PROPOSAL AND AGREEMENT COVER SHEET

Appropriate Use of this Form

· Use this template when the College will act as a contractor and be paid to perform services for an external organization (“Client”).
· Example – when the College is hired and paid by an external organization or business to provide specific instructional services for their employees.
How to Fill Out this Form

· Prior to completing the form, be prepared to provide the following information:
· Name of the Client and full address
· Term of the Agreement (start date/time and end date/time)
· Compensation amount
· Intervals that the College will submit invoices for services
· The service(s) to be provided:
· Need – Describe the service(s) that Client desires (e.g., “Basic grammar & writing academic enrichment classes to employees to improve their customer service relations skills”).

· Program Overview - Describe the service that Columbus State will provide in response to the Client’s Need (e.g., experienced instructor, number of class hours, class schedule, number of weeks to complete the program, and number of textbooks).
· Scope of Work – Provide the details of the service(s) and product(s) to be provided to the Client).

· This form is in a Word document format with restricted editing.  This means that you can only edit the highlighted areas in the document.

· Guidance for filling out the form is listed in blue text throughout the document.  When you fill out the form, please replace the blue text with the appropriate information, or remove the blue text as applicable.     

Things to Remember About Routing Contracts

· If a contract is grant related, you must contact the Grants Office prior to the contract routing process.
· If a contract is technology related, you must contact IT Asset Management prior to the contract routing process. IT Asset Management may review the contract for sensitivity of data accessed and the need for use of a non-disclosure agreement.
· After a contract is created, a Contract Routing and Approval Form should be completed and attached to each contract.    

· When using an approved CSCC contract template found on the Columbus State Employees Forms Page under the Legal Office heading, there is no need to send the agreement to Legal for review.  However, the College’s legal counsel must review all non-standard agreements (not an approved CSCC contract template).    

· Please follow your department’s signature protocol developed according to the College’s Purchasing Authorizations and Signature Approval Protocol.

· Please send the fully executed contract, contract routing form, and any supporting documentation to:

· The assigned grant accountant for contracts involving grants; or

· Purchasing/Accounts Payable for contracts that are not grant related.

· Keep a copy of the contract in your department for records retention purposes.
PROPOSAL AND AGREEMENT
BETWEEN  
COLUMBUS STATE COMMUNITY COLLEGE
AND
INSERT NAME OF CLIENT
This Proposal and Agreement (“Agreement”) is between Columbus State Community College, a state community college district, (“College”) 550 East Spring Street, Columbus, Ohio 43215, and (“Client”) insert name of Client and full address.
College pursuant to Ohio Revised Code (R.C.) Chapter 3358 is empowered to do all things necessary for the proper maintenance, successful and continuous operation of the College. 

WHEREAS, Client is in need of state the Need
WHEREAS, College desires to do business with the Client and submits this Proposal and Agreement to provide the following:  provide Program Overview
NOW, THEREFORE, the Client and College agree to the following terms:

ARTICLE 1:   SCOPE OF WORK
1.1 College shall perform the services (“Work”) set forth in Exhibit A, Scope of Work, attached hereto and made a part hereof.
ARTICLE 2:   CLIENT RESPONSIBILITIES   Use this provision if necessary
2.1 List any additional client responsibilities here
ARTICLE 3:   TIME OF PERFORMANCE
3.1 The Work shall be commenced on insert date and concluded on or before insert date. 
3.2 This Agreement shall remain in effect until the Work is completed and until College is paid in accordance with the Compensation provision, or until terminated as provided in the Termination provision, whichever is sooner.  
ARTICLE 4:   COMPENSATION

4.1 The Client, in consideration of the College’s promise to perform services in accordance with the terms of this Agreement, agrees to pay the College for the Work performed according to the following terms.  The Client agrees to pay the College a total of dollar amount.  This amount is payable in one lump sum. 
4.2 Payment shall be paid to College  within 30 days of receipt of an invoice for the Work outlined in this Agreement
4.3 Cost listed for the Work includes all curriculum development, onsite testing/instruction time, instructional materials, travel time and mileage (as appropriate) and evaluation assessments.

ARTICLE 5:   TERMINATION 

5.1 College and/or Client may at any time prior to the completion of Work by College suspend or terminate this Agreement with or without cause by giving written notice to either party.

5.2 College shall be paid for goods and/or services rendered and any costs related to project delivery accrued by College up to the date of termination, less any payments previously made.

5.3 Use this provision if applicable The proposal of the Work and costs outlined in this Agreement are effective for insert number days from the date of the submission of this Proposal and Agreement to Client.   The proposal outlined in this Agreement is void if this Agreement is not fully executed by insert expiration date.

ARTICLE 6:   NONDISCRIMINATION 

6.1 Client agrees that it, and any person acting on behalf of Client shall not discriminate by reason of sex, race, color, religion, national origin, ancestry, age, disability, genetic information (GINA), military status, sexual orientation, pregnancy, status as a parent of a young child, status as a nursing mother, status as a foster parent, and gender identity and expression against any citizen of this state in the employment of any person qualified and available to perform the work under this Agreement.
ARTICLE 7:   COMPLIANCE OF LAW

7.1 This Agreement and the rights of the parties hereunder shall be governed, construed, and interpreted in accordance with the laws of the State of Ohio. The parties agree that they understand and shall comply in all material respects with all pertinent federal, state and local laws as well as state administrative regulations, Ohio Ethics and conflict of interest laws, Public Records Act, and applicable Policies.
ARTICLE 8:   ENTIRE AGREEMENT

8.1 This Agreement contains the entire agreement between the parties and shall not be modified, amended or supplemented, or any rights herein waived, unless specifically agreed upon in writing by the parties.  This Agreement supersedes any and all previous agreements for the Work, whether written or oral, between the parties.

ARTICLE 9:   ETHICS COMPLIANCE

9.1 Client represents, warrants and certifies that it and its employees engaged in the administration or performance of the Agreement are knowledgeable of and understand the Ohio Ethics and Conflict of Interest laws.  Client further represents, warrants, and certifies that Client and any of its employees will comply with the ethics and conflict of interest provisions of R.C. Chapter 102, and R.C. 2921.42 and 2921.43 and avoid the act of, or appearance of, corrupting a public servant or party official.

ARTICLE 10:   DRUG FREE WORKPLACE

10.1 The Parties shall comply with all applicable federal, state, and local laws regarding smoke free and drug free work places and shall make a good faith effort to ensure that any of its employees or volunteers engaged in the work being performed hereunder do not purchase, transfer, use or possess illegal drugs or alcohol or abuse prescription drugs in any way. 
ARTICLE 11:   CONFIDENTIALITY

11.1 College is subject to R.C. 149.43, the Ohio Public Records Act. Any record kept by the College that is deemed a public record is subject to release if a proper request is made.
11.2 Client may identify in writing information shared with College that it considers to be confidential and exempt from disclosure under the Ohio Public Records Act (the “Identified Information”).  If College receives any request for the disclosure of Identified Information, College shall promptly notify Client  of such request so that Client may have the opportunity, within a reasonable period of time, to determine what information, if any, may be protected by applicable law, and to seek appropriate legal action, including injunctive relief, to prevent disclosure of the Identified Information.

11.3 Client understands that it may, pursuant to this Agreement, generate or otherwise be in possession of confidential education records regarding College’s students, and that these records are protected by federal law including, inter alia, the Family Educational Rights and Privacy Act (“FERPA”), 20 U.S.C.A. 1232g.  Client further understands that it may not share or disclose these education records with any party other than the College, without both College’s and the relevant student’s consent.

11.4 All provisions of this Agreement relating to “confidentiality” remain binding upon Client in the event of cancellation.
ARTICLE 12:   LIABILITY 

12.1 Client agrees to indemnify and to hold the College harmless and immune from any and all claims for injury or damages arising from this Agreement which are attributable to its own actions or omissions or those of its trustees, officers, employees, subcontractors, suppliers and third parties utilized by it while acting under this Agreement.  

12.2 Client shall bear all costs associated with defending the College against any claims.

12.3 In no event shall either party be liable to the other party for indirect, consequential, incidental, special or punitive damages or lost profits.
ARTICLE 13:   NON-COMPETE  If applicable
13.1 The Client agrees not to employ the instructor on a private consultant agreement for a period of two years after the completion of the Work.

ARTICLE 14:   RELATIONSHIP OF PARTIES

14.1 The parties agree to comply with all applicable federal, state and local laws in the conduct of this Agreement. 
14.2 Nothing in the Agreement or services performed pursuant to the Agreement shall be construed to imply that Client shall have or may exercise any right of control over College with regard to the manner or method of College’s performance of services.
14.3 Neither party shall have the right to bind or obligate the other party in any manner without the other party’s prior written consent.

ARTICLE 15:   TRANSFERABILITY/ASSIGNABILITY    
15.1 Neither party may assign or transfer its rights or duties under this Agreement, without prior written consent of the other party.
ARTICLE 16:   RIGHTS IN DATA AND COPYRIGHTS/PUBLIC USE This provision may be negotiated; it may not apply or party may not agree.  Contact the Legal Office for questions.
16.1 College shall have unrestricted authority to reproduce, distribute and use in whole or in part any reports, data or materials prepared by College pursuant to this Agreement.  No such documents or other materials produced in whole or in part by the College shall be subject to copyright by Client in the United States or any other country.

16.2 This provision should generally be used.  Contact the Legal Office for questions Client agrees that all original works created under this Agreement shall be made freely available to the general public to the extent permitted or required by law until and unless specified otherwise by College.  Any requests for distribution received by Client shall be promptly referred to College.
ARTICLE 17:   WAIVER

17.1 A waiver by any party of any breach or default by the other party under this Agreement shall not constitute a continuing waiver by such party of any subsequent act in breach of or in default hereunder.
ARTICLE 18:   NOTICES
18.1 Except to the extent expressly provided otherwise herein, all notices, consents and communications required hereunder (each, a “Notice”) shall be in writing and shall be deemed to have been properly given when: 1) hand delivered with delivery acknowledged in writing; 2) sent by U.S. Certified mail, return receipt requested; 3) sent by overnight delivery service (Fed Ex, UPS, etc.) with receipt, or 4) sent by fax or email.  Notices shall be deemed given upon receipt by the receiving party.  Any party may change its address for receipt of Notices upon notice to the other party.  If delivery cannot be made at any address designated for Notices, a Notice shall be deemed given on the date on which delivery at such address is attempted.  
ARTICLE 19:   CONFLICT

19.1 In the event of any conflict between the terms and provisions of the body of this Agreement and any exhibit hereto, the terms and provisions of the body of this Agreement shall control.
ARTICLE 20:   SEVERABILITY

20.1 The provisions of this Agreement are severable and independent. If any provision shall be determined to be unenforceable in whole or in part, said provision shall be severed.  The remaining provisions and any partially enforceable provision shall, to the extent enforceable in any jurisdiction, nevertheless be binding and enforceable.
ARTICLE 21:   EXECUTION

21.1 This Agreement is not binding upon the College unless executed in full, and is effective as of the last date of signature by College.
ARTICLE 22:   FACSIMILE SIGNATURES

22.1 Any party hereto may deliver a copy of its counterpart signature page to this Agreement via fax or e-mail.  Each party hereto shall be entitled to rely upon a facsimile signature of any other party delivered in such a manner as if such signature were an original.

(remainder of this page intentionally left blank)
The parties signing below are duly authorized officers of their respective entities.
	
	

	Client
        

Address




Address



	Columbus State Community College

550 East Spring Street

Columbus, OH 43215

	
	

	By _______________________________       
	By _______________________________

	
	

	Printed Name _______________________
	Printed Name _______________________

	
	

	Title ______________________________
	Title ______________________________

	
	

	Date  _____________________________           
	Date  _____________________________           

	Contractor 
   
	Columbus State Community College        

	
	

	
	By _______________________________ 

	
	

	                                                                  
	Printed Name _______________________

	
	

	                                                                  
	Title ______________________________

	
	

	                                                      
	Date  _____________________________

	
	


EXHIBIT A

Scope of Work
Insert details of terms and conditions of service.  Include all deliverables, quantities, measurement tools and timetables.  This Exhibit should include only the scope of work and should not include additional terms and conditions

	PROGRAM TITLE
	

	PROGRAM DESCRIPTION
	

	TYPE OF PROGRAM
	

	NUMBER OF PARTICIPANTS
	

	CONTACT HOURS
	

	PROGRAM DATES
	

	CLASS TIME
	

	LOCATION
	

	TOTAL COSTS
	

	
	


1
CSCC Legal Office
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