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TO:

Suppliers seeking to provide their goods or services to Sourcing Office Participants

FROM:
Sourcing Office

RE:

Registering your company with Sourcing Office

We have received an overwhelming response from the supplier community seeking to provide their goods and services to Sourcing Office’s public sector, private sector, and not-for-profit membership base.  Thank you!!

To help facilitate the supplier registration process, we ask each supplier to complete this form and submit it to Sourcing Office.  Please complete this form electronically, save it as a Microsoft Word document titled as [Supplier Questionnaire – SUPPLIER NAME], and email it back to us at info@sourcingoffice.org.  Please note: you can move from field to field by using the Tab key.

We compile these forms and sort them by product or service category.  When Sourcing Office decides to move forward with the development of an offering in a particular category, we ensure that ALL REGISTERED SUPPLIERS in that category receive notification of the bid/RFP opportunity and have the opportunity to participate in the bid/RFP process.

Date Submitted:      
I.  CONTACT INFORMATION

Company Name:      


Year Founded:      
Company Headquarters Street Address:      
City:      



State:      


Zip:      
Local Office Street Address (if different from above):      


City:      



State:      


Zip:      
Company Phone Number:      
Company Fax Number:      
Company Website Address:      
Contact Name:      

Contact Title:      
Contact Phone Number:      

Contact Email Address:      
II.  PRODUCTS & SERVICES

What products or services do you offer?  Please provide a complete description. 

     
What value-added services do you provide?  Please provide a complete description.
     
Sourcing Office serves local governments and public sector entities (including municipalities, counties, public K-12 school districts, public colleges and universities, private K-12 and higher education institutions, special districts and other public entities), private companies, and not-for-profit entities across the country.  Please indicate the geographic area that your company is capable of servicing.
     
What percentage of the typical public sector entity’s annual budget is spent on the products and services you offer?

     
Which types of public sector entities buy these products and services today?  

     
In what ways can customers place orders and /or contract with your organization today?

     
For companies selling products, what online capabilities do you make available to your customers?  For example, can customers order online, check their pricing, confirm inventory availability, view historical invoices, pay bills, etc.?
     
III.  COMPANY INFORMATION

Please provide a representative listing of the public sector entities that your company serves, both in Ohio and nationwide.  Please note whether these entities are current or former clients and where they are located.

     
What qualities set your company apart from others?  

     
Who are your competitors?  Please provide specific names and highlight any differences or competitive advantages you have over each competitor listed.

     
How would you propose to provide a pricing advantage to Sourcing Office’s Participants if your company became a Sourcing Office supplier?  For example, would you employ a discount off normal retail pricing, cost plus model, or other approach?  Why do you recommend this pricing methodology?

     
List any State of Ohio contracts (“state-bid”) or contracts with other states for which your company qualifies.  Please provide both a contract number and brief description of the products or services offered.

     
List any Government Services Administration (or GSA) contracts for which your company qualifies.  Please provide both a contract number and brief description of the products or services offered.

     
Are you currently offering your products and services through associations or other groups?  If so, please provide the name of the associations and the products and services you are marketing through them.

     
Do you qualify as an MBE?  



Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

Do you qualify as an FBE?  



Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

Do you qualify as an SBE?  



Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

Do you have any other special designations?  
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 
  

If yes, please explain:

     
IV.  ADDITIONAL INFORMATION
Is there any additional information about your company that you want to share with us?

     
V.  SURVEY QUESTIONS

Sourcing Office frequently surveys our Participants to secure their insights about potential new product and service offerings.  We include questions recommended by potential suppliers to test membership response about that supplier’s proposed offering.  Our objectives are to determine basic pieces of information, such as:

· Which types of Participants are already spending money on that product or service?

· How much money are Participants spending?

· Whether they are under contract with current suppliers?

· Who are the existing suppliers providing these products and services to our Participants?

If you had an opportunity to develop questions for a survey of Sourcing Office’s Participants, who currently represent more than $10 billion in collective buying power, what would you ask them?  Please provide between 5 and 10 potential survey questions that we could include in future surveys to help us evaluate whether we should develop an offering targeted to the products and services your company provides.

1.       
2.       
3.       
4.       
5.       
6.       
7.       
8.       
9.       
10.       
Thank you for taking the time to complete this form.  We greatly appreciate your interest in working with Sourcing Office as a supplier and will notify you if Sourcing Office decides to move forward with the development of products and services in your category.
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