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Exhibit C -  U.S. Fish and Wildlife Service Grant Award Terms and Conditions 

Oklahoma Supplier Portal Registration Information

RETURN APPLICATION TO: 

Cheryl.Dirck@deq.ok.gov 
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1 All questions must be submitted on or before deadline.  All questions will be answered in the form of an amendment.  

2 Amendments may change the Bid Response Due Date.  All questions will be answered by an amendment.  



The Oklahoma Department of Environmental Quality is seeking applications for the 
Clean Vessel Act Grant Program (CVA).  If you are interested in applying for the 
CVA, please read the following instructions before completing your application packet.  

1. Please read the complete packet before starting the application process.

2. Please return all items listed on the Supplier’s Checklist.

3. All terms and agreements cannot be changed and shall be followed while doing
business with the State of Oklahoma.

4. All questions shall be submitted via email to Cheryl.Dirck@deq.ok.gov by
3:00 PM CST on the date of September 25, 2024.

5. No questions received after the date and time listed above shall be answered.

6. All questions will be answered in writing by an amendment to the application
process.

7. All applications shall be returned via email to Cheryl.Dirck@deq.ok.gov by
3:00 PM CST on the date of October 2, 2024.

8. All applications received after the date and time above shall be deemed non-
responsive and returned unopened.



Program History: 

The Oklahoma Clean Marina Program (CMP) is a voluntary program open to all public 
and private marinas in Oklahoma. It was developed to protect Oklahoma’s precious water 
resources and wildlife habitat by promoting environmentally sound and economically 
feasible marina and boating best practices to reduce waste and prevent release of 
hazardous substances into Oklahoma’s waterways. 

Complete the following steps to be a Certified Clean Marina. Certifications are valid for 
three years. 

1. Review the Oklahoma Clean Marina Guidebook.
2. Complete the Oklahoma Clean Marina Self-Assessment Guide to identify areas for

improvement.
3. Submit the self-assessment and CMP Pledge to DEQ.
4. Contact DEQ to schedule an on-site assistance visit.
5. Complete improvements to which you committed.
6. Contact DEQ for a final on-site assistance visit.
7. Be certified as an Oklahoma Clean Marina or Boatyard!

A key feature of the CMP is the Clean Vessel Act Grant Program (CVA). DEQ 
administers grants provided by the United States Fish and Wildlife Service through the 
Clean Vessel Act Grant Program, including the CMP. The grant award will reimburse 
eligible marinas up to 75% of the cost of construction, renovation, operation, and 
maintenance of pump-out stations and waste reception facilities for recreational boaters. 
The funds may also be used for educational programs to inform boaters of the 
importance of proper disposal of their sewage. The marina will cover the remaining 25% 
of the cost. 

Funding is available to marinas (private, commercial, residential, and municipal) who 
have gas/service docks, fish houses/seafood dealers, and boat docking facilities.

Projects eligible to receive CVA grants include:
• Construction, renovation, planning and engineering for pump-out stations
(including necessary piping to connect to the marina sewage system),
• Operation and maintenance of pump-out stations, and waste reception facilities
for recreational boaters (including necessary modifications of existing on-site septic
systems needed to handle the additional flow generated by the pump-out stations or
damaged or destroyed pump-out and dump stations caused by weather)



• Educational programs to inform recreational boaters about pollution resulting from
sewage discharge from vessels, and
• Activities associated with proper management of sewage from pump-out boats,
floating restrooms, and other sewage-management activities on the marina.

The CVA grant program is established under the federal 1992 Clean Vessel Act to 
provide grants for pump-out stations and waste reception facilities so that raw sewage 
from marinas and recreational boaters is not discharged into waterways.
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   Responding Bidder 
Information 

“Certification for Competitive Bid and Contract” MUST be submitted along with the response to the Solicitation. 

1. RE: Solicitation #  Clean Vessel Act Grant FY25

2. Bidder General Information:

FEI / SSN : Supplier ID:   

Company Name: 

3. Bidder Contact Information:

Address:  

City:  State:   Zip Code:  

 Contact Name:  

Contact Title:  

Phone #: Fax #:   

Email:  Website:  

4. Oklahoma Sales Tax Permit1:

  YES – Permit #: 

 NO – Exempt pursuant to Oklahoma Laws or Rules – Attach an explanation of exemption 

5. Registration with the Oklahoma Secretary of State:

YES - Filing Number: 

  NO -  Prior to the contract award, the successful bidder will be required to register with the Secretary of 
State or must attach a signed statement that provides specific details supporting the exemption the 
supplier is claiming (www.sos.ok.gov or 405-521-3911). 

6. Workers’ Compensation Insurance Coverage:

Bidder is required to provide with the bid a certificate of insurance showing proof of compliance with the
Oklahoma Workers’ Compensation Act.

 YES – Include with the bid a certificate of insurance. 

 NO –  Exempt from the Workers’ Compensation Act pursuant to 85A O.S. § 2(18)(b)(1-11) – Attach       a 
written, signed, and dated statement on letterhead stating the reason for the exempt status.2 

1 For frequently asked questions concerning Oklahoma Sales Tax Permit, see https://www.ok.gov/tax/Businesses/index.html 
2 For frequently asked questions concerning workers’ compensation insurance, see https://www.ok.gov/wcc/Insurance/index.html 
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7. Disabled Veteran Business Enterprise Act

 YES – I am a service-disabled veteran business as defined in 74 O.S. §85.44E. Include with the bid     
response 1) certification of service-disabled veteran status as verified by the appropriate federal agency, 
and 2) verification of not less than 51% ownership by one or more service-disabled veterans, and 3) 
verification of the control of the management and daily business operations by one or more service- 
disabled veterans. 

NO – Do not meet the criteria as a service-disabled veteran business. 

Authorized Signature Date 

Printed Name Title 
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Certification for Competitive 
Bid and/or Contract 

(Non-Collusion Certification) 

NOTE:  A certification shall be included with any competitive bid and/or contract exceeding $5,000.00 submitted to the State for 
goods or services. 

Agency Name: Oklahoma Department of Environmental Quality  Agency Number: 29200 

Solicitation or Purchase Order #: Clean Vessel Act Grant FY25 

Supplier Legal Name: 

SECTION I [74 O.S. § 85.22]: 
A. For purposes of competitive bid,

1. I am the duly authorized agent of the above named bidder submitting the competitive bid herewith, for the purpose of
certifying the facts pertaining to the existence of collusion among bidders and between bidders and state officials or
employees, as well as facts pertaining to the giving or offering of things of value to government personnel in return for
special consideration in the letting of any contract pursuant to said bid;

2. I am fully aware of the facts and circumstances surrounding the making of the bid to which this statement is attached and
have been personally and directly involved in the proceedings leading to the submission of such bid; and

3. Neither the bidder nor anyone subject to the bidder's direction or control has been a party:
a. to any collusion among bidders in restraint of freedom of competition by agreement to bid at a fixed price or to

refrain from bidding,
b. to any collusion with any state official or employee as to quantity, quality or price in the prospective contract, or

as to any other terms of such prospective contract, nor
c. in any discussions between bidders and any state official concerning exchange of money or other thing of

value for special consideration in the letting of a contract, nor
d. to any collusion with any state agency or political subdivision official or employee as to create a sole-source

acquisition in contradiction to Section 85.45j.1. of this title.
B. I certify, if awarded the contract, whether competitively bid or not, neither the contractor nor anyone subject to the contractor’s

direction or control has paid, given or donated or agreed to pay, give or donate to any officer or employee of the State of
Oklahoma any money or other thing of value, either directly or indirectly, in procuring this contract herein.

SECTION II [74 O.S. § 85.42]: 
For the purpose of a contract for services, the supplier also certifies that no person who has been involved in any manner in the 
development of this contract while employed by the State of Oklahoma shall be employed by the supplier to fulfill any of the 
services provided for under said contract. 

The undersigned, duly authorized agent for the above named supplier, by signing below acknowledges this certification statement 
is executed for the purposes of: 

 the competitive bid attached herewith and contract, if awarded to said supplier; 

 OR 

 
the contract attached herewith, which was not competitively bid and awarded by the agency pursuant to  applicable 
Oklahoma statutes. 

Supplier Authorized Signature Certified This Date 

Printed Name Title 

Phone Number Email 

Fax Number 



Clean Vessel Act Grant Application

		







    Yes		     No

Grant Money Requested
		







Construction may begin after the marina receives the executed 
reimbursement contract, executed purchase order, and notice to proceed 
contract from the Oklahoma Department of Environmental Quality.

All items MUST be filled in before submitting application – leave nothing blank.

Marina name:

County:

Marina address:

Contact person:

Contact person address:

Contact person telephone number:

Contact person alternate telephone number:

Email address:

          Pump-out station             Pump-out boat             Floating Restrooms



Marina Description
Owner of marina:

Which use best describes this marina?

Which use best describes most customers?

				



 = < 20 feet 

= > 20 feet 

= > 40 feet

Number of live-aboard boats:

Number of restrooms available on site: 

On a busy weekend, what is the percentage of customers that overnight 
aboard their boat?

Name of water body at marina:

Distance from the dam to the proposed pump-out facility:

Lake water level change in feet:

Mean average fluctuation:

Elevations, feet above mean sea level:

Top of flood control pool:

Top of power pool if applicable: 

Top of inactive pool:

	 		     No

		     NoAre there other pump-out services within two miles of this marina? 

If the closest pump-out station is more than two miles, 
what is the distance in boating miles?



Pump-Out Operation and Maintenance
Who will operate the pump-out?

Normal pump-out service availability:

Months Days of Week Hours of Operation

May through September

October through April

Accessible to all recreational vessels:     		  No

Pump-out fee charged (maximum allowed is $5.00 per boat):

How will pump-out be maintained?

Pump-out information sign:

Informational signs indicating the availability and location of the system is required to 
be installed on all docks and at the sanitary waste extraction slip location.

Informational brochure:

A brochure is required explaining the pump-out regulations as well as the 
environmental benefits of eliminating sewage from Oklahoma’s lakes. The location  of 
the marina pump-out station will be listed on the brochure. The brochure will be one 
color and will be placed in the mail of each marina dock customer.



Project Justification
Written justification is required for project award. 
Please provide written justification in the space below:



Estimated Costs of Construction

Labor Cost Material 
Cost Total Cost

Federal funds 
requested 

(Maximum 75%)

Matching 
Funds 

(Minimum 25%)

Remote Pump-out Head 
and Controls

Pump-out Vacuum 
Equipment

Lift Station Equipment

Ditching, Surface Repair, 
Asphalt, etc.

Electrical Connections

Dock Modifications to Accept 
Pump and Lift Station

Project Management and 
Administrative Costs

Signage and Brochures

TOTALS

	 Date application submitted 

Round up to the nearest dollar.  Do not put cents in the cost.  Insert zeros for non-applicable boxes.

Be sure all items are filled in before submitting application – LEAVE NOTHING BLANK.

I hereby certify and attest that the information submitted in this application is true to the best of my knowledge, and is in 
agreement with the statement of funding between the listed marina and the Oklahoma Department of Environmental Quality.

LEAVE NOTHING BLANK



EXHIBIT A - APPLICATION CHECK LIST 

Please make sure that you have the following documents completed and returned to the 
Oklahoma Department of Environmental Quality by October 1, 2024. Failure to return all 
documents by the deadline could result in noncompliance and result in failure to award grant.   

Please submit the following:  

☐ OMES Form CP 076-Responding Bidder Information
Provide additional attachments, if applicable.

☐ OMES Form CP 004 -Certification for Competitive Bid and/or Contract

☐ Clean Vessel Act Grant Application

☐ Exhibit A - Application Checklist

☐ Exhibit B - Legal Description

☐ Certification of Insurance

☐ Amendment(s) (if applicable)



EXHIBIT B: LEGAL DESCRIPTION OF SITE 

The legal description of the contractor’s property is: 

Legal Business Name: 

Latitude*:  

Longitude*: 

Location Address: 

Location County: 

Additional Information:     

* Use decimals, not
degrees, minutes and
seconds for longitude
and latitude.



Reference Number: 
Fiscal Year: FY25 

 
 

REIMBURSEMENT CONTRACT 
 
This Contract made for the provision of reimbursement of materials and/or equipment for Fiscal Year 
# Clean Vessel Act for Contractors Legal Name & Project # if needed by and between the State of 
Oklahoma, ex.rel. The Department of Environmental Quality hereinafter referred to as “Department” 
and/or” DEQ” and Contractors Legal Name & Project # if needed hereinafter referred to as 
“Contractor”.  In consideration of the provisions set forth herein; the parties mutually agree to the 
following provisions and any Addenda attached hereto and incorporated herein; therefore, in 
consideration of the foregoing and the mutual Contracts set forth, Contractors Legal Name & Project 
# if needed and Department agree as follows: 

 
I. STATUTORY AUTHORITY 

i. This contract is authorized pursuant to and in accordance with the provisions of 27A O.S. § 
1-3-101 and 27A O.S. § 2-10-202. 

 
ii. DEQ has been granted authority by the Office of the Secretary of Energy and Environment 

for the State of Oklahoma to receive and disperse certain federal reimbursement funds to 
approved Contractors that have complied with the application terms and conditions as 
mandated by the  Clean Vessel Act program of 1992 (“CVA”), a federally funded 
reimbursement program promulgated by the United States Department of Interior, Fish and 
Wildlife Services (“USFWS”). 

 
iii. Pursuant to an agreement letter between USFWS and the DEQ dated Date Issued USFWS 

Award Letter, the USFWS has authorized DEQ to reimburse certain costs incurred by 
approved Contractors located in the State of Oklahoma that have completed the project in 
good faith, pursuant to the provisions of this Agreement, and DEQ has approved the 
project, and the contractor is in good standing pursuant to all rules and regulations. 

 
iv. DEQ hereby agrees to reimburse the Contractor for approved expenses related Fiscal Year 

# Clean Vessel Act for Contractors Legal Name & Project # if needed, as agreed by both 
parties, for the CVA. 

 
 

II. DEFINITIONS AND ACRONYMS 
i. Change Order: The document that memorializes the specific additional Services an Agency 

has arranged with the Supplier. 
ii. Contract(ed) Items: 

a. Products: Means all t h a t  i s  offered by the contractor Agreement through its 
sourcing. 

i. Services: Means the services that the contractor is offering DEQ as part of this 
Agreement or an additional elected costs in accordance with this Agreement. 

 



REIMBURSEMENT CONTRACT 
Reference Number: 

Fiscal Year: FY25 
 
 

Page 2 of 15 
 

iii. Days: (Not required to be capitalized) Unless otherwise specified in this Interagency 
Agreement, all references to days will be calendar days. 

iv. Environmentally Preferable Goods and Services (EPGS): are those that have a lesser or 
reduced impact on the environment over the life cycle of the good or service when compared 
with competing goods or services that serve the same purpose. Environmentally preferable 
goods may also have one or more of the following characteristics: reduced packaging, ease of 
reuse, refurbishment, remanufacture, or recycling at end of life, reduction of greenhouse gas 
emissions and air contaminants, improved energy and water efficiency, use of alternative 
sources of energy and fuels, reduced waste, and practices that support reuse and recycling, 
use of renewable resources, reduced exposure to toxins and hazardous substances, and 
promote practices that support and sustain healthy communities and social. 

v. Pricing: Means the price that the Contractor has agreed to provide the Contracted Items to 
DEQ as set forth and any subsequent amendment to this Interagency Agreement. 

vi. Working Hours: Monday – Friday 8:00 AM to 4:30 PM (Central Time). 
vii. After Hours: All hours outside of Working Hours. 
viii. Holidays: New Year’s Day, Martin L. King Day, Memorial Day, Independence Day, 

Labor Day, Thanksgiving, and Christmas. 
 

 

III. LEGAL DECRIPTION OF SITE 
i. The legal description of the contractor’s property is: 

a. Legal Business Name:  Contractors Legal Name & Project # if needed  
b. Latitude:  36.539485   Longitude:  -94.975283 
c. Location Address:  Address, City, State, Zip Code 
d. Location County:  County Name 
 

IV. REQUIREMENTS FOR REIMBURSEMENT: 
 

i. PROJECT SPECIFIC: Expenses that may be reimbursed include, but are not limited to, 
approved costs for construction and renovation of stationary and portable pump-out 
stations and dump stations; mobile pump-out vessels for Type III marine sanitation 
devices; floating restrooms; equipment used in maintaining pump-out and dump stations 
and floating restrooms; transportation of marine vessel sewage to sewage treatment 
plants, installation of bleed-in facilities at sewage treatment plants; engineering and design 
costs; and administrative costs. 

 
ii. Equipment means tangible, non-expendable, personal property having a useful life of 

more than one (1) year and an acquisition cost of $5,000 or more per unit. 
 

iii. Records shall be maintained and accounts, including property, personnel and financial 
records, that properly document and account for all contract funds in conformance with 
Generally Accepted Accounting Principles (GAAP), which can be found here if needed: 
https://asc.fasb.org/.  Effective control and accountability are maintained for all funds, 
property and other assets.  

 

https://asc.fasb.org/
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iv. Contractor is responsible for properly maintaining equipment and for obtaining all 
necessary permits associated with use.   

 
v. Contractor certifies that equipment proposed for administering this Contract is not already 

on hand and is required for the operation of the Contract. Equipment acquired with DEQ 
funds must be used in the program or project for which it was acquired.   

 
vi. Contractor must maintain records of property acquired with DEQ funds from the date of 

acquisition through final disposition.  A control system must be developed to ensure 
adequate safeguards against loss, damage, or theft, adequate property records must be 
maintained, and a physical inventory must be completed at least once every two years. 

 
vii. Contractor agrees contractor is responsible for maintenance and upkeep of the pump-out 

facility for a minimum of 10 years. Contractor may use, manage, and dispose of 
reimbursables purchased in accordance with State laws and procedures after the 
minimum ten (10) years.  

 
viii. Contractor is responsible for notifying the Service Project Officer, in writing, of any conflicts 

of interest that arise during the life of this award, including those reported to them by any 
subrecipient under the award. Conflicts of interest include: 

 
a. Any relationship or matter that might place the recipient, including their employees and 

subcontractors, in a position of conflict, real or apparent, between their responsibilities 
under the award and any other outside interests.  

 
b. Conflicts of interest include direct or indirect financial interests; close personal 

relationships; positions of trust in outside organizations; consideration of future 
employment arrangements with a different organization; and decision-making authority 
related to the proposed project.  

 
c. Conflicts of interest are those circumstances real or perceived that would cause a 

reasonable person with knowledge of the relevant facts to question the impartiality of 
the recipient, or the recipient’s employees or subcontractors, in matters pertaining to 
the award.  

 
d. Contractor must notify the Service Project Officer in writing if any employees, including 

subrecipient and contractor personnel, are related to, married to, or have a close 
personal relationship with any Federal employee within the Federal program issuing 
this award. The term employee means any individual engaged in the performance of 
work under the Federal award. Contractor may not have a former Federal employee as 
a key project official, or in any other substantial role related to their award, whose 
participation put them out of compliance with the legal authorities addressing post- 
Government employment restrictions.  

 
e. The Service Project Officer will examine each conflict of interest disclosed based on its 

particular facts and nature of the project and will determine if a significant potential 
conflict exists. If it does, the Service Project Officer will work with the recipient to 
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determine an appropriate resolution. Failure to disclose and resolve conflicts of interest 
in a manner that satisfies the Service Project Officer may result in any of the remedies 
described in 2 CFR 200.338, which can be found her if needed: 
https://www.govinfo.gov/app/details/CFR-2014-title2-vol1/CFR-2014-title2-vol1-sec200-
338, Remedies for Noncompliance, including termination of this award. 

 
ix. Contractor shall not invoice for materials and / or services required under the Contract, for 

which the Contractor has already received, or will receive, compensation for the same 
from another source.  

 
x. Contractor may seek additional funding from another source to enhance the project and 

for which DEQ is not providing reimbursement. 
 

V. COMPLIANCE 
 

i. Contractor agrees to possess and demonstrate compliance with all licenses, certifications, 
and permits that are required to lawfully perform the duties under this contract, including 
but not limited to Department Certifications.  Loss of required certification, permit, or 
license by the Contractor shall automatically terminate this contract.   

 
ii. DEQ reserves the right to request copies of licensure at any time and Contractor agrees to 

provide proof of licensure.    
 

iii. The projects to be reimbursed under the Contract shall comply with all applicable Federal, 
State, and local laws, including any regulations and rules promulgated by any 
governmental authorities which are applicable to the project.  

 
iv. Observance of and compliance with these requirements shall be the sole responsibility of 

Contractor, without reliance on or direction by Department. 
 

v. The Contractor agrees to comply with the State of Oklahoma Contractor Registration 
Requirements.  Requirements and Registration is available at: 
https://www.ok.gov/DCS/Central_Purchasing/Contractor_Registration/index.html 

 
vi. The Contractor certifies that it and all proposed subcontractors, whether known or unknown 

at the time this contract is executed or awarded, are in compliance with 25 O.S. §1313 and 
participate in the Status Verification System. The Status Verification System is defined in 
25 O.S. §1312 and includes but is not limited to the free Employee Verification Program (E-
Verify) available at https://www.uscis.gov/e-verify. 

 
 

VI. GENERAL TERMS 
i. Contract Period: This contract is authorized pursuant to and in accordance with the 

provisions of Title 74 O.S. §581 and/or Title 74 O.S. §1001 through §1008 and shall 
be effective on execution date of contract or on execution date of a purchase order 

https://www.govinfo.gov/app/details/CFR-2014-title2-vol1/CFR-2014-title2-vol1-sec200-338
https://www.govinfo.gov/app/details/CFR-2014-title2-vol1/CFR-2014-title2-vol1-sec200-338
https://www.ok.gov/DCS/Central_Purchasing/Vendor_Registration/index.html
https://www.uscis.gov/e-verify
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whichever is later. Running through Deadline Date; The parties to this contract 
understand and acknowledge any future contracts or renewals are not automatic nor 
implied by this contract. The parties further acknowledge and understand this contract 
is effective only for the term outlined in this paragraph. Renewals shall be issued by 
amendment and fully executed before the end date of the current contract period if 
applicable.  

ii. Invoicing And Payment: The Contractor shall submit to DEQ a complete and accurate 
invoice reflecting the equipment purchased, the cost incurred, the date the purchase 
was made, the Contractor’s FEI number, and the assigned Purchase Order number. 
Invoices shall be submitted within 15 days of purchasing the equipment. The invoice 
shall be submitted to the Oklahoma Department of Environmental Quality Attention: 
Accounts Payable PO Box 1677 Oklahoma City, OK 73101-1677. Failure to provide the 
project purchase order number on the invoice may result in delayed payment of the 
invoice.  DEQ will pay all undisputed invoices to the Contractor within forty-five (45) days 
of receipt. Interest on late payments will be paid in accordance with 62O.S. § 34. 72.   

iii. Compensation: In consideration of the faithful performance by the contractor of the 
services identified in the Statement of Work and in conformity with the administrative 
procedures set forth herein, DEQ agrees to reimburse the contractor seventy-five percent 
(75%) of approved and allowable cost incurred an amount not to exceed Dollars in Text 
Format | Numerical Dollars Format unless amended in writing and approved by the 
contractor and the State. Payment will be by reimbursement of funds expended by the 
contractor after proof to state of said expenditure.  Contractor shall present all outstanding 
invoices prior to seeking reimbursement for costs incurred pursuant to this Agreement to 
DEQ no later than 30 days after the end of the grant period which is Deadline Date. DEQ 
shall review and, upon accepting and processing of said invoices, approve funds for 
disbursement to the Contractor. Contractor shall submit any such records or other 
evidence of performance including before, during and after photographs as may be 
required by the state.   

iv. Pricing And Changes:   
a. Notices: All notices must be sent to Procurement: procurement@deq.ok.gov or the 

current contract administrator.   
b. Price Changes: The Contractor must hold Pricing under this Agreement firm for one (1) 

year from the Effective Date and can only be changed through an Amendment.  Any 
amendment shall and require at least sixty (60) days’ notice. Each time Pricing is 
changed, the Contractor must wait one (1) year from the change date to amend the 
Pricing again.   

c. Taxes: State agency acquisitions are exempt from sales taxes and federal excise taxes. 
the Contractor and its contractors shall not include these taxes in invoices.  Contractor 
shall not claim States exemption, however if Contractor has a sales tax exemption, Tax 
Exemption Permit shall be provided to the State. 

d. Labor Rates and Travel: Must be included in one all-inclusive price and at state per 
diem rates. Travel expenses incurred are at the sole expense of the Contractor. This 
includes travel to all monthly planning meetings, which may be held in Oklahoma City, 
Tulsa, Norman or other towns or cities as necessary.  The price proposed by the 
Contractor shall include all delivery and, if applicable, mailing charges.  Only DEQ 
requested emergency courier or express charges may be reimbursed to the Contractor 
if such are requested by authorized DEQ personnel. The Contractor must document 

mailto:procurement@deq.ok.gov
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expenses by providing receipts.  DEQ shall not reimburse the Contractor for standard 
overhead expenses.  Any food and beverage costs will be paid for by conference 
registration fees and sponsorship revenue. 

e. Alternative Pricing and Contracted Items: If the Contractor wishes to provide more 
advantageous or alternative terms to DEQ, before implementation of said terms, the 
Contractor must submit the terms to DEQ Purchasing for review to determine if those 
terms should be incorporated into this Agreement for the entire contract. DEQ will 
review and decide if,  

i. it should become part of this Agreement through an amendment, or  
ii. the Contractor and DEQ can individually reflect the changes through a Change 

Order. 
v. Monitoring and Financial Compliance Review: DEQ, through any authorized 

representative, has the authority, at reasonable times, to inspect, investigate or otherwise 
evaluate the services performed under this Contract and financial transactions related 
thereto. Such inspections, investigations or evaluations may be conducted where the 
services are being performed.  If any inspection, investigation, or evaluation is conducted 
by DEQ, the Contractor  shall provide all reasonable assistance necessary.   All 
inspections, investigations or evaluations shall be performed in such manner as will not 
unduly interfere with the Contractor ’s performance of the services. DEQ shall have access 
to and the authority to examine and copy all records related to this Contract and the 
services to be provided under it at any time such records are required to be maintained or 
retained by the Contractor.  DEQ will not impose an unreasonable administrative burden 
on the Contractor. The Contractor  shall establish and maintain confidential files or make 
such files available at the service delivery site for all program personnel and service 
recipients.   

vi. Unallowable Costs: In the event any audit, audit resolution, review, monitoring, or any 
other oversight results in the determination that the Contractor  has expended DEQ funds 
on unallowable costs on this or any previous Contract, the Contractor shall reimburse DEQ 
in full for all such costs on demand. DEQ may, at its sole discretion, deduct and withhold 
such amounts from subsequent payments to be made to the Contractor  under this or 
other contracts. 

vii. Appeal: If any audit resolution, review, monitoring, or oversight results in the 
determination that DEQ has overpaid the Contractor  for this or any previous Contract, the 
Contractor  has a right to file a written appeal to the DEQ Executive Director. DEQ will 
consider the appeal before DEQ seeks final action or reimbursement. Payments under the 
Contract will continue while the appeal is pending unless the Contract is otherwise 
terminated.  

viii. The Contractor’s Staff or Agents: Regardless of any vacancy in its staffing, the 
Contractor shall provide adequate coverage for all Services DEQ selects. For all staff the 
Contractor (or subcontractors) provides for Services, DEQ will have the opportunity to 
review staff credentials. DEQ reserves the right to reject or negate a hire or remove staff if 
it is found to have less than the necessary credentials and/or experience to perform the 
functions of the Services the Agency elects.  

ix. Inspection Support and Operational Reviews: The Contractor shall perform annual 
reviews with DEQ to review the quality of the Services, timeliness, compliance monitoring, 
cost control, process improvements, and Information Technology Risks. 
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x. Failure To Provide Service: If the Contractor fails to provide the Services as set forth in 
this Agreement, DEQ may obtain the same or equivalent Service through an alternative 
supplier. DEQ shall allow the Contractor twenty-four (24) hours cure time, but if the 
Contractor still cannot provide DEQ the Services required, DEQ may obtain the Service on 
the open market, including retail, for the period in which the Contractor is unable to provide 
the Service. The Contractor shall reimburse DEQ any additional costs incurred (including 
shipping and third-party fees) that are over the Pricing of this Agreement sustained by 
DEQ.  Said reimbursement shall be by a credit within thirty (30) days of receipt of the 
claim. 

xi. Publicity:  The award of a Contract, purchase order, or any other documentation to the 
Contractor is not in any way an endorsement by the DEQ of the Contractor and shall not 
be so construed by the Contractor in any advertising or publicity materials. the Contractor 
agrees to submit to DEQ for review, any and all advertising, sales promotions, or other 
publicity relating to this Contract wherein DEQ or the State is mentioned or used. If in 
DEQ’s judgment, said promotional materials infer or imply an endorsement of the 
Contractor by DEQ. The Contractor agrees not to publish or use such advertising, sales 
promotion, or publicity matter or release any informational pamphlets, notices, press 
releases, research reports, or similar public notices concerning this Contract without 
obtaining the prior written approval of DEQ. Further, any and all publicity shall be run 
through the DEQ’s Communication Director.  Contractor is generally responsible for all 
public information. 

xii. Audit and Records Clause: As used in this clause, records include books, documents, 
accounting procedures and practices, and other data, regardless of type and regardless of 
whether such items are in written form, in the form of computer data or in any other form.  
In accepting any contract with the State, the contractor agrees any pertinent State or 
Federal agency will have the right to examine and audit all records relevant to the 
execution of the resultant contract.  The contractor is required to retain all records and 
supporting documentation relative to this contract for the duration of the contract term and 
a period of seven years following completion and/or termination of the contract.  If an 
audit, litigation, or other action involving such records is started before the end of the 
seven-year period, the records are required to be maintained for seven years from the 
date that all issues arising out of the action are resolved or until the end of the seven-year 
retention period, whichever is later. The Contractor agrees the review of all records as 
they relate to the performance of professional services are to be subject to examination by 
the Department, the State Auditor and Inspector and the State Purchasing Director. 

xiii. Indemnification: The Contractor shall obtain and retain insurance, including workers' 
compensation, automobile insurance, medical malpractice if applicable, and general 
liability insurance of no less than $1,000,000.00 to adequately compensate persons for 
injury to their person or property occasioned by an act of negligence by the Contractor, its 
agents, employees, or the like.  Said policy must provide that the carrier may not cancel or 
transfer the policy without giving the Department thirty (30) days written notice prior to the 
cancellation or transfer.  The Contractor shall timely renew the policies to be carried out 
pursuant to this section throughout the term of the contract and provide the Department 
with evidence of such insurance and renewals upon request. The Policy Certificate Holder 
shall be listed as State of Oklahoma Department of Environmental Quality 707 N. 
Robinson | Post Office Box 1677 Oklahoma City, Oklahoma 73101-1677 on all insurance 
certificates.  Contractor shall indemnify and hold harmless the Department against any 
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and all bodily injury and property damage, deficiencies or liabilities resulting from any 
negligence on the part of Contractor, its employees or independent contractors, or non-
fulfillment of any term or condition of this contract.  Contractor shall indemnify and hold 
harmless the Department under the Contract from any and all assessments, judgments, 
cost, legal and other reasonable expenses incidental to any of the forgoing. 

xiv. Damages And Equipment: All work performed by the Contractor’s personnel shall be 
designed to preclude damage or disfigurement.  Damage and/or loss to property of DEQ; 
property of DEQ staff and property of guests; and/or neighboring property because of 
negligence or intent by the Contractor or the Contractor’s personnel shall be paid at the 
Contractor’s expense.  All replacements and repair will be at the current cost and paid by 
the Contractor.  DEQ shall not be held responsible for any of the Contractor’s property 
and/or the Contractor’s personnel’s property; including major equipment which may be 
lost, damaged, or stolen unless such loss, damage or theft is due to the negligence or 
intent of DEQ’s employees or agents.  Repair of damage to property of DEQ, property of 
DEQ staff and guests, or neighboring property, because of negligence or intent by the 
Contractor, or the Contractor’s employee(s) shall be at the Contractor’s expense. All 
replacements and repair will be at the current cost and paid by the Contractor.  

xv. Packing And Shipping:  All packing and shipping should be done with EPGS products.  
the Contractor must distribute and deliver the contracted Items covered under this 
contract. If DEQ’s account is in good standing, the Contractor will at no time, refuse to 
deliver to DEQ without the prior written approval by DEQ and/or OMES.  Delivery for 
Products under this Agreement shall be FOB Destination unless otherwise agreed to by 
the Contractor and DEQ.  The Contractor will not add fuel surcharges to the purchase 
under this Agreement. Notwithstanding the foregoing, emergency orders, rush orders, and 
products dropped shipped from the Contractor’s contracted supplier, are subject to an 
added shipping and handling charge determined by the Contractor and disclosed in writing 
to DEQ before a purchase is made.   

xvi. Damaged Products:  All damaged Products will be reported to the Contractor’s service 
department and applicable credits will be issued within ten (10) days from the date of 
notification of the damaged item. 

xvii. Federal Funds: Payments under this Agreement may be made from federal funds. The 
Contractor is responsible for compliance with all federal requirements imposed on these 
funds and accepts full financial responsibility for any requirements imposed by the 
Contractor’s failure to comply with federal requirements. 

xviii. Termination, Cancellation, And Remedies: 
a. Termination For Convenience:  In addition to any termination for convenience 

provisions in the Contract, the Contractor may terminate a purchase order or other 
payment mechanism for convenience if it is determined that termination is in the 
Contractor’s best interest. The Contractor will provide DEQ at least thirty (30) days’ 
written notice of termination.  

b. Termination For Cause: Either party may terminate this Agreement at any time 
because the other party breached this Agreement. The moving party must provide 
written notice to the other party, which, upon receiving, the other party has thirty (30) 
days to cure the defects. If after thirty (30) days, the breaching party has not cured the 
defects, the moving party may terminate this Agreement after ten (10) subsequent days. 

c. Termination For Insufficient Funding: DEQ may immediately terminate this 
Agreement if it does not obtain funding from the Oklahoma Legislature, or other funding 
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source; or if funding cannot be continued at a level sufficient to allow for the payment of 
the contracted Items covered herein. Termination must be by written or electronic mail 
notice to the Contractor. Termination shall only be valid if executed by authorized 
parties. DEQ is not obligated to pay for any contracted Items that are provided after 
notice and effective date of termination. However, the Contractor will be entitled to 
payment, determined on a pro rata basis, for contracted Items satisfactorily performed 
to the extent that funds are available. DEQ will not be assessed any costs, fees, or 
other charges if the Agreement is terminated because of a decision of the Oklahoma 
Legislature, or other funding source, to not appropriate funds. DEQ must provide the 
Contractor of notice of the lack of funding within a reasonable time of OMES receiving 
that notice. For orders made by DEQ, The Contractor agrees to the applicable statutory 
terms of DEQ if DEQ fails to receive funding, or appropriations, limitations, or other 
expenditure authority at levels enough to pay for the Contracted Items.  

d. Force Majeure: A party will not be considered in default in the performance of its 
obligations in the Agreement to the extent that performance of any such obligations is 
prevented or delayed by acts of God, war, riot, or other catastrophes beyond the party's 
reasonable control. Force majeure will not apply to the extent that the act or occurrence 
could have been reasonably foreseen and reasonable action could have been taken to 
prevent the delay or failure to perform. A party claiming an excuse of performance 
under this provision must provide the other party prompt written notice of the failure to 
perform, take commercially reasonable efforts to mitigate the damages caused to all 
parties, and take all necessary steps to bring about performance as soon as practicable. 

e. Breach: In the event of a breach of this Agreement, DEQ and the Contractor each 
reserve the right to pursue any other legal remedy. In the event of a breach, the 
Contractor shall be allowed time to cure the breach, if The Contractor is unable to 
provide a valid solution or cure to the breach, the Contractor may be removed from 
Oklahoma’s supplier list; suspended; or debarred from receiving a contract for failure to 
comply with terms and conditions of the agreement. 

f. Dispute Notification: Parties shall promptly notify each other of any known dispute and 
work in good faith to resolve such dispute within thirty (30) days in writing. Disputes 
must be sent to procurement@deq.ok.gov and/or Oklahoma Department of 
Environmental Quality Attention Chief Procurement Officer 707 N Robinson Ave 
Oklahoma City, Oklahoma 73102. 

g. Dispute Resolution: The Contractor and DEQ will handle dispute resolution for 
unresolved issues using the following procedure. 

h. Escalation: If parties are unable to resolve the issue in a timely manner, as specified 
above, either DEQ or the Contractor may escalate the resolution to a higher level of 
management. When escalated, a teleconference will be scheduled between DEQ and 
the Contractor to review the dispute and develop a proposed resolution and plan of 
action. 

i. Performance While Dispute Is Pending: Notwithstanding the existence of a dispute, 
the Contractor must continue without delay to carry out all other responsibilities under 
this Agreement that are not affected by the dispute. If the Contractor fails to continue to 
perform its undisputed responsibilities under this Agreement, any additional costs 
incurred by DEQ and/or agencies because of such failure to proceed shall be borne by 
the Contractor. 

 



REIMBURSEMENT CONTRACT 
Reference Number: 

Fiscal Year: FY25 
 
 

Page 10 of 15 
 

j. No Waiver: This clause shall not limit or waive either party’s right to seek available legal 
or equitable remedies. 

xix. Assignment And Subcontracting: This Contract may not be assigned without written 
approval from the Department. If approved, the assignment is subject to the terms of this 
contract or grantor agency; and, if the source of funding is federal, subcontractor is also 
subject to sub-recipient terms and conditions of that funding.  The Contractor shall not 
engage in any subcontract to provide the services herein without prior written approval of 
the Department.  If approved, the Contractor shall be liable for any act of the 
subcontractor, including any act that constitutes a breach of this contract.  An approved 
subcontractor shall be subject to the terms of this contract or grantor agency. Any 
subcontracts shall be terminated if a conflict of interest arises between the subcontractor 
and the Department. 

xx. No Grant of Authority: Nothing herein shall be construed as conferring upon Contractor 
the authority to assume or incur any liability or any obligation of any kind, express or 
implied, in the name of or on behalf of the Department, and Contractor agrees not to 
assume or incur any such liability or obligation without the prior express written consent of 
the Department. 

xxi. No Other Contract: Contractor certifies and warrants that it has entered no other Contract 
that would prevent performance of the services agreed to herein on the terms and 
conditions stated.  Contractor further certifies and warrants that no such Contract will be 
entered into during the pendency of this Contract.  Contractor certifies that costs 
presented to DEQ for reimbursement under this agreement have not been reimbursed 
under any other grant or program. 

xxii. Certification Regarding Debarment, Suspension, And Other Responsibility Matters:  
The prospective primary participant and any subcontractor certifies to the best of their 
knowledge and belief, that they and their principals or participants:   

a. Are not presently debarred, suspended, proposed for debarment, declared ineligible, or 
voluntarily excluded by any Federal, State, or local department or agency, 

b. Have not within a three-year period preceding this proposal been convicted of or pled 
guilty or had a civil judgment rendered against them for commission of fraud or a 
criminal offense in connection with obtaining, attempting to obtain, or performing a 
public (Federal, State or local) contract; or for violation of Federal or State antitrust 
statutes or commission of embezzlement, theft, forgery, bribery, falsification or 
destruction of records, making false statements, or receiving stolen property; 

c. Are not presently indicted for or otherwise criminally or civilly charged by a 
governmental entity (Federal, State, or local), 

d. Have not within a three-year period preceding this application/proposal had one or more 
public (Federal, State, or local) contracts terminated for cause or default. 

xxiii. Miscellaneous: 
a. Any amendment to this Agreement shall be in writing and executed on behalf of both 

parties. If the delegation letter is revised the parties will collaborate to amend this 
Agreement accordingly. 

b. If the delegation is terminated this Agreement shall terminate as of the same termination 
date except as expressly agreed to between the parties in an amendment. 

c. No assignment of this Agreement or any of the rights or obligations set forth herein by 
either party shall be valid without the specific written consent of the other party, which 
shall not be unreasonably withheld or delayed. 

 



REIMBURSEMENT CONTRACT 
Reference Number: 

Fiscal Year: FY25 
 
 

Page 11 of 15 
 

d. This Agreement may be executed in two or more counterparts, each of which shall be 
deemed an original but all of which together shall constitute one and the same 
instrument. 

e. The relationship between the parties is that of independent agreement not 
employer/employee, joint venture, agent or business partners and nothing in this 
Agreement shall be construed to make either party the legal representative or agent of 
the other party, nor shall either party have the right or authority to assume, create or 
incur any liability or any obligation of any kind, either expressed or implied, in the name 
of or on behalf of the other party. 

f. The invalidity or unenforceability of any provision of this agreement shall not affect the 
validity or enforceability of any other provision. 

 
 

VII. EXHIBITS 
1. Exhibit 1. Oklahoma Statutes 
2. Exhibit 2. U.S. Fish and Wildlife Terms and Conditions 
3. Exhibit 3. Clean Vessel Act Grant Application Documents 
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In witness whereof, this Contract, consisting of Twelve pages (12) pages has been executed and 
delivered effective as of the date first above written. 
Electronic Signature page will replace this page if applicable. 

 

 

Contractor’s Legal Name 
Contractor’s Mailing Address 

Contractor’s City, State, Zip Code 
(Information usually in Responding 

Bidder Form) 
 

 
 
 
 
Signature of Authorized Representative 
 
 
 
Printed Name of Authorized 
Representative 
 
 
 
Title of Authorized Representative 

 

State of Oklahoma 
Oklahoma Department of  

Environmental Quality 
707 N. Robinson, 

Oklahoma City, Oklahoma, 73102 
 

 
 
 
 
Signature of Authorized Representative 
 
 
 
Printed Name of Authorized 
Representative 
 
 
 
Title of Authorized Representative 
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Exhibit 2 
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Exhibit 3 

 

 

 

 

 

 

 

 

 

 

 

 

 

















































































Information needed to register 
The Oklahoma Supplier Portal is now live, and we encourage your entity to join the 
thousands of businesses currently providing goods and services to Oklahoma state 
government. Once registered through the portal, your entity will receive notifications based 
on your selections when the State of Oklahoma open solicitations for those specific goods 
and/or services. Through the Oklahoma Supplier Portal, you can register your organization 
as a bidder or a supplier and maintain your organization’s information. 

Bidder registration is a streamlined process allowing for solicitation notification and 
response. Information you need to complete the bidder registration process includes: 

• Entity identifying information.
o Entity legal name.
o Entity address and phone number.
o Entity contact email.

• UNSPSC category codes for the products or services your entity sells.

Supplier registration fully registers your entity for payment. This includes adding your 
banking information. An entity must be registered as a supplier prior to receiving a contract 
award. 

Information you need to complete the supplier registration process includes: 
• W-9.
• Entity identifying information.

o Entity legal name (IRS name).
o Entity federal tax ID (IRS reporting ID).
o Entity address.

• Secretary of State filing number or letter of exemption.
• Certificate of insurance or letter of exemption.
• Identification of individual who is an authorized account manager for your entity to

complete the registration.
• Diversified organization certifications.
• UNSPSC category codes for products or services your entity sells.

Additional requirements for construction suppliers include: 
• Current certification certificates.
• Licensing jurisdiction and trade categories.
• Bonding reference letter.



E-SUPPLIER NAVIGATION 
For New Procurement Suppliers 

Table of Contents 
First-Time Supplier Setup .............................................................................................................................. 1 
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Step 3: Register a new entity or user......................................................................................................... 2 
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Establish the user ID and password ........................................................................................................... 7 
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Monitor and maintain the supplier registration ...................................................................................... 11 

First-Time Supplier Setup 
As a note – A W-9 and a current Certificate of Insurance or Letter of Exemption are required document attachments in 
the registration process. It is recommended that the documents are readied prior to beginning the registration process. 

Step 1: Supplier portal 
Go to supplierportal.ok.gov. You can also copy and paste this URL into your web browser address bar. 

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


Step 2: Supplier portal login 
Select Oklahoma Supplier Portal Login. 

Step 3: Register a new entity or user 
Select Register a New Entity or User. 

Step 4: Register a supplier 
Under Register a Supplier, select Register now. 

Step 5: Completing the supplier registration 
There are six steps required to complete the registration. Complete each step in order. If the registration cannot be 
completed, you may save your progress to return later. NOTE: Registrations with error messages cannot be saved. 



You are required to upload a W-9 and a copy of a current Certificate of Insurance or Letter of Exemption. 

1) Select your entity type (Business or Individual), then select Next at top or bottom of step.

2) There are multiple areas to complete in the Identifying Information step, the longest step in the process.
a) Unique ID & Company Profile.

i) In the Tax Identification Number field, enter your IRS-issued federal taxpayer identification number (i.e.,
SSN, EIN or ITIN).

ii) Entities that do not have a U.S. federal tax ID are not able to register using e-Supplier at this time.
b) Government Classifications.

i) Under Certification Source, select the magnifying glass, then select SOS or SOS-Exempt based on the
company’s Oklahoma Secretary of State filing.

(1) The dates will automatically fill and can be disregarded.
(2) If SOS is selected, select SEC for the Government Classification, and enter the SEC OF STATE FILING

NUMBER in the Certification Numbers.

(3) The system will validate the filing number against the Oklahoma Secretary of State’s database. NOTE:
Return results that are not in good standing will prohibit the registration from continuing.

c) Profile Questions.
i) You are required answer all questions that contain an asterisk.
ii) LLCs need to complete and upload the Disregarded Entity Verification form.



(1) A link to the form is located in the profile question.
(2) Forms should be completed by tax personnel only.

iii) For best results, use the magnifying glass when applicable.

iv) To attach a document, select Add Attachment.

v) Select Upload.

vi) Under File Attachment, select Browse.

vii) Select the file to upload.



viii) With the file attachment now selected, select Upload.

ix) Select Return.

x) Enter text in the provided fields.

d) Addresses.
i) Enter your primary address. The remit address is optional. The address will be validated by the USPS. Select

Accept address.

e) Contacts.
i) Select Add Contact.



ii) Enter all required fields. The Requested User ID is your desired user ID to access e-Supplier after registration
to update and maintain your information on file with the State of Oklahoma. Select Ok when complete, then
select Next.

f) Categorization.
i) All suppliers must pick at least one category code for registration.

(1) The State of Oklahoma uses the UNSPSC codes for procurement registration. To search for the code
listings for the codes most applicable, visit the UNSPSC website.

ii) Under Sourcing Procurement Categories, select the Sell Categories folder icon.

iii) Locate the category that best describes the goods or services provided. Check the box. Then select the
folder to drill down. If you are using an UNSPSC code to make your selection, drill down using two-digit
increments. See the below example to drill down to 10101501 – Cats.

https://www.unspsc.org/


g) Submit.
i) As the final step, check the box to accept the Terms of Agreement and select Submit.

Step 6: Registration approval 

Once the registration has been approved, please notify your agency contact with the supplier ID provided in the final 
approval email. 

Establish the user ID and password 
Upon supplier file approval and creation, you will receive two approval emails regarding the user ID created in the 
Contacts step. The second email will contain the user ID and a temporary password. 

• Return to supplierportal.ok.gov, and select the Oklahoma Supplier Portal Login button

• Sign in using the Existing Users Sign In. This is where you will sign in going forward.

• Enter the user ID and temporary password.

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


• You will receive a message that your password has expired. Select Click here to change your password.

• You will be prompted to enter the temporary password, followed by a new password.
• After changing the password, the portal homepage should now look like this:

Access a Saved Registration 
1) To access your draft registration, follow these steps. The first four steps are the same as when you began the

process.
a) This is only for registrations that have not gone through full approval and do not have a supplier ID.
b) Submitted registrations that were returned for more information need to access the saved registration.

2) Go to supplierportal.ok.gov, and select the Oklahoma Supplier Portal Login button.

3) Return to Register a New Entity or User.

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


4) Under Register a Supplier, select Register Now.

5) Welcome page.
a) Under Select an activity below, choose Continue from where you left.
b) Enter your registration ID of 0000000XXX and select the caret.

c) A new section will open requesting the employer identification number (EIN).
d) Once entered, it should take you to the registration that you previously started.

Create Multiple User IDs 
One of the benefits to the new system is the ability to assign multiple additional user IDs to different individuals based 
on responsibilities. Note: Banking can only be viewed and accessed with a banking user ID. 

• Select the Oklahoma Supplier Portal Login button at supplierportal.ok.gov, and sign in using Existing Users Sign
In.

• Select Register a New Entity or User.
o Once signed in, the Register a New Entity or User tile will provide new registration options. The tile now

provides the option to create additional user IDs based on job responsibilities.

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


• Select Register Now for the user ID you wish to create.
o The Authorized Account Manager user ID is the only user ID that can assign additional user IDs.

 The user ID created with the supplier file is an Authorized Account Manager user ID.
o The Banking user ID is the only user ID that can view, add or update banking.

 For questions regarding the banking process, email eft.registration@omes.ok.gov.
• The supplier ID is in the registration approval email.
• Enter the IRS tax ID without dashes.
• The Requested User ID must be a unique user ID.
• The Email ID should be the email of the individual being assigned the responsibilities of the user ID.

o There are no restrictions on how many times the same email can be used.
o The email used will receive two approval emails. The second email will contain the user ID and a

temporary password.
• The Language Code, Time Zone, and Currency Code fields are not applicable and can be disregarded.

Review and Update Supplier Information 
To manage and maintain the information on file, use Supplier Change Request. Please review the information on file on 
a yearly basis to ensure all information is accurate and up to date. 

• Select the Oklahoma Supplier Portal Login button at supplierportal.ok.gov, and sign in using the Existing Users
Sign In.

• Once signed in, the Supplier Secure Home Page becomes available.

• Select Manage Profile.

mailto:eft.registration@omes.ok.gov
https://oklahoma.gov/omes/services/purchasing/supplier-portal.html


• Select Supplier Change Request to view, add or update the information within the supplier file. (The banking tab
will only appear with the banking user ID.)

Monitor and maintain the supplier registration 
At any point in time, you may return to the information provided during the supplier file creation to review or make 
changes. If updates cannot be completed, you must save your progress to return later. Note: Registrations with error 
messages cannot be saved. 

1) Company Profile.
a) Leave the Additional Name field as is. Disregarded Entities and DBAs should be entered in the Addresses step.

2) Addresses.
a) The first address listing should be the 1099 or primary address.
b) The email listed with the address is the primary email used for remittance notifications.
c) When editing or adding addresses, the address will be validated by the USPS.
d) If an address should be inactivated and does not have an address to replace it, email

supplier.registration@omes.ok.gov to inactivate. Include Address Inactivation and the supplier ID in the subject
line. 

e) Add a Disregarded Entity (DE) or DBA.
i) Select Add New Address.
ii) Under Address Information in the Description and Address 1 fields, enter the DE or DBA name.
iii) Enter the address in the Address 2 field.

3) Contacts.
a) Review contacts for accuracy.
b) Each contact should have a type and should be attached to an address.

i) The Accounts Payable type will be a CC email for remittance notifications.
c) If a contact should be inactivated and does not have a contact to replace it, email

supplier.registration@omes.ok.gov to inactivate. Include Contact Inactivation and the supplier ID in the subject
line. 

4) Categorization.
a) If the codes entered during the supplier creation are not listed, expand the folders for the codes to appear.
b) Codes may be added or removed as needed.

5) Submit.
a) As the final step, check the box to agree to the Terms of Agreement and select Submit.

For additional questions or assistance, please email supplier.registration@omes.ok.gov. 

mailto:supplier.registration@omes.ok.gov
mailto:supplier.registration@omes.ok.gov
mailto:supplier.registration@omes.ok.gov
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