWARD 

1. PRIOR ACCEPTANCE OF DEFECTIVE PROPOSALS: Due to limited resources, OIT 
generally will not completely review or analyze quote responses which fail to comply with the 
requirements of the quote documents or which clearly are not the best quotes, nor will OIT 
generally investigate the references or qualifications of those who submit such quote responses. 
Therefore, neither the return of a quote response, nor acknowledgment that the selection is 
complete shall operate as a representation by OIT that an unsuccessful quote was complete, 
sufficient, or lawful in any respect. 

2. DELIVERY: Significant delays in delivery may be considered in determining award if early 
delivery is required. 

3. CASH DISCOUNTS: Cash discounts will not be considered for award purposes unless stated in 
the RFQ. 

4. PAYMENT: Quotes which require payment in less than 30 days after receipt of invoice or 
delivery of goods, whichever is later, may be rejected. 

5. INVESTIGATION OF REFERENCES: OIT reserves the right to investigate references and or 
the past performance of any Quoter with respect to its successful performance of similar services, 
compliance with specifications and contractual obligations, and its lawful payment of suppliers, 
sub-contractors, and workers. OIT may postpone the award or execution of the contract after the 
announcement of the apparent successful Quoter in order to complete its investigation. OIT 
reserves the right to reject any quote response or to reject all quote responses at any time prior to 
OIT's execution of contract if it is determined to be in the best interest of OIT to do so. 

6. METHOD OF AWARD: OIT reserves the right to make the award by item, groups of items or 
entire quote, whichever is in the best interest of OIT. 

7. QUOTE REJECTION: OIT reserves the right to reject any and all quotes. 
8. QUOTE RESULTS: Quoter(s) who submit a quote will be notified of the RFQ results. Awarded 

quote files are public records and available for review by appointment. 
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Graphic Standards 
Marketing Department

www.oit.edu
Hands-on education for real-world achievement.



Hello, 

 you can call 
us Oregon Tech 
for short. 
Oregon Tech wishes to present a consistent identity to the public.   This 
guidebook is designed to help all members of the campus community to better 
understand the institution’s core symbols and their appropriate use. 

These logos serve as readily identifiable symbols that reinforce the Oregon 
Tech name and give a sense of unity to our publications, stationery, websites, 
merchandise, and other forms of communication.   We invite you to use these 
designs with pride, reinforcing the quality of an institution that grows in 
reputation annually. The guidebook is the work of corrective action to enforce the 
consistency of the institution’s communication efforts, and will prove useful to 
you in your correspondence and other publications.   

Thank you for your attention to this important matter.   

Sincerely,  Marketing

The  Oregon Tech tagline, Hands-on education 
for real-world achievement, was developed in 
2008 by Jon Lee + Associates Brand Strategy & 
Development of Portland, Oregon. The tagline 
process was initiated by the school’s marketing 
committee in 2007, included many internally 
generated taglines, and involved a significant 
brand research project to develop and test 
concepts for OIT’s positioning, messaging and 
taglines. The tagline states, simply and directly, 
the school’s distinctive position concept—hands-
on/applied learning—and its benefit to Oregon 
Tech’s students. 

While use of the tagline is encouraged, as is 
focus on the position concept it expresses, in 
many cases its use is optional. These Graphic 
Identity Guidelines have been expanded to 
include information and examples for use of the
tagline in the context of other graphic and 
textual elements.



Color 

There are official, defined school colors. 

  Blue  

Pantone Matching System (PMS) 540 
CMYK process values: 100, 55, 0, 55 
RGB values: 0, 55, 103 
Hexadecimal: 00 37 67 

  Gold 

Pantone Matching System (PMS) 122
CMYK process values: 0, 17, 80, 0
RGB values: 255, 210, 79 
Hexadecimal: ff d2 4f

Black and white are the only other 
colors to be used with the institution 
logo. Specific uses of color are described 
in each section of this guide. Additional 
accent colors used in the design of 
publications require approval.  

Logos 

These are the official logos of Oregon 
Tech. They are the only logos that 
should be used to represent the 
institution. Offices and departments 
at Oregon Tech do not have 
permission to create their own logos 
or visual identifiers. 

When referring to Wilsonville in 
external documentation, it should be 
referred to as either “Oregon Tech 
- Wilsonville” or “the Wilsonville 
Campus of Oregon Tech.” 

These graphic identifiers are 
registered trademarks and may not 
be used by off-campus groups, or 
for business or fundraising purposes, 
without permission. 

The institution seal is reserved for 
specific uses. Academic certifications, 
official documents and awards 
require the use of this graphic mark. 

The seal is not approved for use on 
other campus materials, without 
expressed permission from the 
Marketing Department. 

Athletics 
The Owl Athletics logo is used for 
publications, merchandise, and 
uniforms related to the Oregon Tech’s 
athletics program.  

Academic programs do not have 
permission to use the logo, unless their 
coursework is assigned in conjunction 
with Oregon Tech Athletics. 



Seal 

The Oregon Tech seal is designed to 
officially verify academic documents. 
Because use of the seal is restricted, 
it is not available on the website for 
downloading. Please contact the 
Marketing Department prior to 
reproduction. 

Full logo 

The Oregon Tech block logo is 
a general identifier for use on 
institution publications, stationery, 
merchandise, web pages, and other 
graphic treatments. The proportions 
should never be altered. This logo 
can be reduced or enlarged to any 
size, as long as the proportions  
remain unaltered and readability is 
not compromised. 

The logo must not be used in 
conjunction with other type, 
graphics, or logos to form a 
combined graphic element. 

Logos are available for download 
online at www.oit.edu/marketing. 
Camera-ready and digital copies 
of the logo are available from the 
Marketing Department. 

Which file do I need? 

For print, there are two options: 
“.eps”– vector-based, high resolution format 
“.tif ”– pixel-based, high resolution format 

For Web, there are two options: 
“.jpg”– web-based, low-resolution format 
“.gif ”– web-based, low-resolution format 

Often “.jpg” files can be saved at a high 
resolution. However, they are lossy files, 
which reduce in file size and quality the 
more they are saved. For best results with a 
printed format, use either “.eps” or “.tif ” 
formats. 

Reminder 
You must get prior approval from the 
Marketing Department to use the logo on a 
sign or banner. 
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One-color, PMS 540

Two-color PMS 540 + Metallic PMS 872

One-color, Black

Two-color, PMS 540 + PMS 122

One-color, PMS 540

One-color PMS 540 

   One-color, reversed over black



Wordmark 

The wordmark is an approved 
graphic identifier that is 
typographically unique to rendering  
Oregon Institute of Technology. 

Space

The illustrations above details 
the buffer space requirement to 
be considered when using the 
institution’s graphic identifiers.

Space is needed to prevent 
obstruction of the Oregon Tech 
brand with that of other visual 
elements and identities.

Placement

The graphic identifier must have 
prominence. Place the logo at the 
top of a piece at all times.  

Where full-bleed ink coverage is 
feasible, a gold bar may extend from 
the right of the TECH block, and fill 
the header area of the piece.  

Prominence is also achieved by 
centering the logo on the cover or 
front, where it is not overshadowed 
by other elements.

Oregon  
Institute  
of Technology
 
 
Franklin Gothic Demi Condensed - 24 pt

Repeat the space above the capital’s height to reflect the space needed between the logo and other graphic elements.

Repeat the space below the character’s baselines to reflect the space needed between the logo and other graphic elements.



Typeface 

The typefaces chosen to compliment 
the Oregon Tech logo are Franklin 
Gothic and Garamond

The consistent use of these fonts is 
a simple way to establish continuity 
and present a professional, unified 
appearance. 

Franklin Gothic - Demi Condensed 
is the only acceptable typeface for 
use of the words “Oregon Tech,” or 
“Oregon Institute of Technology,” 
unless it appears in the content 
of basic correspondence.  If so, 
it should match the body copy’s 
current formatting.

The recommended font for letter 
text on Oregon Tech stationery is 
Garamond. Body copy should be 
set in regular character style. Text 

may be bolded and italicized as 
appropriate. 

Suggested formats include 
Garamond 12 pt. with single spacing 
or Garamond 10 pt. with 1.5 line 
spacing; both formats use double 
spacing between paragraphs.

Sans Serif Alternative 
Alternative text separated as a 
call-out, sidebar, emphasis, or 
highlighted text is to be set in 
Franklin Gothic - Book. Text may be 
bolded and italicized as appropriate. 

Suggested formats include Franklin 
Gothic Book 10 pt. with single 
spacing or Franklin Gothic Book  
8 pt. with 1.5 line spacing; both 
formats use double spacing between 
paragraphs.

Titles and other headlines 
Franklin Gothic - Demi is the only 
other acceptable typeface to be used 
for titles, headlines, subheadlines, or 
other dominate text. 

Suggested formats include Franklin 
Gothic - Demi, 18 pt. with single 
spacing.  Further bolding, italicizing, 
and underlining is unnecessary given 
the contrast between text size and 
character sets.  

A B C D E F G H I J K L M N O P Q R S T U V W X Y Z
a b c d e f g h i j k l m n o p q r s t u v w x y z
1 2 3 4 5 6 7 8 9 0
This is an example of the Franklin Gothic - Demi Condensed set of characters approved for Wordmark use.

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghi jk lmnopqrstuvwxyz
1234567890
This is an example of the Garamond set of characters approved for copy use.
It may also be set in Bold, Italic, and Bold Italics.

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghi jklmnopqrstuvwxyz
1234567890
This is an example of the Franklin Gothic - Book set of characters approved for title and headline use.
It may be set in Demi (bold), Italic.



Addressee’s name
Organization name
Address line 1
Address line 2
City, State, Zip

Lorem Ipsum,

Sed tempus commodo auctor. Aenean mattis felis vel erat suscipit ullamcorper eu adipiscing ante. 
Nulla facilisi. Integer sed facilisis neque. Aliquam viverra, est nec vulputate interdum, ligula diam 
semper enim, quis sagittis ligula dui sed lectus. Praesent nec nulla eu orci venenatis accumsan. Donec 
laoreet facilisis urna, nec semper leo porta ut. Maecenas dignissim ultricies mauris, vitae iaculis diam 
ultricies vel. Phasellus tempus luctus nisi sed dignissim. Donec vitae mauris a odio vulputate pharetra 
in a est. Vestibulum mattis dignissim tellus, ac lacinia tellus posuere sit amet. Suspendisse sed dui eu 
augue egestas mattis id volutpat quam. Vestibulum vulputate sapien ut arcu malesuada at scelerisque 
justo elementum. Fusce adipiscing metus id libero tempus dictum. 

Duis dui mauris, rutrum ac hendrerit semper, sollicitudin id lectus. Aenean vel quam eros, vel 
pharetra elit. Nulla augue lectus, dapibus vel cursus sed, luctus in neque. Morbi quis purus dui. Proin 
nec turpis turpis. Phasellus eget vulputate nulla. Donec felis sapien, faucibus eu tempor ac, convallis 
id nibh. Vivamus nec lorem vel tortor gravida consequat ut vitae leo. Pellentesque placerat, turpis 
porta suscipit feugiat, libero dolor faucibus quam, vel consequat ante sapien ac felis. Donec mattis 
magna in risus mattis tincidunt. Nullam at orci ut velit consectetur ornare. 

Donec nibh tortor, porta vitae varius at, sagittis eu arcu. Etiam at velit magna, id egestas tellus. Cum 
sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. In eu orci purus, 
non dapibus velit. Maecenas gravida massa vel sapien auctor adipiscing. Aenean velit turpis, varius 
at interdum eget, suscipit et justo. Suspendisse in lobortis massa. Praesent mi quam, elementum nec 
tincidunt vitae, scelerisque at tellus. Ut eget egestas augue. Praesent sed felis orci, sit amet accumsan 
leo. Nunc lacus arcu, hendrerit eu lobortis at, rhoncus nec nibh. 

Closing,

Your name
Job title, Office or department

Hands-on education for real-world achievement.

Oregon Institute of Technology
Office or department name
3201 Campus Drive
Klamath Falls, OR 97601

Month Date, Year

Oregon Institute of Technology
Office of XXX
3201 Campus Drive
Klamath Falls, OR  97601

Stationery 

Letterhead and envelopes 
Departments and offices on 
campus are urged to use the 
official institution stationery for 
correspondence. We encourage 
offices to use the general Oregon 
Tech letterhead, which does not 
specify office or department. Your 
department will be specified in the 
content of your letter, and on the 
outside of the mailing envelope. 

IF YOU BELIEVE THAT YOU 
HAVE A COMPELLING NEED 
that requires specialized stationery, 
please contact Marketing to discuss 
your request and the design criteria. 

Electronic Templates
Templates for Oregon Tech 
letterhead, cover sheets, memos, and 
fax sheets are available for use on 
your computer. These formats enable 

you to print stationery directly 
from your computer or to send it 
electronically.  Links to the templates 
are available online. 

Business Cards 
Business cards serve to relay 
contact information. Extensive lists 
of accreditations, certifications, 
professional organizations, or other 
logos and graphic identifiers not 
directly related to Oregon Tech are 
not permitted. 

When you run out of cards (please 
use your old ones first), send a 
request for new cards to your 
department administrative assistant, 
who can order them through the 
SmithBates Printing online store.

Digital Signatures: 
E-mail from your oit.edu account 
is digital stationary, and therefore 
should remain consistent with the 
graphic identity of the institution. 
Your e-mail signature serves the 
exact same purpose as business cards, 
and should include basic contact 
information. Please follow the 
guidelines when setting up your 
signature to reflect our professional 
appearance.  

Extending the web address to one, 
relevant page in the oit.edu domain 
(example: www.oit.edu/admissions) 
is permitted.  Promoting a link 
outside of Oregon Tech is not 
appropriate.

Adding other phone numbers, such 
as a cell phone, is permitted.

Due to font restrictions with digital 
correspondence, please use Calibri 
as a default typeface, in a dark blue 
color.  

Images of logos increase file size 
and are not recommended.

Name
Title

email@oit.edu

000.000.0000 (office)
000.000.0000 (fax)

Oregon Institute of Technology
3201 Campus Drive
Klamath Falls, OR  97601

www.oit.edu
Hands-on education for real-world achievement.

Tip!  All envelopes must carry office 
or department name.  

Name, accreditations
Job title

Oregon Institute of Technology
3201 Campus Drive, Klamath Falls, OR  97601
e-mail@oit.edu | 541.885.0000 (office) | 541.885.0000 (fax)

www.oit.edu

Calibri, Bold, 11pt

Calibri, Italics, 11pt

Calibri, Bold, 11pt

 
Calibri, 11pt

Garamond, 12pt



The Tagline

The tagline may be used whenever 
the Oregon Tech logo is present. 
Using the tagline without the logo in 
general proximity is not allowed. In 
general, the tagline should have less 
visual “impact” than the logo. 

The tagline is a companion element 
to the logo in representing the 
school, and is not intended to 
stand alone. While the tagline is an 
important element of the Oregon 
Tech brand and message, it is not 

Outdated Material

Please remove, discard, or recycle 
any materials that use the old 
logos and graphic identifiers not 
permitted by these guidelines.  
They are out of date and no 
longer used.

Have a Marketing Request?
To request assistance from the Marketing Department, start by accessing the Marketing Request form in the MyOIT system, under the 
Faculty/Staff tab.  

After you have completed the request form, you will be 
contacted by someone in the Marketing Department to get 
more details about your project.  Some additional questions 
could include:

1.	 Who is the intended audience of your project?

2.	 What kind of specifications will your project have? 
(weight of paper, color or black/white ink, total 
quantity needed, etc)

3.	 Will you also need mailing services?

Your contact information will be automatically updated 
on the form.  Please be prepared to provide the 
following:

1. The type of project you are working on (brochures, 
news release, poster, etc).

2. The date you would like to receive the finished 
product.

3. Which Index code will be charged for the project 
costs.

4. Person who will ultimately sign off on the project 
(as well as the Budget Authority for the Index code, 
if these are not the same person).

At this point, your project will be assigned to the Marketing Department staff member who can best address your needs, and you 
will be notified when a proof is available for approval.  At any point in the process, or even if you have general questions, you may 
contact Marketing at (541)885-1162.

required in all cases.  The size and 
placement are not regulated, but 
the messages is to act as a final 
message or closing. at the bottom 
of a publication or letter.  It is 
recommended to be paired with the 
institution’s website, www.oit.edu

Specifications 
The Oregon Tech tagline must be 
set in Franklin Gothic Book Italics 
(or Oblique).  The website must be 
significantly larger, set in Garamond.

www.oit.edu
Hands-on education for real-world achievement.

Garamond - 36 pt
 

Franklin Gothic Book Italic - 12 pt
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OREGON INSTITUTE OF TECHNOLOGY 
PERSONAL/PROFESSIONAL SERVICES CONTRACT 

CONTRACT #____________ 
 

This Contract is between the State of Oregon, acting by and through the State Board of Higher 
Education, on behalf of the Oregon Institute of Technology, hereafter called “OIT” and 
_____________________, hereafter called “Contractor”.  OIT’s Representative for this Contract 
is _____________________________. 
 
1. Effective Date and Duration. This Contract shall become effective on upon signature of both 
parties.  Unless earlier terminated or extended, this Contract shall expire on 
___________________.  However, such expiration shall not extinguish or prejudice OIT’s right 
to enforce this Contract with respect to: (i) any breach of a Contractor warranty; or (ii) any 
default or defect in Contractor performance that has not been cured. 
2. Statement of Work. Contractor will provide the following personal/professional services: 
________________________________________, further described in Exhibit A. 
3. Consideration. OIT agrees to pay Contractor, from available and authorized funds, a sum not 
to exceed $__________, for accomplishing the work required by this Contract.  If any interim 
payments to Contractor are made, such payments shall be made only in accordance with the 
schedule and requirements in Exhibit A. 
4. Terms and Conditions. The terms and conditions of this Contract are contained on the 
following pages titled “Oregon Institute of Technology Standard Personal/Professional Contract 
Provisions.” 
5. Travel and Other Expense.  Not allowable under this Contract. 
6. Contract Documents. This Contract consists of the following documents which are listed in 
descending order of precedence and are attached and incorporated by reference, this 
Personal/Professional Services Contract, Exhibits A, B, C, and (RFQ#2012-12 (Attachment 1) 
and Contractor’s response to RFQ#2012-12 (Attachment 2).     

CONTRACTOR DATA AND CERTIFICATION 
Name (tax filing): _________________________                                                                                                                                                  
Address: ________________________________                                                                                                                                                                                   
Phone No. _______________________ 
Fax No. _________________________        
MWESB Certification #: _______________________ 

 DBE     MBE  WBE  ESB 
 
Above payment information must be provided prior to Contract approval.  This information will 
be reported to the Internal Revenue Service (IRS) under the name and taxpayer ID number 
submitted. (See I.R.S. 1099 for additional instructions regarding taxpayer ID numbers.)  
Information not matching IRS records could subject Contractor to 31% backup withholding. 
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OREGON INSTITUTE OF TECHNOLOGY 
STANDARD PERSONAL/PROFESSIONAL CONTRACT PROVISIONS 

 
1. ACCESS TO RECORDS. Contractor shall maintain books, records, documents, and other 
evidence and accounting procedures and practices sufficient to reflect properly all costs of whatever 
nature claimed to have been incurred and anticipated to be incurred in the performance of this 
Contract.  The Oregon Department of Higher Education, Oregon Secretary of State, Federal 
Government, and their duly authorized representatives shall have access to the books, documents, 
papers, and records of Contractor which are directly pertinent to this Contract for the purpose of 
making audit, examination, excerpts, and transcripts.  Such books and records shall be maintained by 
Contractor for a minimum of three (3) years, or such longer period as may be required by applicable 
law, following final payment and termination of this Contract, or until the conclusion of any audit, 
controversy or litigation arising out of or related to this Contract, whichever date is later. 
2. AVAILABILITY OF FUNDS. OIT certifies that sufficient funds are available and authorized for 
expenditure to finance costs of this Contract within its current biennial appropriation or expenditure 
limitation, provided, however, that continuation of this contract, or any extension, after the end of the 
fiscal period in which it is written, is contingent on a new  appropriation or limitation for each 
succeeding fiscal period sufficient in amount, in the exercise of the OIT’s reasonable administrative 
discretion, to continue to make payments under this Contract. 
3. CAPTIONS. The captions or headings in this Contract are for convenience only and in no way 
define, limit, or describe the scope or intent of any provisions of this Contract. 
4. COMPLIANCE WITH APPLICABLE LAW. Contractor shall comply with all federal, state, 
county, and local laws, ordinances, and regulations applicable to the work to be done under this 
Contract.  Contractor specifically agrees to comply with all applicable requirements of federal and 
state civil rights and rehabilitation statutes, rules, and regulations. Contractor shall also comply with 
the Americans with Disabilities Act of 1990 (Pub. L. No. 101-336), title VI of the civil Rights Act of 
1964, Section V of the Rehabilitation Act of 1973, ORS 659A.142, and all regulations and 
administrative rules established pursuant to those laws.  Contractor further agrees to make payments 
promptly when due, to all persons supplying to such Contractor, labor or materials for the 
prosecution of the work provided in this Contract; pay all contributions or amounts due the Industrial 
Accident Funds from such Contractor responsibilities incurred in the performance of this Contract; 
not permit any lien or claim to be filed or prosecuted against the state on account of any labor or 
material furnished; pay to the Department of Revenue all sums withheld from employees pursuant to 
ORS 316.167.  If Contractor fails or refuses to make any such payments required herein, the 
appropriate OIT official may pay such claim.  Any payment of a claim in the manner authorized in 
this section shall not relieve the Contractor or Contractor’s surety from obligation with respect to 
unpaid claims.  Contractor shall promptly pay any person or entity that furnishes medical care to 
Contractor’s employees those sums which Contractor agreed to pay for such services and all money 
Contractor collected or deducted from employee’s wages to provide such services. 
5. DISCLOSURE OF SOCIAL SECURITY NUMBER. Contractor must provide Contractor’s 
Social Security number unless Contractor provides a federal tax ID number.  The number is 
requested pursuant to ORS 305.385 and OAR 150-305-100.  Social Security numbers provided 
pursuant to this authority will be used for the administration of state, federal and local tax laws. 
6. EXECUTION AND COUNTERPARTS. This Contract may be executed in several counterparts, 
each of which shall be an original, all of which shall constitute but one and the same instrument. 
7. GOVERNING LAW. This Contract shall be governed and construed in accordance with the laws 
of the State of Oregon without regard to principles of conflicts of law.  Any claim, action, or suit 
between OIT and Contractor that arises out of or relates to the performance of this Contract shall be 
brought and conducted solely and exclusively within the Circuit Court for Marion County, for the 
State of Oregon.  Provided, however, that if any such claim, action, or suit may be brought in a 
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federal forum, it shall be brought and conducted solely and exclusively within the United States 
District Court for the District of Oregon. CONTRACTOR, BY EXECUTION OF THIS 
CONTRACT, HEREBY CONSENTS TO THE IN PERSONAM JURISDICTION OF SAID 
COURTS. 
8. HAZARD COMMUNICATION. Contractor shall notify OIT prior to using products containing 
hazardous chemicals to which OIT employees may be exposed.  Products containing hazardous 
chemicals are those products defined by Oregon Administrative Rules, Chapter 437.  Upon OIT’s 
request, Contractor shall immediately provide Material Safety Data Sheets for the products subject to 
this provision. 
9. INDEMNITY, RESPONSIBILITY FOR DAMAGES.  Contractor shall be responsible for all 
damage to property, injury to persons, and loss, expense, inconvenience, and delay which may be 
caused by, or result from the conduct of work under this Contract, or from any act, omission, or 
neglect of Contractor, its subcontractors, or employees.  Contractor shall save, defend, indemnify, 
and hold harmless the State of Oregon, the State Board of Higher Education, OIT, their officers, 
agents, employees, and members from all claims, suits and actions of any nature resulting from or 
arising out of the activities or omissions of Contractor or its subcontractors, officers, agents, or 
employees acting under this Contract, and provided that OIT shall provide Contractor with prompt 
written notice of any such claim, suit, action or proceeding and reasonable assistance, at Contractor’s 
expense, in the defense thereof.  Contractor shall have control of the defense and settlement thereof, 
but neither Contractor nor any attorney engaged by Contractor shall defend the claim in the name of 
the State of Oregon or any agency of the State of Oregon, nor purport to act as legal representative of 
the State of Oregon or any of its agencies, without the prior written consent of the Oregon Attorney 
General.  The State of Oregon may, at its election and expense, assume its own defense and 
settlement in the event that the State of Oregon determines that Contractor is prohibited from 
defending the State of Oregon, is not adequately defending its interests, or that an important 
governmental principle is at issue and the State of Oregon desires to assume its own defense. 
10. INDEPENDENT CONTRACTOR STATUS. The service(s) to be rendered under this Contract 
are those of an independent contractor.  Although OIT reserves the right to determine (and modify) 
the delivery schedule for the Work to be performed and to evaluate the quality of the completed 
performance, OIT cannot and will not control the means or manner of Contractor’s performance.  
Contractor is responsible for determining the appropriate means and manner of performing the work.  
Contractor is not to be considered an agent or employee of OIT for any purpose, and neither 
Contractor nor any of Contractor’s agents or employees are entitled to any of the benefits that OIT 
provides its employees.  Contractor will be solely and entirely responsible for its acts and for the acts 
of its agents or employees during the performance of this Contract.  If Contractor is providing 
personal services as an individual, Contractor: (1) Is engaged as an independent contractor and will 
be responsible for any Federal or State taxes applicable to this payment, (2) Will not be eligible for 
any Federal Social Security, State Worker’s Compensation, unemployment insurance, or Public 
Employees Retirement System benefits from this Contract payment; (3) Is not an officer, employee, 
or agent of the State as these terms are used in ORS 30.265 and will not be under the direction and 
control of OIT; (4) Is not currently employed by the Federal Government and the amount charged 
does not exceed the normal charge for the type of service provided if payment is to be charged 
against Federal funds and; (5) Must furnish Form 8233 in duplicate with this Contract if Contractor is 
a non-resident alien and claims exemption from Federal Withholding tax.  OIT will report the total 
amount of all payments to Contractor, including any expenses, in accordance with Federal Internal 
Revenue Service and State of Oregon Department of Revenue regulations. (Also see Exhibit C.) 
11. INSURANCE. Contractor shall provide insurance as indicated on Exhibit B, attached hereto and 
by this reference made a part hereof.  Insurance policies, which cannot be excess to a self-insurance 
program, are to be issued by an insurance company authorized to do business in the State of Oregon.  
The State of Oregon, acting by and through the State Board of Higher Education on behalf of the 
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Oregon Institute of Technology and their officers and employees shall be included as an additional 
insured in said insurance policy.  If any of the liability insurance is arranged on a “claims made” 
basis, “tail” coverage will be required at the completion of this Contract for a duration of 24 months. 
12. LIMITATION OF LIABILITIES.  Except for liability arising under or related to sections 
15(A) or 23(B), neither party shall be liable for (i) any indirect, incidental, consequential or special 
damages under this Contract or (ii) any damages of any sort arising solely from the termination of 
this Contact in accordance with its terms. 
13. NOTICES. Except as otherwise expressly provided in this Contract, any communications 
between the parties hereto or notices to be given hereunder shall be given in writing by personal 
delivery, facsimile, or mailing the same, postage prepaid, to Contractor or OIT at the address or 
number set forth on the signature page of this Contract, or to such other addresses or numbers as 
either party may hereafter indicate.  Any communication or notice so addressed and mailed shall be 
deemed to be given five (5) days after mailing.  Any such communication or notice delivered by 
facsimile shall be deemed to be given when receipt of transmission is generated by the transmitting 
machine.  To be effective against OIT, such facsimile transmission must be confirmed by telephone 
notice to OIT’s supervising representative.  Any communication or notice by personal delivery shall 
be deemed to be given when actually delivered. 
14. OWNERSHIP OF WORK PRODUCT.  All work product of Contractor that results from this 
Contract (the “Work Product”) is the exclusive property of OIT.  OIT and Contractor intend that such 
Work Product be deemed “work made for hire” of which OIT shall be deemed the author.  If for any 
reason the Work Product is not deemed “work for hire”, Contractor hereby irrevocably assigns to 
OIT all of its right, title, and interest in and to any and all of the Work Product, whether arising from 
copyright, patent, trademark or trade secret, or any other state or federal intellectual property law or 
doctrine.  Contractor shall execute such further documents and instruments as OIT may reasonably 
request in order to fully vest such rights in OIT.  Contractor forever waives any and all rights relating 
to the Work Product, including without limitation, any and all rights arising under 17 USC § 106A or 
any other rights of identification of authorship or rights of approval, restriction or limitation on use or 
subsequent modifications. 
15. REPRESENTATIONS AND WARRANTIES.  (A) Contractor’s Representations and 
Warranties.  Contractor represents and warrants to OIT that (1) Contractor has the power and 
authority to enter into and perform this Contract, (2) this Contract, when executed and delivered, 
shall be a valid and binding obligation of Contractor enforceable in accordance with its terms, (3) the 
Work under this Contract shall be performed in a good and workmanlike manner and in accordance 
with the highest professional standards, (4) Contractor shall at all times during the term of this 
Contract, be qualified, professionally competent, and duly licensed to perform the Work, (5) all 
computer hardware and software delivered under this Contract will, individually and in combination, 
correctly process, sequence, calculate all date and date-related data for all dates prior to, through and 
after January 1, 2000, and (6) any software products delivered under this Contract that process date 
or date related data shall recognize, store and transmit date data in a format which explicitly and 
unambiguously specifies the correct century. (B) Contractor’s Limitation of Liability.  Contractor’s 
liability with respect to items (5) and (6) above shall not exceed: (1) twice the total Contract amount 
(including any amendments) or (2) $100,000, whichever is greater.  (C) Warranties Cumulative.  The 
warranties set forth in this section are in addition to, and not in lieu of, any other warranties provided. 
16. SURVIVAL. All rights and obligations shall cease upon termination or expiration of this 
Contract, except for the rights and obligations set forth in the Section titled “Effective Date and 
Duration”, and Sections 1, 7, 9, 12, 14, 15, 16, and 23. 
17. SEVERABILITY.  If any term or provision of this Contract is declared by a court of competent 
jurisdiction to be illegal or in conflict with any law, the validity of the remaining terms and 
provisions shall not be affected, and the rights and obligations of the parties shall be construed and 
enforced as if the Contract did not contain the particular term or provision held to be invalid. 
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18. SUBCONTRACTS AND ASSIGNMENTS. Contractor shall not enter into any subcontracts for 
any of the work required by this Contract, or assign or transfer any of its interest in this Contract, 
without obtaining prior written approval from OIT.  In addition to any provisions OIT may require, 
Contractor shall include in any permitted subcontract under this Contract a requirement that the 
subcontractor be bound by this section and Sections 1, 9, 14, and 27 as if the subcontractor were the 
Contractor.  OIT’s consent to any subcontract shall not relieve Contractor of any of its duties or 
obligations under this Contract. 
19. SUCCESSORS IN INTEREST. The provisions of this Contract shall be binding upon and shall 
inure to the benefit of the parties hereto, and their respective authorized successors and assigns. 
20. TAX COMPLIANCE CERTIFICATION.  Contractor hereby affirms, under penalty of 
perjury, as provided in ORS 305.385(6), that to the best of Contractor’s knowledge Contractor is not 
in violation of any of the tax laws described in ORS 305.380(4), which include a state tax imposed 
by ORS 320.005 to 320.150 and 403.200 to 403.250, ORS Chapters 118, 314, 316, 317, 318, 321 and 
323; the elderly rental assistance program under ORS 310.630 to 310.706; and local taxes 
administered by the Oregon Department of Revenue under ORS 305.620. 
21. TERMINATIONS. (A) This Contract may be terminated at any time by mutual consent of the 
parties, or by OIT for convenience upon thirty (30) days’ notice to the Contractor. (B) In addition, 
OIT may terminate this Contract effective upon delivery of notice to Contractor, or at such later date 
as may be established by the OIT, if (i) Federal or state laws, rules, regulations or guidelines are 
modified, changed, or interpreted in such a way that either the work under this Contract is prohibited 
or OIT is prohibited from paying for such work from the planned funding source; or (ii) Any license 
or certificate required by law or regulation to be held by the Contractor to provide the services 
required by this Contract is for any reason denied, revoked, or not renewed.  (C) This Contract may 
also be immediately terminated by OIT for default (including breach of Contract) if (i) Contractor 
fails to provide services or materials called for by this Contract within the time specified herein or 
any extension thereof; or (ii) Contractor fails to perform any of the other provisions of this Contract 
or so fails to pursue the work as to endanger performance of this Contract in accordance with its 
terms, and after receipt of notice from OIT, fails to correct such failure within ten business days. 
22. TERMINATION DUE TO NONAPPROPRIATION OF FUNDS. If sufficient funds are not 
provided in future legislatively approved budgets of OIT (or from applicable Federal, state, or other 
sources) to permit OIT in the exercise of its reasonable administrative discretion to continue this 
Contract, or if OIT or the program for which this Contract was executed is abolished, OIT may 
terminate this Contract without further liability by giving Contractor not less than thirty (30) days 
notice.  In determining the availability of funds from the Oregon Legislature for this Contract, OIT 
may use the budget adopted for it by the Joint Ways and Means Committee of the Oregon Legislative 
Assembly. 
23. REMEDIES. (A) In the event of termination pursuant to Sections 21(A) and (B)(i) and 22, 
Contractor’s sole remedy shall be a claim for the sum designated for accomplishing the work 
multiplied by the percentage of work completed and accepted by OIT, less previous amounts paid 
and any claim(s) which OIT has against Contractor.  If previous amounts paid to Contractor exceed 
the amount due to Contractor under this subsection, Contractor shall pay any excess to OIT on 
demand. (B) In the event of termination pursuant to Sections 21(B)(ii) or (C), OIT shall have any 
remedy available to it in law or equity.  If it is determined for any reason that Contractor was not in 
default under these subsections, the rights and obligations of the parties shall be the same as if the 
Contract was terminated pursuant to Section 21(A).  (C) Upon receiving a notice of termination of 
this Contract, Contractor shall immediately cease all activities under this Contract, unless OIT 
expressly directs otherwise in such notice of termination.  Upon termination of this Contract, 
Contractor shall deliver to OIT all documents, information, works-in-progress and other property that 
are or would be deliverables had the Contract work been completed.  Upon OIT’s request, Contractor 
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shall surrender to anyone OIT designates, all documents, research or objects or other tangible things 
needed to complete the work. 
24. NO THIRD PARTY BENEFICIARIES. OIT and Contractor are the only parties to this 
Contract and are the only parties entitled to enforce its terms.  Nothing in this Contract gives, is 
intended to give, or shall be construed to give or provide any benefit or right, whether directly, 
indirectly or otherwise, to third persons unless such third persons are individually identified by name 
herein and expressly described as intended beneficiaries of the terms of this Contract. 
25. TIME IS OF THE ESSENCE. Contractor agrees that time is of the essence under this Contract. 
26. FOREIGN CONTRACTOR. If the Contractor is not domiciled in or registered to do business 
in the State of Oregon, Contractor shall promptly provide to the Oregon Department of Revenue and 
the Secretary of State, Corporate Division, all information required by those agencies relative to this 
Contract.  The Contractor shall demonstrate its legal capacity to perform these services in the State of 
Oregon prior to entering into this Contract. 
27. FORCE MAJEURE.  Neither OIT nor Contractor shall be held responsible for delay or default 
caused by fire, riot, acts of God, or war where such cause was beyond, respectively, OIT’s or 
Contractor’s reasonable control.  Contractor shall, however, make all reasonable efforts to remove or 
eliminate such a cause of delay or default and shall upon the cessation of the cause, diligently pursue 
performance of its obligations under this Contract. 
28. WAIVER.  The failure of OIT to enforce any provision of this Contract shall not constitute a 
waiver by OIT of that or any other provision. 
29. RECYCLING. In the performance of this Contract the Contractor shall use, to the maximum 
extent economically feasible, recycled paper. 
 
MERGER. THIS CONTRACT CONSTITUTES THE ENTIRE AGREEMENT BETWEEN 
THE PARTIES.  THERE ARE NO UNDERSTANDINGS, AGREEMENTS, OR 
REPRESENTATIONS, ORAL OR WRITTEN, NOT SPECIFIED HEREIN REGARDING 
THIS CONTRACT.  NO AMENDMENT, CONSENT, OR WAIVER OF TERMS OF THIS 
CONTRACT SHALL BIND EITHER PARTY UNLESS IN WRITING AND SIGNED BY 
ALL PARTIES AND ALL NECESSARY STATE APPROVALS HAVING BEEN 
OBTAINED.  ANY SUCH AMENDMENT, CONSENT, OR WAIVER SHALL BE 
EFFECTIVE ONLY IN THE SPECIFIC INSTANCE AND FOR THE SPECIFIC PURPOSE 
GIVEN.  CONTRACTOR, BY THE SIGNATURE HERETO OF ITS AUTHORIZED 
REPRESENTATIVE, ACKNOWLEDGES HAVING READ AND UNDERSTOOD THIS 
CONTRACT AND CONTRACTOR AGREES TO BE BOUND BY ITS TERMS AND 
CONDITIONS. 
 
Certification: I, under penalties of perjury, do hereby certify that (a) the number shown on this 
form is my correct taxpayer ID (or I am waiting for the number to be issued to me), and (b) I am 
not subject to backup withholding because (i) I am exempt from backup withholding or (ii) I 
have not been notified by the Internal Revenue Service that I am subject to backup withholding 
as a result of a failure to report all interest or dividends, or (iii) the IRS has notified me that I am 
no longer subject to backup withholding. 
I, the undersigned also (a) agree to perform the work required by Exhibit A in accordance with 
the terms and conditions; (b) certify under penalty of perjury that I/my business am not/is not in 
violation of any Oregon tax laws; (c) certify that I am an independent contractor as defined in 
ORS 670.600; (d) certify that I am authorized to act on behalf of Contractor; (e) the statements 
contained in Exhibit C attached hereto are true and correct; and (f) understand that the OIT has 
adopted policies applicable to contractors that prohibit sexual harassment and accept that my 
company and its employees are required to adhere to the Chancellor’s Office and/or institution’s 
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policy prohibiting sexual harassment in their interactions with members of the Oregon University 
System community. 
 

CONTRACTOR AND OIT SIGNATURES 
 

     , CONTRACTOR 
 
 
 
 
_____________________________________ 
Signature    Date 
 
_____________________________________ 
Print Name 
 
_____________________________________ 
Title 
 

The State of Oregon acting by and through 
the State Board of Higher Education, on 
behalf of the Oregon Institute of 
Technology, OIT 
 
_____________________________________ 
Signature    Date 
 
_____________________________________ 
Print Name 
 
_____________________________________ 
Title 
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EXHIBIT A 
PERSONAL/PROFESSIONAL SERVICES CONTRACT 

Contract # ________________ 
 
STATEMENT OF WORK  
 
Contractor shall  

 
 
 
 
 
 

 
CONSIDERATION 
 
a. Payment for all work performed under this Contract shall be subject to the provisions of ORS 

293.462 and shall not exceed the total maximum sum of $__________. Invoices may be 
submitted to the OIT Representative at: 

 
b. Interim payments shall be made to Contractor following OIT's review and approval of 

invoices submitted by Contractor.  Contractor shall not submit invoices for, and OIT will not 
pay, any amount in excess of the maximum compensation amount set forth above.  If this 
maximum compensation amount is increased by amendment of this Contract, the amendment 
must be fully effective before Contractor performs work subject to the amendment.   

 
c. Contractor shall submit monthly invoices for work performed.  The invoice shall describe 

all work performed with particularity, by whom it was performed, and shall itemize 
and explain all expenses for which reimbursement is claimed.  The billings shall also 
include the total amount billed to date by Contractor prior to the current invoice.   

 
TRAVEL AND OTHER EXPENSES  
 
Will not be reimbursed. This is a fixed fee Contract. 
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EXHIBIT B 
INSURANCE 

 
During the term of this Contract, Contractor shall maintain in full force at its own expense, each insurance 
noted below: 
 
1. Required by OIT of Contractor with one or more workers, as defined by ORS 656.027. 
 
 Contractor, its subcontractors, if any, and all employers providing work, labor, or materials 

under this Contract are subject employers under the Oregon Workers’ Compensation Law, 
and shall either comply with ORS 656.017, which requires said employers to provide workers’ 
compensation coverage that satisfies Oregon law for all their subject workers, or shall comply 
with the exemption set out in ORS 656.126. 

 
2.   Required by OIT     Not required by OIT. 
 

Professional Liability insurance with a combined single limit, or the equivalent, of not less than  
$200,000,  $500,000,  $1,000,000, or  $2,000,000 for each claim, incident or occurrence, with 
an annual aggregate limit of $     .  This is to cover damages caused by error, omission or negligent 
acts related to the professional services to be provided under this Contract. The policy must provide 
extending reporting period coverage for claims made within two years after the contract is completed.  

 
3.  Required by OIT     Not required by OIT. 
 
 General Liability insurance with a combined single limit, or the equivalent, of not less than 
 $5,000,000 for each occurrence for Bodily Injury and Property Damage.  It shall include contractual 

liability coverage for the indemnity provided under this Contract.  It shall provide that the State of 
Oregon, OIT, InFocus LLC, Kidder Matthews, the State Board of Higher Education and their 
divisions, officers, and employees are Additional Insureds but only with respect to the Contractor's 
services to be provided under this Contract. 

 
4.   Required by OIT     Not required by OIT. 
 
 Automobile Liability insurance with a combined single limit, or the equivalent, of not less than 

$1,000,000 for each accident for Bodily Injury and Property Damage, including coverage for owned, 
hired or non-owned vehicles, as applicable. 

 
5. Certificates of Insurance.  As evidence of the insurance coverage required by this Contract, the 

Contractor shall furnish an endorsement from the insurance company naming the State of Oregon, 
acting by and through the State Board of Higher Education, on behalf of the Oregon Institute of 
Technology, InFocus LLC, their officers and employees as additional insureds with respect to the 
work of this Contract. Insuring companies or entities are subject to State acceptance.  If requested, 
complete copies of insurance policies, trust agreements, etc. shall be provided to the State.  The 
Contractor shall be financially responsible for all pertinent deductibles, self-insured retentions and/or 
self-insurance. 

 
6. Notice of cancellation or change.  There shall be no cancellation, material change, reduction of 

limits or intent not to renew the insurance coverage(s) without thirty (30) days written notice from the 
Contractor or its insurer(s) to OIT at the following address: OIT Purchasing and Contract Office, 
3201 Campus Drive, Klamath Falls, OR  97601.     
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EXHIBIT C 
 CERTIFICATION STATEMENT FOR INDEPENDENT CONTRACTOR 

(Contractor completes if Contractor is not a corporation or is a Professional Corporation) 
 
Contractor certifies he/she is independent and meets the following standards: 
  
1. Registered under ORS Chapter 701 to provide services for which such registration is required. 
 
2. Filed all federal and state income tax returns in the name of my business or a business Schedule C as 

part of the personal income tax return, for the previous year, or expect to file federal and state income 
tax returns, for services performed as an independent contractor in the previous year. 

 
3.    Furnish the tools or equipment necessary for the contracted labor or services. 
            
4.  Authority to hire and fire employees who perform the labor or services. 
 
5. Represent to the public that the services are to be provided by independently established business as 

four (4) or more of the following circumstances exist.  Check four or more of the following: 
 
_____ A.  The labor or services are primarily carried out at a location that is separate from my residence 

or is primarily carried out in a specific portion of my residence, which is set aside as the 
location of the business. 

_____ B.  Commercial advertising or business cards are purchased for the business, or I have a trade 
association membership; 

_____ C.  Telephone listing is used for the business that is separate from the personal residence listing. 
_____ D.  Services are performed only pursuant to written contracts. 
_____ E.  Services are performed for two or more different persons within a period of one year. 
_____ F.  I assume financial responsible for defective workmanship or for service not provided as 

evidenced by the ownership of performance bonds, warranties, errors and omission insurance or 
liability insurance relating to the services to be provided. 

 
Contractor Signature____________________________________     Date_________________ 
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