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How do you purchase linen?

ⓘ Start presenting to display the poll results on this slide.



WHY CONDUCT LINEN 
BIDS?



What is an annual linen bid?
• Annually you, as a purchaser of vast amounts of 

linen, reach out to various linen vendors with 
your product specifications and have linen 
vendors bid on your business.  The linen bid 
should have a preset timeframe that the linen 
vendor is bidding for your business.

• Can have different award options
– Single award – One vendor wins all
– Multi-award – Different items to different vendors
– Consortium awards – Multiple vendors team up



Why conduct the linen bid?

• The linen bid achieves a couple key points
– Establish a price on linen for a pre-determined 

amount of time
– Standardize your linen specifications during the 

bid cycle
– Gives the vendor confidence that they have your 

business during the length of the bid period
– Linen comes to the laundry in a predetermined 

and orderly fashion



PREPARING FOR THE 
ANNUAL LINEN BID



Come to terms with your linen 
specifications
• The linen specifications that you determine will 

become one of the most important criteria in the 
bid process

• Details will be important for each piece of linen, 
the more specifics you have for an item it could 
potentially eliminate competition

• Remove any needlessly complex restrictions
• Do any specifications need changed or updated?
• Ultimately you turn your linen products into 

commodities that are non-distinguishable 
between vendors



Describe the linen 
specification for your regular 
white flat sheet

ⓘ Start presenting to display the poll results on this slide.



Your linen specifications
Item Description

Ok Flat Sheet White, 66”x114”, T180, Cotton rich
Better Flat Sheet White, 66”x114”, 180, 55 Cotton/45 Poly blend, white 

hem
Best Flat Sheet White, 66”x114” cut size, 3.25 oz/sq yd, ½” hems, 

T180, 55 Cotton / 45 Poly blend, non-resin finished, 
white hem thread, accordion folded

• Product weight
• Color
• Cut size
• Weave type
• Hand
• Button/snaps/ties



Collect Samples
• Ideally you should have samples from vendors 

that you have not validated a specific item before 
in the past to avoid a delay
– Avoid surprises during the bid

• Test your samples
– Thread count
– Weight
– Wash/dry test for shrinkage, color fastness, etc

• After the initial bid, encourage vendors to send 
the samples throughout the year to test



Prepare an estimated annual 
amount that you will purchase
• While not completely necessary, having an 

estimated annual purchase quantity will help 
give potential vendors an idea on your 
volume

• Take into account current linen stocking 
levels and adjust your estimated purchase 
quantity

• Determine the threshold for an item to be on 
the bid



Sample Bid Sheet



Design your bid rules/criteria
• Design a bid program that you feel will work for your 

facility
• For example

– A vendor must win a minimum number to win anything
– What payment terms do you want?
– What will the ship frequency be for a winning vendor?
– What if a vendor is bidding an item that is off spec?
– Will you, as a laundry be issuing winning item bids to one or 

multiple vendors?
– What period of time will be awarded?

• Have vendors specify the item number/SKU that they are 
using for their bid

• Send the rules with the bid!



Select your vendors

• Issue the bid to multiple vendors, not just the 
vendors that you currently use
– Smaller vendors are often times more willing to 

reduce their price to gain business
• Will you allow vendors to team up for one 

bid?
• Issue the bid documents with a due date for 

the bid (lock your spreadsheet)



During the bid process

• Entertain questions
• Give the vendors feedback on their items and 

if the specification will work



Closing the bid

• When the bid time window ends assemble your 
information
– With linen specifications being equal, price is the 

main determining factor
– List the linen vendors with all items that they have 

bid on, take a tally on the number of wins vendors 
have on a given item

– Identify the vendors that have reached your minimum 
threshold to be awarded

– Tiebreaker considerations





When your information is 
assembled
• Decide on which item(s) will be split between 

multiple vendors
• Tally the items (and quantity) that will be 

awarded to each vendor
• Notify all vendors the number of items they won, 

whether they hit the threshold to be awarded, and 
what items/quantities they will be providing

• Cut PO’s for the linen in the award period 
window, make sure to allow enough time for 
vendors to get their shipments from overseas





Post-bid award
• With the first order, validate the products match the 

sample/specification
– Be very detailed in your validation 

• Throughout the life of the PO, check incoming 
products

• Ensure that the deliveries hit the promised timeframe
• If you are changing an item, for example the color of 

surgery towel, take the time between bid awarding and 
first products received to notify the customers on 
upcoming changes



Throughout the award period

• Keep track of all issues by vendor
– Non-spec products
– Poor product performance
– Late deliveries
– Excessive backorders

• Do you want to have potential consequences 
for poor performance in future linen bids?



Pros and Cons of Annual Bids

• Pros
– Greater stability & 

availability
– Drive a much lower linen 

price
– Can diversify your 

vendor pool
– Can have as much or as 

little linen on hand

• Cons
– Issuing PO’s for a long 

period of time, you may 
not be able to take as 
much advantage of 
“good deals”

– Need to warehouse linen
– Requires planning



QUESTIONS?
Jason Hartsell
317-899-4050 x100
jhartsel@uhsmail.com
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