How to Purchase Goods and Services at UNH 
A Guide for Successful Buying

Under the Formal Bid Limit
[image: image1.jpg]



USNH Purchasing and Contract Services 
Buying Objectives:
1. To be a resource to the USNH ‘buying community’ & to vendors

2. To assist the campus community with the identification, selection, and acquisition of required materials and services.

3. To acquire materials and services as economically as possible, within acceptable standards of quality and service, while utilizing professional ethics and best business practices.

4. To maintain a consistent and fair policy toward the entire business community, maximizing the opportunity for small, minority-owned, or disadvantaged business participation.

5. To promote compliance with all USNH Purchasing policies as well as State and Federal procurement regulations.

I need to buy something…..Where do I start ?????

1. Determine Requirements – description of goods or services, quantity, estimated value of order, delivery date needed, delivery location, departmental contact, phone & fax.  
                                  *** Think Who, What, Where, When, & How. ***
2. Identify Sources of Supply 
· Contracted Vendors-Prior to contacting any suppliers or placing any orders, department should check to see if goods or services are available from UNH Contracted vendors listed on the USNH Purchasing Website under “Contracts”.  Other possible sources include: State of NH contracted vendors; E & I contracted vendors; GSA contracted vendors, etc.  If you’re wondering if we have a contract with someone for your item, contact Purchasing.
· UNH Campus Services-Check to see if goods or services are available from UNH campus entities – web design, personal computers & peripherals, printing services, computer training, basic maintenance and repairs, facilities services, etc. – can all be obtained on campus.  
· If there is no contract in place and the goods/services are not available on campus, look for other sources/suppliers using the internet, telephone book, catalogs, trade journals, previous orders, etc.  Contact these suppliers for quotes via phone, fax or email.     
3. Getting Quotes

· It is a good idea to contact a couple of different suppliers, if possible.  
· It’s fine to let the vendors know you are requesting quotes from other sources.  It’s a good idea to not let a vendor know that they are your only source. 

· In fairness to vendors, a competitor’s quote should not be shared with others as a method to reduce a price.  This can be accomplished by simply telling a vendor that they are not the lowest bidder.
4. About the Quote
· Pricing & Discounts
· Pricing should include all costs (ie freight, delivery, installation, training…)
· Shipping

· USNH Standard is FOB destination, prepay & allow.
· Definitions:

FOB stands for Free On Board.  The phrase determines:

1) the place where delivery is required; 

2) where the title will pass; and 

3) whether the seller or buyer is to pay the transportation charges.  

· FOB Destination -University owns shipment when it ‘arrives’ (to delivery point specified on order)
· FOB Shipping Point -University owns shipment when it leaves vendor’s facility (usually not acceptable without insuring)
· Who pays freight/shipping charge?

Prepay & allow - Vendor pays shipping
Prepay & add - University pays shipping
Delivery options:
Tailgate Delivery - Delivered to building dock; UNH responsible for taking inside.
Inside Delivery - Vendor delivers to your office/lab

Installation - Vendor will install/set in place
Note: Any special delivery requirements should be discussed with the vendor.                                         
· Warranty - should state what is covered & length of coverage

· Payment terms:
Standard Terms are Net 30 meaning payment for goods and services are due 30 days after receipt of invoice & product.  

USNH does not normally pre-pay for goods or services.  Contact  Purchasing if a deposit or prepayment is requested.
5. Selecting a Vendor

· Is the vendor an existing USNH vendor?  If not, Purchasing will review the vendor application for you.

· Find other USNH existing vendors that might be able to meet your needs

· Vendor debarment-   Has vendor been debarred from doing business with the US Government?  Available on-line at http://epls.arnet.gov/
· Vendor financial status
· Conflict of interest

· Is price fair and reasonable?   Compare with other quotes received, similar items purchased, historical pricing or check with peers at UNH or other schools.  
· Are the terms & conditions of the purchase acceptable?  Vendors are generally willing to accept the University’s purchase order terms & conditions (see http://unhinfo.unh.edu/purchasing/forms.html under “Other Forms”.  If a vendor has additional terms & conditions or will not accept ours, contact Purchasing for assistance in reviewing the exceptions.
6. Placing the order

· If the order is not eligible for the Pcard, or if the vendor does not accept them, your BSC should enter a Banner Requisition and notify the PACS Pcard Representative for vendor followup.  
· Requisitions should include all terms & conditions of the purchase and state applicable pricing discounts utilized(ie, USNH contract, State of NH, E&I, GSA…), if applicable.
· A Purchase Order (PO) will be created and approved by Purchasing, and mailed or faxed to the vendor as specified by you/your BSC.  Urgency may necessitate that you telephone or fax your order to the vendor, which must be followed later by a confirming Requisition/Purchase Order to the vendor.  This should be noted on your requisition.  
· If purchasing any type of services, including maintenance, that will occur on University-owned property, a Certificate of Insurance will be needed prior to working on site.  Purchasing maintains these records and can let you know if there is one on file. 

· Individuals providing a service will need to complete an Independent Contractor Agreement prior to beginning any work.   Contact Purchasing for assistance if needed.
· Agreements or other documents that require a signature: 
· These documents should be signed only by those persons delegated the authority by the Treasurer or other USNH or campus official authorized to make such delegations. A list of authorized individuals is available on-line at  http://www.unh.edu/purchasing/policy/contracting/12-004.pdf.  Only certain individuals have the authority to enter into a purchasing agreement or otherwise obligate the University.
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