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Fixed Price Bid Information 

 The South Carolina Department of Education, 
(SCDE) has a fixed price contract for educational 
consulting services 

 Bid number 5400006965 
 Effective until February 12, 2019 
 IT services are not covered 
 There is a statewide IT services contract in place 

 



10 types of services covered 

(1)   preparing and conducting seminars for teachers, administrators, 
or other educational professionals; 

 
(2)   giving speeches at professional conferences or meetings across 
the state; 
  
(3)   providing technical assistance to offices within the Department; 
  
(4)   analyzing SDE or other educational operations and making 
recommendations for courses of action; 
  
(5)   serving on or chairing a task force conducting studies of 
educational issues; 
  
 



10 types of service covered 

(6)   developing educational curriculum or related documents 
  
(7)   developing, editing, or reviewing  educational assessment , 
forms, items and tools; 
  
(8)   serving as mentors, coaches, assessors, or grant readers; 
  
(9)   serving as non-attorney hearing officers and/or mediators;  
  
(10)   by request of the Department, giving technical assistance 
to schools, school districts, individuals, or community groups. 
 

 



How the Fixed Price Contract is Used 

 Any vendor who has been awarded a contract under 
this fixed price bid can be utilized by any SCDE office 
 

 Each approved vendor has a contract number 
 

 SCDE can find those vendors by using this link: 
http://webprod.cio.sc.gov/SCSolicitationWeb/contr
actSearch.do?solicitnumber=5400006965  
 
 

http://webprod.cio.sc.gov/SCSolicitationWeb/contractSearch.do?solicitnumber=5400006965
http://webprod.cio.sc.gov/SCSolicitationWeb/contractSearch.do?solicitnumber=5400006965


 
 

http://webprod.cio.sc.gov/SCSolicitationWeb/contractSearch.do?solicitnumber=5400006965  

An example of contracts: 

http://webprod.cio.sc.gov/SCSolicitationWeb/contractSearch.do?solicitnumber=5400006965


Adding Vendors 

 Vendors may be added to the contract during the life of the 
contract 
 Vendor must register in SCEIS before submitting a bid  
 

 This is done on a quarterly basis by the Materials 
Management Office 
 Submit before July 1, October 1, January 1, and April 1 
 

 Vendors must submit their bid either by mail or online by 
following the directions in the solicitation 
 

 The SCDE cannot submit bids on behalf of a vendor and the 
SCDE cannot add vendors to the contract 
 



Becoming a Vendor in SCEIS 

 Register as a vendor:  
 A step by step vendor registration guide: 

http://procurement.sc.gov/webfiles/PS_GUIDES/VendorRegi
strationManual.pdf or go to procurement.sc.gov and under 
Vendors/Contractors, click on “Submitting Offers.” Then click 
on PDF File “Vendor Registration Guide.” 

 You will obtain a User ID, password, and vendor number 
 

http://procurement.sc.gov/webfiles/PS_GUIDES/VendorRegistrationManual.pdf
http://procurement.sc.gov/webfiles/PS_GUIDES/VendorRegistrationManual.pdf


Vendor Registration - Need Help? 

 
 For questions about required information for 

registration 
 Please call (803) 737-0600 and ask for assistance with Vendor 

Registration. 
 

 Please do not contact the procurement office directly 
as they do not control the South Carolina Enterprise 
Information System (SCEIS) vendor registration 
system. 

 



Submit a Bid to be added to the contract 

 With a SCEIS Vendor number, vendors may apply to 
be on the fixed price contract by going to: 
http://procurement.sc.gov 
 Click on contracting opportunities 
 Click  Fixed Price Bids- Supplies & Services 
 Click Search Here 
 In the Solicitation number box key in 5400006965 
  Click Search 
 Click on the solicitation number to open solicitation 

 Vendors must follow directions in the solicitation 
 For assistance with the submitting a Bid 
  Please call the SCEIS Help Desk at 803-896-0001.  

 
 

http://procurement.sc.gov/


An example of what to look for  



Minimum Requirements of Vendors 

 Must provide a resume 
 Must provide a brief narrative describing services to 

be provided 
 Must provide a daily rate of charges (on the bid 

sheet) 
 Daily rate cannot exceed $1,500 

 Must complete and sign a bid submittal cover sheet 
(pages 1 and 2 of the solicitation) 

 
 



AFTER Vendors receive a contract number,  
but BEFORE work can begin 

 AFTER the vendor has been 
awarded a contract number  
by MMO, the SCDE office 
requesting the service will 
draft an Engagement 
Agreement. 

 The Engagement Agreement 
is routed through SCDE and 
a Purchase Order (PO) will 
be issued 

 Work cannot begin until 
Vendor receives a PO. 
 



Engagement Agreement  

 Key components 
 Scope of work— as much detail as possible 

 Have deliverable dates 
 Payment— Payment may be negotiated. It does not  necessarily 

have to be the same price as what they  was put on your  bid. 
Payment can be lower, but not higher, if both parties agree. 
 If the contract is for a deliverable such as training materials, 

evaluations, reports, etc., cap the number of days to be Paid. 
 Expenses—identify if the agency will pay for expenses 
 Date of Service—specify when the services will be performed 

and the maximum number of days 
 Termination—fixed price agreements may be terminated with 

7 days notice.  
 

 



Purchase Order 

 Once the Engagement Agreement is  approved by the 
appropriate staff,  a PO is created  with against the 
corresponding contract number with necessary 
details. 
 

 Work cannot begin until Vendor receives a PO. 
 Questions related to the PO can be addressed by 

the SCDE Purchasing Office at (803) 734-8428 
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