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THEPURCHASING DEPARTMEN

The Purchasing Departmenteports to and is administered and directed by the Chief Procurement
Officer. Purchasing isresponsible forthe control of procurement of alltangible personal property,
services and constructionfor the University. It is responsible for ensuring for the fair and
equitable treatment of all persons involved in University procurement, maximizing the purchasing
power of our public funds, and providing safeguards for maintaining a procurement system of
quality and integrity.

Among the areas Purchasing oversees arthe training, issuance and oversight of thePCard
Program; development and implementation of all procurement glicies, procedures and poces<ss,
assisting user departments in the development of specificationssolicitation of sources
gualification or disqualification of sources, preparation and award of contracts contract
administration, to nurturing and developing strongvendor relations.

Purchasing is also responsible for maintaining the records that support all rpcurement.
Procurement totals over $300 Million annually at UNM; a sizable responsibility whichrequires a
tremendous amount of manpower training and organization.

The Procurement office[Purchasing] holds walk in hours regularly to assist departments There,
departments can get direct assistance with their specific issues, and training tailored to their needs.

PURCHASING TRAININSGND ASSISTANCE

Information presented here is intended as a basic overview. If you would like more detailed
information about Purchasing at UNM, please visit Learning Central and register for our Purchasing
and Accounts Payable Policies and Procedures class.

Purchasinghas an easy taise, very comprehensivewebsite. Everything in this presentation and
MORE is there. Please visit the Purchasing website Htp://www.unm.edu/~purch/index.html
Navigationis simple and direct, andnost if not all your questions are answered in detail.

Additionally, on the FSSC websitédttp://www.unm.edu/~fssc/index.html , under Job Aidsyou will
the most current versions of our Purchasingob aids. A list of the job aides can bdound in
Appendix 7.

On the FSSC websitattp://www.unm.edu/~fssc/pguides.html , under Participant Gudes,you will
find Vendor Punch out Guidesnd the Purchasing Proessfor Departments Lab participant guide.

Online training demos can also be found on the FSSC site. The Banner Bytes page provides links to
several useful demos, including PCard Reallocation. The page is found at
http://www.unm.edu/~fssc/bannerbyte.html

Whenever you have any Policy related Purchasing question, Purchasing staff would be happy to
help you. You can find purchasing staff  contact information at
http://mwww.unm.edu/~purch/staff.ntml _, or in appendix 1. The Financial Services Support Center
is available to answer your technical questions. You can reach them using Fastinfo or by calling
277-3457.
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DEFINITIONS

Purchasing has a languge of its own. Below are somkey termsthat will help you understand
what is meant by the materialthat follows.

Bids UNM is required by law to solicit and evaluate formal advertised sealed

bids/proposals for all goods and services over #,000, unless specifically
exempted or an alternative method of procurement provided for by the New
Mexico Procurement lawsand/ or University policy.
The Purchasing Department must issueralnformal Request for Quotation for
the purchase of goods services and constiction over $10,000, but not
exceeding £0,000. NM statutes prohibit the splitting of orders to avoid the
competitive bidding process

Buyer, aka Purchasing has a group of people called Buyers, who oversagd implementthe

Contract Universityd @rocurement processes. Thg select or approve vendors for

Specialist contract award based upon the submittal and user department approval of
purchase requisition'request.

Commaodity Number cataloging system used by UNM to delineate specific types (¢

Codes purchases. Each commodity code is assigned a Purchasing Buyer, whq
responsible for reviewing and assisting with purchases in that categoryThese
numbers are of little importance to departments.

DPEZ Not a purchasing form. Contact Accounts Payable.

DPI Not used by purchasing. Contact Accounts Payable.

Merchant Codes | Codes used to define purchase type for credit cards. Cards can be blocked

(MCC) merchant code so certain types of purchases cannot be made with that card.

PCard The Purchasing Card isa tool issued to UNM employees for the purpose (

making purchases on behalf of the University not exceeding $5,000 p
transaction for goods, materials and supplies or $300 per transaction for
allowable services.

Purchase Order

A purchase order (PO)is the document issued by the Purchasing office tha
directs a vendor/contractor to deliver items of tangible personal property,
OAOOGEAAO 1T O AT 1T OOOOA OEduddaby abyyé/corifrért
specialist to a seller, indicating the types, quantities, and agreed prices fo
products or services the sellelis authorized to provide to the University .

Purchasing
Audit

Purchasing activities are audited by theInternal Audit department, external
auditors and the purchasing office staff. INPCardpurchasesare audited by the
PCardstaff after they are made. They review accounts, indices, amounts, a
items purchased.

Reimbursement

Reimbursementis the act of compensating someone for an expense. Often
person is reimbursed for out of pocket expensewhen the person incurs those
expenses through employment or in carrying out duties for another party.




Requisition

An online requisition is an electronic document, whichis originated by the
requester and then using the company workflow or hierarchy ruds, can be
submitted to the subsequent interdepartmental approval levels and the
appropriate University Business Office departmentsfor review and approval
until it is finalized or approved and then submitted to the Purchasing
department for the procurement of the requested goods or serviceslt is the
document by which a requesting department requests that a contract/PO b
issued or obtained for a specified service, construction or item of tangiblg
personal property and may include but is not limited tothe technical
description, performance requirements, requester expectations, delivery
schedule, transportation requirements, suggested sources of supply and
supporting information for the requested item or service,

Sole Source

A contract may be awarded wthout competitive sealed bids or competitive
sealed proposals regardless of the estimated cost when the central purchasi
office makes a determination, after conducting a goethith review of available
sources and consulting the using agency, that theiie only one source for the
required service, construction or item of tangible personal property. The
price, delivery and quantity in order to obtain the price most advantageasito
the University

If only one source can supply the requirement, the procuremennay be made
under Section 99 [131-126 NMSA 1978] of the Procurement Code.

Specifications

A specification is an explicit set ofrequirements, depicted by reference tg
brand name products, drawings, performance requirements, material conten
method of manufacture, or any combination of the abovéo be satisfied by a
material, product, or service.

SPQ

Service Provider Questionnaire. Required for all purchases of service Now in
electronic format. This form is used by Finance to determine if a vendor

legitimately a non-employee. Also used to determine if there is any conflict ¢
interest involved with the purchase.

\_/endor, aka
Oo#1 1 OOAA

Anyone who provides good or services tathe University

PURCHASING CARDS

WHATIS A PCARD?

PCards should be viewed as paymentards. The PGrd is a toolissued to UNM Employees for the
purpose of making purchases on behalf of the University. Goods, materials, supplies and-non

capital equipment, not exceeding $5,000 and approved services not exceeding $2,500 are allowed
Purchasing has a site devoted to Purchasing Card information at

on the PCard.

http://www.unm.edu/~purch/pcard .html.
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OBTAINING A PCARD

A PCard will be issued to an employee who has completed the required training courses through
Employee and Organizational Development and completed ®Card Application and Cardholder
Agreement The required courses are:

1 UNMPCard Policies and Procedur@igOD #346]

1 Using the PCard to Purchase Airline Tick@EOD #342], if applicable

Youmay register for both classesat Learning Central.In addition to these courses, you should view
the PCard Reallocation Banner Bytdound at: http://www.unm.edu/~fssc/bannerbyte.html

KEYPCARDGUIDELINES

In order to maintain your PGard in good standing employeeanust abide by the guidelines taught in
EOD 342 and EOD 346These guiclines are:

il
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A Cardholder must agree to comply with the terms and conditions of the Cardholder
Agreement and all applicable UNM Policies and Procedures taught in EOD 342 and EOD 346.

The PCard may be used to purchase goods, materials, supplies and-ngpital equipment
not exceeding $5,000

The PCard may be used to pay for approved services not exceeding $2,500

There are no limits on the number of daily or monthly transactions unless a department
budget authority has set such card limits for an individuaCardholder

The PCard may be used to pay for professional 1 year subscriptions
The PCard may be used to pay for professional conference registration fees
The PCard may be used to pay for professional membership dues

The PCard may be used to purchase airlirickets for business travel after the required
training is completed

Non-employee lodging is allowed by special exception.

An attempt to use the Purchasing Card for purchases in excess of the set card limits will
result in the PCard being declined.

The Rurchasing Card cannot be used for any of the prohibited categories of goods and
services listed on theProhibited Purchasespage in Appendix 6.

The Purchasing Card is not valid for travel airavel related services with the exception of
purchasing airline tickets for business travel.
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1 Splitting of purchases, incremental purchasing or any activity to avoid a decline is
prohibited with the Purchasing Card. Incremental purchasing or splitting opurchases with
the PCard will result in cancellation of Cardholder privileges.

1 The PCard can not be used for personal and/or unauthorized items or services. It may
only be used for items purchased for approved UNM business purposes.

1 UNM is exempt from ales tax on tangible goods. No sales tax is to be paid for tangible goods
purchased on the Purchasing Card.

This complete set ofPCardguidelinesis in appendix 5. Prohibited PCardUsesare in Appendix 2

SPECIAL EXCEPTIONS

In cases where there is a busiess need to make #Cardpurchase of goods or services exceeding
the transaction limit or published on the unallowable list, a special exception can be requested.
Foecial exceptionapproval must be obtainedin advance of the purchase.

A blanket excepton is given to permit repeated purchases dd prohibited item. On Main Campus, a
blanket exception expires at the end of the fiscal yearOn HSC dlanket exception expires at the
end of the calendar year.If the Fiscal Monitor of a contract or grant idlicates the blanket exception
should expire at an earlier date, Purchasing will use the date they give as the expiration date.

A one time exception request is good for the one time it is approved.o obtain a special exception:

1) Go to http://www.unm.edu/~purch/pcardtrain/exception.html __, found on the Purchasing
website under Rurchasing Card Information Special Exception Requédteb Form

2) Complete the form and ensure that the responsible Accounting Office or Fiscal Monitor has
been selected for the index to be charged.

3) Arequestis not approved until the Cardholder receives an email approval from Purchasing.

ALLOCATING PCARTRANSACTIONS

Allocate your charges within ten days of the transaction date to the correct indices and
accounts. Detailed instructions are foundin the PCard Reallocation Banner Byteat:
http://www.unm.e du/~fssc/bannerbyte.html , or on the purchasing web site underPurchasing
Card Information PCard Reallocation Banner Byte.
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PURCHASE REQUISITIGN

WHAT IS A PURCHASEERUISITION?

PurchaseRequisitions are created in LoboMath OEA 51 E OA O ERdied OA RueidgeA OOAT A
Requisition, or PR, is used to request a Purchase Order (PO) from the Purchasing Department.
Purchase Requisitions go through an approval process in Banner and are received by the
Purchasing Department only after all required approals have been obtained. After the approved

PR is received in Purchasing a Purchase Order may be issued.

ENTERINGA PURCHASE REQUISONFOR A NEW VENDOR

When creating a Purchase Requisition in LoboMart you may not find the vendor you wish to udé.
the Vendor is not in LoboMartyou can still submit yourpurchase requisition.

Use O0 OOA E e Ve@idord as the vendor, and rake a note of the vendorin the
Supplier/Purchasing Department Instructionsof the requisition, giving the name and address of the
vendor. Next, submit a Vendor Add/Change Request Form. The form can be found in the MyUNM
Portal, in the Banner Applications channel under Electronic Forms.

& MyUNM - Windows Internet Explorer == i!i-l
@\J ~ \é http://my.unm.edu/cp/tag.771452506899208b.render.userLayoutRootNode.uP?uP_root=roct&uP_sparam=activeTab&uactiveTab=u28I1s17&uP tparam=frm&frm= -|&,‘ X H'L-vs Search o ~|

File Edit View Favorites Tools Help

. — »
e ‘gMyUNM ‘ | - ~ = v = Page = {J Tools v

- e
[ YOUR PERSONALIZED GATEWAY TO UNM |
My Account | Welcome Terry E Shoebotham A * g @

Content/Laysut | You are currently logged in. e-mail calendar groups logout  help

Home Campus Life Library UNM lail U TNATECRRCR  Finagte HSC June 18, 2009 I

Human Resources @E®  LoboWeb For Employees BEE | Banner Applications LE=

General Information No current announcements. Transaction and Real-time Query Systems

* HR Home o Internet Native Banner

aa The University ofNew Mexico

* ePAN '.. y e Loboweb

¢’ LoboWeb 0

+ Salary Structure Table « UNMIobs

Career Development What is LoboWeb? o Workflow

s Career Development Home Page _LoboWe!J is the place for emp\ov_ees to \newlupdat_e personal Reporting

« Education and Training Efuurrertwatmn, benefits and deductions, pay information, tax forms and o E-Print

» Job Enrichment « Hyperion

+ Career Ladders

+ Coreer Advancement Banner Resources

Dus to scheduled backups, LoboWeb/LoboPhons is unavailsble * Banner Authorization Requests

Staff Resources Saturday 7:00 pm - 9:30 pm. e Report a Duplicate Person/Non-person

+ EHPP & Search Class Schedule

=« EOD

* OEO N . o Electronic Forms

+ Dispute Resolution What's New in HR B . e =Nt Website

+ Counseling Assistance and Referral Services (CARS)

Paid Time Requirements for Non-Exempt Employees
e Memo to clarify paid time requirements for non-exempt employees
[PDF]

Benefits EE® | |+ samole Time Sheet [PDF] Banner Announcements DEE

Insurance » Sample Time Sheet [Excel] No current announcements.

o telb Temieen
http://www.unm.edu/ @ Intemet | Protected Mode: Off #100% -

= T — = T wr




& UNM Financial Services Support Center - Windows Internet Explorer

() = (2] bitps//smomnm.eciu/~fezefinfo form el

File Edit View Favorites Tools Help

W [g, UNM Financial Services Support Center ] I

@I@EI
-

[ ] x || Live Search )

R I v dh v [ Page = &} Tools v

nL]NM ‘ Financial Services Support Center

Search the FSSC web site: e
Search Help and Tips.

Financial Services Home | UNM Home | My UNM

Finance Tools &
Resources
Banner Bytes
Flow Charts
Forms
FRSWG
Job Aids
LE*ATR™N"
Participant Guides
Previous News & Events
Resources
Standard Operating
Procedures
Offices of Financial
Services
Accounts Payable
Bursar
Contract & Grant, HSC
Contract & Grant, Main
Financial Services, HSC
Financial Services, Main
Financial Services Support

Financial Services Support Center

Information and Forms of the Financial Services Division

Banner Finance Approval Queue Maintenance Form

Department Baich Processor Security Role Reguest - Supplement
Einance Report Feedback Form

Foreign Currency Conversion

Fuel Card Information

P-Card Computer Purchase Form

P-Card Information

PO/PR Change Order Form

PO/PR Change Order Procedure Guidelines

Operating Ledger Account Code Definitions

Service Provider Questionnaire (SPQ)

Signature Authorization

Travel Advance Request

= UMM Banner Finance Chart of Account Requests Application

- uests Application Instructions
= Vendor Add / Change Request Form

m

Center

_ € Internet | Protected Mode: Off H100% ~
Select the Vendor Add/Change Request form, and sign in.
& Vendor Add/Change Request - Windows Internet Explorer = =<
@O - \q https:/funsw.unm.edu/~purch/forms/vendform. html?ticket=5T-201809-7TWIMSwVEePqnd ABWTFbI-cas ~ 8 |‘,\ X Htwesﬂm] 2 -]

File Edit View Favorites Tools Help

W [n\fendomddfcmger{equst ] I

R I v dh v [ Page = &} Tools v

The Universi

of New Mexico

Financial Services Division
iy h
-

Search the Purchasing Department web site:  »
Search Help and Tips

Financial Services Home UNM Home = My UNM

Purchasing Home
Purchasing Staff

Purchasing Card
Information

Procurement Policies &
Procedures

Fuel Card Information
Purchasing Training
Information for UNM
Staff

Online Training Courses
Price Agreements

UNM Contract Numbers
Bid/Proposal Help

Tax Certificates

Forms

Universal Service Provider
List

Non-Payroll Payments to

Foreign Mationals (FN)
General Information

Vendor Add/Change Request Form

Complete and submit the following form to request that a vendor be added to the Banner system, or fo request a change in a current vendor record. Please fill in
as much information as you can to assist us in setting up the new vendor as quickly as possible. Be sure to include requestor contact information so you can be
contacted if further information is needed. If you would like to print this form for your records, please do so before you click on the Submit button.

If you have a list of vendors to be added to the Banner system, please click here for instructions.

Please note: You must have the auto complete feature turned off in order to complete this form. See Fastinfo Answer ID #3870 for more information.

© New Vendor  © Change Vendor

Have you checked for your vendor in FTIIDEN within Banner?

Vendor type, please select all that apply:

[C]UNM Employee

[CTUNM Student

[T Study Participant

[ Individual or Company

[CForeign National or Foreign Vendor

Done

€ Internet | Protected Mode: Off #100% ~

Complete this form as indicged. If you have questions, contact the FSSC a3457.



If you find that a vendor you wish to use is in Banner but not available in LoboMart, please send an
email directly to vendors@unm.eduand request that the vemlor be added to LoboMart. Please
include the Vendor name and ID# in the -enail so that Purchasing can be certain that the vendor
you require for LoboMart is the actual/exact vendor you need and have requested.

3A00D 6A1T AT 06 AO OEA OAT AT Oh AT A 1T AEA A vdndoOA E
for your items. The Purchasing Buyer will find aendor for you and place the order.

If you would like to make a purchase, but doot have a vendor chosenJi & AAT GhAsindAO 0600
T O

UPDATING VENDOR RORMATION

Sometimes the vendor may need changes made, such as to their addreHse Vendor Add/Change
Request form can also be used to request changes to an existing vendor. Purchasing then completes
the change or addition.

If changes need to be made ta current vendor, you must include the Vendor ID number. This can
be found by querying Banner form FTIIDEN. There may be several vendors with similar names.
Make sure you are requesting changes to the correct vendor.

PURCHASING APPROVALS

The approvalprocess for purchasing is as follows:

1) The Department requests a purchas@rder by creatinga requisition in LoboMart.

2) The purchaserequisition is approvedby the requesting department andhe Central
Accounting office A complete business purpose in thégem text will facilitate a quick
approval.

3) The purchase requisition is received in Purchasing; Purchasing issues a purchase order
based on the requisition.

4) The product or service is orderedoy purchasing

10
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CONTACTING THE VENDO

Departments may contact tie vendor to check on the status of any purchase order with a status of
O!'6 j ADPOT OAAQS

@ Oracle Develeper Forms Runtime - Web: Open = FOIDOCH
File Edit ©Options Block Item Record Query Tools Help

(BYE ACEE-RT BEX @ S BB DR & &1 @1X
Document Type: ’FF Purchase Order Document Code: |FO056314 [7

Requisition Status Bid Status Purchase Order »2ams Issues Status

’m |? (=~ ’7 r (=1 0056314 ’7 r =

[ [ [ [ [ L

I B I I R U |- [ 1 0O

1 0O/ —— 0OFf nliE 1 0O/

[ [ [ [ [ [ [

L1 = - = [l = L1 =

Invoice Status Check Status Status Receiver Status

[tos49z47 = [118350 0= 1 = [roozezis e =

[ r [ [ L

I R L1 O U | I R B

C——— 0OV ——— 0O/ 0 C——— 0OV

[ [ [ L
[] = [l = [] = [] =

Asset Tag Status Asset Adjustment Status

fooizesss. [ - — [ =

TO0128856 (][ []

rooszaasy | —— O

Tovizesss | C——— 0O/

To0128859 [] []

rooizesen [ - —— OF=

%OA1T EA A 0OOAEAOA / OAAO 10i AAO AGEOOOh O11AOGO

been approved, and is not yet ordered.

Departments should never ontact a vendor with a purchase order number and ask that the order
be filled. This can result in the receipt of duplicate orders. Only Purchasing places purchase orders
with the vendor. Purchase Requisitions (PRs) are internal documents and PR numbensist never

be communicated to a vendor.

VENDOR PAYMENT

After a purchase has been approved, the vendor delivers the product or performs the service. An
invoice is then submitted directly to Accounts Payable for payment, based on the PO instructions.

When this sequence of events occurs, the invoice is approved by the department for payment by
completing a receiving document in Banner for goods, or responding to an Accounts Payable
! DPOT OAl Al AE1 £ O OAOOGEAAOh 10 AU EAT A OECITETC

The vendor is then paid by Account®ayable. A check is cut and mailed directly to the vendor.

11
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BIDDING AND SOLE S®RCE PURCHASES

As apublic institution, we have rules and regulations thatwe are required to follow that affecthow
a vendor is selected; .e.: when we must put a purchase out to bidutilize an existing price
agreement,when we can make a sole source purchasetc.

I OAEA6 EO A £ Oi Aih AAOAOOEOGAA AEA AEI O CiTAO
bid when the purchased gods and services will be over $8,000, unlessthe procurement is to be
handled in another approved method.The following also apply:

The Purchasing Department must issue a Request for Quotatioor fthe purchase of goods
over $10,000, butnot exceeding $8,000. The law prohibits the splitting of orders to avoid
bidding.

. We can specify a brand name item, but only to identify the level of quality or performance. If
a brand name is required (i.e. for parts compatibility), this must be documented and it is
then considered a sole brand procurement. This must still be bid unless we can document
that the brand is available from only one source, in which case we have a sole source
purchase.

f We are prohibited from writing specifications that restrict competition. Thismeans that we
cannot write our specifications so that only one brand of the item can meet the
specifications.

The Buyers in the Purchasing Department are available to assist you in developing specifications.
They have the experience and can assist you jiurchasing the goods and services that meet your
needs at the best available value.

Sole Source purchasing ispossible when the central purchasing officemakes a written
determination, after conductinga goodfaith review of available sources andletermining that there
is only one source for the required service or goods. UNM has forms on the purchasing webgite
request a sole source determination. See appendix 3 and 4.
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WRITING SPECIFICATNG TO PURCHASE WHATOU NEED

In developing specifications or a purchase, there are several areas that you should review.

PHYSICAL CHARACTERIES

Physical characteristics include size, shape, material composition, color, weight, utility connections,
packaging, etc. While these may seem to be very obvious, ttésone area where many problems
occur. Do not assume that every item similar to the one you want to buy is identical. Be specific
about the things that are important to you. If you are going to set something on the counter and
have 24", then state that theitem can be no larger than 24". If you don't state it, a vendor can
submit a bid with an item that is 241/8" and be considered responsive. It is important to identify
critical specifications. Purchasing cannot identify critical specifications you must. Do not assume
that since you have discussed your needs with a specific vendor and they know what you want, that
they will bid the item you want, even if the specifications are not complete. They may know, but
another vendor may bid exactly what is specifi@, at a lower price, and under the law we have no
choice but to award to the lowest responsible bidder.

PERFORMANCE SPECIRTTONS

The same concepts for physical specifications are true for performance specifications. Some areas
to consider are measuremen criteria, speeds, compatibility with existing equipment, ease of
operations, clarity of manuals, accessibility for maintenance, reliability, etc. If something is
important, state it. Do not assume that all items that meet the physical specifications wéllso have
the same performance specifications. In buying computers, if you plan on running specific software,
state that the bidder must guarantee the computer he is offering will run the software you plan on
using.

VENDOR/MANUFACTUREBRITERIA

There maybe things that the vendor or manufacturer is responsible for that are important to you.
Again, don't assume all vendors will offer the same service, delivery, etc. Things you may want to
state are delivery needs, availability of parts and service, warraigs, availability to technical
support, installation, stock levels, financial stability, references, etc.

ASSISTANCE IN WRITINSPECIFICATIONS

The Buyers in the Purchasing Department are available to assist you in developing specifications.
They have theexperience and can assist you in purchasing the goods and services that meet your
needs at the best available value. Our phone number is 22D36.
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REQUEST FOR PROPOSAUSE, PREPARATION\D EVALUATION

This article will assist you in understanding tle use, preparation, and evaluation of the Request For
Proposal (RFP). The information in [ ] refers to the appropriate New Mexico Statute Annotated.
(NMSA)

The Purchasing Department will generally use a Request For Proposal when factors other than
price and delivery are important in the procurement. An example would be the "Installation of a
Campus Fiber Optic Network." In this example successful experience installing a fiber optic network
is important. The cost of materials and labor is important. The alify to schedule and coordinate
the installation within zones with minimum disruption to the campus is important. There is also
some design work involved. Therefore it is determined that a Request For Proposal should be used
rather than an Invitation For Bid. The Purchasing Department makes the determination when a
Request For Proposal should be used. [1B-111 NMSA]

The basic sections of a Request For Proposal are Instructions to Offerors, Terms and Conditions,
Scope of Work and or Background InformationSpecifications, and Evaluation Criteria. Each of the
sections is discussed below.

INSTRUCTIONS TO OFRBRS

This section contains the basic instructions for submitting offers. It covers areas such as late
submissions, faxed submissions, taxes, alternate ef§, modifications, cancellations, rejection of
offers, and similar items. These instructions are the same for every Request For Proposal. A copy is
available from the Purchasing Department.

TERMS AND CONDITIONS

This section is required. [131-112 NMSA, 978] This section contains, at minimum, the UNM
Terms and Conditions that appear on the back of the Purchase Order, the conflict of interest
requirements, and all contractual terms and conditions applicable to the procurement. Other terms
and conditions may be insurance requirements, bonding, or subcontractor approvals required.

SCOPE OF WORK/BACKGBND INFORMATION

This section is optional. If there is background information about the University or the specific
project that will assist the vendor in providing a better offer, it is included. Purchasing develops this
section with the using department.

14



SPECIFICATIONS

This section is required.[131-112, NMSA, 1978] The specifications will vary based on the services
to be purchased. The specification section ust be directly related to the Evaluation Criteria
Section. Examples of specifications are performance criteria, work to be completed, experience,
qualifications of offerors, scheduling, delivery, references, financial information, service contracts,
and smilar items. This section can contain minimum specifications, meaning specifications that are
reviewed to determine if the offeror is qualified to submit a bid. These may include experience,
bonding capability, and financial status. Offerors that fail toneet the minimum specifications are
not evaluated further and are declared nosresponsive. The Buyers work with the using
department in developing this section.

EVALUATION CRITERIA

This section is required by law. The evaluation criteria must be identifee in the Request For
Proposal and the relative weight of the criteria must be identified. [13-114, NMSA 1978] A
simplified example is shown below:

Experience 25%
Quiality of Offeror 30%
Cost 25%

Schedule 20%

These criteria must directly relate to the gecifications. If you don't specify something, you can't
evaluate it. The weight of each criteria changes with each Request For Proposal. Each specification
should fit into one of the evaluation criteria. If a specification does not fit into your evaluatio
criteria, you have no method of considering the vendor's response to that specification and it
becomes a useless specification. The specification section is one of the more important sections of
the Request For Proposal and the quality of the specificatis will determine the quality of the
award.

ADVERTISEMENT

A Request For Proposal must be advertised in the legal section of the newspaper for a period of 10
days. [131-113 NMSA 1978] The legal ad will normally appear 3 days after the advertisement is
faxed to the paper. The minimum due date for a competitive solicitation is 14 days after the draft is
finalized. Generally, a Request For Proposal will have a due date of 2 to 3 weeks, but can be as long
as 46 weeks from the date that it is mailed out to ppspective offerors. The due date is determined

by the complexity of the specifications and the complexity of the information the vendor is to
submit.

Once the sealed offers are received, they are held until the time and due date shown in the Request
For Proposal. They are then opened in Purchasing. One individual opens the offers and another
individual records and witnesses the opening. The opening is not open to the public. The using

department is invited to attend.
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