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PURPOSE
To provide basic guidance for evaluating suppliers' bids, quotes, or proposals.
SCOPE
This policy applies to all purchases and all University employees.
POLICY
The act of selecting the bid that best suits the need of the University is one that requires judgment and experience.  If the goods or services offered by each of the bidding suppliers were of equal quality, if each supplier promised the same delivery date and if there were no other considerations, the order would go to the low bidder. However, all these factors are seldom equal and many orders are, therefore, placed with other than low bidder for legitimate reasons. No set formula can be devised that can be applied to all products, for all orders. Quality and delivery requirements will vary for different products and for different users. The delivery requirements may vary for different orders as well. 
PROCEDURES

Weighing the Importance of Delivery, Quality, and Price
A. In many cases the relative importance of delivery, quality, and price have already been established and documented on a prior order. In such cases, the available information should be reviewed to establish that it is still current and relevant to the procurement at hand. 

B. If the information is current and relevant, use it as a basis for award. 

C. If the information is not current but is relevant, then update the information and use it as a basis for award.

Other Considerations
Other factors may affect the decision as to which bidder will receive the order. When present, they can be important. Some of the more common factors are:

A. The University wishes to maintain alternative sources of supply. In these cases, the alternative supplier will usually be the second "best" determined during bid evaluation. The use of alternative sources for this purpose and the volume of purchase to be procured from each supplier involved should be reviewed. 

B. If an order is being placed with a new supplier, the purchaser may be reluctant to rely entirely on an untried supplier. The purchaser may, therefore, split the order between the new supplier and a supplier previously used to assure that at least the minimum quantity required is available if the new supplier cannot deliver acceptable goods. 

C. The requisitioning department provides technical question answers to the designated Purchasing personnel.  Purchasing personnel must coordinate the reply and ensure all potential suppliers are provided the same information.
D. After all bids are received and examined for completeness, a summary is prepared noting all pertinent data and discrepancies.  Determination of the lowest acceptable bidder and award of the order are made by the Buyer only after all aspects including the requesting department’s preference are reviewed.
E. Special consideration may be given to local as well as minority-owned suppliers to maintain community goodwill. Again, their delivery schedule, quality, and price should be comparable to the "best" supplier.

ADMINISTRATION AND INTERPRETATIONS
Questions regarding interpretation of this policy should be directed to the Director of Purchasing.

ADMENDMENT/TERMINATION OF THIS POLICY
The University reserves the right to modify, amend, or terminate this policy at any time.
VIOLATIONS/ENFORCEMENT

Any known violations of this policy should be reported to the University’s Purchasing Director.
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