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FUNDING:  Due to possible future reductions in State and/or Federal appropriations, the Department cannot guarantee the continued availability of funding for this contract.  In the event funds to finance this contract become unavailable, either in full or in part, due to such reductions in appropriations, the Department may terminate or reduce the contract in consideration and upon notice in writing to the Vendor.   The Department shall be the final authority as to the availability of funds.  In the event of non-appropriation of discontinuance of funding for this contract, the Vendor will be paid for products and/or services provided up to the effective date of termination.

TERMINATION FOR CAUSE:  The supplier may terminate the Contract for default or other just cause with a 30-day written request and upon written approval from DOC.  The State may terminate the Contract for default or any other just cause upon a 30- day written notification to the supplier. The State may terminate the Contract immediately, without a 30-day written notice to the supplier, when violations are found to be an impediment to the function of an agency and detrimental to its cause, when conditions preclude the 30-day notice, or when DOC determines that an administrative error occurred prior to Contract performance.  If the Contract is terminated, the State shall be liable only for payment for products and/or services delivered and accepted.

TERMINATION FOR CONVENIENCE: The State may terminate the Contract, in whole or in part, for convenience if DOC determines that termination is in the State's best interest.  The agency shall terminate the Contract by delivering to the supplier a Notice of Termination for Convenience specifying the terms and effective date of Contract termination.  The Contract termination date shall be a minimum of 60 days from the date the Notice of Termination for Convenience is issued by the agency. If the Contract is terminated, the State shall be liable only for products and/or services delivered and accepted, and for costs and expenses (exclusive of profit) reasonably incurred prior to the date upon which the Notice of Termination for Convenience was received by the supplier.

NOTICE TO VENDORS:  Effective February 15, 2005, all tobacco and tobacco-like products are considered contraband and are not allowed at any medium or maximum security correctional facilities.  Effective November 25, 2008, all electronic communication devices are considered contraband and are not allowed at any minimum, medium or maximum security correctional facilities.   Vendors and delivery drivers should call ahead to the destination facility prior to meetings or deliveries, if you have questions regarding this policy.  Effective April 15, 2011, all persons and vehicles are subject to search.  Persons are typically pat searched and required to clear metal detection devices.  Packages, briefcases, purses, etc., searched with x-ray equipment.  Drug K-9 are used sporadically.
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Insert your “Requisition Name”.  Enter “FY(Year) IT P-Card Purchases (Facility Name).








Origin is always AGS.





When completed, click “Continue”.





Does this meet Oklahoma Accessibility Standards?  Click on magnifying glass for yes, no or not applicable.


For an authority order, the answer is not applicable or “X”.





Click the “Special Request” tab.





Click the “Special Item” tab.





“Unit of Measure” shall be “EA”.





Provide a general description of IT Equipment, supplies or accessories anticipated to be purchased by P-Card.





The “Category” used shall be “43211600”.





Insert Vendor ID.  Verify to use correct number.





When completed, click “Add Item.”





Verify that “Send to Vendor” is checked.








Insert pre-encumbered amount anticipated for.





“Item Description” shall be “IT P-Card Purchases”.





If all lines needed have been added, click “Review and Submit”.


If more lines need to be added, follow instructions on page 4.





Click “Line Details.





When completed, click “OK.





Verify that the “Buyer” is your assigned DOC Buyer.





Click “Line Comments”.





When completed, click “OK.





To add attachments (IE approval route slips), click on add attachment.  You can then browse for the document you need to attach.  








Verify “Send to Vendor” is checked.





Verify all necessary line comments have been inserted.





If all lines have the same budget information, first click “Select all”, then click “Modify Line/Shipping/Accounting”.








Click down arrow on lines to input budget information.  This is if you would like to input them individually.


**”Location” is the bill to location.**


If this option was chosen, when completed, skip to page 13.








Verify the following:  the Vendor ID and Location are correct, the “Buyer” is your appropriate DOC Buyer, “Category” is “43211600, and that the ship to location is correct.








When completed, click “Apply”.





Verify that this is your correct IT Department number.





If all budget lines are the same, fill in all required information





Click “All Distribution Lines”








Click “OK.





Required to have "FY(Year) IT P-Card Purchases", facility contact, funding information, justification questions and answers, and previous year purchase orders.  Add additional header comments or justifications as needed. See next page for a list of some of the commonly used comments.  








If you would like to save the template to use in the future, select “Save as Template”.








If completed with this page, click “Save & submit”.  You are still not finished!








Click “Check Budget”.  Your requisition has been forwarded on to your appropriate approver.
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