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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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Click continue once all required fields have been filled in.





Use your facility with a short description.





Does this meet Oklahoma accessibility standards?  Click  on magnify glass for drop down menu for yes, no or not applicable.








Origin type is always AGS.





Verify this is your requester id





Use drop down box.  If telecommunication you can use example.  If a different item you can use IT_Catalog to search for your item.





Click on plus sign.





For phone service click on plus sign. If not phone service click on appropriate folder or if no folder click on name.





Click on plus sign.





When done click review and submit.





Click once you have selected the line and you have put in the quantity.





Put in quantity.





Click to select.





Type in comments – Multiple comment boxes will need to be used.





Insert price per unit





To add attachments (ie signed approval route slips) click on add attachment.  You can then browse for the document you need to attach in your files. Documents need to be pdf.  You only need to add your attachments to line 1. 


Reminder that you will need to attach the letters from the statewide contract vendors stating they don’t have service in your area for phone service.








Click to send this information to vendor





Put specifications about the line in the first comment box.  ie Cell phone for Warden.  Number xxx-xxx-xxxx








Click on plus sign to bring up additional comment boxes





Click when done with comments





In the second comment box put in the release number, the contract number, the contract and agreement period and reason for the purchase.   








Verify that this is not checked.  You do not want this comment to go to the vendor.








Required to have "One time purchase" or "Contract Period….", vendor contact, 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.  








To see an expanded text box click





Click to bring up line details





Check if a formal bid is required.





Click ok to continue





Verify this is the correct vendor location





Put in your vendor





Change buyer to your DOC buyer








If you get this message click ok.





If you get this message click “No”





Click to bring up account lines





Fill in the distribution details.  Location is your bill to address.








Verify ship to address





Leave blank





Click





Check if you would like to save as a template to use in the future





Click to budget check








Page 18 of 18

