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Purpose:
The purpose of this procedure is to assure the confidentiality of competitive bids submitted by suppliers on price inquiries for the purchase of materials, equipment, and/or services.

Procedure:
  I.
Bids
A.
Written price inquiries will be sent to approved bidders requesting that their bids be returned in a sealed envelope addressed to Supply Chain Management, Gulf Power Company, 2200 W. Chase, Pensacola, FL 32505
1.
Quotations received in sealed envelopes and properly identified will be dated and filed unopened in the appropriate inquiry file.  Responses not identified by inquiry number will be opened, identified, resealed and filed in the appropriate file.

2.
If the bid due date is extended, all received bids will remain unopened until the revised due date.  All bid recipients will be notified of a bid due date extension.  Telephone notification is acceptable. 

3.
Faxed quotations will be accepted as original documents.  Faxed quotations will be placed in an envelope, sealed, dated and filed. .


B.
The entire bid package will be submitted to the appropriate buyer/contract administrator at the time all bids have been received or by the specified bid deadline.

C.
Bids received after the bid close date will be date stamped, marked as late and filed with the bid package unopened.  Exceptions will be explained and authorized (signature) by the Manager of Supply Chain Management.
 II.
Evaluation
The buyer/contract administrator will verify and evaluate all quotations.  If the requisitioner requires a technical review, the bids will be sent to the requisitioner with a return due date assigned.  The buyer/contract administrator will also meet with the requisitioning area as needed to review the quotations after his/her initial verification and evaluation.

III.
Price Information
Pricing information will not be released to a requisitioner prior to the buyer's/contract agent’s review.  Competitive bid pricing information is confidential and will not be released to a supplier.

 IV.
Award
The buyer/contract administrator will award the purchase to the successful bidder.
  V.
Procedure Contact

Steve Williams

Manager, Supply Chain Management
 VI.
Responsibility
It is the responsibility of the Manager of Supply Chain Management to ensure that the provisions of this procedure are followed.


_____________________________________
Vice President and Chief Financial Officer
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