
UTFI Contract/Purchasing Process 
(Over $5,000) 

The UTFI department first 
contacts the UTFI Director 

of Contracts and 
Purchasing to discuss the 

purchase/event 

It is then determined 
which of the following 
courses of action are 

necessary: 
Bid 

Non-competitive 

In both a bid process and a 
non-competitive process, 

the UTFI department must 
first identify the source of 
funding for the purchase 

(E88, E17*, R01*) 
*If the funding is not an E88 cost 

center, the UT purchasing processes 
must be followed 



UTFI Purchasing Process 
(Over $5,000 – Bid)  

With the exception 
of non-competitive 
purchases, vendor 

selection will be 
based on the 

solicitation of price 
quotations from at 

least three 
vendors 

 

The UTFI 
department 

selects at least 
three qualified 
vendors to be 

included in the bid 
process 

The UTFI 
department then 

completes a 
request for 

quotation  (RFQ) 
document to send 

to the three 
vendors and the 
UTFI Director of 
Contracts and 

Purchasing  
(This document must be 
as specific as possible, in 
order to receive accurate 
responses/bids from the 

three vendors) 

The UTFI 
department then 
sends this RFQ to 
the three selected 

vendors with a 
deadline for the 
responses/bids 

included 



UTFI Purchasing Process 
(Over $5,000 – Bid)  

After the vendors 
have submitted 

their 
responses/bids, 

the UTFI 
department then 

compiles all of this 
information and 
submits it to the 
UTFI Director of 
Contracts and 
Purchasing for 

review 

The purchase 
award will be 

made to qualified, 
responsible 

bidders whose 
articles or services 

conform to the 
specifications, who 
can guarantee the 

delivery dates 
specified, who 

demonstrate an 
apparent ability to 

perform the 
proposed contract, 

and whose 
response 

constitutes the 
lowest net cost to 

UTFI 

The UTFI 
Controller and 

COO will approve 
any purchase 

award made, as a 
result of a bid 

process 

Once the bid 
process has 

completed, the 
UTFI contract 

process will be 
initiated, if 

required 
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