
 

PURCHASING REGULATIONS AR6700 
 

The following sets forth the procedures for the procurement of goods and services by the Burnt Hills-

Ballston Lake Central School District.  All claims associated with the procurement of goods and services 

shall be properly confirmed, verified and approved before payment with the exception of ones allowed 

under statutory law which are making payments for public utility services (including gas, electric, water, 

sewer and telephone services), postage and freight, and express charges prior to claims audits. 

 

I. Quotes When Competitive Bidding Not Required 

Goods and services which are not required by law to be procured by the district through competitive 

bidding will be procured in a manner so as to ensure the prudent and economical use of public monies in 

the best interests of the taxpayers.  Alternative proposals or quotations will be secured by requests for 

proposals, written or verbal quotations or any other appropriate method of procurement, as set forth 

below. 

 A. Methods of Documentation 

 1. Verbal Quotations: the telephone log or other record will set forth at a minimum, the date, 

item or service desired, price quoted, name of vendor, name of vendor’s representative. 

 2. Written Quotations: vendors will provide at a minimum, the date, description of the item or 

details of service to be provided, price quoted, name of contact.  For example, with regard to 

insurance, the district will maintain documentation that will include bid advertisements, 

specifications and the awarding resolution. Alternatively, written or verbal quotation forms 

will serve as documentation if formal bidding is not required.  “Requests for Proposals” 

(RFPs), documented in the same manner as described herein, may also be used. 

 3. Requests for Proposals: for professional contracts over $35,000 the district will contact a 

number of professionals (engineers, architects and accountants) and request that they submit 

written proposals.  The RFPs may include negotiations on a fair and equal basis.  The RFPs 

and evaluation of such proposals will consider price plus other factors such as: 

  a. the special knowledge or expertise of the professional or consultant service, 

  b. the quality of the service to be provided, 

  c. the staffing of the service, and 

  d. the suitability for the district’s needs. 

 

  The district may first locate prospective qualified firms by: 

a. advertising in trade journals, 

b. checking listings of professionals, 

c. making inquiries of other districts or other appropriate sources, or  

d. other methods determined to be acceptable by the Assistant Superintendent for Support 

Services. 

 

  The district will then prepare a well-planned RFP which will contain critical details of the 

engagement, including the methods which it will use in selecting the service. 

 

  

 

 



 

 B. Purchases/Public Work: Methods of competition to be used for non-bid procurements, 

documentation to be maintained. 

  The district will require the following methods of competition be used and sources of 

documentation maintained when soliciting non-bid procurements in the most cost-effective 

manner possible: 

1. Purchase Contracts up to $20,000 

Under $2,500 – one verbal quote 

$2,500 - $5,000 – two written quotes 

$5,000 - $20,000 – three written quotes 

 

2. Public Work Contracts up to $35,000 

Under $2,500 – one verbal quote 

$2,500 - $5,000 – two written quotes 

$5,000 - $35,000 – three written quotes 

 

3. Emergencies – Verbal quotes 

Documentation will include notations of verbal quotes. 

 

4. Leases of Personal Property – written quotes 

Documentation will include written quotes, cost-benefit analysis of leasing versus 

purchasing, etc. The district will note that the contract is a true lease and not an installment 

purchase contract. 

 

II. Quotes Not Required When Competitive Bidding Not Required 

 The district will not be required to secure alternative proposals or quotations for those procurements: 

1. under a County contract, 

2. under a BOCES contract, 

3. under a State contract, 

4. under an approved national contract, 

5. of articles manufactured in State correctional institutions, or 

6. from agencies for the blind and severely disabled. 

 

 In addition, the district will not be required to secure such alternative proposals or quotations for: 

1. emergencies where time is a crucial factor, 

2. procurements for which there is no possibility of competition (sole source items), 

3. procurements of professional services, which because of the confidential nature of the services, 

do no lend themselves to procurement through solicitation, 

4. very small procurements when solicitations of competition would not be cost-effective, or 

5. other rare and unusual circumstances with the express prior approval of the Assistant 

Superintendent for Support Services. 

 

III. Bidding Requirements 

 The requirements for formal competitive bidding are as follows: 

1. A “Notice to Bidders” shall be published in the officially designated newspaper not less than five 

(5) days prior to the bid opening date.  Notices may also be mailed to potential bidders 



 

sufficiently in advance of the scheduled bid opening date to permit timely preparation and 

submission of bids. 

2. Bids shall be received until the opening time designated in the official notice.  All bids shall be 

date stamped upon receipt and shall be kept in a safe, locked location until the time for opening. 

3. Bids shall be opened at the time and place set forth in the Notice to Bidders.  There will be at 

least two (2) district employees present at each bid opening, including a Purchasing Agent or 

his/her designee. All interested parties may also attend the opening of bids. 

4. After being opened, all bids shall be recorded and analyzed.  In this analysis, in order to 

determine whether the low bidder is “responsible,” the Purchasing Agent shall consider whether 

the record of the bidder demonstrates or includes: 

a. lack of adequate expertise, lack of prior experience with comparable projects, or lack of 

financial resources necessary to perform the work outlined in the contract in a timely, 

competent and acceptable manner; 

b. engagement in criminal conduct in connection with any other government contract or the 

conduct of business activity that involves such crimes as extortion, bribery, fraud, bid-rigging 

and embezzlement; 

c. grave disregard for the safety of employees or members of the public.  The Purchasing Agent 

should determine whether employees will be properly trained and whether the equipment to 

be used is safe and functioning properly; 

d. willful noncompliance with the state labor laws regarding prevailing wage and supplement 

payment requirements.  All contracts on public work projects are required to pay their 

employees not less than the prevailing wage; 

e. disregard for other state labor laws, including child labor, proper and timely wage payments 

and unemployment insurance laws; 

f. violations of the State Workers’ Compensation Law including failure to provide proof of 

proper workers’ compensation or disability coverage; 

g. violations of any state or federal environmental statutes; 

h. the failure to abide by state and federal statutes and regulations regarding efforts to solicit 

and use disadvantaged, minority and women-owned business enterprises as potential sub-

contractors; 

i. the submission of a bid which is mathematically or materially unbalanced; 

j. the submission of a bid which is so much lower than the contracting agency’s confidential 

estimate that it appears unlikely that the contractor will be able to complete the project 

satisfactorily at the price bid; or 

k. the presentation of false or misleading statements or any other issue that raises serious 

questions about the responsibility of the bidder. 

 

5. The Purchasing Agent shall make a recommendation to the Board of Education as to the lowest 

responsible bidder who has met or complied with the bid specifications. 

6. In the event there are two or more bona fide low responsible bidders, the Board may make an 

award to one of the low bidders or, in its discretion, it may reject all the bids and re-advertise the 

purchase.  In making an award in the case of tied low bidders, the Board may give consideration 

to a local business or supplier. 

7. Bid bonds or deposits of five percent (5%) of the bid price may be required, at the discretion of 

the Purchasing Agent, on all purchase contracts of less than $25,000.  Bid bonds or deposits of 

five percent (5%) of the bid price may be required for labor or service contracts.  Performance 



 

bonds of one hundred percent (100%) of the bid price may be required for all contracts in excess 

of $25,000. Performance bonds on contracts for less than $25,000 may be required, at the 

discretion of the Purchasing Agent. 

8. Every bid shall contain the certification, p4roperly executed by the bidder, required by Section 

103-d of the General Municipal Law. 

9. Minor deviations from specifications or compliance with bidding requirements may be waived 

by the Board, upon the recommendation of the Purchasing Agent.  The Purchasing Agent shall 

determine all questions of comparability or equivalency. 
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