
HCESC CO-OP 
PURCHASING Overview of our Website 

and our Awarded Bids

Available to all 
Co-op Members!



Types of bids the HCESC has available:

Market Basket Bids - 
Items listed in the bid booklet are priced for the life of the contract.  These items offer 
the deepest discount(s) available.  Additional items not specifically listed are offered at 
a percentage discount off MSRP pricing.

Catalog Bids - 
These bids offer the widest variety of products available all at a percentage discount 
off MSRP pricing.

Service Bids - 
These bids allow for various services to be offered on a time and material basis.  
Hourly rates are declared and materials are offered at either a percentage off or 
mark-up on MSRP pricing.  Vendors are always required to adhere to N.J.S.A. 
34:11-56.25 et seq.

● Market Basket Bid

● Catalog Bid 

● Service Bid



Homepage
http://purchasing.hcesc.com 

Purchasing Main Page 

Vendor Information - Quick guide to bids and awarded 
vendors). 

Bids by Vendor - Quick reference to look for a particular 
vendor and what bid(s) they are on. Each bid name is a live link to 
the bid itself.
Both the Vendor Info and Bids by Vendor are dated documents 
they are updated frequently, so if you print for a reference make 
sure you have the most recent version.

Current Bids & Documents - Hover over tab or click 
on tab and two options appear.  Bids and approved vendors (list of 
all bids that are available to our members each name is a link to 
the actual bid),  and Vendor Documents (required documents).

Center Box - Alerts and new information.

Promotional Flyers - Flyers are there to see what vendors 
have to offer and what bid they are on. 

Newsletter - Quarterly newsletter to let our members know 
what is new, or what bids will be coming in the near future.

http://purchasing.hcesc.com


Bids and Approved 
Vendors - 

(This is located behind the tab
 “Current Bids & Documents”)

All bids that are available to our 
members are listed here (alpha order).  
No login required.   Each name is a link 
to the bid to be viewed, downloaded or 
printed out.

The Fuel Bid is the only bid that has a 
participation fee of $50 per year to use 
ALL other bids are free to use!



Vendor Documentation:

On our homepage, 2nd tab at the top labeled:

Current Bids & Documents - 
2 links will pull down:

Bids and Approved Vendors
(alpha list with links to  all bids). 

& Vendor Documents
(required documents for each vendor).



Bid Cover

Award Details - This is very important to review before placing an order.

Here you will find awarded vendors and their contact information, Additional 
Discount Schedule, Shipping/Return info (if any) and any exceptions.  Some 
vendors have their own vendor bid # this will be listed on the cover as well.

Booklet Pages (Market Basket Bids Only) can be accessed from the cover. See 
next screen to see what a booklet page looks like.

Exclusions, Return Policy, Terms & Conditions as well as shipping charges 
would be posted on cover.

For all of our bids it is best to state in the body of PO “Prices per HCESC 
Cooperative Bid # and name of bid” and put their vendor # if it applies.

Catalog Bid Cover

Catalog Bids will have a Discount Schedule % 
off for each Brand/Manufacturer they were 
awarded, and a Price List (which will either be a 
list price or a discounted price based on % off).



Bid Booklet 
(Market Basket bids only)

This is a snapshot of the booklet 
for Office Supplies Bid #196.

● Name of the item
● Description
● Vendor name
● Price listed is the discounted 

bid price per unit of measure 
(UOM)



Creating orders through 
our Purchasing System: Market Basket Bids are the only bids that 

can be created in our purchasing system.

This requires an administrator/approver to 
call us so we can set them up in our system.

Once this is done staff members would be 
able to register themselves choosing their 
designated approver.

If you are interested please reach out to us.

List of Market Basket Bids:

● Art/Craft Supplies
● General School Supplies
● Health/Sport Medicine Supplies



HCESC
Questions? Reach out to Lisa:

(908) 439-4280 x 1474

lperry@hunterdonesc.org


