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Chapter I - Policies and Procedures for Handling Bids 

 

1. Policy  

2. Bid Receiving Responsibilities 

3. Bid Receiving Supervision 

4. Bid Receiving General Rules 

5. Request for Proposal (RFP) 

6.   Recording of Bids  

7.   Decision-Making 

 
 

1. Policy  

 

It is the policy of the American University of Beirut to purchase goods and services (over a 

pre-set amount) and sell surplus material through the process of sealed bids.  Bids, also 

referred to as Requests for Proposal (RFP’s) and tenders, are accepted on or before the bid 

deadline during regular working days (Mondays to Fridays between 8 am and 1 pm) in one 

of two offices at the University as follows: 

 

For all bids administered by the AUBMC, Faculty of Medicine, Hariri School of Nursing, 

and Saab Medical Library (“Medical Bids”), bids are received by the medicine bid assistant 

(“bid assistant”) at Dale Home, Room 113, and the AUB telephone extension is 4738. 

 

All bids administered by AUB Campus are received by the bid administrator at the Office 

of Financial Planning (OFPB).  OFPB is located at College Hall, Second Floor, Room 218, 

and the AUB telephone extension is 2440. 

 

The bid administrator referred to below is the staff member handling bids received at OFPB 

under the direction of the director of financial planning and auxiliary services.  The bid 

assistant referred to below is the staff member handling bids received at the Medical 

Dean’s Office under the direction of the associate dean for clinical affairs. 

 

2. Bid Receiving Responsibilities 

 

a. The bid administrator or bid assistant is assigned the primary responsibility for 

receiving bid tenders and delivering them on bid opening date to the department 

concerned. 

 

b. In the absence of the bid administrator or bid assistant, the director or associate dean 

shall assign the duties to another staff member or assume them himself at his discretion. 

 

3. Bid Receiving Supervision 

 

The director of financial planning and auxiliary services is assigned the responsibility for 

the supervision and training of the bid administrator in the bid administration process.  The 

same is true of the associate dean as relates to the bid assistant. 
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4. Bid Receiving General Rules 

 

a. Bids must be submitted in sealed envelopes on which the bid reference number and 

bidder’s name shall be shown clearly.  The envelope should be sealed with the stamp of 

the bidder on the back or where appropriate.  

 

b. A pre-printed numbered receipt shall be issued for each bid that is received.  

 

c. Envelopes should not contain more than one bid.  When a supplier submits more than 

one envelope for a single bid, the number of envelopes received should be indicated on 

the receipt. 

 

d. If the same supplier submits more than one bid at the same time, one receipt shall be 

issued for each bid submitted. 

 

e. Upon receipt by the bid administrator or bid assistant, the bid envelope shall be date 

stamped “RECEIVED” on both sides, initialed, and the receipt number recorded on the 

space provided on the stamp. 

 

f. Bids received after the deadline and before the bid opening date, may be accepted at the 

discretion of the director of financial planning and auxiliary services or the associate 

dean for clinical affairs. 

 

g. No bids shall be accepted after the bid committee have met and have opened the bid 

envelopes. 

 

5. Request for Proposal (RFP) 

 

The requesting department may choose to post a request for proposal on the AUB website 

under the link of “Bids and RFP’s”, and inviting the related bidders to submit their tenders 

to AUB to the attention of the bid administrator or the bid assistant.  The bid invitation on 

the website includes: 

 

a. RFP name, reference, and description. 

 

b. Address for receiving the proposal documents. 

 

c. A link for posting any question related to the RFP and the answers for these questions 

(these are to be routed through the bid administrator or the bid assistant). 

 

d. A calendar for the RFP key events. 

 

e. Address for submitting the inquiries. 

 

The requesting department should schedule with the bid administrator or bid assistant the 

RFP opening date and time (for procedure followed, see Chapter II.4).  

 

Please refer to Appendixes I and II for details. 

 

http://www.aub.edu.lb/main/aub_files/Pages/bids.aspx


 Note: Requests for Proposal Covering Consultation Services: for RFP’s covering 

consultation services, the requesting department may include a “Calendar for Key 

Events” reflecting the due date for inquiries, for intent to respond, for pre-

qualifications, and for the RFP response date.  Inquiries received when sent to the 

department concerned are edited by said department to be worded generically along 

with the replies.  The generic inquiries and replies are then forwarded before the 

RFP due date to all the firms who had sent their intent to respond to the RFP.  All 

mentioned correspondence should be channeled through the bid administrator or bid 

assistant. 

 

6.  Recording of Bids  
 

a. The lists for bid schedules that are issued by Purchasing - Campus, Purchasing - 

Medical Center, Facilities Planning and Design Unit (FPDU), Physical Plant 

Department, AUBMC Plant Engineering, and Materials Management Department-

Campus (MMD - Campus), shall be kept by the bid administrator or bid assistant in 

separate files. 

 

b. The information related to bid invitations shall be entered into a spreadsheet by the bid 

administrator or bid assistant referred to as the “Bid List” (Appendix III). 

 

c. The list of bids delivered by the bid administrator or bid assistant to the related 

department on bid opening date shall be duly extracted by the bid administrator or Bid 

Assistant from the “Bid Log Sheet” (Appendix X). 

 

d. A list of receipts issued showing receipt number, date, and bid reference number shall 

be maintained by the bid administrator or bid assistant. 

 

7.  Decision-Making 

 

a. Authority to accept bids on the deadline date after regular bid receiving hours or after 

the deadline rests with the director of financial planning and auxiliary services or 

associate dean for clinical affairs. 

 

i. The underlying justification to accept tenders submitted late shall be what suits the 

best interests of the University.  

 

ii. General factors that may lead into such decisions are the reasonableness of the 

justification the bidder provides for the delay and the professional judgment of the 

director of financial planning and auxiliary services or associate dean for clinical 

affairs. 

 

b. In the absence of the director of financial planning and auxiliary services, the vice 

president for finance or his delegate shall take such decisions.  In the absence of the 

associate dean for clinical affairs, the vice president for medical affairs or his delegate 

shall take such decisions.   

 

c. The bid administrator or bid assistant will inform the directors of the departments 

concerned of all bids accepted after the deadline date. 

Back to Top 



Chapter II - Internal Procedure for Handling Bids 

 

1. Bid Invitations 

2. Receiving Bids 

3. Sorting Bids 

4. Opening Bids 

5. Extension of Bid Deadline 

6. Withdrawal of Tender Envelopes 

 
 

1. Bid Invitations 

 

a.  Purchasing Departments (AUB Campus and AUB Medical Center) 

 

i. The Purchasing Departments at both the AUB campus and AUB medical center, 

shall provide the bid administrator or bid assistant with a copy of the “Bid 

Invitation Letter/Request for Proposal” (Appendixes I and II) that was sent to 

suppliers.  It specifies, among other things: 

 

 Bid title (bid reference, description, and issuance date).  

 Bid deadline.  

 Bid submission address. 

 

ii. The bid administrator or bid assistant will prepare a “Bid List” (Appendix III) that 

specifies: 

 

 Bid reference and title. 

 Bid amount (when available). 

 Bid issuance date. 

 Bid deadline. 

 Bid opening date. 

 Relevant office attendant handling bids/RFP. 

 

The Bid List is a control sheet that covers all bids and is continuously updated.  An 

independent Bid List is kept for each department that is involved in bidding. 

 

b.  Physical Plant Department Campus and AUBMC Plant Engineering 

 

The Physical Plant Department provides the bid administrator with a copy of the “Bid 

Offer” (Appendix IV) that was sent to contractors.  AUBMC Plant Engineering 

provides the Bid Assistant with a copy of the “Bid Offer” (Appendix V) that was sent to 

contractors.  It specifies, among other things:  

 

i. Name of bidder invited (contractor).  

ii. Bid title [offer] (bid reference, description, and issuance date).  

iii. Bid deadline. 

iv. General rules. 

 

For other details, please refer to Purchasing (1.a) above. 



 

c.  Facilities Planning and Design Unit (FPDU)  

 

FPDU provides the relevant department with a copy of the ”Invitation to 

Tender”(Appendix VI) that was sent to contractors.  It specifies, among other things:  

 

i. Bid issuance date. 

ii. Name of bidder invited (contractor).  

iii. Bid [tender] title. 

iv. Bid deadline. 

v. General rules. 

 

For other details, please refer to Purchasing (1.a) above.  

 

d.  Materials Management Department (Campus) 
 

MMD – Campus provides the bid administrator or the bid assistant with a copy of the 

“Bid Invitation Letter” (Appendix VII) sent to suppliers.   

 

For more details, please refer to (1.a) above. 
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2. Receiving Bids 

  

Bids should be received on or before the deadline and within bid receiving hours.  Bidders 

are required to deliver bid/tender envelopes to the relevant office location in person, by 

regular mail or by courier service.  

 

When bids are delivered, the bid administrator or bid assistant checks the Bid List to 

establish whether the envelope is delivered on or before the bid deadline and within bid 

receiving hours. 

 

The bid administrator or bid assistant will apply the following: 

 

a. Collects the envelope.  

 

b. Issues a receipt (Appendixes VIII or IX). 

 

c. Hands over the white original receipt to the bidder and retains the pink copy. 

 

d. Date stamps it received on both sides of the envelope. 

 

e. Initials the face of the envelope in the space provided for initials on the date stamp. 

 

f. Records the receipt number on the space provided on the date stamp. 

 

g. Records the bid receipt number, reference, bid title, bidder name, and sample (when 

applicable), on the Bid Log Sheet (Appendix X). 



 

h. Places the tender envelope in the corresponding envelope.  

 

Important notes: 

 

 In case the item received does not clearly specify the bid title, bid reference, and 

contents, the bid administrator or bid assistant will refer the issue to the director of 

financial planning and auxiliary services or associate dean for clinical affairs for 

consideration and decision making.  

 

 For bids sent electronically, electronic files will be uploaded to a file depository on our 

server that is accessed by a password from both, the bid administrator or the bid 

assistant and the director of the department initiating the bid.  For control purposes, a 

receipt is allocated to each bid. 

 

 Bids submitted by fax or erroneously sent direct to the requesting department will not 

be considered or even acknowledged.  This statement should appear on all bid 

invitations. 

 

 Apologies may be received by e-mail at the following addresses: 

 

medbids@aub.edu.lb for medical bids and bidadmin@aub.edu.lb for all other bids. 

 

 In the event that a bid is received after bid receiving hours or after bid deadline, the bid 

administrator or the bid assistant should refer the issue to the supervisor for 

consideration and decision making. 

 

3. Sorting Bids 

 

The bid administrator or the bid assistant applies the following steps: 

 

a. Sorts envelopes when received, by bid title.  All envelopes that pertain to the same bid 

are put in one or more envelope(s). 

 

b. Sorts the Bid Log Sheet and extracts offers related to bids entitled to be opened and 

prints two copies of the related log sheet. 

 

c. One copy of the log sheet is kept on record with the bid administrator or bid assistant, 

and the other copy is given to the issuing department following signing by those 

attending the bid opening. 

 

The Bid Log Sheet is a control tool to check that all bids are received against receipts 

issued.  This is a tool to make certain that all bidders were issued receipts.  There is one 

central bid log sheet for all the departments bidding. 
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4. Opening Bids 

 

When scheduling for the opening of bids, the relevant department should be given at least a 

48-hour prior notice. 

 

a. Purchasing Departments (AUB Campus and AUB Medical Center) 

 

i. Purchasing sends to the bid administrator or the bid assistant the “Bid Schedule” 

(Appendix XI) that specifies the bids scheduled for opening. 

 

ii. The bid administrator or the bid assistant fills in the opening date section and the 

attendant’s name on the Bid List (Appendix III).  

 

iii. The bid administrator or the bid assistant locates the related bids, sorts the Bid Log 

Sheet by bid title, extracts from the Bid Log Sheet the list of bids requested by the 

related department, prints two copies of the extracted Bid Log Sheet, cross-checks 

the bid envelope contents against the related Bid Log Sheet, and initials the Bid Log 

Sheet as checked.  A copy of the extracted bid log sheet is attached to the envelope. 

 

iv. The director of financial planning and auxiliary services or the associate dean for 

clinical affairs intermittently verifies the contents of the envelope containing the 

bids against the Bid Log Sheet and signs both copies of the Bid Log Sheet, 

accordingly, as checked.  

 

v. The bid administrator or the bid assistant inserts both copies of the Bid Log Sheet in 

the A-3 size manila envelope, seals it, and stamps it with the relevant stamp as 

“Confidential”. 

 

vi. The bid administrator or the bid assistant carries the envelope containing the bids to 

the relevant director of purchasing or delegate. 

 

vii. The envelope containing the bids is opened in the presence of the relevant director 

of purchasing and the end user or their delegates.  

 

 The contents are matched against the related log sheet.  The bid administrator or 

the bid assistant fills in the date and reference number (when available) of the 

quotations on the related section of the log sheet. 

 

 The director of purchasing and the end-user or their delegates both sign as 

received on both copies along with the bid administrator or the bid assistant.  

 

 The bid administrator or the bid assistant, the director of purchasing, and the 

end user sign the main sections of the quotations. 

 

 The bid administrator or the bid assistant keeps one copy of the log sheet and 

one copy of the quotations for record purposes. 

 



 The bid administrator’s role or the bid assistant’s role ends here.  The associate 

dean for clinical affairs reserves the right to request the presence of the bid 

assistant in the full meeting. 

   

b. Facilities Planning and Design Unit (FPDU), Physical Plant Department (PPD), 

and AUBMC Plant Engineering (PE) 

 

FPDU and Physical Plant send the relevant department the bid opening date on the 

invitation letter sent on the issuance date (Appendixes XII, XIII, and XIV respectively). 

 

The same procedure followed under (4.a) above applies 

  

c. Materials Management Department (MMD - Campus) 

 

MMD - Campus contacts the relevant department and asks for a specific bid to be 

opened at a certain date. 

 

The same procedure followed under (4.a) above applies. 

 

5. Extension of Bid Deadline 

 

a. The departments concerned send a memo (Appendixes XV and XVI) or email requesting 

to extend the deadline of a certain bid. 

 

b. When bids received are less than three, the bid may be extended after contacting the 

department concerned.  The related department, in turn, contacts all potential bidders, 

including the ones who have already submitted bids, and who may, if desired, replace 

the already submitted bids.   

 

c.  The bid administrator or the bid assistant updates the bid deadline on the Bid List 

accordingly.  As such, the date extended should appear alongside the closing date. 

 

6. Withdrawal of Tender Envelopes 

 

Should a bidder decide to withdraw a bid already delivered to the bid administrator or the 

bid assistant, the bidder should: 

 

a. Come in person.  

b. Provide an official letter from the related company.  

c. Return to the bid administrator or the bid assistant the original white receipt that was 

delivered to him/her earlier.  

d. The bid administrator or the bid assistant attaches the original white receipt to its 

related pink copy and writes down “Envelope Withdrawn by Supplier” in the Bid Log 

Sheet.  
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APPENDIX I 

BID INVITATION LETTER - CAMPUS 
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APPENDIX II 

BID INVITATION LETTER – MEDICINE 
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APPENDIX III 

BID LIST 
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APPENDIX IV 

BID FORM - PPD 
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APPENDIX V 

BID FORM – PLANT ENGINEERING 
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APPENDIX VI 

FPDU INVITATION TO TENDER 
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APPENDIX VII 

MATERIALS MANAGEMENT SALE BID 
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APPENDIX VIII 

BID RECEIPT - CAMPUS 
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APPENDIX IX 

BID RECEIPT - MEDICINE 
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APPENDIX X 

BID LOG SHEET 
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APPENDIX XI 

BID SCHEDULE 

 

Bid Ref Bid 

No. 

Description Amount Issue 

Date 

Closing 

Date 

Opening 

Date 

Time Comments 

Purchasing Agent Name 

Bid Ref to 

the above 

Purchasing 

Agent 
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APPENDIX XII 

FPDU BID OPENING FORM 
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APPENDIX XIII 

PPD BID OPENING FORM 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Back to Top 

 



APPENDIX XIV 

PLANT ENGINEERING BID OPENING FORM 
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APPENDIX XV 

BID EXTENSION - CAMPUS 
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APPENDIX XVI 

BID EXTENSION - MEDICINE 
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