Bid Process

Procurement Services has established a formal, structured, and consistent process for
conducting bids (which include the use of several established templates). The system
and templates are managed through Unimarket and the USD Marketplace.

When a department or school needs to purchase a product or service, they should first
check to see if Procurement Services has established a Preferred Vendor contract that
could be used. If there are no Preferred Vendors for the products or service needed,
bids must be solicited from at least three vendors for purchases of $10,000 or more.

The best way to determine which vendor to do business with is to make the decisions
based on best value assessment of their quote or proposal (taking into account a variety
of factors in addition to price, such as delivery capabilities, quality, past performance,
training, reporting capabilities, compliance with specifications/requirements, financial
stability, strategic alignment, etc.). The award should be made to the responsive and
responsible bidder that offers the best combination of all these factors.

Departments/schools must consider the total intended obligation (estimated total value
of the contract or project) for products or services needed on a regular or repetitive
basis to determine whether a bid needs to be conducted (i.e. just because the monthly
spend on a particular category of product or service may be less than $10,000 does not
exempt the need to solicit competitive bids and establish a Contract).

In addition, contracts should generally be re-bid at least every three to five years. Some
contracts can be longer, primarily those that require a significant on-campus investment
by the vendor.

For bid solicitations, departments/schools must utilize one of the following procurement
methods:

Authorized Methods of Procurement (s 200:317)

One of the following methods of procurement must be used when purchasing on behalf
of the university. Please consider the use of excess or surplus inventory as an
alternative to making a new purchase.

1. Informal — Micro Purchase:

o Micro Purchase ($10,000 or less) — Use USD Marketplace
Catalogs and Contracts and Contracts with Small Minority,
Women-Owned, Veteran-Owned, Locally Owned Small
Businesses (Over 20 catalogs and over 12 million products
and services available within the Marketplace).
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Summary of Process

a) Log into the USD Marketplace using the “Connect to Supplier Website” task from
within Workday.

Connect to Supplier Website

Requester #* | X Theresa Robinson Harris =
Company * | % University of San Diego =
Currency *| X USD =
Requisition Type X Unimarket =
Deliver-To % University of San Diego > =
Print Shop and Purchasing =
Print Shop and Purchasing
P3-111
Ship-To # | % 5998 Alcala Park San Diego, CA =
92110 United States of America

b) Select a vendor catalog or a vendor contract

= i =
MCSKESSON McKesson Corporation ME(‘I‘ATE Medline Industries Inc OHu[nlce DIEIPqT Office Depot
Empowering Healthcarel  EATRNGIS , CATALOG bt CATALOG
nnnnnnnnnnn
I's = =
hae! Sigma-Aldrich Inc. - The Home Depot Pro
(/ Raphael's Party Rentals SIGMA-ALDAICH
\ RENTALS CATALOG CATALOG
PARTY A —
=
VWRE ,35 VWR International Century Painting Corp Custom Logos
e Eoable e [CATALOS [voveno-]
Gray Associates, Inc. i LoyaltyCraft Consulting LLC
Honors Graduation raureaan

c) Select product from an available catalog or “Request a Quote”
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d) For catalog purchases add products to shopping cart
e) Check out to complete the purchasing transaction

2. Informal — Small Purchase:

o Small Purchase (Between $10,000 and $250,000) — Use USD
Marketplace, University Wide Contracts, Group Purchasing
Agreements to the extent possible. No requirement for quotes
or multiple bids when utilizing marketplace contracts.

o If products cannot be purchased from an existing catalog or
contract you may use the “Request a Quote” feature

Summary of Process

a) Log into the USD Marketplace using the “Connect to Supplier Website” task from
within Workday.
b) Select a vendor catalog or contract

; 3

MCKESSON  McKesson Corporation o Medline Industries Inc Office DEPOT (50, pepot

Empowering Healtharel | | SATARDE ] cATALOG OfficeMax

..............
hael's Sigma-Aldrich | = ~ The Home Depot P
igma-Aldrich Inc. e Home Depot Pro

(LBQP,_,——-E Raphael's Party Rentals SEmA-ALDRICH 0T Pro ke
S RENTA 3

PARTY RE A —

=

VWREZS VWR ntemational Century Painting Corp Custom Logas

We nable Science | CATALDE [EE=m)

Gray Assodiates, Inc. Homare Cradustion m” LoyaltyCraft Consutting LLC

SMALL BU_ ETN [EERE

c) Select product from an available catalog and follow steps to check out
d) If items cannot be purchased from an existing contract quotes are required
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&} Home T Buyer Training

Marketplace

View Suppliers

Dashboard Suppliers Transactions Procurement Performance
Request Quote
Shopping Lists

= o (Careaor v
Unimarket Directory

[ Favorite Suppliers [ Catalog Suppliers Only

Orders

View Requisitions

= =
View Orders = Airgas USA, LLC amazonbusiess Amazon Business, Inc. BH B &H Foto & Electronics Corp.
., caTaLOG ~ CATALOG ==L CATALOG
iew Requests for Quote

a0 A Ligude company

F, CDW-G Dell Marketing L.P. = Fisher  Fisher Scientific =
‘ CATALOG. cATALOG Scientific cioc

Grainger © Graybar ] Lowe's for Pros
= LA 22 GraybaR, oo PRO -
c| McKesson Corporation L Mediine Industries Inc = Office DEPOT (. popor =
2 i OfficeMax
m Healthear CATALOG , CATALOG. . CATALOG.
<

'

I's Sigma-Aldrich | = = The Home Depot P
(Ra| hae Raphael's Party Rentals siema-aLomicH: 9T e ine FQ et
S ENTAS o R o

e) Follow the instructions to request quote (3 required if not using catalogs and
contracts from within the Marketplace)

f) Select the vendor from the dropdown and continue until you are able to submit
the request for quote

Marketplace @' (’ﬂé UniversityOf Sal’lDiegO“ - o

2} Home 3

Marketplace
Request Quote
View Suppliers University of San Diego
Request Quote
Header Suppliers Attachments Email Confirm
Shopping Lists
Unimarket Directory ‘ REQN ‘
lame

Qrders

‘ *RFQ Description /‘

View Requisitions

View Orders

*{@ Response Date (To) ‘
View Requests for Quote ‘ ) ! .

View Invoices

View Spend ‘ (2 Reminder Date ‘

—Contact Name ————
‘ Theresa E Robinson Harris Robinson Harris ‘

— Contact Email ———
‘ theresaharris@sandiego.edu ‘

g) Quotes must be attached to the requisition in Workday if obtained outside of the
system. No need to attach quotes obtained through the USD Marketplace

h) Procurement will issue the purchase order to complete the purchasing
transaction.
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3. Formal —Simplified Acquisition and Seal Bids:
a. Simplified Acquisition (over $250,000) — Written solicitation
and formal RFx from at least 3 vendors
b. Cost and price analysis using one of the acceptable methods
a. Historical pricing
b. Price/market catalog
c. Bid analysis

Summary of Process

a) Determine if there is an existing University-Wide Contract in the USD Marketplace:
e See “USD-Wide Contract’ under “Guided Buying”

Marketplace Home

University of San Diego

Guided Buying

[

Catalog

L% USDWideContracts

e Select from available contracts then “View Supplier’
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USDWideContracts

University of San Diego > Guided Buying > USDWideContracts

Fiers

Supplier Tags
USDWideContracts

e Next click on “Create” and select “Non-Catalog”

Suppliers Q. Find supplier

Raphael's Party Rentals

Premium Supplier
£ PP

<

<

Favorites Only

_atal,

Bright Event Rentals

2 Registered Supplier
Travel and Food and Lodging and Entertainment...

ul!

Manpower

e Complete the required fields for the non-catalog item and ‘Add to Cart”
e Follow the instructions to complete the purchasing transaction
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Create a Non-Catalog ltem

— Supplier .
‘ Raphael's Party Rentals K ‘

*ltem Name ‘

— Quantity .
B |

*Unit Price ‘ [2]

— Unit of Measure
‘ Each ~ ‘

Optional Details

Description

‘ Product Code ‘ (2]
‘ Category Q‘
‘ Manufacturer Part ID ‘ (2]

P S,
i A
Add to Cart [ Cancel |

If no contract exists:

b) Submit a written “Statement of Work” detailing the specifications of the project
c) Procurement will work with you to develop a formal proposal and issue the RFx in

accordance with the competitive bidding process for purchases of more than
$250,000.
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4 Single or Sole Source
o Non-competitive or single source purchases (more than $10,000)

Summary of Process

a) Complete procurement process using one of the authorized methods of
procurement.

b) Submit the purchase requisition through Workday and attach documentation
supporting limitation of sources.

c) Attach a completed Sole Source Form

Competitive Bidding Requirements

The University requires competitive bidding and documentation for purchases that are
$10,000 and over only if the purchases are outside of approved Preferred Vendor
Catalogs and University-Wide Contracts. Verbal quotations are not acceptable as the
university needs to be able to document the history of all procurement actions
exceeding the competitive bid threshold.

All quotes obtained outside of the USD Marketplace must be attached to the purchase
requisition in Workday as an essential part of the purchasing record. Purchases
exceeding $250,000 must be competitively sourced by the University Procurement
Department working closely with the end user, category buyers, technical experts within
the end user department, and following the standard procedures for solicitations over
the simplified acquisition threshold.
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https://www.sandiego.edu/procurement/documents/sole-source-form.pdf

