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Bid Procedures – 5.14.08
Updated: January 1, 2011

The College of Southern Idaho is subject to the provisions set forth in Idaho Code Section 33-601 concerning biding.  Any purchase of supplies or equipment expected to exceed $25,000 must be publicly bid.  Items cannot be separated as to type such as separating chairs from desks to keep from bidding.  The bid requirement applies to commodity descriptions such as furniture, classroom equipment, computer equipment and vehicles. 

Bid splitting to avoid the bid process is prohibited.  Failure to follow the bid process can result in fines up to $5,000. 
The bidding process is as follows:

1. Formal bids must be approved by the CSI Board of Trustees.  Formal bids are those that we advertise in our local paper and that are estimated to be in excess of $25,000.  

2. Begin the bid process at least 6 weeks prior to the CSI Board meeting where the bid will be discussed by the Board.

3.  Determine if the purchase price may exceed $25,000.  If there is any chance that the current purchase or additional purchases of the same type over the next 6 to 12 months will exceed $25,000, the purchase needs to be discussed with the Business Office.

4. We are allowed to use State of Idaho contracts for certain items.  Since the State has already bid these items, if we buy through the State contract, we do not have to go through the CSI bid process.

5. Determine the funding source for the purchase.  If it is a grant we may need to insure that we follow grant guidelines if they are more restrictive than our CSI bid procedures.

6. Generate detailed specifications for the Business Office and bidders. The specifications must be detailed enough to get the desired product but that is not vendor specific.   In some instances, we utilized an “equal to or better than” an existing product specification.  In these instances, we must have sufficient expertise and time to research all specifications and determine the validity of the substitute product or products.

7. Generate a bid sheet to include the following. 
a. Bid advertisement with deadlines.
b. Performance dates or additional requirements – mandatory bidders meeting, etc
c. Installation requirements and timelines.
d. Shipping costs – included in bid or in addition to bid.
e. Training issues – part of bid or separate contract.
f. Warranty – when warranty starts and ends.
g. Maintenance contracts – cost per year, increases over next five years, multi-year
h. Special provisions – all or none bid, piecemeal or partial acceptance
i. Vendor information – Company Name, Authorized Representative Name, address, phone, email etc.
8. Bids involving computers, telecommunications, phones or electronic equipment need to be approved by the Dean of Information Technology.  Issues of quality, compatibility with existing systems, location, availability of network connections, support, etc need to be addressed.
9. Bids that involve new types or large pieces of equipment need to be approved by the Plant Facilities Director to ensure we can comply with electrical and other code requirements.
10. Develop a bid packet to include specifications and a bid sheet.  These must be reviewed by the Business Office prior to publication of advertisement for bids.

11. The ad for the newspaper should contain the following information:  

a. Description of item – for example:  New 1 Ton Quad Cab Four Wheel Drive Pick Up 

b. Include name of person to be contacted for technical specifications

c. Procedural questions can be referred to the Business Office

12. Provide the business office with a description of the item to be placed in the newspaper as an invitation to bid.   The advertisement will have to be provided to the Business Office approximately 5 weeks before the Board meeting.  
For example:
Wednesday November 17th   – Ad provided to business office

Wednesday November 24th and Wednesday December 1st   – Ad appears in newspaper

Wednesday December 8th   – bids are opened and analyzed

Monday December 13th – bid acceptance recommendation provided to business office

Thursday December 16th – recommendation sent to Board of Trustees

Monday December 20th – Board considers bid

13. Upon approval of the Board, create a purchase requisition for specified item that was bid and deliver it to the business office.  The Business Office will create a purchase order and send it to the vendor.

14. The person responsible will receive a copy of the purchase order.  When the item arrives and has been inspected, sign the copy of the purchase order and return it to the Business Office.  The vendor will be paid based upon your approval of and acceptance of the item.
Questions concerning this policy should be directed to the Vice President of Administration.

