Office of Operations’ 2024 Virtual Fall Conference

The Procurement Timeline and
Electronic Procurement Record

Amanda Colomb, Danielle LaRose, Jami Olander, Danielle Kozaczuk, Kimberly Wintergerst,
Fran Montanye, Natasha Nolan, Jamie Hockey-Barrett, Nicole Maguire, Kyla Alexander,
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Course Description

Staff from the Office of the State Comptroller’s Bureau of Contracts
(BOC) will provide an overview of a typical procurement timeline and
an in-depth review of key procurement events. Best practices for how

to document these key events in an electronic procurement record

will also be provided.
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BOC Presenters

163 Goods & Services Team Business Analysis & Reporting
Amanda Colomb Team
Danielle LaRose Danielle Kozaczuk
Jami Olander Kimberly Wintergerst

Construction and

Real Property & Negotiated Vendor Responsibility Team
Team Jamie Hockey-Barrett

Nicole Maguire

Knowledge Management &
Grants Team Audit Support Team
Natasha Nolan Frances Montanye




Agenda
Introduction to the BOC

Pre-Solicitation
Procurement Process
Break
Contract Submission
Best Practices
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Introduction to the Bureau of Contracts (BOC)

- Ensures contracting entity procurement processes adhere to statutory
requirements

Helps detect, deter and prevent fraud and waste
Enables information-gathering while promoting openness, fairness and

transparency
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BOC Roles & Responsibilities

Reviewing procurement processes for compliance with applicable laws,
rules and regulations

Reviewing agency vendor responsibility determinations
Ensuring sufficient funds reservations for proposed agreements
Approving/non-approving contracts

Reviewing bid protests for contracts subject to OSC approval
Reviewing requests for exemptions to advertising requirements
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State Agencies/Authorities
Procurement Roles & Responsibilities

|dentifying business needs

Developing requirements and conducting a procurement
Securing budgetary funding

Negotiating a contract

Determining vendor responsibility

Securing approval from control-agencies

Providing ongoing contract monitoring
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Sample Procurement and Contracting Process

Draft Solicitation

& Submit
Evaluation Host Proposals Due / Receive External Contract and
Secure Initial Pre-Bid Bid Opening ! Issue nppB'g;aI;se\Z::ur e Plizrrzl:::nt
Identify External Place Contract Conference/ Review Award & Record to
Business Approvals Report Site Visit Begin Vendor @ @@ Award
eporter Evaluation  Responsibility " on W@ BOC
Need Advertisement Letters

Determine Release Conduct . . Contract
Procurement Develop Solicitation Bidder Interviews/ ::;c;:: E;il:i:;f Prot:est Implementation
Method Solicitation Pocument Questions Due Demonstrations Period
o |c|.tat|on Approvals Assemble Contract
List Release Complete Complete Meonitoring
Answers/ Evaluation Procurement
Issue Addendum Record
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Identify Business Need

Secure Place
Identify Determine Initial Draft Develop Contract
Business Procurement External Solicitation & Solicitation Reporter
Need Method Approvals Evaluation List Advertisement
@ () o () () @

Determine form, function and utility needs

Define the minimal essential requirements
Outline funding sources

Plan timeline

|dentify all internal stakeholders and SMEs
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Determine Procurement Method

Secure Place

Identify Determine Initial Draft Develop Contract Release
Business Procurement External Solicitation & Solicitation Reporter Solicitation
Need Method Approvals Evaluation List Advertisement Document

*  Grant

«  Commodity

*  Service

« Technology

* Architecture and Engineering
« Construction
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Determine Procurement Method

* Preferred Sources

* OGS Contracts

» Competitive Procurement

*  Non-Competitive Grant Procurement

« Single/Sole Source Procurement
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Determine Procurement Method
Service vs. Grant Procurement

Component

Purpose of Funds

Service Contract

Services are being provided to support

the operations of the agency.

Grant Contract

Services are being provided
to the public at large for a
specific purpose which aligns
with the State agency’s mission.

Matching Requirements by
Contractor

Does not contain
matching requirements.

Frequently contains a
matching requirement.

Evaluation of Cost

Best value.

Based on reasonableness
of individual proposal
and responsiveness to

documented cost criteria.

Payment is made upon receipt

Advances to non-profits
are generally allowed up to

Statutory Requirements

the Procurement Lobbying Law, etc.

e Vo mancen ore el allowed, | 25%-Payments should be on a
ypically ’ pre-defined schedule.
Additional Consultant Disclosure and Subject to Prompt

Contracting Law.
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Determine Procurement Method:
SFL 163 Goods and Services

Determine Need Is need best met by conducting an

agency specific competitive bid?
Can need be metby | Yes Place order with
Preferred Source? - Preferred Source

‘ Yes

Proceed with competitive bid

‘ No Yes

Can need be met by Yes Place order or

OGS centralized - proceed as required
by the contract

Is price sole factor for award,
contract? providing that contractors meet
minimum specifications?

¥ -
Is this a Yes Follow applicable Yes No
discretionary discretionary
purchase? - guidelines ﬂ
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Determine Procurement Method:
SFL 163 Goods and Services

Must meet agency's form, function and utility needs
OGS or less
Backdrop contracts

Mini-bids

For more information:

https://ogs.ny.gov/procurement/oqgs-centralized-contracts
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https://ogs.ny.gov/procurement/ogs-centralized-contracts

Determine Procurement Method:
SFL 163 Goods and Services

GFO XI.8.A
« Purchases from OGS Centralized Contracts over $200,000 require OSC
approval

* Must contain OC Prefix

* OGS Centralized Contract How to Use Guide
* Vendor Selection

*  Price justification

 OC transaction term
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https://www.osc.ny.gov/state-agencies/gfo/chapter-xi/xi8a-centralized-contracts

Determine Procurement Method
OSC Pre-Approval Thresholds

SFL Article 7, §112

- Greater than $50,000: State agency, department, board, officer,
commission or institution

- Greater than $85,000: OGS agency-specific and Business Services
Center processed agreements

« OGS centralized contracts - $125,000
- State Agency purchases from OGS centralized contracts - $200,000

- Greater than $25,000: Revenue contract
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https://www.nysenate.gov/legislation/laws/STF/112

Determine Procurement Method
OSC Pre-Approval Thresholds

Education Law § 355, § 373, § 6218 and & 6275

- SUNY purchase of goods and services - $75,000

-  SUNY healthcare facilities purchase of goods and services - $150,000
« CUNY purchase of goods and services - $75,000

«  SUNY & CUNY Construction Fund - $75,000
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https://www.osc.ny.gov/state-agencies/gfo/chapter-xi/xi2a-thresholds

Determine Procurement Method
Discretionary (Informal Selection) Thresholds
SFL Article 11, §163(6)

$750,000 or less

*  Minority and Women-Owned Business Enterprises (M/WBEs)
«  Service-Disabled Veteran-Owned Businesses (SDVOBs)
$500,000 or less

*  New York State Small Business Enterprises (SBEs)
«  Purchases of recycled or remanufactured commodities or technology

$200,000 or less

*  Food commodities, including milk and milk products, grown, produced or harvested in New
York State

«  Textile products manufactured from animal or plant fiber grown or produced predominantly
in New York State
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https://www.nysenate.gov/legislation/laws/STF/163

Determine Procurement Method
State Finance Law Thresholds

SFL Article 9, §136a

 Greater than $25,000: A/E procurements and
amendments
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https://www.nysenate.gov/legislation/laws/STF/136-A

Secure Initial External Approvals

Secure Place

Identify Determine Initial Draft Develop Contract Release
Business Procurement External Solicitation & Solicitation Reporter Solicitation
Need Method Approvals Evaluation List Advertisement Document

Examples include:

* Agency Spending Control Application (ASCA)

OGS Preferred Source Price Approval
OGS Piggyback Approval
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https://www.budget.ny.gov/guide/bprm/b/b-1184.html
https://ogs.ny.gov/procurement/nys-procurement-bulletin-preferred-source-guidelines
https://ogs.ny.gov/procurement/piggybacking-using-other-existing-contracts-0

Draft Solicitation & Evaluation

Secure Place

Identify Determine Initial Draft Develop Contract Release
Business Procurement External Solicitation & Solicitation Reporter Solicitation
Need Method Approvals Evaluation List Advertisement Document
( ) ( ) ® @ (J o ( )
*  Program background *  Method of award
*  Objectives «  Clarifications/reserved rights
«  Timeline of events «  Evaluation methodology
«  Term and renewal options «  Scope of work
«  Contacts *  Ordering mechanism
*  Mandatory requirements «  Delivery schedule
*  Program requirements *  Reporting requirements
*  Desirable qualifications * Payment terms

+  Prequalification requirement
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Draft Solicitation & Evaluation
Mandatory Requirements

« Ensure all are quantifiable or measurable
» Evaluate as pass/fail
* Must be met without alteration

* Match evaluation instrument
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Draft Solicitation & Evaluation
Program Requirements

« Describe minimum specifications or requirements that must be met in order to
be considered responsive

- Detail the physical and functional characteristics or the nature of a commodity

* Describe the work to be performed, services required or products to be
provided

New York State Comptroller

-/ THOMAS P DiNAPOLI



Draft Solicitation & Evaluation
Program Requirements

- State the necessary experience and qualifications of the offeror and key
project staff

* Articulate the process for achieving specific results, anticipated outcomes or
any other requirement necessary to perform the work

» Design specifications to enhance competition
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Draft Solicitation & Evaluation
Desirable Qualifications

* Include preferred capabilities, features, experience, etc.
« Scored through technical evaluation
* Does not have to be included in offeror proposals

» Consider requiring a vendor to include in their proposal a confirmation they
have nothing to offer in the desirable qualifications section

« Choosing not to offer a desirable may result in a lower technical score, but
would not preclude a contractor from award
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Draft Solicitation & Evaluation
Method of Award

SFL Article 11, §163(1)(i)
* Lowest Price / Invitation for Bids (IFB)

SFL Article 11, §163(1)(j)
- Best Value / Request for Proposals (RFP)

SFL Article 9, §136-A
« Most Qualified / Request for Qualifications (RFQ)
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https://www.nysenate.gov/legislation/laws/STF/163
https://www.nysenate.gov/legislation/laws/STF/163
https://www.nysenate.gov/legislation/laws/STF/136-A
https://www.nysenate.gov/legislation/laws/STF/163
https://www.nysenate.gov/legislation/laws/STF/136-A

Draft Solicitation & Evaluation
Draft Evaluation Instrument

SFL Article 11, §163(9)(a), (b)

« Summary/scope of the project
*  General instructions to evaluators
« Evaluation steps, responsibilities, and timeline

*  Scoring methodology, distribution of points among technical criteria and relative
importance/weight of cost

«  Key/scale for assigning points within criteria
- Effect of interview and references on scoring, if applicable

*  Work distribution for multi-award procurement
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https://www.nysenate.gov/legislation/laws/STF/163

Develop Solicitation List

Secure Place
Identify Determine Initial Draft Develop Contract Release
Business Procurement External Solicitation & Solicitation Reporter Solicitation
Need Method Approvals Evaluation List Advertisement Document

Minority or Women-Owned Business Enterprises (MWBE Directory)

« Service-Disabled Veteran-Owned Business (SDVOB) Directory

* New York State Contract Reporter

e  Open Book

* Internet search engines / trade publications

* Previous solicitation lists, bidders and incumbent vendor(s)
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https://ny.newnycontracts.com/FrontEnd/SearchCertifiedDirectory.asp?XID=8990&TN=ny
https://online.ogs.ny.gov/sdvob/search
https://www.nyscr.ny.gov/
https://www.osc.state.ny.us/open-book-new-york

Place Contract Reporter Advertisement &
Release Solicitation Document

Secure

Place
Identify Determine Initial Draft Develop Contract Release
Business Procurement External Solicitation & Solicitation Reporter Solicitation
Need Method Approvals Evaluation List Advertisement Document

() () o () () () ®

] B Wetingsday, 041217202
In ay,
New York State g
s Contract Reporter

NYS' official source of contracting opportunities
Bringing business and government together

Contracting Opportunity

*** This ad has not been published. It has been reviewed and pending publication. * * *

Title:

Agency:

Division:
Contract Number: 2022-05

Contract Term: 90
Date of Issue: 05/02/2022
Due Date/Time: 06/01/202210:00 AM
Countylies): Suffolk
Location:
Classification:

‘Opportunity Type: General
Entered By:
Description:
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Place Contract Reporter Advertisement
Advertising Requirements

Economic Development Law Article 4-C, §142

» Contract Reporter Advertisement

* Post in the New York State Contract Reporter a minimum of 15 business
days

« Required for all procurements equal to or greater than $50,000
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https://www.nysenate.gov/legislation/laws/COM/A4-C
https://www.nyscr.ny.gov/

Place Contract Reporter Advertisement
Advertising Requirements

Economic Development Law Article 4-C, §144

« Contract Reporter Exemption Request (CRER)

« Awarded on a critical or emergency basis or in an instance where publication
is not feasible

* Required to be approved by BOC prior to contract execution

« Agencies must still publish notice of either the letting or award of the contract
and their reasons for any such exemption
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https://www.nysenate.gov/legislation/laws/COM/A4-C

Place Contract Reporter Advertisement
Advertising Requirements for Construction Contracts

State Finance Law §135
« WICKS Law

* Requires State and local governments to issue multiple construction
contracts for most public works projects, will be increased to $3 million in

New York City, $1.5 million in the downstate suburbs, and $500,000
Upstate.

Public Building Law Article 2 Section 8.2

* Newspaper advertising requirements
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https://www.nysenate.gov/legislation/laws/STF/135

Q&A
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Host Pre-Bid Conference / Site Visit

Host
Pre-Bid Bidder Release Proposals Conduct
Conference/ Questions Answers/ Due/ Begin Interviews/ Complete
Site Visit Due Issue Addendum Bid Opening Evaluation Demonstrations Evaluation

*  Provide opportunities for bidders to ask questions and obtain better
understanding of what is required

- Distribute, in writing, all questions and answers, to every potential bidder
after the conference / site visit has concluded

- If attendance is mandatory, only offerors who participated may be
considered
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Bidder Questions Due &
Release Answers / Issue Addendum

Host
Pre-Bid Bidder Release Proposals Conduct

Conference/ Questions Answers/ Due/ Begin Interviews/ Complete

Site Visit Due Issue Addendum Bid Opening Evaluation Demonstrations Evaluation

Distribute, in writing, to every potential bidder
Publish copy of bidder questions and agency answers
Ensure published answers do not include the vendor names

Agency may choose to require signed acknowledgement from
bidders confirming receipt of answers / addenda
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Proposals Due / Bid Opening

Host
Pre-Bid Bidder Release Proposals Conduct

Conference/ Questions Answers/ Due/ Begin Interviews/ Complete

Site Visit Due Issue Addendum Bid Opening Evaluation Demonstrations Evaluation

Conduct at the location and time stated in the solicitation
Document all timely bids / proposals received

A bid tabulation should be signed and certified by the agency staff
responsible for opening and recording bids
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Begin Evaluation

Host
Pre-Bid Bidder Release Proposals Conduct
Conference/ Questions Answers/ Due/ Begin Interviews/ Complete
Site Visit Due Issue Addendum Bid Opening Evaluation Demonstrations Evaluation

« Separate administrative, technical, and cost evaluations
« Distribute proposals to evaluators
* Provide evaluators with clear expectations

- Evaluate proposals according to standards set in the evaluation instrument
and solicitation
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Begin Administrative Evaluation:
SFL 163 Goods and Services

* Ensure the bid submission is complete

< Ascertain that all required materials have been submitted, and appendices
are signed / notarized, as required

» Validate all mandatory pass / fail criteria have been met
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Begin Technical Evaluation:
SFL 163 Goods and Services

» Verify procedure for score changes, if applicable

« Format individual evaluation sheets to include adequate space for
comments and scores

« Confirm individual evaluator comments are legible, detailed, appropriate
and relevant

« Ensure individual evaluation sheets are signed and dated with names of the
vendor and evaluator
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Begin Cost Evaluation:
SFL 163 Goods and Services

* Ensure vendor completed the cost proposal / template form included with
the solicitation and did not make additions or changes

* Must be evaluated objectively and separately
« Utilize recommended formula for cost scores:

Cost Score = (Lowest Bid + Bid Being Evaluated) X Maximum Cost Points
Available
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Conduct Interviews / Demonstrations
Shortlisting

Pre-Bid Bidder Release Proposals Conduct
Conference/ Questions Answers/ Due/ Begin Interviews/ Complete
Site Visit Due Issue Addendum Bid Opening Evaluation Demonstrations Evaluation

Limits the number of offerors that are allowed to continue through the final
evaluation process

Must be identified in the evaluation instrument and solicitation documents if
utilized

All vendors that were susceptible to award should be included

May be scored separately on evaluation sheet or used to revise previously
scored criteria
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Complete Evaluation

Host
Pre-Bid Bidder Release Proposals Conduct
Conference/ Questions Answers/ Due/ Begin Interviews/ Complete
Site Visit Due Issue Addendum Bid Opening Evaluation Demonstrations Evaluation

« Calculate each evaluator's scores
« Complete the normalization of scores, if needed
« Using each evaluation category, create a scoring summary sheet

* Determine the tentative awardee based on the applicable method of award
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Q&A
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Review Vendor Responsibility

Review Receive Receive External
Vendor Internal Issue Award & Debrief Protest Approvals Prior to
Responsibility Approvals Non-Award Letters Period Period BOC Review

« Financial and organizational capacity
« Legal authority
* Integrity

« Past performance
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Review Vendor Responsibility
Documentation Requirements

* Vendor Responsibility Profile

- Vendor Responsibility Questionnaire (valued at $100,000 or more)

»  Workers’ Compensation (WC) & Disability (DB) Certificates

* NYS Charity Registration Bureau Status Confirmation (Not-For-Profits only)

«  See OSC website for documentation exemptions
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https://www.osc.ny.gov/

Review Vendor Responsibility
Subcontractor Requirements

«  Known at the time of award & valued at $100,000 or more

*  Subject to the same vendor review requirements

«  WC and DB coverage required if vendors perform work in NYS
WC and DB Certificates not required to be submitted

* Documentation exemptions to Prime Vendor do not apply to Subcontractors
unless they are also exempt
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Review Vendor Responsibility
Vendor Responsibility Profile

*  Profiles should be completed and current for each transaction
- Signed & dated by approved signatory

* Provide an independent detailed assessment of issues

* Include assessment of all adverse VRQ disclosures

* Qutline your organizations VR process
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Review Vendor Responsibility
Vendor Responsibility Profile

S (Rev. 313) Page | of2

OFFICE OF THE STATE COMPTROLLER - BUREAU OF CONTRACTS OFFICE OF THE STATE COMPTROLLER - BUREAU OF CONTRACT
VENDOR RESPONSIBILITY PROFILE DOR RESPONSIBILITY PROFILE
Part | - Contract Information - Complete for all transactions Attachment A
I Business Unit = Department 1D # . Depanment Name Busincss Unit # Department 1D #
IA Comraet/PO # s Amendment Sequence # 6. Transaction Amount 7. Total Contract Value Contract/PO # Amendment Sequence #
s s
5 Vendor Name S.NYS Vendor ID # 10 Taxpayer IDVEIN # Vendor Name NYS Vendor D #
1. Contractor Type: [] Prime Contractor (] Subcontractor e
Ttem 1: Issue Detail
12 Contract Description
For each issue disclosed by the vendor or found by the Staie contracting entity, describe the issue and its
13. Statc contracting catity contact for this transaction — Name, Phonc, Email resolution.
Nate: In the “Resolution” field, include the Staie coniracting entity s assessment of the issue, ils relevance to
14. Were any issues disclosed by vendor and/or found by State contracting entity? [JYes  []nNo the vendor’s responsibility for this procurement (including any supporting reasans), and any correciive or
(f"Yes,” provide dctails using Attachment A, ltem 1.) mitigating actions taken by the State contracting entity or vendor in response fo the issues (attach additional
15. 1f this is a new contract or rencwal, has the vendor's documentation of New State Workers® Compensation and Disabi pages if necessary). If the State contracting entity believes the Issue has no impact on this transaction, state
Benefits coverage or exemption been verified as accurate, up-to-date, and included as part of the procurement package o the rewsonis) justifying such siatement.

Issue Description State Contracting Ent

Part I1 - Vendor Disclosure and State Contracting Entity Process — Complete for a new contract valued ar $100,000 or
Imare, or an antendment that brings total approved amount 1o $100.000 or mave for the first time.

16 ]drnnﬁ disclosures used in this review that were provided by the vendar. €1 mk all that apply and attach all pertinent items.
(informatian faund on the VendRep System should NOT be printed for OSi

(] Online VendRep Questionnaire ] Hard Copy Questionnaire (Must attach, if used)
Date Certified: Date Certified
I[] Financial Statements. [ solicimtion Document Responses. [ Vender Carrespondence: 3.

(] Other Vendor Disclosure - Describe:

Wttt reviews must be tharough and compreliensive o mitigate any risks to public funds or services. i i

Deseribe the steps taken by the State contracting entity 1o determine vendor responsibility including

17. Is a description of the State contracting entity’s process included in Attachment A, ltem 27 [] Yes [] No
consideration of the vendor disclosures and the independent State coniracting enlity research, including but not

1f*No.” explain:

limited to, internet sources, contracting entity records, and internal or external communication. If a Resource
Checklist was used, it is p to submit the p list in liew of d g the process,

endRep System

Note: Do pot submit copies of website search results or information found on the
Part 111 - State Contracting Entity Responsibility Determination

and, bascd

‘The above named contracting cotity has undcrtak ffirmative review of
wpon such review, has reasonable assurance that the proposed contractor is;

Responsible  [7] Noa-Responsible

Is ignature Date: I
IPrml Tit I
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Review Vendor Responsibility
Workers’ Compensation & Disability Insurance

Workers’ Compensation: Disability Insurance: Not Acceptable:

/ \ 1.) Private Carrier : DB-120.1 / \

1.) Private Carrier : C-105.2

2.) Self Insurance : DB-155

2.) State Inc Fund : U-26.3
1.) ACORD Form
3.) Self- Insurance : SI-12

Coverage Exemptions:
4.) Group Self Inc: GSI-105.2

) [ 1.) CE-200 ] N J
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Review Vendor Responsibility
Workers’ Compensation & Disability Insurance

* Vendor name & FEIN should match the contract and procurement
documentation

» Period of coverage must be current

* Forms must be signed
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Receive Internal Approvals

Review Receive Receive External
Vendor Internal Issue Award & Debrief Protest Approvals Prior to
Responsibility Approvals Non-Award Letters Period Period BOC Review

* Follow any internal or agency-specific procedures
»  Verify proposal is within budget

* Review vendor and agency terms and conditions with counsel, if applicable
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Issue Award and Non-Award Letters

Review Receive Receive External
Vendor Internal Issue Award & Debrief Protest Approvals Prior to

Responsibility Approvals Non-Award Letters Period Period BOC Review

« Must send notification to all bidders
* Provide non-successful bidders with information for requesting a debriefing

« Specify in non-award letters if a vendor is determined to be non-responsive
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Debrief Period

Receive External
Vendor Internal Issue Award & Debrief Protest Approvals Prior to
Responsibility Approvals Non-Award Letters Period Period BOC Review

® o Q o - o
SFL Article 11, §163(9)(c)

Review Receive

» Unsuccessful bidders may request a debriefing within 15 calendar
days of notification of non-award

* Schedule the debriefing to occur within a reasonable time of
such request

- Ensure debriefing is conducted by agency personnel involved in the
procurement and is knowledgeable with the bidder selection

* Discuss the bidder’s unsuccessful submission
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Protest Period

Review Receive Receive External
Vendor Internal Issue Award & Debrief Protest Approvals Prior to
Responsibility Approvals Non-Award Letters Period Period BOC Review

New York Codes, Rules and Requlations Title 2, Part 24

Resolve initially at agency level, if applicable

File an initial protest with BOC within 10 business days of receiving contract award
notice or, within 5 business days of the debriefing, whichever is later

File a protest appeal to BOC within 10 business days of receipt of an agency
protest determination

Retain all documentation including complaints, protests, responses, appeals and
resolutions for the procurement record
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https://govt.westlaw.com/nycrr/Browse/Home/NewYork/NewYorkCodesRulesandRegulations?guid=I617b4b50f93211e6a9b69e5b337c796f&originationContext=documenttoc&transitionType=Default&contextData=(sc.Default)

Receive External Approvals Prior to OSC Review

Review Receive Receive External
Vendor Internal Issue Award & Debrief Protest Approvals Prior to
Responsibility Approvals Non-Award Letters Period Period BOC Review

» Department of Civil Service (S-contracts)
« Office of the Attorney General (OAG)

« Bureau of State Accounting Operations — Cash Management Unit (BSAO
CMU) for banking services (SFL Article 7, §106) (GFO Chapter XI, §11.C)
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https://www.nysenate.gov/legislation/laws/STF/106
https://web.osc.state.ny.us/agencies/guide/MyWebHelp/Default.htm#XI/11/C.htm?TocPath=XI.%2520Procurement%2520and%2520Contract%2520Management%257C11.%2520Miscellaneous%257C_____2

OSC Review

NYS Contract Terms and Conditions

* Appendix A: Standard Clauses for NYS Contracts, required for State
agencies dated June 2023

« Exhibit A: Standard Clauses for SUNY Contracts, dated June 2023

« Standard Termination Clauses (Guide to Financial Operations (GFO)
Chapter XI, §2.H Multiyear Contracts)

* Agency or facility specific clauses
* Procurement policies, statutes & disclosures

« State of New York Contract for Grants
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https://www.osc.state.ny.us/state-agencies/advisories/contract-advisory/28-updates-appendix
https://www.suny.edu/sunypp/lookup.cfm?lookup_id=126
https://web.osc.state.ny.us/agencies/guide/MyWebHelp/?redirect=legacy#XI/2/H.htm?TocPath=XI.%2520Procurement%2520and%2520Contract%2520Management%257C2.%2520Comptroller%2520Approval%2520of%2520Contracts%2520and%2520General%2520Contracts%2520Processing%257C_____8
https://web.osc.state.ny.us/agencies/guide/MyWebHelp/?redirect=legacy#XI/2/H.htm?TocPath=XI.%2520Procurement%2520and%2520Contract%2520Management%257C2.%2520Comptroller%2520Approval%2520of%2520Contracts%2520and%2520General%2520Contracts%2520Processing%257C_____8
https://www.budget.ny.gov/guide/bprm/h/h-1032-nys-contract-for-grants-2024.pdf
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Assemble Complete Procurement Record

Assemble Submit Contract and
Complete Procurement Complete Procurement Contract Contract
Record Record to OSC Implementation Monitoring

EDSS accepts major file types: Word, Excel and PDF

Scanned documents (PDFs) must be Optical Character Recognition (OCR)
searchable

Individual file size limit of 25MBs — No limit on number of documents
Files sizes larger than 25MBs will need to be split or compressed
Password protected documents, zip files, and PDF portfolios are not accepted

Save documents to one folder on your desktop to easily drag & drop into
EDSS

New York State Comptroller
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Submitting A Grant Procurement Record (GPR)

Electronic Documents Submission System

Home

Q search H ome

- The Electronic Documents Submission System (EDSS) allows

B New Request Comptroller (OSC) Bureau of Contracts (BOC).

& Contacts Users are able to view results real-time, keep information and ¢
copy).

@ History

% Grant Procurement Record % E:
& Agency Profile

Submit New Procurement Record Su
8 Feedback Submit Procurement Record Amendment Ex

Submit Limited Funding Request

&= Manage Account

New York State Comptroller
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Submitting a Contract/Amendment to OSC

Assemble Submit Contract and
Complete Procurement Complete Procurement Contract Contract
Record Record to OSC Implementation Monitoring

Electronic Documents Submission System

Home

Q search H ome
- The Electronic Documents Submission System (EDSS) allows users to easily and securely submit data and documents to the NYS Office of the State
B New Request Comptroller (OSC) Bureau of Contracts (BOC).
4 Contacts Users are able to view results real-time, keep information and documents centrally organized, and benefit from using electronic documents (rather than hard
copy).
® History
% Grant Procurement Record % Exemption Request % Contract Documents
& Agency Profile
Submit New Procurement Record Submit Contract Reporter Submit Procurement Contract / Amendment
® Feedback Submit Procurement Record Amendment Exemption Request (CRER) Submit Revenue Contract / Amendment

Submit Limited Funding Request

= Manage Account

0 telp Transactions In Draft All Submissions .

New York State Comptroller
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Submitting a Contract/Amendment to OSC

Document Type — “Categories”

. ip s D
- Transaction Identifying Documents sl
- Contract or Amendment JRnEaclion Ay toaknent
(Unassigned)
*  Procurement Documents or Supporting
Documents | Procurement Documents
i Vandor Hesponsibility and Integnty
« Vendor Responsibility and Integrity Other

ew York State Comptroller
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Submitting a Contract/Amendment to OSC

Select the Appropriate Document Type

Transaction Identifying

Documents

Contract

Procurement Record
Documents

Vendor Responsibility

Documents

Memo

Procurement Record
Checklist

Non-Approval Letter,
if resubmission

CRER Approval Letter,
if applicable

Contract

Office of the
Attorney General
Approval

Advertising Documents
Certified Bid Tabulation
IFB or RFP

Evaluation Documents
Award Documents
Post Award Documents

Other Required Forms

Vendor Responsibility
Profile

Vendor Responsibility
Questionnaire

Workers'
Compensation

& Disability

Benefits Certifications

New York State Comptroller
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ubmitting a Contract/Amendment to OSC
Document Type and Description

Document Type Description I File Hame Content Type Size Actions

Transaction |dentifying Documents I Cover Latter I Test 1.docx Microsoft Waord 11867

Transaction |dentifying Documents b CEC Mon-Approval testdome: Micresoft Waord 11281 Zave Cancel
Transaction |dentifying Documents b Procurement Record Checklist Testing doc.docx Microsoft Waord 12868 Save Cancel
Contract b Agreemant Testingggg-pdf Adobe Acrobat 653342 ave Cancel
Procurement Documents W CRER Test 1.docx Microsoft Word 11687 Save Cancel
Procurement Documents b Mon-Awards test docx Micresoft Waord 11281 Zave Cancel
Procurement Documents b Solicitation & Certified Bid Tabulation Testing doc.docx Micresoft Word 12668 Save Cancel
“endor Responsibility and Integrity w ‘fendor Profile 1 of 3 Testingggg-pdf Adobe Acrobat 653342 Zave Cancel
Wendor Responsibility and Integrity L ‘endor Profile 2 of 3 Testingggg.pdf Adobe &crobat 663243 Save Cancel
Wendor Responsibility and Integrity W ‘\endor Profile 3 of 3 Testingggg.pdf Adobe Acrobat 863342 Save Cancel

fior Later | Mext »
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Submitting a Contract/Amendment to OSC
Document Type and Description

Document Type Description File Name

Transachon |denbhong Documents Cover Letter T 1.docx

Transaction |dentifying Documents OEC Mon-Apgroval test docx

Transaction |dentfying Dosuments Frocurement Record Checklist Testing doc. doox

Testingggg- pdf
Procuremeant Documsants E Test 1.doex
Frocuremeni Documents Mon=Awards ‘besl doo
Procurement Documsants : i Testing doc. doex

Wendor Responsibilty and Iniegrity endor Profile 1 of 3 Testingopg. padf

Vendor Responsibilty and Integrty ‘endor Profile 2 of 2 Testingggg. pdf

Wendor Responsibilty and Iniegrity ‘endor Profile 3 of 3 Testinggpg pdf

New York State Comptroller

THOMAS P DiNAPOLI



Submitting a Contract/Amendment to OSC

Example of Document Descriptions

Procurement Documents o
Documents In File Cabinet (0) E Non-Awards 08/08/2024
Documents From All Sequence Numbers (10) ’
Procurement Documents .
i 08/08/2024
{14 Document Date Received E Solicitation & Certified Bid Tabulation
Transaction Identifying Documents e
a 0SC Non-Approval 08/08/2024 P Vendor Responsibility and Integrity e
Vendor Profile 1 of 3
Transaction ldentifying Documents P —
E Cover Letier 08/08/2024 j Vendor Responsibility and Integrity 08/08/2024
2 Vendor Profile 2 of 3 o
E 'Pl'ransactiorl IRdermi‘l'j'_v'iglfJ1 Dljlc?ments 0&/08/2024
rocuremen eCor ECKIIS ibilitw rity
B Vendor Responsibility and Integrity 081082024
Vendor Profile 3 of 3
a Contract 08/08/2024
Agreement
Procurement Documents . ‘= Add Document to Transaction 4 Activity Feed
W CRER 08/08/2024

New York State Comptroller
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Submitting a Contract/Amendment to OSC
Adding Additional Contacts in EDSS

Electronic Documents Submission System

Contacts
A Home

Q4 Search Contacts

— Manage the list of additional contacts for document submissions.
W Mew Request

CCuE

@ History

There are no additional contacts defined.

& Agency Profile + Add New Contact

M Feedback
= Manage Account

@ Help

New York State Comptroller
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Submitting a Contract/Amendment to OSC
Adding Additional Contacts in EDSS

Electronic Documents Submission System

& Home Contacts Add Mew Contact

Q, search Add New Contact

— Add a new contact to the additional contact list
m Mew Request

A Contacis First Name * Last Name =

@ History Donald Duck

& Agency Profile Email Address * Phone Number

™ Eeedback Donald Duck@osc.ny.gov

= Manage Account @ cancel M Save Contact
@ Help

ew York State Comptroller
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Submitting a Contract/Amendment to OSC
Contacts List in EDSS

Electronic Documents Submission System

Contacts
# Home

Q, Search Contacts

- Manage the list of additional contacts for document submissions.
Il New Request

Caontact Donald Duck added for EDSS01

@ History

& Agency

&' Agency Profile Name Email Address & Phone Action
W Feedback Donald Duck Denald.Duck@osc.ny.gov Edit Delete

= Manage Account

4+ Add New Contact
@ Help

New York State Comptroller
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Submitting a Contract/Amendment to OSC

Choose Additional Contacts

' Electronic Documents Submission System

Home Procurement Contracts

Choose Additional Contacts Need Help?
Add additional contacts from the contact list

Additional Contacts:

Donald Duck
Donald Duck

€ Previous

New York State Comptroller
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Submitting a Contract/Amendment to OSC

Additional Contacts Best Practices

« Add additional contacts to your Contact list before starting a submission
* Include at least one additional contact on each submission

« Additional contacts receive email notifications when there is an update to a
submission by an OSC auditor or agency user

- If a transaction does not include an additional contact, agency users who
share an EDSS dashboard can log in to view or make updates to a
transaction

New York State Comptroller
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Submitting a Contract/Amendment to OSC
Responding to OSC’s Request for More Information (RMI)

Additional Information Need Help?
: @
* Respond to OSC via EDSS
« Keep all documents and e
communication within
* Respond using comments

box
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Submitting a Contract/Amendment to OSC
Recent Activity/Activity Feed

Recent Activity
@ Kimberly Wintergerst
Comments added to: Sequence: 000
30 seconds ago August 12, 2024 04:13 PM

Please respond to OSC auditor comments in this box
@ Kimberly Wintergerst
Comments added to: Sequence: 000
35 minutes ago August 12, 2024 03:38 PM

Good Afternoon.

1. Please explain how the cost was determined reasonable
2. Was there a contract reporter ad?

Please respond to the above by COB Friday, 8/16/24.

Thank you,
BOC Auditor

% New York State Comptroller

 THOMAS P DiNAPOLI

A Activity Feed
+— Document Listing (10)
@ Kimberly Wintergerst
Comments added to: DOHO1-
2 minutes ago

Please respond to OSC auditor comments in this box

@ Kimberly Wintergerst
| Comments added to: DOHO1-

36 minutes ago

Good Afternoon,

1. Please explain how the cost was determined reasonable.

2. Was there a contract reporter ad?
| Please respond to the above by COB Friday, 8/16/24.

Thank you
BOC Auditor

Sequence: 000
August 12, 2024 04:13 PM

Sequence: 000
August 12, 2024 03:38 PM




Submitting a Contract/Amendment to OSC
Robust Search Feature in EDSS

Electronic Documents Submission System

Search
A Home

- Find any submission within your business unit.
I New Request

A Contacts
Enter Search Criteria

@© History

Find transactions that match of the following criteria:
& Agency Profile
Agency Reference Number v | contains hd =+ Add = Remove

W Feedback Agency Reference Number

SFS Record ID
Record Name

Record Type

Record Description

@ Help Status

Submission Type
CRER Exemption Type
Supplier ID

SFS Contract ID Contact Us | Privacy and Links Policies | Terms of Service

NY Audit ID © New York State Office of the State Comptroller
Final Determination Date

£ Manage Account

.~ New York State Comptroller
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Submitting a Contract/Amendment to OSC
Robust Search Feature in EDSS

Electronic Documents Submission System

ﬂ H Search
ome

. Find any submission within your business unit
il New Request !

L Contacis
Enter Search Criteria

@ History

Find transactions that match @ of the following criteria:
& Agency Profile

Status v s ~ | Approved ~ =+ Add = Remove
M Feedback

Submission Type v i v Precurement Contract Documents v == Add = Remove
= Manage Account Final Determination Date v | is w || 711612024 = + Add = Remove
@ Help

Q search @ Clear

Seq # Record Name & Agency Ref # inal Date Amou Status SFS Contract ID
Procurement DOHO1 - C123456 - 3450000 000 RENE ELKIN C123456 07M6/2024 $1,000.00 Approved 0000000000000000000149527
Contract GOLDBERG

.~ New York State Comptroller
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Submitting a Contract/Amendment to OSC
Submitting Feedback

ALY THoMAS P. DINAPOLI

Electronic Documents Submission System

Feedback
# Home

Q search FeedbaCk

- The Bureau of Contracts wanis to hear from youl
W New Request

2 Contacts Did you find the EDSS easy fo navigate and use, or were there some things you think could be improved? How can we make your user experience better? Please provide us with feedback, comments, suggestions and

kudos

O History

If you are having issues or need assistance with the EDSS application, please refer to our help section or contract our service desk

& AEenci Profile Enter Feedback

= Manage Account

© Help

*We encourage you to provide us with feedback, comments and suggestions.

Resource:
EDSS Feedback
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https://onlineservices.osc.state.ny.us/edss/feedback?

Submitting a Contract/Amendment to OSC
Help with EDSS

Electronic Documents Submission System

Hel|
A Home ep
Q search
Help Center
A Contacis
@ History Help Contact Us
Find answers to questions about submitting transactions through the Electronic Documents Submission System (EDSS).
& Agency Profile Phone
= About EDSS Weekdays, 8:00 am - 5:00 pm
W Feedback + General help for all fransactions (Eastern Standard Time)

.

Submitting a Procurement Record Long-distance

= Manage Account = Submitting an Exemption Request Within the 50 states, Puerto Rico and Virgin Islands
= Submitting Procurement Contract/Amendment 1-866-370-4672
Local

Within the Albany. NY area:
518-408-4672

Email
ITServiceDesk@osc.ny.gov

Mail

Office of the State Comptroller
Bureau of Contracts

110 State Street

Albany, NY 12236
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Submitting a Contract/Amendment to OSC

Suggestions for Smooth EDSS Submissions

* Follow the Documentation Order Guide on the EDSS Help page
* Files should be clearly and accurately named

« Select the appropriate Document Types

* Include additional contacts on all submissions

* Respond via EDSS to auditor questions

« Refer to EDSS help pages or call/email the OSC Helpdesk if you have a
question
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Contract Implementation

Assemble Submit Contract and
Complete Procurement Complete Procurement Contract Contract
Record Record to OSC Implementation Monitoring

Send the approved agreement to contractor

Initiate work in accordance with contract terms

Order needed items or products

Update bid results in Contract Reporter advertisement

Ensure work does not commence until the contract is approved

New York State Comptroller

THOMAS P DiNAPOLI




GFO Chapter Xl, §11.F

Contract Monitoring

Assemble Submit Contract and
Complete Procurement Complete Procurement Contract Contract
Record Record to OSC Implementation Monitoring

Assess vendor's compliance with contract documents
Routinely check vendor responsibility

Track spending / invoice reconciliation

Evaluate optional renewals

Monitor escalation

Review vendor performance



https://web.osc.state.ny.us/agencies/guide/MyWebHelp/?redirect=legacy

Resources

 GFO: XI.17 Protest Procedures

« EDSS Feedback

« EDSS Documentation Order Guide

« EDSS Procurement Contract and Amendment Help

 Acrobat User Guide: Splitting or Compressing PDFs

« Documentation Order Guide

« Documentation Order Guide for Construction Contracts, Contract
Amendments / Change Orders

New York State Comptroller
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https://www.osc.ny.gov/state-agencies/gfo/chapter-xi/xi17-protest-procedures#:%7E:text=As%20described%20below%20and%20as,protest%20to%20the%20State%20Comptroller.
https://onlineservices.osc.state.ny.us/edss/feedback?
https://www.osc.state.ny.us/files/state-agencies/contracts/pdf/edss-document-order-guide.pdf
https://www.osc.state.ny.us/state-agencies/contracts/edss-procurement-contract-amendment-help
https://helpx.adobe.com/acrobat/user-guide.html
https://www.osc.ny.gov/sites/default/files/state-agencies/documents/pdf/2020-02/edss-document-order-guide.pdf
https://www.osc.ny.gov/files/state-agencies/pdf/xi-2-e-3-construction-contracts-contract-amendments-change-orders.pdf
https://www.osc.ny.gov/files/state-agencies/pdf/xi-2-e-3-construction-contracts-contract-amendments-change-orders.pdf

Resources Continued

« EDSS: General Help for All Transactions

« GFO XI.2.E Submission of Agency Contracts and Amendments
» Vendor Responsibility Profile PDF

* Vendor Responsibility Profile Instructions

 GFO: Xl.2.K Authorized Signatures

Workers Compensation Board Website

 Vendor Responsibility Documentation Requirements Chart
 Xl.4 Overview — XI. Procurement and Contract Management

 Grants Management System Prequalification Process
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https://www.osc.state.ny.us/state-agencies/contracts/edss-general-help-all-transactions
https://www.osc.ny.gov/state-agencies/gfo/chapter-xi/xi2e-submission-agency-contracts-and-amendments
https://www.osc.ny.gov/files/state-agencies/pdf/vendor-responsibility-profile-ac3273-s.pdf
https://www.osc.ny.gov/files/vendors/2017-11/vendor-form-ac3273s-instructions.pdf
https://www.osc.ny.gov/state-agencies/gfo/chapter-xi/xi2k-authorized-signatures
https://www.wcb.ny.gov/content/main/Employers/Employers.jsp
https://www.osc.state.ny.us/state-vendors/vendrep/vendor-responsibility-documentation
https://www.osc.ny.gov/state-agencies/gfo/chapter-xi/xi4-overview
https://grantsmanagement.ny.gov/get-prequalified
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OSC Bureau Contact Information

BOC General Information
(518) 474-6494
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https://www.osc.ny.gov/state-agencies/gfo/chapter-i/i5-osc-bureau-contact-information

Thank You!l!
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