Date: January 23, 2009

From: Fred Yates
To: Departments Directors
Subject: EBO Participation on Evaluation Teams

In an effort to ensure fairness of the evaluation process, your designated EBO Liaison
and Thomas Stephens should be e-mailed as you set up all evaluation meetings with the
following information.

Department

Evaluation Coordinator

Contact information

Date and time of meeting

Project name

Estimated Amount

Prime and all subcontractors proposed in each proposal response as well as each
vendor service designation

All information must be submitted 7 — 10 days prior to the 1% committee meeting. After
receipt of this information the EBO office will determine if the Liaison should observe
the evaluation process. The evaluation team coordinator must submit the completed
evaluation inclusion assessment form to their EBO Liaison after the committee submits
the Letter of Recommendation. (See attachment)

Thanks
Fred Yates, Director

Equal Business Opportunity Office
City of Columbus



