Invitation to Bid
In accordance with R.S. 39:1594 for Competitive Sealed Bidding	

Purpose

PO Type SB is used for purchases, services, or major repairs with an estimated cost exceeding $60,000. 

The Purchasing Department manages the entire procurement process and issues the official Purchase Order to the awarded vendor.

Procurement process
The following are required:
· Submit a Purchase Requisition in Banner using the approved specifications.
· Purchasing advertises the solicitation through the required public procurement channels, including LaPAC and other required publications.
· Formal Invitations for Bids (IFBs) are issued to qualified vendors.
· Bids are publicly opened, reviewed, and evaluated.
· The requesting department reviews responsive bids and recommends award.
· Purchasing issues the award notification, contract (if applicable), and Purchase Order.
· The requesting department completes online receiving after delivery.
· The original invoice is forwarded to Accounts Payable for payment.
Award Criteria
Contracts are generally awarded to the lowest responsive and responsible bidder, considering:
· Compliance with specifications
· Ability to perform the contract
· Delivery requirements
· Transportation and related costs
· Best interests of the University
		Rev. 09/26

[bookmark: Processing_&_Acceptance_of_Bids]Bonds and Contracts
The University may require a Performance and Payment Bond for contracts exceeding $60,000 when determined necessary by the Chief Procurement Officer or Director of Purchasing.

Compliance
· Budget Unit Heads must review bid results before award.
· Complete procurement records must be maintained to support audit requirements.
· The University reserves the right to reject any or all bids when in its best interest.
