
 
PURCHASING POLICY –QUICK REFERENCE SHEET 

PLEASE NOTE:  THIS IS A SUMMARY AND IS NOT A COMPLETE LIST OF PURCHASING POLICIES 

COMMODITIES AND SERVICES: 

Under $1000: You do not need quotes or a PO.  You can purchase items under $1000 with a P-
Card. 

Over $1000: You need a PO 
$0-$1,000: No quotes needed 
$1,000-$4,999: Three (3) Verbal Quotes (to be annotated on Verbal Quote form) 
$5,000-$19,999: Three (3) Formal Written Quotes 
$20,000 and up: Competitive Bidding Procedure 
NOTE: These thresholds are County-Wide over a 12 month moving window 
 

TYPES OF REQUISITIONS: 

Request for Quote (RFQ):  Service or item is under $20,000, but you want to make sure that all bidders have the 
same information for written quotes. 

Request for Proposal (RFP):  Used to requisition services that requires multiple factors to be considered in the 
award.  This is a formal negotiation… price is not the only deciding factor.  The deciding factors must be identified in 
the RFP and a committee ranks each proposal based on these factors. 

Request for Bid (RFB):  Used to requisition item(s) to be bid on.  The award is based solely on price (or best 
value).   

PUBLIC WORKS CONTRACTS: 

Under $5,000:          Can be awarded at the discretion of the Purchasing Director and a representative 
from the County Manager’s Office 

$5,000-$34,999.99:      Three (3) Formal Written Quotes 
$35,000 and up:            Competitive Sealed Bid 

EXCEPTIONS: 
• Certain professional services • Reimbursement of petty cash funds 
• Utility bills • Interdepartmental charges 
• Medical examinations 
• Postage meter and stamp costs 

• Legal notices 
 

 


	COUNTY OF GENESEE
	PURCHASING POLICY AND PROCEDURES
	Identification of Department
	ETHICS OF PURCHASING
	1. Consider the interest of the County in the betterment of its government.
	2. Endeavor to obtain the greatest value for every dollar expended.
	3. Be receptive to advice and suggestions from employees, insofar as such advice and suggestions are not in conflict with legal or moral restrictions in purchasing procedures.
	4. Strive for knowledge of municipal equipment and supplies in order to recommend items that may either reduce cost or increase municipal efficiency.
	5. Insist on and expect honesty in sales representation whether offered verbally or in writing, through advertising or by providing samples of a product.
	6. Give all responsible bidders equal consideration and the assurance of unbiased judgment in determining whether their products meet specifications.
	8. Accord a prompt and courteous reception, insofar as conditions permit, to all who call on legitimate business missions and cooperate with governmental and trade associations in the promotion and development of sound business methods in purchasing t...
	9. Govern by the highest ideals of honor and integrity in all public and personal relationships in order to merit the respect and inspire the confidence of the organization and the public being served.
	10. All purchases shall be conducted with transparency.  Records shall be maintained and available to the public via FOIL Requests.  The purchases are made with tax payer money, so the “front page rule” shall be followed at all times.  If you would no...

	GLOSSARY
	PURCHASING POLICY AND CONTROL
	1. Developing and administering the purchasing program.
	3. Making the initial determination of whether competitive bidding is required and determining whether it is expected that over the course of the fiscal year the political subdivision will spend in excess of the competitive bidding thresholds  for the...
	4. Ensuring legal issues regarding the applicability of competitive bidding requirements to be presented, as appropriate, are reviewed by legal counsel.
	5. In the case of an emergency, analyzing that the statutory criteria are met.  (See General Municipal Law, 103(4().
	6. In the case of a lease, analyzing that a document is a true lease and not an installment purchase contract.
	7. In the case of a sole source, verifying that the item is required in the public interest, has no reasonable equivalent and is in fact available only from one source.
	8.  In the case of a combination of professional services and a purchase, for analyzing whether the professional service is the predominate part of the transaction and is inextricably integrated with the purchase.
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	PROCUREMENT CARD POLICY
	QUOTING REQUIREMENTS
	AWARD OF CONTRACT BY QUOTING
	QUOTING PROCEDURE
	INFORMAL QUOTES
	FORMAL QUOTES
	(Request for Quote - RFQ)

	1. The department requiring the product or service is identified.
	2. A specific time and date is set for the receipt of a formal quote.
	3. A complete description (specification) of the product or service is prepared.
	4. Delivery requirements are stated (time, date, location).
	5. Price requirements are provided by the vendor.
	6. Signature and title of person submitting the quote is provided by the vendor.
	PURCHASE ORDER
	BLANKET PURCHASE ORDER
	REQUISITIONING A PURCHASE ORDER
	2. Check if vendor is in the vendor file.  If they are not on file the Treasurer’s Office is to be advised.  The Vendor will be added to the system. A W-9 form must be completed on the vendor.
	4. If using a New York State contract, please include the contract number in the purchase order.
	EXCEPTIONS TO THE PURCHASING SYSTEM
	5. Utility bills.
	6. Interdepartmental charges, which refers to the interdepartmental charge-back services whereby County departments may charge other County departments for services rendered and/or goods received.
	7. Medical examinations.
	8. Legal Notices.  Proof of publication shall be submitted to the County Treasurer for payment.
	9. Postage meter and stamp costs.
	10. Other expenses as determined by the Purchasing Director on an individual basis.
	CATALOG PURCHASE
	1. Where is the F.O.B. point (the shipping that is included with the price---origin or destination)?
	2. What, if any, are the freight charges?
	3. Are there quantity and price restrictions?
	4. Are there “returned merchandise” restrictions?
	5. Are there delivery restrictions or requirements?
	6. Are there discounts and if so, what are they?
	7. Are we familiar with the vendor and the quality of goods?
	8. Price sometimes is not what it appears to be.  Price vs. cost should not be confused
	9. Does the vendor have a copy of the County’s Tax Exempt Letter?  If not, the ordering department is responsible for establishing tax exempt status before placing the order.

	ASSET ACQUISITION PURCHASE REQUESTS
	RECEIPT OF GOODS
	PURCHASING BASED UPON BEST VALUE
	COMPETITIVE SEALED BIDDING
	Purchases in excess of $20,000
	Public Works Purchases in excess of $35,000

	1. Detailed description of item(s) to be bid
	2. Any additional information or requirements regarding item(s) to be bid
	3. Date delivery of item(s) is required
	4. Budget line and dollar amount allocated for goods/services
	COMPETITIVE SEALED BIDDING CONT…
	BID AMENDMENTS/EXTENSIONS
	General
	Extension of Bid Due Date
	Extension of Request for Proposal Due Date

	LEGAL ADVERTISING FOR BIDS
	NON-COLLUSION STATEMENTS
	NON-COLLUSION CERTIFICATION
	AWARD OF BIDS
	1. Bid must be received at the specified location before the date and time specified.
	2. The Purchasing Director must certify that all bids being considered meet the intent of the specifications.
	3. There are sufficient appropriations within the requisitioning department’s current budget.
	4. The recommendation is to award to the lowest responsible bidder meeting specifications.*

	REJECTION OF BIDS
	FORMAL BIDS: BID OPENINGS/MISTAKES
	LATE BIDS
	Vendor Responsibility

	FORMAL BIDS NOTIFICATION OF AWARD
	AWARD OF BIDS DEPARTMENT OF SOCIAL SERVICES
	PROFESSIONAL SERVICES
	PROFESSIONAL SERVICES MATRIX
	REQUEST FOR PROPOSALS (RFP)
	1. Development, advertisement and distribution of a RFP
	2. Receipt and registration of proposals
	3. Evaluation of proposals
	4. Discussions with final Offeror
	5. Award of contract

	REQUEST FOR PROPOSALS CONT…
	1. A selection will be made of the most responsive proposal by a qualified firm for the work.  A clear understanding of the contract provisions will be sought and an agreement of a fair and reasonable price, if the Offeror did not include the price in...
	2. A selection of two or three most responsive proposals for the work, by qualified firms, will be made.  A clear understanding will be sought of the contract provisions and an agreement on a fair and reasonable price if the offeror did not include th...
	3. Follow the same process as in No. 2 and let the final selection of the successful firm be based on price alone.

	STATE CONTRACTS
	1. Prior to ordering vehicles, related equipment, (snow-plows, dump bodies, lights, bed liners, etc.), from State Contracts, department shall present their requests to the Committee of Jurisdiction for review and approval.  Said requests shall then be...
	2. Purchases should be made through available state contracts of the office of General Services, Division of Purchasing, whenever such purchases are deemed by the Purchasing Director to be in the best interest of the county.
	3. In the event such purchase is ruled not in the County’s best interest or additional price comparisons are desired, the departments shall obtain quotes pursuant to quoting procedures as outlined in the Purchasing Policy and Procedures.  This will en...
	4. Obtaining a quote that is lower than the State Contract price does not provide an exemption from bidding requirements. “State Contract or less” is not an allowable purchasing method for municipalities. If a lower quote is obtained and the departmen...
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	SERVICE AND/OR MAINTENANCE CONTRACT APPROVAL
	FEDERAL PURCHASING REGULATIONS
	COMMUNITY DEVELOPMENT BLOCK GRANT FUNDED PURCHASES
	COMMUNITY DEVELOPMENT BLOCK GRANT FUNDED PURCHASES CONT…
	STANDARDIZATION
	CAPITAL PROJECTS
	CAPITAL PROJECT CHANGE ORDERS
	CAPITAL PROJECT CHANGE ORDERS CONT…
	IT SERVICES
	COMPUTER AND TELECOMMUNICATION
	HARDWARE AND SOFTWARE ACQUISITION
	GENERAL PROCEDURE

	IT SERVICES CONT…
	LEASE AGREEMENT SERVICES
	SUBSCRIPTIONS, MEMBERSHIP & DUES, BOOKS
	1. The benefit derived by the County from the subscription, membership or dues paid by the County.
	2. Reasons why subscription or membership should be charged to the County rather than being a personal charge.
	3. Requests for items covered in this section must be approved by the respective department head.
	4. Each request shall be evaluated on an individual basis as to whether or not it will be processed as a County expense.
	SOLE SOURCE PURCHASES
	Sole Sources and Monopoly
	Commodities

	SOLE SOURCE PURCHASES CONT…
	Consulting Purchases
	1. No other vendor offers a service or employs personnel meeting the minimum requirements.
	2. The department’s required time frame for project completion is critical and cannot be exceeded without extreme hardship.
	3. The cost to continue with the same consultant is less than the cost for any other consultant due to the time necessary to get up to speed (learning curve) with the project.
	4. A unique and proprietary solution has been offered which is determined to be in the best interest of the County.
	Pricing

	EMERGENCY PURCHASING
	Policy
	Definition

	2. The County of Genesee will not be responsible for orders placed in this manner unless an Emergency/Confirming purchase order has been cleared through the Purchasing Office.  No confirming purchase order will be approved unless the requesting depart...
	3. If a confirming order is disapproved, the materials or supplies should be returned, if possible.  If the order is not ruled an emergency, recourse must be sought through the County Manager.
	4. Should the Purchasing Director determine that an emergency situation does exist, he/she will give approval as to selection of vendor.  The immediate availability of the required goods or services will be given prime consideration in the choice of v...
	5. The Purchasing Director will verbally approve the purchase of emergency orders and keep record of same.
	EMERGENCY PURCHASING CONT…
	7. The requesting department will enter the Emergency/Confirming requisition in the Tyler/NWS Financial System. All confirming orders shall contain the following statement in the body of the order: ‘Confirmation of Order - Do Not Duplicate.”  The Purc...
	8. A written determination of the basis of the emergency and the selection of the particular supplier shall be included in the documentation submitted to the Purchasing Director within five (5) working days.
	9. The individual who picks up or receives the item or items from the vendor must obtain an extended invoice containing the following information:
	9. If Purchasing personnel are unavailable at the time of the emergency, the requesting department should proceed to address the emergency and keep detailed records of the procurement.  These should also be included in the documentation submitted to t...
	PRE-PAYMENTS TO VENDORS
	A. The vendor shall submit an invoice to the department before prepayment can be made.
	B. Examples of authorized prepayments include:

	EMERGENCY PREPAREDNESS
	Purpose
	Organizational Units Affected
	Policy
	Notification
	1. The IT Director or designee will be alerted as to the impending relocation plans.
	2. Notification will also be given to the County Manager and the County Treasurer as to the approximate time the move would be completed.

	EMERGENCY PREPAREDNESS CONT…
	Financial System Inoperative
	Telephone System/Financial System Inoperative
	Printing/Mail/Courier

	MILEAGE, TRAVEL AND CONFERENCE REIMBURSEMENT
	VENDOR MASTER FILE
	VENDOR RESPONSIBILITY
	BIDDER/VENDOR FILE
	PREFERRED SOURCE VENDORS
	MINORITY/WOMEN OWNED BUSINESS
	NON-DISCRIMINATION POLICY
	VENDOR PERFORMANCE-NEGATIVE
	1. Purchasing staff will make contact by phone and in writing with the vendor.  They will notify vendor of the County’s dissatisfaction and explain the nature of complaint.
	2. Vendor will be given a reasonable period of time to correct the error, which will be determined on a case by case basis.  Should the vendor not resolve the situation to the satisfaction of the Purchasing Director in the time period specified, the d...

	CONFLICT OF INTEREST
	1. Negotiate, prepare, authorize or approve a contract or authorize or approve its payment.
	2. Audit bills or claims.
	3. Appoint an officer or employee who has any of authority or responsibilities set forth above.

	USE OF CONFIDENTIAL INFORMATION POLICY
	EMPLOYEE FRAUD
	FIXED ASSETS/COUNTY PROPERTY/MATERIALS
	Three Categories of County Equipment/Property
	Fixed Assets

	FIXED ASSETS/COUNTY PROPERTY/MATERIALS CONT…
	County Property

	DISPOSITION OF SURPLUS ITEMS
	SAFETY DATA SHEETS (SDS)
	1. Employees have a right to make an informed decision about the possible costs of employment to health and life.
	2. Employees can observe symptoms of toxicity in themselves and understand the relationship between the symptoms and exposure, thereby allowing them to evaluate the need for any corrective action.
	b. The supplier will be notified that their lack of response in supplying the SDS will be strongly considered in regard to doing future business with the company, and that alternative source may be used.


	SAFETY DATA SHEETS (SDS) CONT…

