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Title:
Description:
Category:
Applies to:
Contact:

Campus-Wide Service Solicitations Prep. & Admin.
Provide consistent practices to solicit campus-wide services.
Purchasing
Department
Purchasing

Purpose:

Consistent practices to solicit campus-wide services are defined.

Policy
Statement:

1. If the service is already being provided somewhere on campus, do an informal market analysis
or get quotations to determine whether current pricing is favorable.
a. If it is found that the current price is below market value, we may choose to not do a
campus-wide solicitation, but instead:
i. Try to expand the favorable pricing throughout campus informally, or
ii. Do a RFP for the new areas of campus only.
2. If the decision is made to go ahead with a campus-wide solicitation, detailed meetings should be
held with the individuals responsible for the areas affected to understand and document concerns,
prior to the issuance of the solicitation.
3. Once a selection is made based on the solicitations, detailed meetings should be held with the
individuals responsible for the areas affected to ensure that there is an understanding of the costs,
products, and services prior to making an award.
4. If there is not a consensus on the award, no award shall be made prior to addressing the reasons a
consensus failed.
5. If an award is made, one person, or representatives from each area will be selected to serve as
the operational contract administrator and a contract administrator for monitoring and compliance
will be also assigned from the purchasing department.
6. The contract administrator for monitoring and compliance will be responsible for monitoring all
aspects of performance in conjunction with the operational contract administrator(s).
7. Records relating to performance will be analyzed each renewal period with the operational
contract administrator(s) to determine if the contract should be renewed or a new solicitation issued.
8. If there is no objection to renewals, purchasing will automatically create purchase requisitions
and purchase orders as necessary to ensure no interruption of service.

Glossary of
Terms:

Contract - agreement for services or materials.
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