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Today’s Focus

Today you will learn about:

Who is responsible for Today’s Speakers

developing the Jim Jasiewi
procurement record Im JaslewiCz

Why you need it Elizabeth Gocs
When it should be used
What it includes
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Who Is Responsible?

The person that is conducting
the procurement and getting
the approvals is responsible
for creating and maintaining
the procurement record.

It's you that’s responsible for the
procurement record...

Contract manager

Purchasing agent
Office manager
Procurement professional
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Why Do You Need a Procurement Record?

« State finance law requires you document your process for the
record (Article Xl, Section 163, 9g & 1f).

 This applies to all procurements and must include a
procurement record checklist.

« This includes documenting the decisions made and the
approach taken.

 This record serves as the basis for both the Office of the State
Comptroller (OSC) and your review/approval of the contract
award.

What the documentation you use looks like depends on

the type and complexity of the procurement.
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When Does a Procurement Record Begin?

3. Release
Solicitation

2. Develop the
Solicitation

You should ] :
1. Choose the

start your Procurement

record with Method

your

beginning

thoughts on 4. Bid Opening

doing any & Evaluation

procurement.

6. Contract
Admin &
Maintenance

5. Award &
Implementation

Purchasing Forum
& Trade Show

:f NEW YORK
STATE OF
ooooooooooo




May 18 & 19, 2016 6

Remember: When Choosing the Procurement
Method Use the Order of Purchasing Priority

State finance law requires government to follow a ‘ 4. Conduct
process to make purchases. ‘ Your Own
3. Use Other Procurement
y Agency- - IFB/RFP*
2. Use OGS Established - Discretionary
Centralized Contracts spending*
1. Buy From a Contracts « Piggybacking
Preferred « Commodities
Sources* . Services

» Technology

*There’s a forum class on this!
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What Does a Procurement Record Show?

It should demonstrate the following, but is not limited to:
« Aclear statement of need (Why are you doing this?)

« Adescription of the required specifications governing performance and related
factors (Did you define the need?)

« Areasonable process for ensuring a competitive field (Usually the more the
competition, the better the result)

- Afair and equal opportunity for offerers to submit responsive offers (Does it
create openness and fairness?)

« A balanced and fair method of award (Did you create the ability for the vendor
community to be responsive with a fair evaluation process?)

« A determination of vendor responsibility

« Other decisions made during the procurement process (Show what you did and
why)

NEWYORK | Pyrchasing Forum
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Procurement Record Best Practices

* It should include hard copy, soft copy, memos, documented
decisions, etc.

« Even though each procurement is unique, it should follow a
logical order.

* File names must use a clear and logical file naming convention
on all electronic documents.

« Complete and well organized procurement records improve the
guality and efficiency of management approval.

 As time passes, this record tells the story of your procurement
for staff changes, audits, future procurements, etc.
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Common ltems Documented in Your Procurement Record

Phase Examples

Pre-Bid * Document statement of need
» Determine your procurement method
» Establish MWBE, SDVOB, etc. goals
» Develop the solicitation (method of award, scope, etc.)
« Advertise in contract reporter

Evaluation * Ensure all required forms were submitted with bid
+ Document evaluation process followed (administrative, technical, financial)
« Conduct vendor responsibility (VR) review

Award « Send contracts to awardees for signatures, if applicable
« Obtain all internal contract/award approvals
* Encumber funds
» Debriefing opportunity

Contract « Communications — web postings, announcements, etc.
Management  SFS and notification documents
» Contract updates

Purchasing Forum
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Example Procurement Record

PR/Award #:

Bid Open Date:

Group #:

Description:

Project Lead:

IFB Solicitation Type

I 1abeled below,
then required. If
blank then
disregard
FE|
FE|
FE|
FE|
FE|
FE|
FE|

;,
m
[ oo [w]w] w o[l w[w[w]wlwlw[wwlw[W]-]-]-]F mriams

@
[Je]w]=[rlale]

|Check box below when item is complete.
| |Statement of Need (Business Case); ie., Agency Specific Purchase Requisition or Filed Price Requirements, etc.
Estimated Contract Value/Quantities

Sales Report(s) from Current Contractor(s) Reviewed (If applicable)
NY5Pro Survey Results - Review Custorner Recommendations
Prevailing Wage Rates Schedule from DOL (If applicable)

MWBE Goals or Determination of Zero Goals

Solicitation Documents

‘Obtain Team Leader Approval

‘Obtain OGS Counsel Approval (If applicable)

‘Obtain Assistant Director Approval (If applicable)

‘Obtain Director Approval (If applicable)

‘Obtain CPO Approval (If applicable)

‘Obtain Commissioner Approval {If applicable)

stc.) w/Bid Document {If applicable)

as Guidance Documents {note here)

Agency Concurrence (DOT, State Poli
Used Appropriate Template/Contra
Documentation the Agency has determined its in the best interest of the State to Procure from this particular
vendor (Single Source only)

Documentation why vendor is the only viable source (Sole Source only)

| |Contract use request (Agency)

Use "Piggyback” Agreement as template for solicitation
Approval to use contract to Piggyback on (Piggyback Only)

| |Statewide OGS approval form

Create Evaluation Team
Create Evaluation Procedure before bid opening
‘Conducted Evaluation Team Review (If applicable)

:A[[ Early Engagement Documents (IT only)

All RFl and RFC Documentation
‘Contract Reporter Ad

| |Ceontract Reporter Amendments

Update Memos and Associated Documentation

Complete Section 1 of Encourage NS form (see Excel tab)

Indicate if Hard
copy (HC), Soft
Copy (5C), or
Both.

Pre-Procurement Key
Components:

 Statement of need

 Estimated contract
values

« MWBE goals

« Solicitation documents
« Approvals

« Evaluation materials

« Contract reporter ad &
amendments
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Example Procurement Record

PR/Award #: 0 Bid Open Date: January 0, 1900
Group #: 0 Description: 0
Project Lead: 0 Column A: add solicitation type as noted
Additional edits in blue as noted
IFB Solicitation Type
4 d c
Iflabeled below, | % Hl_'a:_(:;pr:a
then required. I | O '
blank then o Caopy (5C),
disregard | Check box below when itemn is complete, or Both.
IFe[ 3| |MWBE Utilization Form
Fe[3 ] |MWBE 100
IFe[ 3| |Appendices (Listed below)
FB[8| |Documentation of Follow up with Non-Bidders (requirad for 2 or Less Bids)
IFB[3 | |Restricted Period Letter(s) for Continuous/Periodic Recruitment, (If Approved)
FB[ 3| |Additional Designated Contact Letter(s) - Continuous/Periodic Recruitment, (If Applicable)
Fe[3| | Surveys of Non-Bidders (Used for 2 or less bidders)
-[57 13 Signature Pages for Periodic Recruitment, Contract Pages, (Date of Signature)
FEB| 5| [|Workers Compensation Form(s) Received
FE[5| | Disability Insurance Benefit Form(s) Received
FB[ 5| |All ather insurance requirements as outlined in solicitation
FE[ 5| |SVRQ(s) Received
FB[ 5| |5T220-CA(s) Received
-5 Appendix E Fully Completed received/correct, (If applicable)
-7 |Reseller Agreement(s) Received, (If applicable)
FE[7| | Agency Concurrence Form of Award Recommendation, (If applicable)
FB[7| |Brief Management of Award Recommendation
FB[ 7| [Manufacturer/Supplier Certificate(s) (if applicable)
FB[7| |Computation of Bid Results (Bid Tabulation)
FB[ G| |Create Procurement Record Memo (Previous OSC Mema)
FB[7 | |Create Contract(s) with Counsel (If Applicable)
FB[4| |Copy of original Contract Price list (if applicable)
FE[2| |Administrative Review Surmmary (if applicable)
FB|2| |Technical Review Summary (if applicable)
FB[2| |Financial Review Surnmary (if applicable)
IF& Complete Section 2 of EncourageNY5s form (see Excel IabJ

Appendices Names:

Evaluation Phase Key
Components:

« MWBE documentation
e Surveys

e Forms

* Appendices

* Bid results

* Administrative, _
technical, and financial
summaries
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Example Procurement Record

PR/Award #: 0

Bid Open Date: 1/0/1900

Description:

Project Lead: 0

Solicitation Type

5

[~[w

|,;_ |,_.| ._.| ._.| ._.| .-.| .-.| .-.| -—«| ru| ru| ru| ru| ru| ru| ru| ru| .x:.| .x:.|,¢.|ap|0;| qn

Check box below when item is complete.

Tentative Award Letters
Mon-Award Letters

DED Omnibus Procurement Act form(s) sent to DED — file copy (If applicable)

Contract Letter(s)/Pdata(s)

P-data Encumbrance/SFS Contract Request Form(s)

Vendor Responsibility Profile(s)

Vendor Responsibility Checklist(s)

Vendor Responsibility Report

State Finance Law 138-] & K

Procurement Record Checklist

CAN to Team Leader for Approval

CAN to Counsel's Office for Approval

CAN to Assistant Director for Approval (If applicable)

CAN to Director for Approval (If applicable)

CAN to CPO for Approval (If applicable)

CAN to Deputy Commissioner for Approval (If applicable)
CAN to 1st Deputy Commissioner for Approval (If applicable)
CAN to Commissioner for Approval (If applicable)

Signed Contracts from Tentative Awardees/Vendors

If Agency specific contract, send entire packet to OSC for approval
Contract(s)/CAN/Award Letter to Awardee(s)

] Complete Section 3 of EncourageMNY$ form (see Excel tab)

Award Phase Key
Components:

Tentative award letters
Non-award letters
Forms

Vendor responsibility
documentation

Procurement record
checklist

Contract approvals
Signed documents
Notifications
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Example Procurement Record

PR/Award #: 0

Group #:

Project Lead: 0

Bid Open Date: 1/0/1900

Solicitation Type

IFB

)
If labeled below. | 7
then required. If [}
blank then &
disregard =
IFE| 1

IFE| 1

FE| 1

IFE| 1

IFE| 2

IFE| 2

FE| 3

IFE| 3

IFE| 3

IFE| 3

Check box below when itern is complete.

Create User Procurement Instructions and/or FAQ

Final Approved CAN

OGS Web Posting

Other documents required for posting the contract to web

Single Transaction Summary Document(s) (Received after approwal)
Enterprise Data Motification

Agency Approval (If applicable ie. IT)

Fully Executed Contract Approved by OGS

Fully Executed Contract Approved by AG (If applicable)

Fully Executed Contract OSC (If applicable)

Hard copy
(HC). Soft

Caopy (5C),

or Bath.

Contract Admin
Phase Key
Components:

 FAQs, user
guides and other
helpful resources
(best practice)

 EXxecuted contract
with approvals
(internal, OSC,
AG)
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Characteristics of a Strong Procurement Record

It presents the documents in a logical structure that tells
the story of the procurement.
— This applies to both electronic and hard copies!

It will demonstrate a fair and open bid process that did
not disadvantage any bidders.

|t answers the following questions:
— How have you shown that you followed the method of award in the bid?
— How have you documented that a bidder was or was not responsive?
— Was any bidder information incomplete or missing? wa

Purchasing Forum
& Trade Show
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Characteristics of a Strong Procurement Record

* It answers these questions:
— How did the scope and method of award foster competition?
— Was the evaluation criteria followed as written and did it measure what it
was intended to do?
— Were requirements written and applied equally to all bidders, including
both new or current contract holders?

« Remember: Make sure to not waive a requirement for a current
contractor because there was no known issue with them under a

previous agreement!

Purchasing Forum
& Trade Show
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Remember

« Each procurement is unique.

« Don't be afraid to create worksheets or guides for
bidders so you get from them what you want.

« Make sure to document all decisions and approvals.

« Complete and well organized procurement records
Improve quality and efficiency for audits.

* Qualifications and requirements that are included will be
evaluated, measureable, and as objective as possible.
Purchasing Forum

NEW YORK
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Helpful

Resources
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NYS Purchasing Forum & Trade Show
Other Classes to Visit

Monitoring Your Contracts
Delivering an Effective Debrief
The RFP Process

Understanding Insurance
Requirements

Using Discretionary Spending
Service-Disabled Veteran-Owned
Business: Program Overview

Increasing MWBE Participation in
Your Procurement Process

Miss Something? Check online.

» (Get year-round training.

» Class presentations and videos
are posted from the 2014 and
2015 Forums.

Purchasing Forum
& Trade Show
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OSC Guide to
Seeking
Competition In
Procurement

Office of the New York State Comptroller

LOCAL GOVERNMENT MANAGEMENT GUIDE

Seeking Competition/in Procurement

Thomas P. DiNapoli State Comptroller

It provides for state and local
organizations:

« Information on planning
& promotion

 How to seek competition

e e-Procurement
guidelines

« Policies & procedures

« (Guidance on cooperative
purchasing

 Ethics & conflicts of
interest information

www.osc.state.ny.us/localgov/pubs/lgmg/seekingcompetition.pdf

Purchasing Forum
& Trade Show
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Use the BSC Purchasing Requirements Guide

Ind it on: www.bsc.0qs.ny.gov

NEW YORK

STATEOF
GPPORTUNITY.

Business
Services Center

ADivision of the Office of General Services

New York State Purchasing Requirements
for BSC Customer Agencies

NEW YORK ¢ . Agencies moy purdiese commocaties, techmology ard servions n e open market whe the procuremenprchesing . .
sureor gusmessc " New York State Purchasing Requirements 3 ) Open Market oo oo bt met by a Prefoned Source or N6 Centialzed Contrac tate Purchasing Requirements
ervices Lenter for BSC Customer Agencies stomer Agencies
ADivision of the Office of General Services Purchasing Purchasing P
COMMODITIES
COMMODITIES, TECHNOLOGY & SERVICES TECHNOLOGY SERVICES
Pref ds Preferred Sources must be considered first. State agencies are required to purchase from a Preferred iDitoelOop eI MEtkel In the Open Market  _inthe Open Market .
1 re1 Ne"e” . OHT‘CESd Source if it meets the agency’s form, function and utilty. If a Preferred Source is available and not used, the wous Botar amaus Lo Dot amouns About this
i st ot e e, Sy O o urchase is rchase is Purchasing
NEWYORK | Business ) ] $49,999 $30,000 sover | $50,000 1 er | EEEE ZEE Requirements
STATEOE A New York State Purchasing Requirements Guid
oo | Saryvices Center .  Cord where | Procurement Cord where | Contract Purchase Service Contract Contract Purchase December 2014. uiae
for BSC Customer Agencies o Recuistion {ongoing redurement) | Requistion )
A Division ofthe Office of General Services USSP —— o P — i nicnded o provide enera
$0 - $49,999 tate agencies must use New York State centralized contracts after consideration of Preferred Sources. NO YES YES vES ‘[At:;fmz::“c“f note that some requirements may
d 2 ' NYS Centralized Contract Centraiized contracis are administered by OGS Procurement Services and can be found on the OGS vary. Specific requirements should
public website: hitp://nyspro.ogs ny.gov Customer support is available at 518 474.6717. be discussed with the BSC on a
Minat purchasing method va:;::le!n:«p«uc';zﬂnu  eiion | NO YES YES YES case-by-case basis. All employees
— = ) YES - f aver $50,000° | YES - if over $50,000°| YES - if aver $50,000° invelved in the vendor selection
hosoltsquotesor | Agency-Use pubished of L I X process should be familiar with
enbid documanta | price e E the agency’s MinorityMoman
P —. Purchasing Purchasing no YES YES YES Owned Enterprise (M/WBE) usage
PTP approval required? | NO TECHNOLOGY & B 1 goals. M/WBE vendors are to be
T from a Centralized Contract that require a minibid No VES. f over $100,000| YES - f over $100,000| YES - f over $100,000| | [ solicited for quotes, whenever
the Contract Reporter? | NO N 0 - $49,999 possile Equipment maintenance
FOR ALL DOLLAR AMOUNTS FOR ALL DOLLAR AMOUNTS bosimoss requirements shoul
Dol need 0SC approval? | NO f YES. if over $15,000 | YES YES vES on the Equipment Maintenance
- Insurance Policy (REMI Program)
Dol need a Vendor What purchasing Agency p it card whers possible or Purchase Requisi 0 - $49,999
e e methad do’ use? ency procurement card where possible or Purchase Requistion o whenever practical. Agencies should
Bompensipity Profie/ | NO N T T YES - if over $20,000 | YES YES YES 0 - $49,999 never sign a vendor's form contract
Who salicits quotes or lists or as defined Agency 3 d i e 0 - $49,999 without consulting with their Legal
Dol need a Vendor Issies bid documents?’ fets or 2= define SPS. BSC generates Purchase Order oo = 008 81184 spproval po-se99% -
Recponbiity No N reshald threzhold varice based on epartment
i [rrr——r—y puirised | g piriied| | what Shelgputhised | what by pchased
Questionnaire? PTP YES - If $50,000 or more YES - If $50,000 or more roval See B-1184 Approval oval roval See B-1184 Approval 0 - $49,009 b
s 3 NYS Procuremen e Thresholds (page 4) Thresholds (3sge 4) oot e s Thresholds (sage 4) po-s499%
Lotbying Lo o | NO o o to avert Websites
required? the Coniroct Reporier? | NO No srchases upon request Preferred Source Guidelines:
ir
Are there any MWBE Dol need OSC approvai? <Pl cnEiemen, 1EQAess ofGolar mount. Adahies SUBIR he Gun et for
Soutst No N - ne o W SFS GLB OGSDI BCS ' ot e 1506t 31l SobAaion 0 Bk ChASH Betueen $50000 didocipsquide. pdf
Dol necd a Ven s e b 555555 —
Domnesaposees | DODEMELmrrondd | 0 Responaibiny prafie’ | NO No ooe 3 po-$9999%5 OGS Public Website -
Delne reiesbmd it iy | v Checktst? 00 - $999,399 Procurement Services
i Dol need a Vendar - nyspro.ogsny.gov
Pt o No ‘Capital Construction $1.000000 $100,000 - $999,999
e
ntormatian Clarification of thresholds from DOB bulletin should be addressed through the agency’s budget unit. Agency
o oc: Lobbying Law orm NO NO should document its decision in writing and include in the procurement record.
P requirear .
Aretheroany MWEE | e pocies P—
ool i purchased.
approvai? See B.4184 Approval Thresholds (page 4 roval Thresholds (aage 4
.
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Helpful Resources

NYS Procurement Council Guidelines | www.ogs.ny.gov/BU/PC/SPC.asp

NYS OGS Procurement Services | www.nyspro.ogs.ny.qov

New York State Contract Reporter | www.nyscr.ny.gov
SAMPO | www.nysampo.org

NASPO | www.naspo.org

National Institute of Gov. Purchasing | www.nigp.org
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& Trade Show


http://www.ogs.ny.gov/BU/PC/SPC.asp
http://www.nyspro.ogs.ny.gov/
http://www.nyscr.ny.gov/
http://www.nysampo.org/
http://www.naspo.org/
http://www.nigp.org/

May 18 & 19, 2016

Can’t Find Something? We are here to help!

Feedback is important, so share your improvements today.

Contact us today Follow us

(518) 474-6717
customer.services@o0gs.ny.qov M aNvsPro

f nysprocurement
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Questions
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