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PURPOSE
To provide policy and procedure concerning the solicitation of competitive bids.
SCOPE
This policy applies to all procurement transactions within the defined dollar limits.
POLICY
Competitive bids are obtained prior to the procurement of goods or services with a total order value of greater than $20,000 that is not covered by a contract or agreement. (Purchasing Policy 1.2)
The following factors in combination, not necessarily listed in their order of importance, will be considered in reviewing bids and awarding contracts: 

· Prices 

· Bidder's previous record of performance and service 

· Ability of bidder to render satisfactory service in this instance 

· Availability of bidder's representative to call upon and consult with our using departments 

· Bidder's availability of special pricing programs or educational discounts 

· Quality and conformance to specifications 

The University reserves the right to reject any and all bids, waive informalities and to contract as the best interests of the University may require. 

PROCEDURES

A. Bid requests should be typed using an appropriate standard format.

B. A minimum of three suppliers is acceptable, providing the Buyer is familiar with the market and prices of the goods or services in question. In the case of proprietary items, more than one price is often not possible and should be noted on the requisition.

C. Bids will be solicited and received from approved suppliers.

D. 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.

E. No University personnel shall reveal to another supplier at any time the prices quoted or paid.

F. Notification will be sent by Purchasing to all suppliers.

G. Unless a specific exception has been obtained from the Director of Purchasing, bids shall not be solicited from, nor any order placed with, any company that:

· Is owned, controlled or actively influenced by any University employee or immediate relative of said employee. 

· Employs in a management, consulting or sales capacity any person who is a University employee. 

· Employs in any capacity a University employee who is in a position to influence the selection of, or conduct business with, such supplier.

H. If circumstances warrant the solicitation of competitive bids inappropriate, the Buyer with the requisitioning department’s assistance shall document the facts in written form using the Single/Sole Source Justification Form (Purchasing Policy 3.12) to be kept as documentation with the purchase order.
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.
REFERENCES TO APPLICABLE POLICIES

3.2 Supplier Selection

3.3 In-house Suppliers

3.6 Bids and Quotations – Evaluations

EXCEPTIONS

A department may request an exemption by following the University’s single/sole source justification policy.

VIOLATIONS/ENFORCEMENT

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