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1) Things you will need:
a) A set of restrictive or non-restrictive specifications for your acquisition. In the case of non-restrictive specifications, if the three bid is being conducted in writing, the manufacturer/brand/model name that you are requesting shall be followed by “or an approved equal”. If it is being done by telephone, the vendor/supplier shall be given the opportunity to offer a similar product/service. Specifications must provide a thorough description of what is required and shall include details of the quantity needed, special delivery or installation requirements, security issues or limitations, and any other pertinent information, as well as, any information that is required to be submitted with a vendors/suppliers quote/response.  The method of evaluation shall also be determined: lowest and best or best value.  If best value criteria will be used to determine award, a scoring tool must be developed prior to the solicitation process being conducted.  Restrictive specifications shall only be used if the product/service that is being acquired would be considered a sole brand. 
i) In accordance with Oklahoma Title 74, a sole brand acquisition is defined as an acquisition that by specification restricts the acquisition to one manufacturer or brand name. You would be able to procure this product/service from multiple vendors/suppliers. The reasoning for a sole brand shall be valid and verifiable by the manufacturer of the product/service. Note: All sole brands are highly scrutinized and are routed and signed by the director of DOC, which are then sent to and reported to the Speaker of the House of Representatives and the President Pro Tempore of the Senate; Majority and Minority Leaders of both the House of Representatives and the Senate; the Chair and Vice Chair of the appropriations and Budget Committee of the House of Representatives and the Appropriations Committee of the Senate. Personal preference for a manufacturer/brand/model/service is not an acceptable reason for a sole brand acquisition.
(1) Sole brands can only be used if you are procuring a product/service that could fall into, but not limited to, the examples below. 
(a) Using another manufacturer/brand/model/service would void the warranty of the product/service that you are procuring if it is a part of another product/service that you already have.
(b) There are no other products/services that would be considered compatible to what you are procuring if it is a part for another product/service that you already have.
(c) There is documentation showing that the product/service that you are procuring is far superior to any other product/service.
(d) The unit has many of those same products already and buying a new, different product would mean that there would have to be replacement parts for those products kept. Staff/offenders would also have to be trained on the new product, resulting in the new product being cost, time and space prohibitive to the State. 
(e) The unit is procuring a renewal of a license for computer software for a product/service that has already been out for bid in the past. Not being able to continue procuring said license would result in a new solicitation for different software, which would be cost and time prohibitive to the State.
(2) Sole brands use OMES-FORM-CP-002A (Sole Source or Sole Brand Acquisition Certification). Note: If you are doing a sole brand, first email your assigned DOC Buyer and ask if there is one that has been used previously so the form will be easier to fill out.
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b) A minimum of three vendors/suppliers registered with OMES-CP shall be solicited. The vendors/suppliers solicited do not have to be registered with OMES-CP; however, if selected for award, the vendor/supplier shall be required to become registered before an award can be made.  Vendors/suppliers can complete the registration process online using the OMES-CP website www.vendors.ok.gov. Note: If there is not a minimum of three registered vendors, solicit any vendor/supplier that supplies the product/service you are procuring to acquire the minimum of three vendors/suppliers.
(1) You shall use the UNSPSC code that correlates with the product/service that you are procuring. 
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(2) You shall use the Purchasing Report to bring up registered vendors with OMES-CP in Peoplesoft. 
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c) Prices, delivery dates, and any other required information shall be solicited by mail, telephone, and facsimile or by means of electronic commerce. Documentation of the pricing and delivery dates shall be obtained from each of the vendors/suppliers. 
d) Specifications, evaluation criteria, and a Certification for Competitive Bid and Contract (Non-collusion Certification) OMES-CP-FORM-004 shall be provided to each vendor/supplier solicited.
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e) Verification that the vendor/supplier that is being recommended for award has obtained a current Oklahoma sales tax permit in accordance with Oklahoma law must be documented using the OMES-CP link, the Oklahoma Tax Commission or has completed the Oklahoma “Sales Tax Statement of Exemption” form. 
i) If a vendor/supplier is not sure whether they are required to obtain an Oklahoma sales tax permit, they will need to contact the Oklahoma Tax Commission and if not, put that justification on the Oklahoma “Sales Tax Statement of Exemption” form. For example, if a vendor does not have a storefront in the state of Oklahoma, they are exempt. They would need to state that on the form.
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f) If the acquisition is for professional services, OMES-CP-FORM-021 (Professional Service Contract Certification) shall be signed by the vendor/supplier being recommended for award.
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g) If the vendor/supplier will be working on-site at DOC property, the department, facility, district, division, or unit shall obtain proof of general liability insurance, automotive insurance, workers compensation insurance or proof of an alternative or exemption for the workers’ compensation insurance authorized by Oklahoma state law from the supplier/contractor prior to commencement of any work. 
h) If the acquisition is for services, a monitoring plan must be developed by the division, facility, district, or unit to identify the agency personnel responsible for monitoring the contract and the activities they will complete to document the contractor’s compliance with contractual requirements.
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i) Complete the OMES-CP-FORM-023 (Price Quotes). Note: All vendors solicited shall be listed on the price quote sheet. If a vendor bid not respond to your request for a quote or responded by “no bid” on all or certain products/services, write “No Bid” in the pricing information for each product/service not bid. If a no bid was responded to for all products/services, you only need to write “No Bid” once at the top. 
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j) Verification that a selected supplier/contractor is registered with OMES-CP prior to award of contract is mandatory.  Award of contract will only be made to registered vendors (OAC 260:115-3-3). There is a “How to” guide available where you can find out if a supplier/contractor is registered on the DOC website. 
You can also obtain verification of registration an e-mail from Julie.dvorak@omes.ok.gov or Theresa.montoya@omes.ok.gov confirming the registration. You need to include both their vendor/supplier ID number in Peoplesoft and their name. If they are not registered, Suppliers/Contractors can complete the registration process online using the OMES-CP website www.vendors.ok.gov. 
k) If the product/service you are procuring is IT or telecommunications, you will need to complete an ePro requisition and attach all documentation to that ePro requisition.	 Otherwise, the end user will complete and sign an unauthorized PO, along with all required supporting documentation, sending to additional approvers in their unit/division if necessary. If not, email to CAAWorkFlow@doc.ok.gov.  

***Should you have any questions about this guide/process, please contact your assigned DOC Buyer.***
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Vendor/supplier shallfill out the

State of Oklahoma “Supplier Legal Name”, *
Department of Corrections “Date”, “Printed Name” and “Title”.
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the development of this contract while employed by the State of Oklahoma shall be employed by the supplier to fulfil any of the
senvices provided for under said contract.

B. In accordance with 74 O.S. § 85.41, if this contract is for professional services as defined in 74 O.S. § 85.2, and if the final
product is a written proposal, report, or study, the supplier named herein further certifies that (s)he has not previously provided the
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End user shall fill out of the following information: “Date”, “Requisition #” or “P.0.#",

“Contract Period” (if a one-time purchase, write “One-Time Purchase”, “Contractor”, “DOC

Program’” (what your service is for) and who the “Contract Monitor” is. The “Contract

Monitor” will signand date upon completion of the service and will then need to be
forwarded to your DOC Buyer for filing purposes.

=3 Date: Requisition# €
—p P.O# Contract Period:. to €«

Pursuant to 74 § 85.4E(1)c and 85.418, DOC is required to develop a written monitoring
plan that identifies specific personnel of DOC to carryout activifies to monitor the
performance and compliance of nonprofessional and professional service contractors. The.
individual identified by DOC to carryout this function shall be called the Contract Monitor.
The Contract Monitor must use information from the contract/ITB to develop the Contract
Monitoring Plan. The Contract Monitoring Plan identifies the planned, ongoing, and
periodic activities that the Contract Monitor will carryout during the contract period to
ensure the contractor’s adherence to the scope of work and compliance with the terms and
conditions set forth in the contract. Those activities listed below that are defaulted with an
“X" are mandatory activities that are required for all service contracts. The Contract
Monitor shall use information from the Contract to determine and select aditional
‘monitoring activiies that apply. During the contract period it shall be the responsibilty of
the Contract Monitor to ensure that all activities defined by the Contract Monitoring Plan
are completed. While carrying out the Contract Monitoring Plan activities, the Contract
Monitor should document allprogress, communications and monitoring activity. Al
documentation obtained/generated during execution of the Contract Monitoring Plan must
be forwarded to the Contracts and Acquisitions Unit for placement in the agency contract
file of record.

Upon completion of the Contract Monitoring Plan the Contract Monitor must sign and date
the plan below and forward to Contracts and Acquisitions with the contracITB/RFP.

Contract Monitor Date .
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End user shall fill out the followinginformation, at a minimum. “Ship to” address, “Invoice to” address,
“Date of Solicitation”, “Quotes due by”, “Company Name”, “Address”, “Name of Person Giving
Quote”, “Delivery Date”, “Item(s)”, “Quantity”, “Material Description”, “Per Unit”, “Total”, “Name of
Person Who Received Quotes”, “Signature”, “Title”, “Date”, “Name of CPO” and write “CPO” on top of

“Title”.





