LETTER OF INSTRUCTION FOR SUCCESSFUL OFFEROR OR BIDDER
(January 2018)


Use this letter to inform the successful offeror or bidder about what is needed before a contract can be executed.  

After the Notice of Intent to Award is issued, an offeror or bidder that submitted a response to the solicitation has seven (7) calendar days to protest the notice of intent to award.  It is recommended that you wait until after the protest period to execute the contract.  You can work with the successful offeror or bidder during this time to prepare the contract.  

Review the solicitation and contract.  List everything that the successful offeror or bidder will need to provide prior to executing the contract such as:

· Secretary of State Registration
· Bidders List Registration
· Supplier/Vendor Registration (to receive payments)
· Certificate of Insurance or additional insured endorsement or both 
· Performance Bonds	

If negotiation of contractual terms and conditions is necessary, you many include instructions for how those negotiations will be conducted.  Contact your legal counsel for assistance with contract negotiations.

For Information Technology contracts, N.D.C.C. § 54-59-22 requires that ITD host all information technology systems unless a hosting exemption is granted. The State will consider an offeror or bidder hosted solution; however, award of a contract for any offeror or bidder hosted solution will be contingent upon approval of a hosting exemption. This information can be cut and pasted into an email.

Contact the State Procurement Office at 701-328-2740 or info@spo.nd.gov for assistance or to provide suggestions.

NOTE: DELETE THESE INSTRUCTIONS BEFORE PRINTING


STATE OF NORTH DAKOTA
AGENCY OR INSTITUTION NAME
ADDRESS
CITY, STATE ZIP


Date 

Business Name
Contact Person
Address
City, State Zip

Subject: Instruction for Successful Offeror or Bidder – Insert Solicitation Number, Title

Dear Insert name:

Congratulations!  The State of North Dakota through its insert agency or institution name has announced its intent to award you a contract for the solicitation referenced above. 
You are instructed not to begin work, purchase materials, or enter into subcontracts relating to the project until both your company and the State sign the contract.
The following must be accomplished before the contract can be signed:
NOTE:  CUSTOMIZE AS NEEDED
· Complete the Bidders List and Secretary of State Registration Process as required in insert section number of the solicitation.
· Complete the Vendor On-line Registration to receive payment from the State.  Registration can be completed by accessing this link and clicking on “register as a supplier”:
https://www.nd.gov/omb/vendor/vendor-payments
· Furnish a Certificate of Insurance with an Additional Insured Endorsement as required in insert section number of the contract.
· Furnish a Certificate of insurance as required in insert section number of the contract.    
· Provide a bond that meets the provisions of insert section number of the solicitation.
OPTIONAL:  REQUEST FOR PROPOSALS ONLY
Contract negotiation will be held primarily by insert method (e.g. email and conference call).  I will be in contact to coordinate contract negotiations.   

Please contact me if you have any questions.

Sincerely,

Insert name
Procurement Officer 
E-mail: Insert email 
Telephone: Insert number
TTY Users call: 7-1-1 
