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PURCHASING PROCEDURES MANUAL 6700E

INTRODUCTION

It shall be the goal of the Board of Education to focus on the educational welfare of
the students, in conjunction with seeking maximum value for each dollar expended. In
pursuit of this goal, the Board of Education shall purchase competitively, without
prejudice, all goods and services necessary to support the educational and auxiliary
departments of the district. The adoption of written purchasing policies and
procedures, in compliance with General Municipal Laws 103 and 104.b will help to assure
that these goals are met.

The objective of the procurement process is to obtain goods and services of the
appropriate quality, in the appropriate quantity, at the appropriate time, at the best
possible price, in compliance with all applicable rules and regulations. This Purchasing
Manual prepared at the direction of the Board of Education shall clearly establish the
Procurement Policy and Procedures governing the purchasing activities of the district
and shall serve as a guideline to meet these objectives. The cooperation of all involved
is essential for the efficient and effective operation of the procedures as outlined.

The following sets forth the procedures for the procurement of goods and services by
the district:

DEFINITIONS

Purchase Contract: a contract involving the acquisition of commodities, materials,
supplies or equipment.

Public Works Contract: a contract involving services, labor and/or construction
including, but not limited to construction, paving, printing and repairs.

GENERAL MUNICIPAL LAW

The Board of Education policy, based upon the General Municipal Law requires that
purchase contracts for materials, equipment and supplies involving an estimated annual
expenditure which exceeds $10,000 and public work contracts involving an expenditure
of more than $20,000 will be awarded only after responsible bids have been received in
response to a public advertisement soliciting formal bids. In determining the necessity
for competitive bidding, the aggregate cost of a commodity estimated to be purchased
in a fiscal year must be considered. Small orders of similar commodities or significant
underestimation of needs shall be considered an attempt to avoid the bid process.
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Names of all persons/firms submitting bids shall be read aloud .

Pricing submitted shall be read aloud and recorded by designated district
personnel.

Bids may be inspected at the conclusion of the bid opening.

Contracts shall be awarded upon approval of the Board of Education, to the lowest
responsible bidder as recommended by the appropriate district personnel in
cooperation with the Purchasing Agent.

Results of the evaluation of said bids will be available o the public subsequent to the
award by the Board of Education.

All bids shall be analyzed to determine whether the low bidder is "responsible”. The
Purchasing Agent shall consider:

» adequate expertise, prior experience with comparable projects, financial resources
necessary to perform the work outlined in the contract in a timely, competent and
acceptable manner;

» reliable past performance, products or services. Such factors indicating unreliable
past performance, products or services may include, but not limited to :
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inability to provide items as awarded in previous bids

inability to deliver materials or services in a timely fashion as required by
contract/bid documents.

the substitution of alternate items without notifying the district.

variance in any way from the prescribed procedures and/or specifications for the
performance of the service or contract without the expressed permission of the
district.

products which did not meet district standards as determined through its own
testing and evaluation procedures, whether conducted in-house or through third
party analysis and/or testing.

failure to provide independent test documentation to determine whether
substitute equipment or products meet or exceed bid specifications when such
testing is required.

failure or difficulty in providing proper certificates of insurance or performance
bonds where and when required.

use of subcontractors which provide inferior products or services.

failure to pr avide adequate references.

Loss of certification as qualified installation contractor from materials suppliers:
failure to provide samples of clternate bid items when requested.
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In the event there are two or more tied responsible bidders, the Board may make an
award to one of the low bidders or, in its discretion, it may reject all the bids and re-
advertise the purchase. In making an award in the case of tied low bidders, the Board
may give consideration to a local business or supplier.

Bid bonds or ueposits may be required, at the discretion of the Purchasing Agent, on all
purchase contracts. Deposits may be required for labor or service contracts.
Performance Bonds of one hundred percent (100%) of the bid price may be required for
contracts at the discretion of the Purchasing Agent.

Every bid shall contain the Non-Collusive certification, properly executed by the bidder,
required by Section 103-d of the General Municipal Law.

Minor deviations from specifications or compliance with bidding requirements may be
waived upon the recommendation of the Purchasing Agent. The Purchasing Agent, in
cooperation with appropriate administrators, shall determine all questions of
comparability or equivalency. Legal counsel may be consulted, if deemed necessary.

SUBMITTING A FORMAL BID REQUEST

A formal bid request must be submitted to the Purchasing Department as least one (1)
month before bid is to be opened:

» Requests for Capital Projects must be approved by the State Education Department
prior to being acted upon by Purchasing.

» Requests must be submitted with the assurance that the money is available for
materials and/or services requested.

» If funding must be obtained by budgetary transfer request, transfer must be

approved prior to submitting the bid request.

Specifications provided by the department must be submitted in a manner that is

clear and legible, preferably typed on 8 1/2" x 11" white paper., or forms provided

by Purchasing Department.

v

Requests must include the following:
Physical, chemical and/or electrical composition
Dimensions, tolerance and performance expected
Quantity or estimated quantity required
Time requirements
Suggested vendors
Approximate Cost
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Specifications for all advertised bids will be furnished to bidders by the purchasing
department, utilizing the vendor list maintained, upon request of bidder, and/or by mail
or phone.

The Board of Education reserves the right to reject all bids, but will not reject any bids
without a substantial reason, said reason shall be noted in the official records. The
award of bids may not be done in a manner that may be construed as arbitrary or
capricious.

EVALUATION OF PRODUCTS/QUALITY CONTROL

The acquisition of products for evaluation purposes is the responsibility of the
Purchasing Agent. When practical, bidders shall be required to submit a sample of their
product so that conformance with specifications can be ascertained. Such testing must
be coordinated and documented by the purchasing office. When a low bidder proposes
an alternate as "equal" to that specified, it is the responsibility of the Purchasing Agent
in cooperation with the appropriate administrator, to determine whether the proposed
substitution is, in fact, an equal. Such decision shall be based on evaluation by the user
and the Purchasing Agent. Documentation shall include all related data.

The materials or supplies actually received may be tested, on a random sampling basis,
to determine if the quality of the product continues to meet the standards established.
The Purchasing Agent shall be responsible for obtaining the best quality product at the
most reasonable price while also considering the ultimate use of the product.

MINIMUM AMOUNT PURCHASE ORDER

The minimum order shall be $50.00, however, it is recommended that to facilitate
timely delivery of items, orders should not be generated for less than $100.00.

Exceptions shall be specialty publications, dues, textbooks or other situations as
approved by the Purchasing Agent.
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PREPARATION OF PURCHASE ORDER

The purchase order should include but not be limited to the following information:

- Description of item requested - Delivery instructions

- Quantity required - Discounts as appropriate
- Code to be charged - Ship to information

- Vendor number - Bill to information

- Date - Unit price

- Signature of budget supervisor - Total price

- Bid, contract number

- In no circumstances are Purchase Orders to be mailed directly to supplier
without first routing through the Purchasing Office

PROCESSING OF PURCHASE ORDER

When the purchase order is prepared, forward the complete set (four copies) to the
purchasing office. When approved by the Purchasing Agent and encumbered, the
following procedure will follows:

White (Official) - returned to ordering location

Pink (Vendor) - mailed to vendor

Yellow (Business Office) - Retained by the Purchasing Office

Goldenrod (Location) - Returned to ordering location

Blue - retained by location as record of order - do not forward to purchasing

BLANKET ORDERS

In the case of an order for which a firm price cannot be obtained at the time the order
is placed i.e. repair work, an estimate will be obtained and noted on the purchase order
stating that it is an estimate and the final cost is not to exceed the estimate.

If the cost of repair of an iierr exceeds 75% of the cost to replace the item, the

Purchasing Agent h.ay, in cooperation with the appropriate administrator, and within the
approved budge, authorize the purchase a new item in lieu of repair.
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CONFIRMING ORDERS

'\'_}:_

‘:-’

A verbal order, subject to subsequent confirmation by a written purchase order, may
be given in cases where necessity for immediate action exists. Such a deviation from
"normal" must have a very limited use. Lack of proper planning will not be considered
a valid reason for this process.

A confirmation order must be issued immediately. This order shall follow the same
procedures as other orders but shall have priority so that the vendor will receive
the order without delay. The order shall be marked: CONFIRMATION OF VERBAL
ORDER (DATE) -- DO NOT DUPLICATE.

The district will not be responsible for orders placed in this manner unless a
confirming order has been cleared through the purchasing office.

INSUFFICIENT APPROPRIATIONS

v

Lo

Purchase order will be returned to Budget Supervisor for adjustment i.e. deletion of
items, transfer of funds

Adjusted purchase orders should be re-submitted

Requests for transfer, if required, should be attached to the front of the purchase
order.

RECEIPT/PAYMENT OF PURCHASE ORDERS

Upon receipt of goods/services the Budget Supervisor or his/her designee
requesting said goods/services shall assure that same has been received and meets
the terms and conditions as stipulated in the order.

These documents together with the Purchase Order shall be forwarded to the
Accounts Payable Department in a timely manner, for payment. Any deviation in the
amount of invoice from the amount previously encumbered should be verified,
documented and/or corrected prior to submitting to Accounts Payable for payment.
Failure of vendors to make promised deliveries or to deliver acceptable product shall
be reported to the Purchasing Agent in a timely manner.

CANCELLATION OF ORDER

}

Memo of cancellation containing reasons for action shall be forwarded to the
Purchasing Agent. Signature of budget supervisor must appear on a memo. If
purchase order is to be closed out, original must be returned with memo.

Revised: 11/06
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QUOTE / BID LIMIT GUIDELINE
For Goods Not Covered by Bids/Contracts
County, State, BOCES Caoniracts

Quotes / bids should be used only when all other means of purchasing have been exhausted. Quotes - must be obtained for all
purchases under the bid limits listed below. Limits are total cost of similar items to be purchased in a fiscal year — not per

purchase order. Quotes wili be processed at the discretion of the Purchasing Agent.

DISTRICT-WIDE PURCHASE CONTRACTS BELOW 510.000

Less Than $100.00 No guote required unless requested by the Purchasing Department.

5101 - $500 Three verbal quotes, to include all vendor discounts and fees.
Paperwork to be completed by budget supervisor, at their location,
Documentation must be attached to Purchase Order.

$501 - 53,000 A minimum of three written quotes, to include all vendor discounts and fees. Documentation form will be
made available by the Purchasing Department. Paperwork to be completed by budget supervisor at their
location. Documentation must be attached to Purchase Order.

£3,001 - $10,000 A minimum of three written quotes to be solicited by the Purchasing Department. Specifications and vendor
list to accompany request for quote.

ANY PURCHASES OVER $10, 000.00 REQUIRE THE PURCHASING DEPARTMENT TO GO OUT FOR A FORMAL BID.

DISTRICT-WIDE PUBLIC WORKS CONTRACT BELOW §20, 000

ALL PRICE QUOTES FOR PUBLIC WORKS CONTRACTS MUST CONTAIN A PREVAILING WAGE SCHEDULE.
PLEASE CONTACT THE PURCHASING DEPARTMENT FOR PREVAILING WAGE SCHEDULE INFORMATION.

Less Than $3,000 A minimum of three written quotes, to include all vendor discounts and fees. Documentation form will be made
available by the Purchasing Department. Paperwork to be completed by budget supervisor at their location.
Documentation must be attached to Purchase Order.

$3,001 - 20,000 A minimum of three written quotes to be solicited by the Purchasing Department. Specifications and vendor list
to accompany request for quote.

PAYMENT TO VENDORS WILL NOT BE PROCESSED WITHOUT CERTIFIED PAYROLL.
ANY PUBLIC WORKS CONTRCT OVER $20,000.00 REQUIRES THE PURCHASING DEPARTMENT TO GO OUT FOR A
FORMAL BID.

Quote Documentation - Please use Quote Documentation Forms when documenting any/all quotes. Attach one (1) copy of the
completed form to the back of each of the following pages of the purchase order:

White Official Copy

Yellow Business Office Copy

Indicate the date of the quote and “AS PER QUOTE” in the appropriate box on the purchase order prior to forwarding to the Purchasing
Department. . Quote Documentation Form must be attached to all purchase orders issued when quotes have been obtained. Any
questions, please call the Purchasing Department.

Please not= that catalog prices are not firm, therefore, the invoiced price may differ significantly from the price listed. It is recommended
that you fax or phone the vendor for current pricing, rather than using the prices in the catalog. Please be certain that the price(s)
quoted includes freight and inside delivery to your location.

*The Purchasing Departiment may request quotes on items that are similar or related to items that may be found on
NYS/County/BOCES or Sachem bids.
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The fﬂ"uwing are some basic princip]cs o i-ﬂ:l:p in mind in connection with this :Iccptiun to comperitive bidd.ing:

+

' EMERGENCY EXCEPTIONS
TO COMPETITIVE BIDDING

There gencrally must be a present, immediare and
existing condition creating an imminent threat or danger
to public property, or the life, health, safety or property
of the residents of the political subdivision. The
situation generally must require such immediare action
that a further delay to comply with competitive bidding
requirements is so detrimental to the public interest that
it overcomes the strong public policy in favor of
competitive bidding.'

Since the simarion must be unforeseen, it is doubrful
that a political subdivision may invoke the emergency
exceprion when a situarion was avoidable, or is the result

of inaction, lack of planning or dilatory conduct an the
part of local officials.”

Since the situation must require immediate action which
cannot await competitive bidding, local officials may
not be able to justify the declaration of an emergency
when they do not take prompt acrion once the accident
occurs or the unforeseen occurrence or condition arises,
with the result that a contract is entered after a passage
of time during which they could have sought competitive
bids.?

It appears that the exception generally does not apply
to a contract for services for a term beyond the
reasonable limits of the existence of the emergency
situation.® Similarly, in the case of an emergency
involving the acquisition of commodities, the political
subdivision generally should acquire only that quantiry
necessary to address the emergency situation. In the
case of an emergency involving a capital acquisition,
the political subdivision should consider cost-effective
options (e.g., a short-term rental) for temporarily
acquiring the item to address the emergency, before it
applics the exception for a purchase of an item having a
useful life well beyond the end of the emergency
situaton.

Subdi\’isiun 4 of section 103 sets forth an exceprion to the competitive bidding
requirements of that section for public emergencies. There are three criteria which
must be met in order to fall within this exception: (1) the situation must arise out of
an accident or other unforeseen occurrence or condition; (2) the circumstances must
affect public buildings, public property or the life, health, safety or property of the
inhabitants of the political subdivision or a distriet therein; and (3) the situadon
must require immediare action which cannot await competitive bidding. The
determination of whether an emergency exists is a question of fact to be determined
on a case-by-case hasis,

#  Section 103(4) does not prescribe the procedures for
declaring an emergency for competitive bidding
purposes. However, whenever possible, the appropriate
body or official, before obtaining the goods or services,
should formally declare an emergency, setting forth the
facts upon which the determination is based. When a
prior formal declaration is not possible under the
circumstances, the appropriate body or official, after
the fact, should document that the procurement was
made pursuant to the emergency exception and set forth
the facts supporting the determination of emergency.
These procedures may be made parc of the political
subdivision’s procurement policies and procedures.’

4+  Although competitive bidding is not required when an
emergency exists under General Municipal Law,
§103(4), the political subdivision must comply with
the quotation or proposal procedures provided for in
its procurement policies and procedures, unless the
policies and procedures set forth an exception, in the
public interest, for certain emergencies.

' {1981 Opns St Comp Mo. 81-224, p 241; 17 Opns S¢ Comp, 1961, p
470 see 40 Holding Co. v Diamants, 215 AD2d 383, 623 NYS2d od4;
Ciry of Mew Yodk v Unsafc Building, 113 Misc 2d 246, 448 NYS2d 938;
Scyen So, Main v Common Council. 95 Misc 2d 596, 408 NY52d 267).

! {see, e.g. Bodin v Di ing. 38 Misc 2d 362, 238 NY52d
2; Grimm v Cigy of Troy, 60 Misc 2d 579, 303 NYS2d 170: CSEA v
O'Roucke. 173 Misc 2d 460, 660 NYS2d 929; 1978 Opas 5t Comp No.
78-780, unreporeed; of. MYS Association of Plumbing v Egan, 86 AD2d
100, 449 MNYS2d 86 affd 60 NY2d 882, 470 NYS2d 367; Seven So. Main,
supra).

(1968 'Cipns 5t Comp MNo. GB-4 18, u'rc‘p:‘lr‘[{d;bﬂ.t[itl:-s_gsh_s-g._miiu.
alm 4M Holding, supral.

Y (Caruce v Ciry of Utica, Supreme Court, Oneida Counry, Feb. 2, 1977,
Tenney, |., affd 60 AD2d 747, 400 NYS52d 602 app dsmd 44 NY2d 814,
406 NYS2d 293)

* (1979 Opns 5t Comp MNo. 79-9, unreported; General Municipal Law,
§104-b[2][a]; OSC's Financial Management Guide for Local Officials,
Subsection §.3020).

* (General Municipal Law, $104-b[2][b], [c], [F]; ©25C’ Financial
Management Guide for Locl Officials, Subsecrion 8.3020). <
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