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Oklahoma Office of Management and Enterprise Services Bidder Instructions 

   
Information related to the Bid submission process is contained in these Bidder Instructions.  Prospective 
Bidders are urged to read the documents provided by the State and these Bidder Instructions carefully.  
Failure to do so shall be at the Bidder’s risk.   

 
1 Definitions 

The following terms, when used in these Bidder Instructions, shall have the following meanings: 
 
1.1 Alternate Bid means a Bid which contains an intentional substantive variation to a basic provision, 

specification, term or condition. 
1.2 Agency means Oklahoma State Department of Education. 
1.3 Amendment means a written change, addition, correction or revision to terms, conditions or 

requirements by the State agency issuing the Solicitation. 
1.4 Bid means an offer a Bidder submits in response to the Solicitation. 
1.5 Bidder means an individual or business entity that submits a Bid in response. 
1.6 Bid Packet means the order described in these Bidder Instructions in which all Bidders shall insert 

the relevant sections of a Bid and which shall be the format for all submitted Bids. 
1.7 Business Entity means any individual, business, partnership, joint venture, corporation, S-

corporation, limited liability corporation, limited liability partnership, limited liability limited 
partnership, sole proprietorship, joint stock company, consortium, or other legal entity recognized 
by statute. 

1.8 EL Students means student who are English Learners. 
1.9 LEA means Local Education Agency or local school district. 
1.10 OAC means the Oklahoma Administrative Code. 
1.11 OAS means Oklahoma Academic Standards and serves as expectations for what students should 

know and be able to do in a given subject area by the end of the school year. 
1.12 OSDE means Oklahoma State Department of Education. 
1.13 RFI or Request For Information means a non-binding procurement practice used to obtain 

information, comments, and feedback from interested parties or potential suppliers. 
1.14 SBE means Oklahoma State Board of Education. 
1.15 Solicitation means this Request for Information document inviting Suppliers to provide 

information regarding Proposals or Responses for the Acquisition referenced herein. 
1.16 Supplier or Vendor means an individual or business entity that submits a bid in response to this 

RFI. 
1.17 RSA means the Reading Sufficiency Act. 
1.18 SWD means Student with Disabilities. 

 

 

2 Instructions Compliance 

These Bidder Instructions are not part of the Contract; however, compliance with these Instructions is 
material to the determination of whether a Bid is responsive.  Terms, requirements and specifications may 
be stated or phrased differently than in a previous solicitation irrespective of past interpretations, practices 
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or customs.  Bid requirements are altered only by written Amendment and verbal communications from 
any source whatsoever are of no effect.  In no event shall the Bidder’s failure to read and understand a term, 
condition or requirement in any of the documents provided by the State constitute grounds for a claim.   

3 Communications and Questions  

The Contracting Officer listed on the Bidder Instructions Cover Page is the only individual the 
Bidder should contact or communicate with regarding any questions or issues with the 
Solicitation.  Failure to comply with this requirement may result in the Bid being considered non-
responsive or not considered for further evaluation. 

3.1 General Questions 

A. Questions should be concise, identify the relevant document, include specific section 
references and avoid use of tables or special formatting (use simple lists). 

B. Bidder should submit general questions concerning Contract or Bid specifications or 
requirements via the portal Supplier Portal (oklahoma.gov) in addtion to the Contracting 
Officer’s email address shown on the Bidder Instructions Cover Page.  Questions 
received via any other means will not be addressed. Questions may be submitted as 
soon as the solicitation is posted. You are encouraged to submit your questions as soon as 
possible to allow adequate time for answers and any issues that may arise. 

3.2 Clarification Questions 

The State reserves the right, at its sole discretion, to request clarifications of Bid information or to conduct 
discussions for the purpose of clarification with any or all Bidders.  The purpose of any such discussion 
shall be to ensure full understanding of the Bid.  If clarifications are made because of such discussion, the 
Bidder(s) shall submit such clarifications in writing to the Contracting Officer. Bidder answers that are 
outside scope of the clarification questions shall be disregarded.  Oral explanations or instructions provided 
to a potential Bidder are not binding. 

4 Amendments 

4.1 Any Amendment shall be set forth at the same online link as the Solicitation.  

4.2 It is the Bidder’s responsibility to check the State’s website frequently for any possible 
Amendments that may be issued.  The State is not responsible for the Bidder’s failure to download 
any amendment documents required to complete a Bid. 

 

https://oklahoma.gov/omes/services/purchasing/supplier-portal.html
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5 Confidentiality Request 

Unless otherwise specified in the Oklahoma Open Records Act, Central Purchasing Act, or other applicable 
law, documents and information a Bidder submits as part of or in connection with a Bid are public records 
and subject to disclosure after contract award pursuant to OAC 260:115-3-9.  However, a public Bid 
opening does not make the Bid immediately accessible to the public.  All material submitted by a Bidder 
becomes the property of the State. No portion of a Bid shall be considered confidential except, pursuant to 
74 O.S. §85.10, information in the Bid determined to be confidential by the State Purchasing Director or 
delegate.  Typically, a properly submitted confidentiality claim of a potential selected Bidder is reviewed 
and determined prior to the posting of selection list; a properly submitted confidentiality claim of a non-
selected Bidder is reviewed and determined only when responding to an open records request concerning 
the Bid.  Additional information regarding information considered confidential by a Bidder is provided in 
Section 8.2.C below. 

6 Acceptance of Content 

All Bids shall be firm representations that the responding Bidder has carefully investigated and will comply 
with all State terms, conditions, and provisions relating to the Solicitation.   

7 Required Bid Structure 

7.1 Preparation of Bid 

A. The Bid is required to be structured into separate, labelled and easily identifiable sections 
using the Bid Packet format provided below.  A Bid submitted using any other format may 
not be accepted.  Except for items listed in Section Three of the Bid Packet (information 
requested to be held confidential), the Bid should not contain duplicative content.  Any 
section of the Bid Packet that is not applicable to the Bid shall have a page inserted to 
denote the section is not applicable.  For instance, if a third-party vendor is not included as 
part of a submitted Bid, the Bid should contain a page after the “Third Party Vendor” 
section heading that reads “Not Applicable”, “N/A” or some similar notation.

B. The Bid will be evaluated based on the following: Minimum Requirements
i Evidence for Content of the Resource
ii Evidence for Recommended Level of Intensity of the Resource
iii General Evidence-Based Components Included in the Literacy Resource
iv Use of Assessment or Data in the Use of the Resource
v Skill-Specific Evidence-Based Components Included in the Literacy Resource

C. As referenced in subsection 7.2.E, The Bid shall show the ability of the Bidder to meet 
Mandatory Requirements found in Attachment A, Sections 2.1 through 2.6 and meet 
or exceed the Specification Requirements found also in Attachment A

D. The following additional company information is required to be included in the Bid:
i Length of time the Bidder has been in business;
ii A brief description of the company;
iii Company size and organization;
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iv The number of years the Bidder has been providing products and/or services of the 
type requested; 

v The core competency of the company ; 

E. No third-party vendor or subcontractors shall be included as part of a submitted Bid to the
RFI.

7.2 Required Bid Packet Format 

A. Section One:  Cover Page

Provide a dated cover page or transmittal letter that identifies the Solicitation and the
Bidder and provides Bidder contact information.

B. Section Two:  Required Forms, Certifications and Disclosures

i Completed “Responding Bidder Information” form set forth and accompanying 
required documentation.  

ii Bidder shall additionally provide in this section of its Bid, disclosure of (1) any 
public contract terminated by a governmental entity or suits or claims against the 
Bidder for failure to perform in connection with a public contract (including any 
company which a Bidder has merged with or acquired that will be performing 
services or providing products if awarded the Contract); (2) any contractual 
relationship or any other relevant contact with any State personnel or another 
Bidder or Supplier involved in the development of a Bidder’s response to the 
Solicitation; (3)  the name of any officer, director or agent of the Bidder who is 
also an employee of the State or any of its agencies; (4) the name of any state 
employee who owns, directly or indirectly, an interest of five percent (5%) or more 
in the Bidder firm or any of its branches and (5) any activity or interest that 
conflicts or may conflict with the best interest of the State, including but not limited 
to any person or entity currently under contract with or seeking to do business with 
the State, its employees or any other third-party individual or entity awarded a 
contract with the State.  Any conflict of interest shall, in the sole discretion of the 
State, be grounds for rejection of the Bid or partial or whole termination of the 
Contract. If none, clearly mark “N/A”   

iii Any information requested in connection with subcontractors a Bidder proposes to 
use in performance the services associated with this Solicitation. 

iv Signed Amendment(s), if any, located at the same online link as the Solicitation. 

The Bidder shall acknowledge agreement with each Amendment, if any, by 
inserting the Amendment in this section, signed by or on behalf of the Bidder.     

C. Section Three:  Bid Portions Requested to be Held Confidential

i Any portion of the Bid that the Bidder requests be held confidential shall be listed 
in this section for independent review regarding confidentiality.  For example: “the 
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portion of Section 8 titled Member Satisfaction Survey”.  However, the Bid should 
not be broken apart such that the information requested to be held confidential is 
only found in this section; rather, such content should be included in the Bid in 
applicable sections, for efficient evaluation.  If none, clearly mark “N/A”   

ii For each portion of the Bid listed as considered confidential, the Bidder must 
identify the specific information considered confidential and fully comply with 
OAC 260:115-3-92 which additionally requires a Bidder to enumerate the 
specific grounds, based on applicable laws which support treatment of the 
information as exempt from disclosure and explain why disclosure is not in 
the best interest of the public.  Additional information regarding information 
considered confidential by a Bidder is provided in Section 5 above. 

iii A Bid marked in total, as proprietary and/or confidential shall not be considered 
confidential.  Likewise, unless specifically referenced otherwise, resumes, pricing, 
marketing materials, business references, Voluntary Product Accessibility 
Templates, additional terms proposed by a Bidder and subcontractor information 
are not confidential and are not exempt from disclosure under the Oklahoma Open 
Records Act.  The foregoing list is intended to address information often marked 
confidential that is not exempt from disclosure and is not an exhaustive list. 

iv ANY INFORMATION MARKED AS CONFIDENTIAL AND EMBODIED 
ELSEWHERE IN A BID RATHER THAN LISTED IN THIS SECTION OF 
THE BID PACKET WILL NOT BE CONSIDERED CONFIDENTIAL AND 
WILL BE SUBJECT TO DISCLOSURE WITHOUT FURTHER REVIEW. 
THE STATE HAS NO RESPONSIBILITY TO INDEPENDENTLY 
REVIEW AN ENTIRE BID FOR A CONFIDENTIALITY CLAIM.  
LIKEWISE, CONFIDENTIALITY CLAIMS OF A BIDDER WILL NOT BE 
CONSIDERED IF A BID DOES NOT COMPLY WITH REQUIREMENTS 
OF OAC 260:115-3-9 AND THE INFORMATION WILL BE SUBJECT TO 
DISCLOSURE PURSUANT TO STATE LAW.   

D. Section Four:  Executive Summary

The Bidder’s executive summary shall be inserted in this section. Marketing information,
general company information and other similar information should be included in the
executive summary. Avoid duplication of such information in other sections of the Bid; it
unnecessarily lengthens the Bid and hinders efficient evaluation.

E. Section Five:  Response to Specifications and Requirements

The portion of the Bid to be inserted in this section shows the ability of the Bidder to meet
or exceed any specifications and requirements found in Attachment A.
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F. Section Six:  Additional Company Information 

Any required additional company information shall be inserted in this section. 

 

8 Submission of Bid  

8.1 IT IS THE BIDDER’S SOLE RESPONSIBILITY TO SUBMIT INFORMATION IN THE 
BID AS REQUESTED AND IN COMPLIANCE WITH THE OKLAHOMA CENTRAL 
PURCHASING ACT AND ASSOCIATED OAC TITLE 260 RULES3 INCLUDING 
WITHOUT LIMITATION OAC 260:115-3-7 AND 260:115-3-11.  A submitted Bid is rendered 
as a legal offer and is required to be in strict conformity with these Bidder Instructions.  

8.2 A Bid shall be submitted solely through the Peoplesoft System via the Supplier Portal.  The 
entire Bid must be submitted by the Bid Response Due Date and Time.  A Bid emailed directly 
to or cc’d to the Contracting Officer will not be reviewed by the Contracting Officer. In 
person, commercial carrier or facsimile submittals shall not be accepted.  Receipt of the Bid 
by the State is the responsibility of the Bidder. The Supplier Portal is located here:        
Supplier Portal (oklahoma.gov) You can submit a bid as a buyer or as a Supplier.  For help 
with the portal, please reach out to  supplier.registration@omes.ok.gov   
 

8.3 Reference to literature submitted with a previous Bid shall not satisfy a specification or requirement 
associated with the present Bid.  Any previous solicitation shall not be depended upon, perceived 
or interpreted to have any relevance to the present Bid.         

8.4 All costs incurred by the Bidder for Bid preparation and participation shall be the sole responsibility 
of the Bidder and the Bidder shall not be reimbursed for any such costs.  By submitting a Bid, 
Bidder agrees not to make any claims for damages or have any rights to damages in connection 
with the Bid. 

8.5 Each Bid is required to include relevant information for a designated contact to receive notice, 
approvals and requests. 

9 Bid Withdrawal, Bid Change and Alternate Bid 

9.1 A Bid may not be withdrawn after the Bid Response Due Date and Time.  If the Bidder wishes to 
withdraw a Bid prior to the Bid Response Due Date and Time, the Bidder shall submit a written 
withdrawal request to the Contracting Officer at the email address listed on the Cover Page above.  

9.2 Except as requested by the State, a Bid may not be changed after the Bid Response Due Date and 
Time.  If the Bidder needs to change a submitted Bid prior to the Bid Response Due Date and Time, 
the Bidder shall withdraw the originally submitted Bid and a new Bid shall be submitted to the 
State by the Bid Response Due Date and Time in accordance with Section 9 and include the 
following statement on the superseding Bid cover page: “THIS BID SUPERSEDES THE BID 
PREVIOUSLY SUBMITTED” AND “SUPERSEDING BID” MUST APPEAR IN THE 
SUBJECT LINE OF THE EMAIL. 
 

 
 

https://oklahoma.gov/omes/services/purchasing/supplier-portal.html
mailto:supplier.registration@omes.ok.gov
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9.3 A Bidder may submit one or more Alternate Bids.  Any Alternate Bid submitted shall be a complete 
Bid and shall be clearly identified as an Alternate Bid in the subject line of the email.  If more than 
one Alternate Bid is submitted, the identification in the email subject line shall refer to Alternate 
Bid 1, Alternate Bid 2, etc.  

10 Bid Rejection  

10.1 The Bidder’s failure to submit required information may cause its Bid to be rejected.  Additionally, 
a Bid received after the Bid Response Due Date and Time SHALL BE DEEMED NON-
RESPONSIVE AND SHALL NOT BE CONSIDERED unless the Agency has authorized 
acceptance of Bids due to a significant error or incident that occurred which affected the 
receipt of a Bid.  Failure to comply with these Bidder Instructions may result in the Bid being 
disqualified from evaluation.  

10.2 A Bid may be rejected when the Bidder imposes terms or conditions that would modify 
requirements.  Other possible reasons for rejection of Bids are listed in OAC 260:115-3-5 and 
260:115-7-32(h). 

10.3 Attempts to impose unacceptable conditions on the State or impose alternative terms not in the best 
interest of the State may result in rejection of the Bid even if initially determined to be responsive 
or the State may cease any negotiations regarding the Bid. 

10.4 Whenever the terms “shall”, “must”, “will”, or “is required” are used, the specification being 
referred to is a mandatory specification.  Failure to meet any mandatory specification may cause 
rejection of a Bid. 

10.5 Whenever the terms “can”, “may”, or “should” are used, the specification being referred to is a 
desirable item and failure to provide any item so termed shall not be cause for rejection of a Bid. 

11  Evaluation 

11.1 A responsive Bid will proceed to the evaluation process.  

11.2 Pursuant to OAC 260:115-7-32, Bidder past performance as a Supplier may be considered when 
evaluating a Bid. 

11.3 The State reserves the right to require demonstrations, clarifications and additional documentation 
from any or all responding Bidders.  Each Bidder should be prepared to participate in oral 
presentations and demonstrations to define the Bid, to introduce the Bidder’s team and to respond 
to questions regarding the Bid prior to award. 

12 Competitive Negotiations of Offers 

12.1 The State reserves the right to negotiate with none or one or more Bidders responding to the 
Solicitation and may negotiate any or all content of the Bid. Negotiations may be conducted in 
person, in writing or by electronic means and shall only be conducted with potentially acceptable 
Bids.  

12.2 Negotiations could entail discussions on products, services, or any other issue material to a 
decision.  The State shall consider all issues arising from the Bid to be negotiable and will not be 
artificially constrained by Bidder internal corporate policies. Firms that contend a lack of flexibility 
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because of corporate policy on a particular negotiation item shall face a significant disadvantage 
and may not be considered.   

12.3 Terms, conditions, methodology, or other features of the Bid may be subject to negotiations and 
subsequent revision.  As part of the negotiations, the Bidder may be required to submit supporting 
financial and other data in order to allow a detailed evaluation of the feasibility, reasonableness, 
and acceptability of the Bid.   

13 Approval of Supplier 

13.1 Submitted responses to the RFI are not considered a contract between the Supplier and the OSDE, 
the SBE or any LEA. Responses will only be used to create a preapproved list for LEAs to select a 
Supplier to provide the products or services requested in the RFI. 

13.2 The OSDE may approve a qualified Supplier list for LEAs to negotiate contracts. The OSDE may 
approve one or more Suppliers to be on the list, whichever is deemed by the OSDE to be in the best 
interest of LEAs. 

 
13.3 LEAs may choose among those Suppliers on the OSDE approved list to contract with to provide 

the products or services requested in the RFI. 

13.4 Under this RFI the OSDE bears no liability for the LEA. LEA actions and the privies of any contract 
exist solely between the Supplier and LEA. 

13.5 There is no guarantee of any minimum or maximum amount of the Supplier’s services that may be 
required under this RFI. 

13.6 The OSDE reserves the right to add additional vendors to the list of Suppliers as deemed 
necessary and in the best interest of LEAs without additional solicitations. 
 

13.7 The OSDE may remove a Supplier from the list of suppliers when deemed in the best interest of 
LEAs.  
A. The OSDE shall provide a 30-day written notification to a supplier notifying them that 

the OSDE is removing them from the list of Suppliers.  
B. A Supplier wishing to be removed from the approved list shall provide a 30-day written 

notification to the OSDE indicating their request to be removed from the list of Suppliers.  
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