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I. PURPOSE

The purpose of this policy statement is to define bidding practices.

II. POUCIES

It is recognized that, in most cases, competitive bidding provides the best opportunity to
obtain a product or service at the best price. 1hemfore. transactions for equipment or .
supplies with an estimated total price of $20.000 should be bid. All service contracts
with an annual value of $20,000 or more will be bid•.

Ill. PROCEDURES

A. Bid requests must be typed with complete information induding, but not limited
to: quantity, description, bidding period, delivery requirements, special
conditions, drawings~ specifications, etc. If bid replies are to conform to a certain
fonnat or require use of provided bid response sheets, this must be clearly
stated.

B. An attempt shall be made to obtain a minimum of two bids.

C. Bids will be solicited from vendors whom the buyer knows to be qualified to moot
aUrequirements. Examination of the financial condition of a company. its ability
to perform, and i1sfacilities should be part of the criteria for an acceptable
vendor ..

D. Answers to technical questions arising during the bidding process should be
provided by the requestor. The buyer must coordinate the reply and ensure
potential suppliers to whom requests for bids were provided are supplied with
consistent information-

E. All bids, unless obtained verbally in the case d phone bids, must arrive prior to
the bid closing date and be time stamped. V9Ibal and sealed bids may not be
mixed for the same item.

F. Bids from vendors who do not comply with applicable Federal and State laws
and regulations relating to equal opportunity employment or apprlCable
HealthPartners policies, will not be accepted.

G. If the product offered by each of the bidding vendors is of equa) quality, each
vendor promises the same delivery date and, if there are no other pertinent
considerations. the award/contract should go the lowest bidder. For concfrtions
to award to other than the tow bidder, see policy ~Acceptance of Other than low
Bid-.
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H. When ~nt prior bids/quotes/orders are available, the buyer shall determine the
importanCe of delivery, quality and price through assessing that information
already established and dOCumented. Records should be checked to establish
that theinformatioo is current and relevant to the procurement at hand. If so, the
information can be considered valid and used as a basis for the award.

I. After all bids have been received and examined for completeness, a summary
sheet is prepared noting all the pertinent data and deviations from specifications.
Determination of the lowest bidder and the award of the order will be made by
the buyer/materials manager only after aft as~ have been considered.

J. Where a SUpprJ9fis given the opportunity to re-bid, competing suppliers should
also be granted re-bid opportunities. The conditions in which it js in the interest
of HeaJthPartners to allow re-bidOrng include, but are not limited to: changes in
requirements. change in the state of the art concepts, new vendor in the
marketplace. significant price changes, and lack of or inadequate response in
the initial bid process.

K It is imperative that the supplier know:

1. Any pre-contract disa tsSions and agreemel1tS are preliminary,
2. Any agreements reached are tentative,
3. HeaJthPartners assumes no contract obligation to a supplier until a formal

purchase order or letter of agreement is executed or authorization to
proceed is given by the purchaser.

4. HeafthPartnersis not under any obligation to procure the items for which
negotiations are conducted, and any costs incurred by the supplier, prior
to the placing of the order, is at the supplier's expense unless otherwise
agreed to in advance by both parties.

L Requests for quotations are to be identified by a bid number assigned by .
Materials Management That number will be used in all formal communications
or correspondence relative to the bid. Any purchase order, contracts or
agreements issued as a result of the bid will be reter-enced to the bid number.

M. Bids will be opened at the Materials Management offices, or other designated
HealthPartners location, fol1owing the official bid closing date/time. Bidders will
be allowed to attend only upon the specific invitation of the Materials Manager.
Bid results will be kept confidential to HealthPartners.
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