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The following text can be copy/pasted into an email to obtain information from a bidder or offeror whose bid or proposal has a mistake or omission that have been determined to be a “minor informality”.  See N.D.A.C. § 4-12-10-01 for guidance.

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

DELETE ALL 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:  Insert Solicitation Number, Title

Dear Insert Name:

Thank you for submitting your response to the above referenced solicitation.  Your response did not include information that was required in the solicitation, and we are providing you an opportunity to correct this minor informality.

Reference the section of the bid or proposal and describe what was required.  

EXAMPLES (remove italicized formatting once you select the one that applies or you can customize to meet your specific scenario):

•	Section XX of the solicitation required signed copies of solicitation amendment acknowledgements.
•	Section XX of the solicitation required submission of description of missing information.
•	Section XX required the response to be signed by an authorized representative.
•	Section XX required submission of a sample.

Please provide this information by insert date and time.  If you do not meet this deadline, the State will reject your bid or proposal as being nonresponsive to the requirements of the solicitation.

If you have any questions, please feel free to contact me.

Sincerely,

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



