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	Policy Name:
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	Purpose:
	To establish guidelines for obtaining bids, quotes, and Requests for Proposals (RFP).  
The formality required to obtain competitive pricing is dependent on the dollar amount of the purchase and the level of specificity known by the ordering department.  Therefore, this policy also provides guidelines for documentation necessary to support competitive bidding under various scenarios.


	
	

	Policy:
	The University’s competitive bidding threshold is $5,000 for goods and services and $25,000 for construction projects.  Above those levels, and before the University may contract for any goods and services, competitive pricing achieved by obtaining at least three written bids or quotes from competing vendors is required.

Competition insures a mix of quality, service and price that will best match the University’s needs.  The University’s Procurement and Sourcing Services Department coordinates the bid preparation and vendor selection process.

All requisitions must be accompanied by a current (90 days) written quote from the vendor.  Written quotes verify accurate pricing, prevent unnecessary change orders, and match exceptions at time of payment.  Verbal quotes will not be accepted.  Catalog screen shots will not be accepted. Based on dollar value or complexity  of a purchase, the guidelines below must be followed:

· All orders for goods and services must be processed through a Purchase Order Requisition.  
· Any order for goods and services (including Consultant Services) $5,000 and over must be accompanied by three written quotes, or a Sole Source Justification Form if quotes cannot be obtained.
· A University Contract is required for all Consultant services.
· A  University Contract is required for all other services valued over $5,000. 
· All purchases of goods and/or services that are over $50,000 are subject to a formal bidding process through Procurement and Sourcing Services.
Construction Services:
· Construction projects valued up to $25,000 may be submitted on a Purchase Order Requisition with three written competitive quotes. 
· [bookmark: _GoBack]Construction projects from $25,000 to $50,000 require a University Contract in addition to a Purchase Order Requisition.
Planning Tips:
If a formal Bid/RFP is contemplated for a project or initiative that will result in a contract, discussions with Procurement and Sourcing Services and the formulation of the RFP document must commence at least three (3) months prior to the planned effective date of the contract to ensure appropriate time frames for review by the University Counsel’s Office and the Finance Office.  The Bid Matrix form has been developed as a guide to illustrate dollar thresholds for bid, quote and RFP requirements

Competitive Bidding and Sole Source:
The University utilizes several types of competitive processes, including:

Bid/RFQ  - An RFQ/Bid should be used when a purchase has clearly defined parameters and the scope of work is unlikely to change.  RFQs/Bids provide clear specifications for the desired good or service, thus are most appropriate when the item sought is standardized and supplier products are very similar.

Request for Proposal – As a general matter, RFPs are used when departmental needs can be met in several ways, the ultimate product is uncertain, or the scope of work could change.  An RFP allows competing vendors to price and describe proposed methodologies or processes for meeting the department’s stated need.  Most service purchases should use an RFP to request competitive bids.  Procurement and Sourcing Services and the requisitioning department negotiate with the vendors to determine which proposal best satisfies the University’s requirements.

Limited Competitive Bids – where the University invites bids from qualified vendors on its approved vendor list.  New vendors may contact Procurement and Sourcing Services at any time to pursue their inclusion on the approved vendor list.

Request for Information - An RFI is primarily used to gather information to help make a decision on what steps to take next. RFIs are therefore seldom the final stage and are instead often used in combination with the following: request for proposal (RFP), and request for quotation (RFQ). In addition to gathering basic information, an RFI is often used as a solicitation sent to a broad base of potential suppliers for the purpose of conditioning supplier's minds, developing strategy, building a database, and preparing for an RFP, or RFQ

Quotes - Formal quotes must be dated and numbered by the Supplier and must indicate the effective dates of the quote.  Quotes for services must be itemized and must separate materials and labor.

Sole Source – If a good or a service is unique; cannot be easily duplicated or obtained from competitors; or is being customized for the University, a Sole Source Justification (Form F1320) should be used to support the procurement. Sole Source Justification forms must signed and submitted with relevant supporting documentation.






	

	
	

	This Policy Applies to:
	All Departments

	
	

	Procedure:
	Procurement and Sourcing Services (PSS) has developed a list of preferred suppliers who are committed to providing the University with specified goods and services at discounted rates. Before creating a Request for Proposal (RFP) or for Quotes (RFQ) or Bids, contact PSS to determine if departmental needs can be met by a University supplier (University Suppliers Contract Policy, Vendor Selection Policy), an existing contract or by using internal University resources (print shop, food services, marketing).

For all other purchases, if the dollar value of the purchase exceeds the University’s competitive bidding thresholds, the requesting department, working with PSS, must obtain at least three competitive bids or quotes in writing.  The formality of the bidding process is determined by the level of financial commitment and discussions between the department and PSS.  When an RFP or RFQ is contemplated, formulation of the bid solicitation request should begin at least three (3) months before the product or service’s estimated delivery or start date.

Regardless of the acquisition method used, documentation, authorization, compliance with University procedures and conflict of interest integrity is the responsibility of the initiating department, as is the responsibility for verifying the actual receipt of goods or services, in the quantity, quality or manner ordered.

Quotes: 
1. Departments that reach out to vendors for specifications and information on supplies, equipment or services should request a formal quote as part of their inquiry process. Obtaining a formal quote at this time shortens the purchasing process.  
2. Requisitions that arrive in PSS without three quotes will be delayed until PSS is able to obtain the three required quotes.  Prices from a catalog or screen shots of pricing off of the Internet are not formal quotes.  A Request for Quotation form is available, if needed, to facilitate the process.  
3. All communications and correspondence must reference the quotation and the purchase order number.   
4. The quotation must be attached to the purchase order requisition.

RFP:
The Request for Proposal process provides structure to the purchasing decision.  Effort taken at the beginning of the RFP will assist in a successful outcome.  The following guidelines are listed to help departments organize the RFP document:

1. All bids solicited from vendors over $50,000 on behalf of LIU must be processed through PSS.
2. Bid packets must conform to official LIU documents.  
3. All variables must be spelled out in the bid documents including, but not limited to, quantity, description, delivery requirement, special terms and conditions, drawings, date information required, etc.  
4. Replies are to conform to a predetermined format, as detailed in the Bid Proposal Form.  
5. Scope of work or service must be thorough and attempt to remove all unknown variables. 

a. A clear and accurate description, including specifications of the requested product or service as a whole or broken out by components
b. Deliverables, timetables, schedules
c. Define factors for accepting work and payment thereof
d. Warranty/fitness for use expectations
e. Anticipated associated service (installation, maintenance, training, upgrades, handling fees)
f. Professional skills and qualifications
g. Technical or business requirements
h. Software or hardware functionality
i. Designation of project point person (PPP) (construction projects )
j. Define unit pricing for consulting/professional fees, unit cost for equipment/materials, and not to exceed cost for expenses (i.e. per diem, travel)
k. Determine upfront if there are any restrictions on the funding source (grant or restricted fund)
l. Develop a list of questions that will help in the selection process (experience of vendor, capability of vendor and whether vendor understands the RFP)

6. A minimum of three suppliers is required. Requisitioning Departments are invited to supply suggested vendors.
7. A minimum of three (3) weeks is required for responses by vendors for bids issued through PSS.
8. Bids will be solicited only from vendors that are qualified and can meet all requirements.  
9. If a lease of property is being considered, the department and PSS must work with the Finance Office to determine if a lease or purchase is the better financial option for the University to entertain.


	
	

	Exceptions:
	· Items that are proprietary and considered Sole Source
· Items or services that can be provided by an existing LIU department
· Items and services on GSA, New York State Contract or offered through buying consortiums      (E&I Cooperative, NJPA, Intalere (Healthcare) and US Communities).

	
	

	Forms:
	Bid Matrix Form
Contract Index
Sole Source Justification Form
RFP Form
Bid Packet – Procurement and Sourcing Services maintains a uniform set of procedures and forms to serve the Bid process. 
                       Bid Packet Forms Include: 
· Invitation to Bid
· Instructions to Bidders
· Terms and Conditions
· Specifications/Drawings
· Scope of Work
· Bid Proposal Form
· Proposed Equivalent and Substitution Form
· Reference Form
· Sample University Contract
· Statement of Bidders Qualifications Form
· Statement of Non-Collusion Form
· Contract Closeout Form
· Campus Specific Protocols

	



	Additional forms to be used with University Contracts
·  Change Order Form
·  Application for Payment Form
·  Schedule of Values Form
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