The Administrative Manual: The Policies and Procedures of Tompkins County Government

Procurement

Objective: To establish a consistent and equitable procurement policy Policy/Procedure 06-07
and procedures for all Tompkins County departments while Number:
reducing environmental and health impacts associated with

products and services used in County operations. Effective Date: April 30, 2002
Reference: General Municipal Law, Article 5-A, Sections 103 and 104; Responsible Finance
(All applicable federal, state, Tompkins County Charter, Article 6; Finance Law Section Department:
and local laws) 163-165; NYS Correction Law Section 186; GSA Federal E-
Government Act of 2002, Section 211, PL 107-347; Local Modified Date (s): June 2019; March
Preparedness Acquisition Act, PL 110-248; National 2020; January 2021;
Defense Authorization Act of 1994, Section 1122, PL 103- May 16, 2023
160; John Warner National Defense Authorization Act of
2007, Section 833, PL 109-364; Federal Supply Act of Resolution No.: 2019-129; 2021-19;
2010, PL 111-263; Tompkins County Local Law No. 2 of 2023-118
2019; Davis-Bacon Act; Housing and Urban Development
Act of 1968, Section 3; 24 CFR § 135.5; Tompkins County Next Scheduled June 2024

Legislature Resolution 2020-5; United States Environmental ~ Review:
Protection Agency; New York State Department of

Environmental Conservation, Environmental Conservation

Law Article 27, Title 30, New York State Executive Order 22

(2022)
Legislative Policy All employees whose responsibilities include procurement
Statement: are charged with strict adherence to all applicable Federal,

State, and Local General Municipal laws and regulations.
County employees who have the authority to purchase on
behalf of Tompkins County are charged with ensuring that
the highest standards of ethics are adhered to by promoting
equity-based procurement while exercising their best
judgement in procuring goods and services and to the
greatest extent possible, purchasing products and services
that have a reduced negative effect on human health and
the environment.

General Information:

I. Definitions: Aggregate - Purchases of the same or similar commodities, materials or services for
all departments of the County (i.e. hand tools, copy paper) purchased within a twelve
(12) month period. The twelve (12) month period begins on the date of purchase.

Award - Any mechanism, signed by a contracting officer, providing funds or other
resources to an offeror that permits expenditure of such funds or use of such
resources.

Best Value - A procurement method that looks at multiple factors when selecting
vendors or contractors such as quality, service, equity and expertise in addition to
cost.

Blanket Purchase Order - A document issued by the Division of Purchasing for
internal use, authorizing the procurement of goods and/or services which is intended
for multiple purchases from the same vendor during a set period of time and a set
maximum amount of money that may be spent.

Bids - A public competitive process for which pricing is submitted either through a
“sealed bid” or secure electronic system to allow for the purchase of specified goods,
services, and equipment.

Compostable Product- Products that can be collected and processed at local or
regional facilities (compost or anaerobic digestion). Examples include, but are not



limited to, paper napkins and towels.

DBE (Disadvantaged Business Enterprise) - A for-profit small business that is (1) at
least fifty-one percent (51%) owned by one or more individuals who are both socially
and economically disadvantaged or, in the case of a corporation, in which fifty-one
percent (51%) of the stock is owned by one or more such individuals; and (2) whose
management and daily business operations are controlled by one or more socially
and economically disadvantaged individuals who own it.

Environmentally Preferable Product (EPP) - A product and/or service that has a
reduced effect on human health and the environment when compared to competing
products and services that fulfill the same purpose. Considerations for product
comparison may include: raw materials acquisition, production, energy and water
consumption, hazardous components, byproducts, packaging, distribution, reuse
opportunities, maintenance, or disposal.

Equity-Based Procurement - Process of creating an environment where all
businesses, including small, minority and women-owned businesses and service
disabled veteran businesses, shall be given the maximum practicable opportunity to
access, participate and be awarded contracts for services.

MWBE (Minority & Woman owned Business Enterprises) - A business enterprise
with a minimum of fifty-one percent (51%) owned by one or more minority group
members or with a minimum of fifty-one percent (51%) owned by one or more women,
who have been certified as minority-owned or women-owned by the Empire State
Development's Division of Minority and Women-Owned Business Development.

IFQ (Invitation for Quotation) - A type of solicitation used typically with small-dollar
contracts or purchases but may be used for commercial items up to an agency's
prescribed dollar limit. They are typically used to obtain pricing for a specific number
of well-defined items.

Operational Emergency - Exists when a piece of County equipment is not operating
or is malfunctioning, and the function which it performs is vital to the department’s

day-to-day operation. Incidents that can be controlled by employees or maintenance
personnel in the immediate/affected facility or area are not operational emergencies.

P-Card (Purchasing Card) - A form of a company charge card that allows goods and
services to be procured.

Piggyback - Utilizing a contract let by any governmental entity within the United
States.

Procurement - The act of obtaining or buying goods and services. The process
includes preparation and processing of a demand as well as the end receipt and
approval of payment.

Professional Services - Services generally rendered that require specialized or
technical skills, expertise, knowledge, certification, or licensure which may include
physicians, engineers, attorneys, etc.

Public Emergency - Exists when declared by the County Administrator due to an
occurrence or imminent threat of the life, health, and/or safety of County residents or
County employees.

Public Work - Services for labor and material to provide construction, maintenance,
repairs or renovation to buildings and infrastructure owned by the County and in the


http://www.businessdictionary.com/definition/goods-and-services.html
http://www.businessdictionary.com/definition/process.html
http://www.businessdictionary.com/definition/preparation.html
http://www.businessdictionary.com/definition/processing.html
http://www.businessdictionary.com/definition/demand.html
http://www.businessdictionary.com/definition/receipt.html
http://www.businessdictionary.com/definition/approval.html
http://www.businessdictionary.com/definition/payment.html
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best interest of the public.

Recyclable Product - Products that can be collected, processed and manufactured
into new products after they have been used. These products do not necessarily
contain recycled materials. Examples include, but are not limited to, paper, plastics,
glass, and metal.

Recycled Material - Products manufactured with recycled materials either collected
from a recycling program or from waste recovered during the normal manufacturing
process. The label will sometimes include how much of the content was from recycled
materials. Examples include, but are not limited to, aluminum cans, paper towels,
newspapers, trash bags, and glass containers.

Remanufactured Product - An industrial process that restores end-of-life goods to
their original working condition and specifications using a combination of reused,
repaired, and new parts

RFP (Request for Proposal) - A competitive process used for choosing a company
or an individual to provide professional services. All terms and pricing are negotiable
during the RFP process.

RFQ (Request for Qualifications) - A method used to search for qualified
contractors or consultants to perform specific services. Pricing is not submitted during
the RFQ process and is only requested after the person or firm that is the most
qualified to fulfill the need has been selected.

SDVBE (Service-Disabled Veteran Business Enterprise) - A business enterprise
with a minimum of fifty-one percent (51%) owned by one or more service-disabled
veterans, which has been certified as service-disabled veteran owned by the OGS
Division of Service-Disabled Veterans' Business Development.

Sole Source - An item or service that is available from one source only where no
substantial equivalents or competition exists. An item or service cannot be created as
a sole source by developing restrictive specifications.

Sustainable Product - A product that provides environmental, social and economic
benefits while protecting public health and the environment over their whole life cycle,
from the extraction of raw materials until final disposal (i.e. products that are
recyclable, remanufactured, or made from recyclable materials).

A. The Director of Finance or their designee shall have responsibility for all
County purchasing and bidding, maintaining current inventory, and valuation of
infrastructure and fixed assets.

B. The Director of Finance or their designee, through the Division of Purchasing,
is charged with maintaining purchasing procedures that promote equity and
eliminate unneeded steps but maintain adequate and appropriate controls so that
costs for acceptable quality and the risks of collusion are minimized.

C. Tompkins County recommends the use and distribution of environmentally
preferable products (EPP) including biodegradable, compostable, reusable, or
recyclable products or materials in the workplace wherever practicable and
appropriate. Where practicable, minimal recycled content standards for commonly
purchased products will be recommended.

D. The Recycling and Materials Management Department (RMM) is charged with the
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coordination of an EPP Team who is responsible for the management of all EPP
related content within this policy.

E. It is the policy of Tompkins County to provide equitable opportunities to all
qualified suppliers. The principle of public purchasing is to obtain goods and

services equitably through open competition at the least cost to the taxpayer while
serving the interest of the County.

F. County procurement shall operate in full view of all County departments and the
public.

G. Tompkins County reserves the right to postpone bid openings for its own
convenience and to make changes to the specifications.

H. All bids under the County capital program must be awarded by the County
Legislature on recommendation of the appropriate Legislative program committee.

Other bids and requests shall be awarded by the Director of Finance or their
designee.

I. The Legislative program committee to which the department that is purchasing
and/or contracting goods and/or services reports, shall be provided with a
written statement of the nature of the goods and/or service being procured, the
highlights of the terms, and the price of the goods and/or service. Any other
information about bidding and contracts that is requested by members of the
program committee shall be provided in an expeditious and clear manner.

J. Per NYS General Municipal, State and Local laws, the County may award a Bid to
a vendor and/or contractor offering the “Best Value” to the County. “Best Value”
allows the County to participate in bids let by National Cooperatives and other
government agencies that have awarded contracts through this method if it proves
to be in the best interest of the County and County taxpayers. Tompkins County
will solicit for and will recommend environmentally preferable products whenever
they are considered practicable and of best value.

K. The Director of Finance and affected Department Head(s) involved or designee(s)
are responsible for the immediate procurement of goods or services needed,
adhering to the emergency procedures in cases where a public emergency has
been declared by the County Administrator.

A. County Finance - Division of Purchasing Functions

1. Issue and encumber purchase orders which meet the criteria and standards
set forth herein and are approved by the Department Head(s) and the Director
of Finance or their designee(s). The Division of Purchasing may suggest the
purchase of alternate items or services which meet the needs of the
departments but are known to be more cost effective and/or a more
sustainable product or service.

2. When procuring a commaodity or service, whether by competitive bid or other
type of procurement, that is the subject of a GreenNY procurement
specification that has received final approval of the NYS GreenNY Council
pursuant to Executive Order No. 22 (2022), the Division of Purchasing shall
ensure that the GreenNY procurement specification is followed to the
maximum extent practicable and where cost is reasonably competitive as
defined in General Municipal Law § 104-a.



Advise and direct departments in matters related to procurement methods,
purchasing policies, and bid requirements. The Division of Purchasing may
assist departments in obtaining informal quotes, proposals, and requests for
professional services.

Solicit formal competitive bids for departments according to legal
requirements.

Review and approve office supply orders for County departments.

Manage inventory of County-owned real property.

Maintain purchasing procedures.

Maintain Bid Appeal Procedures — Awards, Bids, and Selection of Proposals

Provide annual data, as requested, regarding procurement practices, costs,
and quantities; subject to any system limitations.

B. Department Head Responsibilities

1.

Responsible for reasonably anticipating the total annual expenditure for
materials and services expected to be purchased for use by their department.
These anticipated expenditure totals shall dictate the procurement method to
be used in accordance with the policies and procedures outlined in Tables A,
B, & C below.

Maintain oversight to ensure that all goods, materials and contractors perform
in accordance with the terms, conditions, and specifications.

Maximize procurement of sustainable and environmentally preferable
products to the greatest extent possible. Assistance from the Department of
Recycling & Materials Management is available in the evaluation of desired
product or service when needed.

Aggregate annual purchases of items or services shall not be intentionally
separated to circumvent the expenditure limit for any required purchasing
procedure.

Cooperate in gathering data for the purposes of tracking, reporting, and
evaluating procurement activities.

C. Environmentally Preferrable Products (EPP) Team

1.

Develop, maintain, and communicate sustainable procurement tools and
resources for departmental use as they evolve including, but not limited to,
recommended standards and certifications, specifications, fact sheets,
resource guides, and best practices. Resources shall be updated at minimum
annually and made available to all departments via the County’s intranet site.

Develop language requiring the procurement and documented use of
environmentally preferable products whenever possible for inclusion in bid
specifications and contract documents;

Remain up to date on trends related to EPP products and services;



Promote environmentally preferable products through ongoing education and
communication with County departments, municipalities, agencies,
businesses, educational institutions, and others as appropriate.

Prepare and submit an annual report to the County Administrator and
Legislature summarizing related EPP metrics and/or goals; and

Include at least one (1) representative from each of the following:

a. Recycling & Materials Management (team coordinator)
b. Finance

c. Administration

d. ITS

e. Facilities

D. Federal and State Grant Administration Procedures

1.

Tompkins County does not have a centralized grants department; therefore, it
is the responsibility of each department obtaining a grant to administer and be
familiar with all grant documents and requirements.

The Department Head or designee responsible for the grant will ensure
compliance with State, Federal, or other requirements linked to funding
sources for specific projects and programs including but not limited to MWBE
participation, Davis-Bacon, Federal or State labor standards, conflicts of
interest, and equal employment opportunity hiring.

When U.S. Department of Housing and Urban Development funding
assistance for construction or rehabilitation projects create a need for new
employment, contracting, or training opportunities subject to Section 3 (as
defined in 24 CFR § 135.5) requirements, Tompkins County shall integrate
Section 3 requirements as detailed in Tompkins County Section 3
Participation Plan. A copy Tompkins County’s Section 3 Participation Plan is
on file in the Finance Department.

E. Emergency Procurement

1.

In the case of a public emergency as declared by the County Administrator,
goods and services exceeding the bid limits may be procured without
competitive bidding.

The Director of Finance is hereby authorized to award bids during such a
declaration of emergency. Notification of such awards shall be provided in
writing to the County Legislature, the County Attorney, and the County
Administrator.

In cases where an emergency situation exists and a part, repair person and/or
services are needed to make equipment operational and can be obtained
immediately, the Department Head(s) involved or designee(s) should do the
vendor research, locate the part or service needed and place the order. The
Department Head then should call the Division of Purchasing the same day
and give them the information necessary to issue a confirming purchase
order.

F. Best Value

All awards may be made to a vendor and/or contractor offering the “Best



Value” to the County.
“Best Value” award is not authorized for construction related bids.

The Director of Finance or their designee will have the final approval when
using “Best Value” and determine when its use would be appropriate and
which criteria to use.

Award Criteria

In determining the “Best Value” for the County, the purchase price and
whether the goods or services meet specifications are primary considerations.
However, the Director of Finance or their designee may consider other
relevant factors, including but not limited to:

Installation costs;

Life cycle costs;

Quality and reliability;

Delivery terms;

Cost of employee training associated with a purchase;

Effect of a purchase on productivity;

Indicators of probable supplier performance under the contract such

as past supplier performance, the supplier's financial resources and

ability to perform, the supplier's experience or demonstrated
capability and responsibility;

e Ability to provide reliable maintenance agreements and support;

e Ability to comply with state, federal, or other requirements linked to
funding sources for specific projects including but not limited to
MWBE participation, Section 3, Davis-Bacon, previous violation of
federal or state labor standards, conflicts of interest, and equal
employment opportunity;

e Business Enterprise status (e.g. DBE, MWBE, SDVBE); and/or

e Other factors relevant to determining the best value for the County in

the context of a particular purchase, including the status of the

vendor as a Tompkins County based business.

G. EPP Procurement Standards

1.

Departments shall include in their procurement process for all products and
services consideration of the environmental, social and financial impacts in
order to promote practices that improve human and environmental health,
protect and conserve natural resources, water, and energy, and minimize the
County's contribution to pollution and solid waste. Whenever practicable,
GreenNY procurement specifications that have received final approval of the
NYS GreenNY Council pursuant to Executive Order No. 22 (2022), shall be
utilized.

Departments are required to purchase the following products and
services,whenever they are considered practicable and of best value:

e Products made with recycled or reclaimed materials;

e Products designed to be recycled, composted, reused, or
otherwise diverted from landfill disposal;

e Products with an extended useful life, including products
designed to be repairable;



¢ Products containing less-hazardous substances, including
water-based, low emission, or green certified products, or
that use less-hazardous substances for operations and
maintenance;

e Products that minimize Greenhouse Gas Emissions in their
manufacture, transport, use, or disposition;

e Products designed to minimize water use or water pollution;
and

e Products using less packaging or packaging made from
environmentally preferable materials.

3. Departments are required to avoid purchasing specific products for County
business use, unless the County determines there is no suitable EPP
available:

e Single-serve water bottles (except in emergency situations)

e Expanded polystyrene (Styrofoam) products

e Disposable food service ware (unless product is compostable
or recyclable)

e Hazardous: Containing chemical hazards or toxic substances
that can cause harm.

4. The County’s EPP standards do not need to be met if:

e A sustainable product does not meet form, function, or utility;

e The sustainable product cannot be competitively priced
based on the EPP Team review and recommendation;

e A sustainable product is not available within a reasonable
timeframe; or

e An emergency or compelling public health or safety reason
exists to prohibit the procurement of the sustainable product
or service.

H. Piggybacking
Per NYS General Municipal Law, Counties may purchase materials, equipment,
supplies, or contracts for services using contracts let by any governmental entity

within the United States only if the following criteria are met:

1. The letting entity has specifically included language in their specifications
allowing for piggybacking;

2. The successful bidder(s) agree to extend the bid pricing; and

3. The item(s) the County is purchasing is exactly the same as those bid and
awarded by the originating entity.



Table A

Purchasing Policy and Procedure for Procurement of Materials and Supplies

Purchase Amount Purchasing Procedure

Departments shall obtain one (1) to two (2)
quotations. Purchase order not required.

Quotes shall be kept on file at the
: : Department but must be made available to

Under $3,000.00 le it P

nder$ persihgie ftem the Division of Purchasing if requested.
Emergency purchases made at the direction
of the Department Head prior to payment
processing shall be indicated on the voucher
or the P-Card receipt(s) with a short
explanation.

Departments shall obtain at least two (2)
written quotations inclusive of all charges.
Copies are to be submitted to the Division of
Purchasing.

Purchase order is required. Division of
Purchasing shall determine if the P-Card can
be used for the purchase.

Between $3,000.00 to $9,999.00
per single item

Emergency purchases made at the direction
of the Department Head prior to obtaining a
purchase order shall be indicated in the
description portion of the purchase order with
a short explanation.

Departments shall obtain three (3) written
quotations_inclusive of all charges.; Copies to
be submitted to the Division of Purchasing.

Purchase order is required. Division of
Purchasing shall determine if the P-Card can
be used for the purchase.
Between $10,000.00 to $19,999.00
per single item For Emergency purchases made prior to
obtaining a purchase order, the Department
Head (or designee) shall email an
explanation to the Division of Purchasing in
addition to indicating “emergency purchase”
on the purchase order.

Note: If time allows, two (2) quotes will be
obtained for emergency purchases over
$10,000.00.




Over $20,000.00

Competitive sealed bids are required by
NYS law for all purchases of any single item
costing over $20,000.00 or aggregate
purchases over $20,000.00 of any single item
or type of items (ex: tires) made within the
twelve (12) - month period commencing on
the date of purchase.

Departments shall submit technical
specifications and other criteria as required
to the Division of Purchasing. The Division
of Purchasing will develop the bid document
and solicit bids according to legal
requirements. Bid awards to be made by the
Director of Finance or their designee unless
otherwise directed by the County
Legislature.

Emergency purchases and sole source
requests must be made in writing to the
Purchasing Coordinator to be routed to the
County Administrator’s Office.

Note: If time allows, two (2) quotes will be

obtained for emergency purchases over
$10,000.00.

Note: Exceptions to all the above procurement requirements are purchase contracts with
vendors holding a NYS OGS Contract, Tompkins or other authorized Piggyback Contract
as defined by General Municipal Law 103, Preferred Source, or documented Sole Source.




Table B

Purchasing Policy and Procedure for Procurement of
Public Works and Building Service Contracts

Contract Amount Purchasing Procedure

The Department shall obtain at least one (1)
written proposal inclusive of all charges.
Requirements must be clearly identified in
the proposal. Copies of proposal shall be
retained by the department and be made
available to the Division of Purchasing upon
request.

Under $ 7,500.00
Purchase order is required. Purchasing will
determine if P-Card can be used.

Emergency purchases made at the direction
of the Department Head prior to obtaining a
purchase order shall be indicated in the
description portion of the purchase order
with a short explanation.

The Department shall obtain at least two (2)
written proposals inclusive of all charges.
Requirements must be clearly identified in
the proposal. Copies of the proposal shall be
provided to the Division of Purchasing.

Purchase order is required. Purchasing will
determine if P-Card can be used.

For Emergency purchases made prior to
Between $7,500.00 to $19,999.00 obtaining a purchase order, the Department
Head (or designee) shall email an explanation
to the Division of Purchasing in addition to
indicating “emergency purchase” on the
purchase order.

Note: If time allows, two (2) quotes will be
obtained for emergency purchases over
$10,000.00.

The Department shall obtain three (3)
written proposals. Requirements must be
clearly identified in the proposal. Copies of
the proposal shall be provided to the
Division of Purchasing.

Between $20,000.00 to $35,000.00 Purchase order is required. Purchasing will
determine if P-Card can be used.




For Emergency purchases made prior to
obtaining a purchase order, the Department
Head (or designee) shall _email an
explanation to the Division of Purchasing in
addition to indicating “emergency purchase”
on the purchase order.

Note: If time allows, two (2) quotes will be

obtained for emergency purchases over
$10,000.00.

Competitive sealed bids are required by
NYS law for all public works or building
service contracts exceeding $ 35,000.00 in

Over $ 35,000.00 aggregate.

Technical specifications shall be submitted to
the Division of Purchasing for development
of a formal bid.

If an architect/engineering firm is retained to
develop the bid document, the firm must
submit the final document to the Division of
Purchasing for review and approval prior to
the advertisement forbids

Bid award recommendation to be made by
the Department Head and/ or professional
consultant in consort with the Division of
Purchasing. Bid Award by the Director of
Finance or their designee unless otherwise
directed by the County Legislature.

Emergency purchases and Sole Source
requests must be made in writing to the
Division of Purchasing to be routed to the
County Administrator’s Office.

Note: If time allows, two (2) quotes will be
obtained for emergency purchases over
$10,000.00.

Note: Exceptions to all the above procurement requirements are purchase contracts with
vendors holding a NYS OGS Contract, Tompkins or other authorized Piggyback Contract
as defined by General Municipal Law 103, Preferred Source, or documented Sole Source.




Table C

Purchasing Policy and Procedure for Procurement of Professional Services (RFP’s)

Purchase Amount Purchasing Procedure

Departments shall obtain one (1) to two (2)
proposals. Contract is required. Proposals
should accompany the contract.

Purchase order not required.

Under $10,000.00 per occurrence or

nnually. N
annuatly Emergency purchases made at the direction

of the Department Head prior to payment
processing shall be indicated on the voucher
or on the P-Card receipt(s) with a short
explanation.

Departments shall obtain two (2) proposals.
Contract is required. Proposals should
accompany the contract. Purchase order
required.

Between $10,000 and $50,000 per

Emergency purchases made at the direction
occurrence or annually

of the Department Head prior to payment
processing shall be indicated on the voucher
or on the P-Card receipt(s) with a short
explanation.

Competitive RFP or RFQ to be issued by the
Division of Purchasing.

Technical specifications shall be submitted to
the Division of Purchasing for development of
a formal bid.

$50,000+ per
occurrence or annually Contract and Purchase Order is required.

Emergency purchases made at the direction
of the Department Head prior to payment
processing shall be indicated on the voucher
or on the P-Card receipt(s) with a short
explanation.
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