TOWN OF COLTON

PROCUREMENT POLICY & PROCEDURES

Adopted pursuant to General Municipal Law (“GML”) § 104-b; applicable to procurements not subject to
competitive bidding under GML § 103 or other law.

I. PURPOSE AND SCOPE

This policy applies to all procurement of goods and services by the Town of Colton that is not required by
law to be procured pursuant to competitive bidding under GML § 103 or any other applicable law.

For clarity and internal-control purposes, the Town shall maintain an appropriate procurement / audit file
under Section VI for all procurements, including those subject to GML § 103 or other laws, to support
claims auditing, transparency, and records retention. If a procurement is subject to GML § 103 or
another governing law, the requirements of that law shall control.

Goods and services shall be procured in a manner that assures the prudent and economical use of
public moneys in the best interests of the taxpayers; facilitates the acquisition of goods and services of
maximum quality at the lowest possible cost under the circumstances; and guards against favoritism,
improvidence, extravagance, fraud, and corruption.

This policy applies to all Town officers, board members, department heads, and employees with
purchasing authority (collectively, “Purchasers”). Nothing in this policy shall be construed to authorize
any purchase or contract in excess of appropriations or contrary to law, Town Board resolution, or
applicable purchasing or claims procedures.

Il. DESIGNATED PURCHASING OFFICIALS

In accordance with GML § 104-b(2)(f), the Town designates the purchasing officials and titles listed in
Appendix A (Authorized Purchasers and Approval Limits). Appendix A shall be reviewed and updated at
least biennially.

The authorization and approval limits in Appendix A govern the authority to initiate and approve
procurements within available appropriations. Contract awards and claims payment remain subject to
applicable law and Town Board claims-auditing procedures.

lll. DETERMINING WHETHER COMPETITIVE BIDDING IS REQUIRED

Every prospective procurement shall be evaluated to determine the applicability of competitive bidding
under GML § 103 and any other applicable law.



For purposes of GML § 103, purchase contracts involving an expenditure of more than $20,000 and
contracts for public work involving an expenditure of more than $35,000 shall be competitively bid unless
a statutory exception applies.

Each Purchaser shall estimate the aggregate annual amount of the commodity or service needed in the
applicable fiscal year, including a review of other Town department needs and prior purchasing history,
to determine likely annual value. The basis for the determination, including whether bidding applies and
any exception relied upon, shall be documented and retained in the procurement file.

If a procurement is determined to be subject to GML § 103 or other applicable law, the Purchaser shall
comply with that law and maintain documentation consistent with Section VI, including, as applicable,
specifications, solicitations, tabulations, award basis, contract, approvals, and receiving / invoicing
documentation.

IV. PROHIBITION ON SPLITTING PURCHASES

No procurement shall be artificially split or divided for the purpose of avoiding the competitive bidding
thresholds of GML § 103 or the quotation / proposal requirements of this policy.

Purchasers shall consider the reasonably expected aggregate need over the applicable period and
coordinate with other departments to avoid inadvertent splitting.

V. METHODS OF COMPETITION FOR NON-BID PROCUREMENTS

Except for the statutory and Board-authorized exceptions listed in Section VI, alternative proposals or
quotations shall be secured for procurements not subject to competitive bidding.

Purchasers shall select the procurement method that is reasonable and cost-effective given the dollar
value, complexity, and urgency of the purchase. When the required number of quotes or proposals is not
practicable, the Purchaser shall document good-faith efforts made and the reason or reasons the
requirement could not be met.

Purchasers shall also ensure that no sales tax or other charges from which the Town is exempt are paid.

A. Purchase Contracts (Goods and Services)

Less than $1,000: At the discretion of the Purchaser. Documentation may include a receipt, invoice,
screenshot, catalog page, or prior invoice history.

$1,000 to $3,500: Oral or written quotes from at least two vendors. Oral quotes must be documented,
including vendor name, contact person, date, item or scope, and price.

Greater than $2,500 to less than $20,000: Written request for quote or proposal and written quotes
from at least three vendors, unless not practicable. Good-faith efforts and the reason fewer quotes were
obtained shall be documented.



Department Heads may make single purchases up to and including $3,500 within an adopted
appropriation line of the Department’s current budget, provided this policy is followed.

B. Public Work Contracts

Less than $2,500: At the discretion of the Purchaser. At minimum, retain the invoice or receipt and a
brief description of the work.

$2,500 to less than $10,000: Written proposals from at least two contractors.

$10,000 to less than $35,000: Written request for proposal and written proposals from at least three
contractors, unless not practicable. Good-faith efforts and the reason fewer proposals were obtained
shall be documented.

Any written RFQ or RFP shall describe the desired goods or services, quantity if applicable, scope,
delivery or performance requirements, and evaluation or award criteria.

Department Heads may make single purchases up to and including $3,500 within an adopted
appropriation line of the Department’s current budget, provided this policy is followed.

C. Vendor Outreach (Guidance)

The Town encourages broad vendor outreach, including, when practicable, outreach to New York
State-certified Minority- and Women-Owned Business Enterprises (MWBE) and Service-Disabled
Veteran-Owned Businesses (SDVOB), consistent with applicable law and any grant or program
requirements.

If a procurement is funded by a grant or program that imposes MWBE, SDVOB, or similar participation
or reporting requirements, the Town shall follow those requirements and maintain the required
documentation in the procurement file.

VI. PROCUREMENT FILES AND DOCUMENTATION

All information gathered in complying with this policy shall be preserved and filed with the documentation
supporting the purchase or public work contract.

At a minimum, the procurement file shall include:
1. A description of the goods or services and the estimated annual aggregate cost.

2. A determination of whether GML § 103 bidding applies and any statutory exception relied upon.

3. Quotes or proposals requested and received, or documentation of good-faith efforts to obtain
them.



4. The basis for vendor or contractor selection and any required written justification.

5. The purchase order or contract, invoice or invoices, receiving documentation, and approvals.

For purchases where quotes are not required, the procurement file may be simple but shall still include:

1. The invoice or receipt.
2. A brief description of the business purpose.

3. Evidence of receipt or acceptance of goods or services.

Records shall be retained in accordance with the Town’s adopted records-retention schedule and
applicable law. Where electronic records are used, including emails, screenshots, and PDFs, they shall
be saved in a manner that permits retrieval for audit, FOIL, and other lawful purposes.

Records Custody and Filing

The Purchaser or Department initiating the procurement is responsible for compiling and maintaining the
procurement file and for providing the relevant documentation with the voucher or claim submission for
audit.

The Town Clerk, as custodian of Town records, shall maintain the official central file for fully executed
contracts, memoranda of understanding, and agreements, including Town Board award or approval
resolutions and approved change orders. Department Heads shall provide fully executed records to the
Town Clerk.

RFPs, RFQs, bid specifications, submissions, bid tabulations, award documents, and approved change
orders shall be filed with the Town Clerk as part of the official procurement or contract record.

Active records may be maintained in mixed format, paper or electronic, provided they remain organized
and retrievable. Town records shall be available for public inspection and copying in accordance with
FOIL and other applicable law.

VII. AWARD OF PURCHASES AND CONTRACTS

For procurements subject to GML § 103 or any other governing law, awards shall be made in
accordance with that law. The standards in this Section VIl apply to procurements conducted under this
GML § 104-b policy.

The Town will generally award to the lowest responsible dollar offeror. However, an award may be made
other than to the lowest responsible dollar offeror when it is in the best interest of the Town and
taxpayers, considering factors such as value, experience, availability, past performance, integrity,
reliability, ability to meet schedule, and demonstrated capability.



Whenever a contract is awarded to other than the lowest responsible dollar offeror, the Purchaser shall
prepare written justification setting forth the reasons and shall retain that justification in the procurement
file.

If a vendor or contractor is found not responsible, the facts supporting that determination shall be
documented and retained in the procurement file.

VIIl. EXCEPTIONS WHERE QUOTES OR PROPOSALS ARE NOT REQUIRED

Except when directed by the Town Board, solicitation of quotes or proposals is not required under the
following circumstances; however, the Purchaser shall document the basis for using the exception and
why the price or cost is reasonable:

1. Emergency procurements under GML § 103(4), when there is a public emergency arising out
of an accident or other unforeseen occurrence or condition requiring immediate action that
cannot await competitive bidding or competitive offering.

2. Sole source procurements, where only one vendor or contractor can provide the required
goods or services. The procurement file shall include a written explanation of why the good or
service is unique and why alternatives are not acceptable.

3. Professional services, such as legal, engineering, auditing, or specialized consulting or
technical services.

4. Preferred source purchases, including purchases from agencies for the blind or severely
disabled and Corcraft, where authorized by law.

5. Purchases through New York State OGS, County, or other authorized contracts, where
permitted by law and in the Town’s best interest.

6. Piggybacking or cooperative purchasing on other government contracts when permitted by
law.

7. Goods purchased at auction.

8. Very small purchases where solicitation is not cost-effective, consistent with Section V.

For purchases made through State, County, cooperative, or piggyback contracts, the procurement file
shall include the contract number, term, vendor, pricing, and documentation supporting the Town’s
authority to use the contract.

Professional services are not subject to GML § 103 competitive bidding; however, selection shall be
documented in the procurement file, and the Town should use RFQ or RFP processes when practicable,
particularly for significant or recurring professional service engagements.



IX. ANNUAL REVIEW AND AMENDMENTS

This policy shall be reviewed annually by the Town Board. Comments concerning this policy shall be
solicited from Town officers involved in the procurement process prior to adoption and from time to time

thereafter.

This policy may be amended by the Town Board by resolution.

As part of its annual review, the Town Board may evaluate whether the dollar thresholds, documentation

practices, and outreach practices remain appropriate.

APPENDIX A

AUTHORIZED PURCHASERS AND APPROVAL LIMITS

(Current authorization limits; review and update at least biennially.)

Title

Town Board

Highway
Superintendent

Town Clerk

Department of
Public Works
Superintendent

Town Sole
Assessor

Typical Procurement Types

Bid awards; policy
exceptions; claims auditing
and approval; advance
payments where authorized
by law

Highway supplies,
equipment, minor services,
small public work items

Office supplies, services,
small equipment,
administrative purchases

Department-specific supplies,
services, small equipment

Office supplies, services,
small equipment,
administrative purchases

Authorization / Approval Limit

Approves awards or contracts subject to
GML § 103; adopts or amends policy;
approves claims; authorizes advance
payments by resolution where permitted
by law

Single purchases up to and including
$2,500 within Highway budget, provided
this policy is followed

Single purchases up to and including
$2,500 within departmental budget,
provided this policy is followed

Single purchases up to and including
$2,500 within departmental budget,
provided this policy is followed

Single purchases up to and including
$2,500 within departmental budget,
provided this policy is followed



BTI Director Office supplies, services, Single purchases up to and including

small equipment, $2,500 within departmental budget,
departmental safety supplies, provided this policy is followed
administrative purchases

Town Justice Office supplies, services, Single purchases up to and including
small equipment, $2,500 within departmental budget,
administrative purchases provided this policy is followed

ADDENDUM

CLAIMS AUDITING / VOUCHER PAYMENT PROCEDURES (REFERENCE)

When submitting vouchers or claims for payment, the claim shall contain sufficient detail and
documentation for the auditing body or official to determine that:

1.

2.

The claim is for a valid and lawful Town purpose.
There is a sufficient appropriation to pay the claim.
The claim is sufficiently itemized.

The invoice bears the identifiable signature or approval of the person receiving the goods or
services and, where applicable, the Department Head.

There is sufficient supporting documentation, including receipts for credit card purchases.
The claim complies with legal and policy requirements relating to competitive bidding and this
procurement policy. Required quotes, proposals, or RFP documentation shall be attached as

appropriate.

The claim includes certification or approval by the responsible officer or employee that the goods
were received or services were rendered and that the charges are a proper Town obligation.

Emergency procurements require an emergency justification to be completed and attached to the
voucher or invoice for audit. The justification shall describe the unforeseen condition, the urgency, and
why the procurement could not await ordinary procedures.

Except as allowed by law, the Town Board shall approve all claims prior to payment. Advance payments
may be made only when authorized by law or Town Board resolution, and such claims shall be audited
as soon as practicable thereafter and included on the next abstract as prepaid amounts.

Reviewed/Revised by the Policy Committee: 4/26
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