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Review of Purchasing and Contract Procedures!
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Checklist for Purchasing and Contracts |

\
\ 3
v Obtain quotes, bids or RFP responses if necessary (handout EXHIBIT A, Purchasing Table},

v Quotes

v Bids

» Prepare a Recommendation memo, contract coversheet, and contract agreement to Purchasing
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What is the Timeline/Approval Process for Purcha

Lead Time
Contract: 4-6 weeks
Bid: 6-8 weeks

RFP: 12 weeks (allows 3 weeks for vendors to respond)

» Submit contract 4 - 6 weeks in advance to Purchasing Department {Tamimy S
» If RFP required, assume additional 6 weeks lead time

» Asst. Superintendent approval (3 weeks prior to BOE meeting)

» Attorney for the District (Legal review, 2 weeks prior to BOE meeting) L
rd
-
» Board Clerk submits to Board of Education (a week prior to BOE‘mée/ting)
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Are Quotes Required?

Verbal Quotes Written Quotes

' Number of Quofes Required 0 3 3

Purchase Contraets .
Under $1,000 NO |
$1,000 - $2,500 _ Vs
$2,501 - $20,000 YES

Public Work Contraets |
Under $5,000 ] NO |
$5,001 - $10,000 _ “Vis
$16,001 - $35,000 YES

Professional Services L
Under $10,000 _ NO
$10,001 - $20,000 YES 7
. o
NOTE: Verbal quotes need to be documented (vendor name, date, tim_g,:c’é:ltact an
~
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Bid or RFP Required?
RFP or Bid
Required

|Purchase Contracts | -

$20,001 and over _ YES

Public Work Contracts |

$35,001 and over YES
Professional Serviees |

$20,001 and over YES

If RFP required, allow lead time of 12 weeks for contract approval (allows 3 weekff?;; ver
-
5
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Exemptions From Competitive Pricing

> ltems purchased from state contract do not require quotes.

» Require supporting documentation {i,e,, NYS contract number - have vendor provide pages to su}g
their bid is active and covers what is being ordered),

» Purchases for items from sole source providers must provide supporting
documentation.

> Documentation clearly states the reasons which qualify the purchase to be made on a sole sourc
A vendor cannot simply declare sole source to eliminate competition.

3 » purchases through BOCES
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Are Contracts Needed for Every Service? |

Generally, the answer is YES, \

If services are under 510,000 and have a low frequency of deliverables, consul\: 3
with Tammy Smith in the Purchasing Department to determine if contract reqd{'ré :

However, a detailed quote/proposal may suffice in place of contract in certain
instances.

» Are services < $10,0007
> Low frequency of deliverables? (1 or 2 times for the year)
» Fingerprint clearance required? (if more than 5 days of direct student contag

» Even though a contract may not be required, sometimes it is in the Districk
interest to have one to assure that a service is “locked-in.”
/’//I’
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Contract Package
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» Contract Cover Sheet and Measurable Results \

» The BOE carefully reviews measurable results and expects you to track them and report resu}
if you wish to renew a service with the same vendor {year-to-year),

» Standard Contract Agreement

» Fingerprint clearance
> Certificate of Insurance Liability (provided by vendor if required)

> Supplemental information (i.e., appendix, budget detail, proposal, quote)
-
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Contract Cover Sheet .

Crry ScHnoL DITRICT OF ALBANY Addillonal Tafsrmuilon Relatleg o Insiraclional Codtructs
Conlniciy Brbrliind Forme
Ay Nomt trateghe Dircetlon ik Trum be
Tlrwe Perdud £ oal rart throgh .
Uit Acsninis . Number ur
Fanding Sou e L hudsraf Fund) Trohd, = Pua prne vl Cmbrpuea of |
Prlnisary Sewrlcin Lo be Fravidal Thisigh (hiy Contrael
1 Contitming Ordey, ph
————
oy o "

o

Torok BinkaN, Kerr. AOPOUNIFE b Hiruasti {0 At i)
A LR NNIN, AL AR IEI N

O Acoapred ] Mok Aspepted

[ Wi

Commars; [,
WUt 2. N4, REMEANT RPLANTEIMN? fon Boinrnn doims 1D M1 aemicasia) T—
[ Accegied [} Not hovepted [ Addilsial Intotamllon Scriion Compleled Byt

—oeR— T

[

Btrutegle Dlreetiong
A lnenn

d ¢l J
JrirAry I, awt rweid, Arianney san e Beinn) u‘l soned dtpmathndly mimse tha bl ment pap.

n MI:““ | B} T
kil dcvelopmem, ehale ind quality,
£ detoel 1 3t petet 1] ‘maww Treplly o -.‘-n. q‘" » iuTil, sonodatlod
Commeats: o

Tiwrerss g ol
oz Bigp st and oy
E hosidea ized sdp ool

T = wnd commistion,
O ok forBovd Apfeoral
o y

asarn s y

FConfrming Opderatalus il st wevkvs sy by,

[4
Uy S Dt
Hibany

Instructional Measurable Results
Examples:

» Q1 attendance rate of program participants will be at least 2% higher compared
participants. }
> Qi grades in core Math classes will be at least 3 points higher among program paré\'
compared to similar students who did not participate.

L » Overall reduction of student suspension by 10%,
L > Increase parental involvement in all school programs by 10%.
» Maintain student attendance at 95%.
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