PLYMOUTH STATE UNIVERSITY—BID PROCESS

Bid Process 

· Open to all qualified suppliers (preference to local and NH bidders if adequate pool)

· Award will result in formal purchase order (and perhaps contract)

· To start bidding process contact Purchasing Manager or Purchasing Agent.
NOTE:  Depending on the nature and complexity of the request here are general timelines for processing formal bid requests:

	Type of Request for Bid (RFB) or Proposal (RFP)
	Turnaround Time*

	RFB for simple/standard equipment 
	2-3 weeks

	RFB or RFP for Professional Services or Construction
	1 month

	RFP for complex or major contracts
	3 -6 months


* Time from receipt of Bid Request Form to receipt of Bid Results
Processing Purchase Orders (POs)

· PSU department requests information (via phone, fax or Web)

· Department initiates PO process (enters a Requisition)
· Purchasing generates formal (paper) POs –  NOTE: Suppliers should receive formal PO in advance of shipping goods or providing service)

· Supplier provides goods/services

· Invoice sent directly to PSU Accounts Payable to expedite payment

NOTE:  Here are general timelines for processing of Purchase Orders with complete information in Requisition and proper supporting documentation*:

	Dollar Value of Purchase
	Turnaround Time

	Less than $5,000
	1 day

	$5,000-$9,999
	1-2 days

	$10,000-$25,000
	2-3 days

	Greater than $25,000
	3 days to a week


Add additional processing time for purchase orders that do not have adequate supporting documentation or not in compliance with policy (*e.g. complete written quote if $3,000-$4,999; 3 written quotes if $5,000-$9,999 etc.).
