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	Ohio Department of Administrative Services
	http://ohio.gov/sao

	General Services Division 
	StateArchOff@das.state.oh.us

	State Architect’s Office ▪ 4200 Surface Road ▪ Columbus, Ohio 43228-1395
	Phone 614.466.4761


	Architects/Engineers: Please completely enter the following information related to your project’s files for distribution on the State Architect’s Office FTP server. This information is necessary for SAO to timely review the files prior to posting the documents in the appropriate location on our FTP server for prospective Bidders. 

	SAO Project Number
	     

	Project Name
	     

	Project Location
	     

	First Advertisement Date
	     

	Bid Opening Date
	     

	File Upload Date
	     

	SAO Project Manager’s Name
	     

	A/E’s Firm Name
	     

	A/E’s Contact Name
	     

	A/E’s Address
	     

	A/E’s Phone Number
	     

	A/E’s Fax Number
	     

	A/E’s E-mail Address
	     

	Reprographer’s Firm Name
	     

	Reprographer’s Contact Name
	     

	Reprographer’s Address
	     

	Reprographer’s Phone Number
	     

	Reprographer’s Fax Number
	     

	Reprographer’s E-mail Address
	     

	

	Description of files (indicate if files are related to a project for bidding, re-bidding, an addendum, or planholder’s list, etc.
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