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�Introduction



	Bidding is a connective process. It allows Purchasing to send requisition requirements to multiple vendors, and from the returned quotations, select the best vendor for the purchase. For the process to run smoothly, the items and vendors for the items must be readily identifiable, and equitable policies must be in place enabling all viable vendors to fairly compete for the bid.



	Selected quotes should be readily available to the requisition and Purchase Order that initiated them. If quoted prices are valid through a specific time frame, they should be available for use on other Purchase Orders. And  just as importantly, terms and contract information should be stored along with their associated bids.





Overview



	The Seacat Bid Module is provided either as an add-on to the Seacat Purchasing System, or as a stand-alone module. 



The module has five main functions:



Gathering item information for bidding

Compiling lists of appropriate vendors 

Notifying vendors 

Selecting quotes 

Coordinating terms and contracts. 





	Additionally, the module provides sophisticated reporting about usage and the selection processes.





Bid Module



Gathering information

	

	The first step in creating a bid is to gather information on the items or types of items that you wish to acquire. If this information is already entered in the Seacat Requisitioning and Purchasing Systems, it may be copied directly to the bid module. Otherwise the data must be entered directly. 



	Bids should be specified by general information such as commodity type and specific description. Quantity can be entered; although, many vendors will automatically include unit pricing and quantity pricing as part of their bids. While commodity is usually generic, descriptions should be as specific as possible to avoid confusion.







Compiling vendor lists



	The system selects vendors based on which vendors are flagged as providing a given commodity. The system also keeps track of specific vendors. It notes such information as the number of times a vendor has been asked to bid and the number of times they have been awarded bids. Further information, such as vendors who never bid, or produce poor results, can also be recorded in vendor’s comment records and displayed.





Notifying vendors

	

	After all desired vendors have been selected and the bid updated, the Request For Quotations (RFQ) is produced. RFQs may be mailed or faxed depending on internal procedures. As bids are sent out the file is marked as “RFQ sent,” with the date and time recorded.



Selecting quotes

	

	As the quotations arrive, they are entered for each detail line and assigned a unique quotation and sequence number combination. Vendors often return quotations that include a unit price and a larger quantity price break on the same bid. These multiple-quotations are given the same quotation number, but different sequence numbers. 



	After all quotations are received, or the cut-off date reached, the vendor is selected from a customized, revisable list. Vendors can be selected that apply to all detail lines, or each line my have a different vendor. If the bid was generated from the Seacat Purchasing System, and different vendors were selected, the Purchase Order will automatically be split into multiple Purchase Orders when the bid is returned.



	Any quotation entered with an expiration date would also be available for use in subsequent Purchase Orders by simply referencing the commodity.



Coordinating terms and contracts

	

	Any terms, expiration dates, or contract dates are also entered on the quotation. Contracts can be built from a form template, built and stored as a word processing document, and attached to the quotation. Each detail line has its own quotation from each vendor.



	Graphical reporting is available to show vendors both by commodity and demographics.�.
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