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PURPOSE
To provide policy and procedure concerning the solicitation of competitive quotations.

SCOPE
This policy applies to all procurement transactions within the defined dollar limits.
POLICY
Quotations shall be obtained for the procurement of goods or services with an estimated unit price or total order value of over $5,000 and total order value under $20,000 that are not covered by a contractual or pricing agreement. (See Section 1.2 Section IV for detailed information)

PROCEDURES

One written quote is obtained for purchases with an estimated unit value of $4,999 and a total order value under $19,999. 

Multiple written requests for quotation are sent to suppliers under the following conditions:

· Capital equipment purchases 

· Non-standard conditions, requirements, instructions, etc. 

· Any occasion where more permanent documentation is advisable. Complete information should be provided including, but not limited to, quantity, description, delivery requirements, special conditions, drawings, specifications, date, information required, etc. If replies are to conform to a certain format, this should be spelled out. Thoroughness and an attempt to remove all known variables is essential.

When purchasing goods and/or services requiring written requests for quotations prices from three or more suppliers should be solicited.  In the case of proprietary items, more than one price is often not possible and should be noted on the requisition.

When obtaining quotations, the purchaser should keep in mind University supplier selection criteria (Purchasing Policy 3.2) and the capabilities of in-house service departments (Purchasing Policy 3.3).

The requisitioner should provide answers to technical questions arising during the quotation period. The Buyer should coordinate the reply and ensure all potential suppliers are provided the same information.

After all quotations have been received and reviewed, the requisitioner and the Buyer should make the determination of the lowest acceptable bidder.

The information gathered will be kept with the purchase order as backup documentation. If the requisitioning department originated the documents they should be forwarded to Purchasing.

Neither the Buyer nor any other University personnel should reveal to another supplier at any time the prices quoted or paid.

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.
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