Master Grid for Requesting an Architect & Engineering Front End (Revised 4-2021).

This document is to be completed and submitted to the Associate Director of Purchasing to request a Purchasing Agent.  Items in Black are to be completed for input into the Front End.  Items in Red are for the Purchasing Agent’s information only.  Items in Blue should be left blank for completion by the Purchasing Agent when they prepare the front end.

Note:  The information in the right-side box should be replaced with the bid content (i.e. “Project Name” might become “Matthaei Pool Renovation”
The completed grid can be saved and attached to an e-mail, or can simply be copied “as is” into the body of an e-mail.  Both work well for Purchasing.
	 (Project_Name)
	Project Name

	(Project_Number)
	Project Number

	(Project_Commodity (i.e. furniture, software, etc.))
	Professional Design Services

	(Project_Brief_Description)
	Project Brief Description

	(Project_Sponsor)
	Project Sponsor

	(Project_Manager)
	Project Manager

	(Department_Name)
	Facilities Planning & Management

	(Release_Date)
	Release Date

	(Private_Posting)
	No

	(Website_Posting_Address)
	https://go.wayne.edu/designservicebids 

	(Primary_Buyer)
	Primary Buyer

	(Primary_Buyer_Title)
	Primary Buyer Title

	(Second_Buyer)
	Second Buyer

	(Second_Buyer_Title)
	Second Buyer Title

	(Buyer_Phone (4 digit ext.)
	Buyer Phone

	(Buyer_Email  (6 digit ))
	Buyer email

	(Second_Buyer_Email  (6 digit))
	Second Buyer E-Mail

	(Prebid_Bid_Option)
	Optional

	Optional Prebid Attendance Points
	1%

	(Registration_Date) 
	Registration Date

	(PreBid_Date)
	PreBid Date

	(PreBid_Time)
	PreBid Time

	(PreBid_Location)
	PreBid Location

	(PreBid_Address)
	PreBid Address

	(PreBid_Room)
	PreBid Room

	(Questions_Date)
	Questions Date

	(Due_Date)
	Due Date

	(Page_Count)
	30

	(No_of_Similar_Projects)
	3 projects

	(Similar_Project_Time-Frame)
	3 to 5 years

	(Short_List_Announce_Date) 
	Announce Date

	(Presentations_Date)
	Presentations Date

	(Selection_Date)
	Selection Date

	(Contract_Negotiations_Date)
	Contract Negotiation Date

	(Conceptual_Design_Date)
	Conceptual Date

	(Schematic_Design_Date)
	Schematic Date

	(Design_Development_Date)
	Design Date

	Construction_Document_Completion
	Construction Docs Date

	(GMP_Date)
	GMP Date

	(Construction_Start_Date)
	Construction Start Date

	(Construction_Completion_Date)

	Construction Completion Date

	(Construction Budget)
	Construction Budget

	(Architect_Name)
	Architect Name

	(Website_Posting_Category) Type:

Architectural

Engineering
	Design Services

	(ListServ_Category) Type:

Design Services


	Building Design

	(ListServ_Name) i.e. Audiovisual, Furniture, Snow Removal, etc.  See website for list.
	BIDS-CONSULTANTS_FOR_CONSTRUCTION@LISTS.WAYNE.EDU


(Project Name)

