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1. INTRODUCTION

1.1 Rationale

The NYC Department of Education purchases instructional and non-instructional
supplies and materials, textbooks, library books, equipment, school lunches,
transportation, repairs, maintenance of equipment, professional services and
hundreds of other goods and services necessary to running the school system.
The budgetary term used to classify these services is called OTPS (Other Than
Personal Service).

The major considerations in OTPS expenditures are quality, cost, and need. In
order to get maximum value for each dollar spent, several rules and procedures
that cover broad categories of items to be purchased, methods of ordering, and
delivery and inspection procedures need to be followed. These regulations and
procedures pertain to the entire NYC Department of Education.

1.2 Overview

This chapter details regulations governing, and procedures for implementing,
purchase orders, requisitions, change notices, and small dollar purchases using
the Small Item Payment Process (SIPP) (formerly called the Imprest Fund).
Guidelines for consultant approval forms, and proceed notices, which are used for
Full Value Contracts are detailed in separate SOPM chapters. Please refer to the
SOP chapter on “Utilization of Consultants” that can be accessed by clicking on
the following link:

http://schools.nyc.qov/NR/rdonlyres/8D72B47A-A875-4831-8688-8A12D698E1C3/0/sopconsulchapjune2.pdf

Small cash payments, which are directly related to student activities and which are
funded from student and community-generated funds, are issued through the
General School Fund. General School Funds are derived from student dues paid
to a General Organization (GO) or any other school activity, fines for lost books,
sales in a student - operated store and donations or trust funds. These funds may
be spent only on the specific student activity for which they were intended. Refer
to the SOP chapter on "General School Funds and Cash Transactions" (2 parts) —

for additional regulations and procedures:
http://schools.nyc.gov/NR/rdonlyres/3870C36E-58C8-4EE0-916B-6C25DD886D9E/0/gsfA.pdf
and
http://schools.nyc.qov/NR/rdonlyres/81587183-E349-4A7B-93E4-A2A7B8167CFE/0/gsfB.pdf



http://schools.nyc.gov/NR/rdonlyres/8D72B47A-A875-4831-8688-8A12D698E1C3/0/sopconsulchapjune2.pdf
http://schools.nyc.gov/NR/rdonlyres/3870C36E-58C8-4EE0-916B-6C25DD886D9E/0/gsfA.pdf
http://schools.nyc.gov/NR/rdonlyres/81587183-E349-4A7B-93E4-A2A7B8167CFE/0/gsfB.pdf
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For all expenditures of OTPS funds, it is the responsibility of the authorizing official
to approve only OTPS expenditures that support educational priorities or
expenditures related to the “Business of Education.” The authorizing official is
responsible for certifying that both funds are available and that the expenditure
conforms to purchasing regulations and procedures.

There are three areas of concern in making any OTPS purchase:
= The source of the money.
= The nature of the goods or services being purchased.

= The choice of purchasing method.

1.2.1 The Source of the Money

OTPS funds are categorized as either tax levy or reimbursable. Tax levy
monies are provided from the City's General Fund revenues, while
reimbursable funds are those provided from special federal, state, city or
private grants and allotments. OTPS purchases from reimbursable funds
may be further governed by individual program guidelines (i.e., terms and
conditions).

1.2.2 The Nature of the Goods or Service Being Purchased

The various classifications of OTPS expenditures are identified by the
assignment of Object Codes. Items that may be purchased with OTPS
funds are classified in the FAMIS Portal as e-catalog, non-list, and non-
contract items. E-catalog items are those for which the Division of
Contracts and Purchasing (DCP) has established a contract and have
item numbers in FAMIS Portal under e-catalog. Non-list items are
contracted items, but do not have e-catalog item numbers.
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1.2.3 The Choice of Purchasing Method

To process any purchase efficiently, there are three major considerations:

= What is being purchased - is it regulated and controlled?
= |s the commodity item contract or non-contract?
= What is the anticipated cost?

Considerati

ons:

= Commodity items costing below $50 may be purchased
using SIPP — Small Item Payment Process, FAMIS Portal
Purchase Orders, FAMIS Portal e-catalog or Procurement
Cards (P-Card).

= Commodity items costing $50 and above may be purchased

using

SIPP — Small Item Payment Process, Purchase

Orders or Procurement Cards.

(0]

The maximum amount allowed for a SIPP purchase at
the school level is $500 (approved and posted in the
departments accounting system FAMIS via the Portal
on the web — see Exhibit F on page 84). Where
appropriate, a transaction above $500, not to exceed
$2500 may be processed (i.e., emergencies), but
must be approved by the ROC.

The maximum allowable amount for a single P-Card
transaction is $2500.

To purchase non-contracted items costing more than
$250, the purchaser must follow bidding procedures
as detailed on the chart on 11.

It is impermissible to attempt to circumvent the
purchasing thresholds by making multiple awards to
the same vendor within the same fiscal year (also
referred to as “split purchase orders”).
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o0 The maximum allowable amount for a single P-Card
transaction is $2500.

When to Use SIPP — Small Item Payment Process

A non-recurring purchase does not require bidding if under $250. From
$250 to $500 bids are required for each transaction, except when
purchasing items under an established system wide contract or for:

Local transportation costs for NYC Department of Education
employees;

Reimbursement to NYC Department of Education
employees for “business related” expenses incurred,

Postage, Conference Registration;
Emergency Purchases; and

Refreshments from School Food (formerly Office of School
Food and Nutrition Service — OSFNS) necessary for
business meetings and workshops or within the established
thresholds for snacks and refreshments provided total cost
does not exceed $2,500 (see SOP chapter on “Travel and
Conferences” at:

http://schools.nyc.gov/NR/rdonlyres/139033E3-4952-4AF0-94EC-BA75F46092C1/0/finalchapter.pdf

for additional details).


http://schools.nyc.gov/NR/rdonlyres/139033E3-4952-4AF0-94EC-BA75F46092C1/0/finalchapter.pdf
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Exhibit Letter

Description

Page Number

A Telephone Bid Summary Form 78

(Revised: September 2002)
A-1 Written Bid Summary Form (March 2006) 79

B Tax Exempt Certificate — ST-119.1 80
(Revised: June 1981)

C Non-Employee Payment Request Form 81
(Revised: October 2004)

D Facsimile - FAMIS Portal Requisition Page 82

E Facsimile - FAMIS Portal Purchase Order Page 83

F Facsimile - FAMIS Portal SIPP Page 84

G Facsimile - FAMIS Portal - Change Notice 85

H Cash Receipts Form (Revised: September 2004) 86

I Facsimile FAMIS Portal Procurement Card 87-88
Application Page

J Procurement Card Usage Log 89
(Revised: September 2002)
Community & Citywide Education Council Personal

K Expense Summary Form and Request for 90

Reimbursement
(Revised: September 2004)

1.3 Using the FAMIS Portal

The FAMIS Portal is the DOE’s accounting system available through the web. It
enables the user to access all financial accounting transactions, related to
budget/accounting procurement, and payables.

By using the FAMIS Portal, the user will gain access to budget and
expenditure data, and entry of financial transactions.

To enter the FAMIS Portal, the user must first have a FAMIS user ID (if you

do not have a user

ID, please contact the appropriate ROC) and

PASSWORD. Based upon your approved user ID, you may have access to
the following applications:
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Purchasing / Payments
o Adjustrnents & Payments
> Azian Library Ordering

o Cert, Of Delivary

» Courier: Special Delivery

« M, 5. Intervention Crder

Approval

> Approval Box
+ Approval Tracking

© Rejedhion Box

Inquiry

. . * Docurment Inguiry
> Man-lizt Requisition

e (] tI i
+ PASPTA Grant Program it

J ding Plan I i
* Pre-encumbrance Gt e Rt e R

» Wendar Inguiry

© Procurernent Card

> Purchaszing Miscellaneous

* Report Card Ordering s Book Buyback

» SIPP » Broadcast Meszage

< Waucher

+ Inventory

+ Stop Payrment Form

» Wendor Rating Systern

A comprehensive guide titled: “Using FAMIS for Purchasing and
Payments” has been published by the Division of Financial Operations
(DFO), which is designed to “walk” the user through the above applications
and all subsequent applications once required data has been inputted. You
may access, download and print this guide by visiting the DFO website at:

http://schools.nyc.qov/dfo/pdf/pnletter/l116famisquide.pdf



http://schools.nyc.gov/dfo/pdf/pnletter/116famisguide.pdf
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Users are also urged to visit the FAMIS PORTAL page on the DFO website
at:
http://schools.nyc.gov/DFO

From here, do the following:

" Click on “EAMIS Portal” — upper right section of the page.



http://schools.nyc.gov/DFO
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2. REGULATIONS

In general, all equipment, supplies, and services purchased with NYC Department of
Education funds must serve the Department of Education’s educational and or
administrative programs while complying with legal bidding and administrative
contractual requirements.

2.1 Authorization

To ensure that funds are spent responsibly, all OTPS purchase documents must
be authorized by a Department of Education official.

The Authorizing Official is responsible for certifying that goods and services
being ordered for a school/site are needed to conduct the educational or
administrative program, and is in accordance with all NYC Department of
Education rules and regulations including bidding and contracts. In a school, the
authorizing official is usually the principal or his/her designee. For a program,
the director or his/her designee is usually the authorizing official.

Before authorizing a proposed expenditure, the authorizing official must check that
the terms and conditions of the agreement, including the exact nature of the items
or services to be provided, are specified on the appropriate purchasing document.

The authorized official should be thoroughly familiar with applicable
rules, regulations and procedures. If clarification is needed regarding
expenditure or procurement, please contact the Division of Financial
Operations (DFO) or the Division of Contracts and Purchasing (DCP).
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2.2 Requlations Governing the Purchasing Process

Consider the following questions before planning a purchase:

= Are funds available in the appropriate codes to make this
purchase?

*= Does the funding source allow for this purchase?

= Are all purchasing guidelines being followed?

=  Will the goods or services being purchased further the educational
and/or administrative goals of the school or site?

=  Will the goods or services be delivered/completed within the fiscal
year?

2.3 Regulations Mandating Purchases From a Contracted Vendor

If an item is available from a contracted vendor, then it must be ordered from that
vendor. Bidding procedures need not be used. If the item can be obtained from
a non-contracted vendor for less than the price listed under the Division of
Contracts and Purchasing (DCP) contract, notify DCP immediately. Please be
aware that a contract is a legal agreement, and the contracted vendor must
be used as the first choice.

Note: Before determining that a contracted vendor’s price for
an item is more than what it can purchased for from a non-
contracted vendor, make certain that all of the “terms and
conditions” of your purchase are the same (e.g., delivery,
installation, warranties, etc.).
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2.4 Regulations Related to Cost

2.4.1 Bidding Regulations New York State Education Law requires that
bidding procedures be observed for any purchase in excess of $250.
Current regulations specify that a formal contract be established
for any purchase in excess of $100,000.

Note: Please refer to the following charts on pages 11 and 12 for
bidding thresholds for Commaodities and Professional Services.

10



OTPS PURCHASES
Standard Operating Procedures
Division of Financial Operations

Topic 2: Regulations
Issued: March 2006

2.5 Present Bidding Thresholds for the

Purchase of Commodities

$1
to
$250

$250.01
to
$5,000

$5,000.
01
to
$15,000

$15,000.0
1to
$100,000

Over
$100,000

BiDS ARE NOT REQUIRED

X

3 BIDS MUST BE SOLICITED VIA TELEPHONE

<

3 FAXED OR WRITTEN BIDS MUST BE SOLICITED

<

BIDS RECEIVED MUST BE DOCUMENTED ON A
“BID SUMMARY FORM”
(SEE EXHIBIT A AND A-1 —PAGES 78 & 79)

MUST RECEIVE ACTUAL DETAILED RESPONSIVE
BIDS FROM AT LEAST 2 VENDORS

I><| [

<

OPEN MARKET AGREEMENT
(Insurance is required for over $100,000)

>

FORMAL CONTRACT

ADVERTISEMENT IN THE “CITY RECORD” FOR A
MINIMUM OF 7 DAYS IS REQUIRED

BIDS RECEIVED FROM VENDORS MUST BE
SEALED AND THEN READ AT A SCHEDULED
PUBLIC OPENING

I

REQUEST FOR AUTHORIZATION REQUIRED
(SINGLE BID, TEXTBOOKS AND LISTING
APPLICATIONS ONLY)

REQUEST FOR AUTHORIZATION REQUIRED
FOR ANY BID WITH A CONTRACT VALUE OF
$1,000,000 OR MORE

I I I | I

11
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2.6 Present Bidding Thresholds for Request for

Proposals and Informal Solicitation Requests

$1
to
$5,000

$5,000.01
to
$100,000

Over
$100,000

3 FAXED OR WRITTEN
BIDS MUST BE SOLICITED

X

X

MUST RECEIVE ACTUAL DETAILED

VENDORS

RESPONSIVE BIDS FROM AT LEAST 2

<

FORMAL CONTRACT REQUIRED

>

ADVERTISEMENT IN THE “ CITY

REQUIRED

RECORD” FOR A MINIMUM OF 7 DAYS IS

>

BE SEALED AND THEN READ AT A
SCHEDULED PUBLIC OPENING

BIDS RECEIVED FROM VENDORS MUST

REQUIRED

PuBLIC NOTIFICATION OF AWARD IS

XX

REQUEST FOR PROPOSAL (RFP)
MUST BE ISSUED

<

REQUEST FOR AUTHORIZATION
REQUIRED

>

12



OTPS PURCHASES Topic 2: Regulations
Standard Operating Procedures Issued: March 2006
Division of Financial Operations

If there is no contract established by the Division of Contracts and Purchasing
(DCP), New York City or State contracts may be used.

New York State New York City
Office of General Services Department of Citywide Administrative
http://www.0gs.state.ny.us Services —
Click on”Procurement Contracts” Vendor Resources
http://www.nyc.gov/html/dcas/home.html

Federal contracts for technology can be used (e.g, technology purchases). The
contracts established by the General Services Administration of the Federal
Government do permit usage by municipalities (i.e., New York City Department of
Education). For more information on using Federal Contracts, please contact the
Division of Contracts and Purchasing.

2.7 OTPS Spending — Serving the Needs of Education

The following partial listing of expenses is ordinarily NOT permissible. If an
exception is made, details regarding this exception are outlined in the respective
section.

2.7.1 Cars

Long-term rentals of automobiles are not permitted unless approved by
the Deputy Chancellor for Finance and Administration or his/her designee.
However, occasional rental of a car to meet a specific trip or program
objective may be permitted. Justification for such a rental must be
attached to the expenditure.

13
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Fines for moving violations by employees when performing DOE business
will not be reimbursed under any circumstances. In most circumstances,
parking violations will not be reimbursed, as well. The operator of the
vehicle to whom the parking summons was issued may protest this
violation using a NYC Department of Traffic form for this purpose, or
appeal to his/her supervisor for payment because of special
circumstances related to the illegal parking.

Purchase of an automobile is permitted for certain instructional purposes
such as auto mechanics classes and for official NYC Department of
Education use. All such purchases require advance approval by the Chief
Executive for School Facilities. Such a request must include justification
and the specific school-related needs the vehicle will be used to meet. If
approved, purchases must be made through the Division of School
Facilities (DSF) using appropriate contract procedures.

The Division of School Facilities (DSF) must register the vehicle with the
New York State Department of Motor Vehicles. The DMV will accept only
registration by The Division of School Facilities. Documentation for
registration must be submitted to:

Transportation Coordinator
The Division of School Facilities
44-36 Vernon Blvd. 5" floor
Long Island City, New York 11101

2.7.2 Contributions

OTPS funds may not be used for contributions, such as donations to
political parties and charities.

2.7.3 Mementos (For other than students)

May be purchased provided the aggregate cost per school year for all
such items does not exceed $500 and the maximum spent on any
individual does not exceed $100. Written approval from the
superintendent or ROC Director (or his/her designee) must be obtained if
these amounts will be exceeded.

14
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2.7.4 Personal Service Payments

OTPS funds may not be used to pay salaries to anyone.

2.7.5 Social Gatherings/Entertainment

No expenses for a social gathering or personal entertainment of staff may
be paid for from public funds.

2.7.6 Food/Meals

Payments for such items are permitted only for official guests (non-NYC
Department of Education employees) and for food at certain types of
business meetings. Also refer to the SOP chapter on “Travel and

Conferences” at:
http://schools.nyc.gov/NR/rdonlyres/139033E3-4952-4AF0-94EC-BA75F46092C1/0/finalchapter.pdf

for additional information on this expenditure category.

2.7.7 Incentive Awards for Students

Only moderately priced incentives given to students as part of an officially
sanctioned incentive program such as dropout prevention, honor roll,
attendance, etc. are permitted.

2.7.8 Gratuities

Are permitted only when the cost of a meal can include the gratuity and
still not exceed the maximum permitted meal allowance when traveling or
attending a conference for which expenses have been approved. (Refer to
the SOPM Chapter on “Travel and Conferences” for additional

information).
http://schools.nyc.gov/NR/rdonlyres/139033E3-4952-4AF0-94EC-BA75F46092C1/0/finalchapter.pdf

2.7.9 Legal Fees

Before retaining an attorney, contact:

The Office of Legal Services
52 Chambers Street — Room 308
New York, N.Y. 10007
Phone 212-374-6888
Fax 212-374-5596

15
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2.7.10 Judgments and Claims

Only the Executive Director of the Division of Financial Operations (DFO),
upon recommendation or in consultation with the NYC Corporation
Counsel and/or the NYC Department of Education’s Office of Legal
Services (OLS), can authorize payment of a judgment or claim. Other
NYC Department of Education officials or locations may not authorize any
payment to settle a claim.

2.7.11 Organizational Memberships

The membership must be justified in writing and approved by the Head
of Office, Superintendent and or their designee. Membership must be
made as follows:

Name and Title of Individual
New York City Department of Education
Name of School, Office, Division, Superintendency, etc.
Note: An individual's name only will not be accepted.

2.7.12 Sales Tax

To avoid paying sales tax (New York City and/or New York State), submit
a Certificate of Tax Exemption (See Exhibit B — page 80) to the vendor.
This certificate certifies that the NYC Department of Education is exempt
from paying New York State and local sales taxes. For out-of-state
travel, sales taxes are allowable. Federal taxes for items such as airline
tickets must be paid. If sales tax must be paid (i.e., a vendor will not
honor the tax exemption), a reimbursement can be made.

2.7.13 Testimonials and Recognition Banquets

Tickets for such functions may not be paid from public funds except for
Community/Citywide Education Council (CEC) members, who are
provided with a monthly reimbursement allowance that may be used for
this purpose.

16
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2.8 Expenses Incurred by a non- NYC Department of Education
Employee for Participation in a Program

The reimbursement for a non-employee’s expenses is permissible only:

= For reimbursable programs or private grants whose funding source
guidelines specifically authorize this expenditure, and

= For actual out-of-pocket cost incurred, (e.g., travel, babysitting),
except when a specific per person fixed reimbursement rate has
been approved by the funding source, and

=  When budgeted funds are available.

Note: The expenditure is generally NOT permissible from tax
levy funds, unless it is an approved Central or Regional-
based initiative (e.g., School Leadership Teams). The
superintendent or office head must authorize the
expenditure.

The financial guidelines and procedures that follow are for those programs to
which payments/reimbursements (processed through SIPP) are made directly to
parents, students or other non-DOE employees for out-of-pocket expenses, or
anticipated out-of-pocket expenses, for school/office based work.

The following rates may be used in the event reimbursement rates are not
specified in the funding source guidelines, or actual invoices are not available.
Therefore, rates may be set that are less than those specified and/or require
invoices to substantiate expenses. Similarly, the rates may be exceeded under
certain circumstances with written approval from the Executive Director of DFO. A
waiver request, along with a brief explanation and justification detailing costs, must
be submitted to DFO and subsequently approved prior to the disbursement of
funds.

17
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Payment Unit Rate
The first 2 hours or less $20.00
For the 3™ hour and each $6.00 per hour up to a
hour beyond maximum total of $50.00 daily.

When processed through the FAMIS Portal for payment, reimbursement expenses
are charged to object code 489 (Parents) or object code 496 (other than parents);
therefore, funds should be available in these object code series.

Attendance sheets must be maintained to document the presence of non-
employees at DOE functions and to substantiate the amount of reimbursement.

The business office through SIPP, processes the reimbursement. The “Non-
Employee Payment Request Form” (Exhibit C — page 81) must be used for both
parents and students who seek reimbursement for attendance and DOE meetings,
workshops, etc. Specific instructions for its completion are on the form.

Nonpublic school personnel may receive payment for their participation in specific
grants (e.g. the State Education Department’'s Learning Technology Grant)
through the submission of payment request form and appropriate supporting
documentation. The participating teachers are reimbursed at the same per
session rate as NYC Department of Education teachers. When processed for
payment, reimbursement is charged to object code 496.

Note:
Individual consultants may be reimbursed for expenses if engagement of
services includes expenses performing DOE functions and it is agreed
upon as a condition of engagement.

18
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2.9 Restricted Purchases

You must follow these guidelines before purchasing any of the listed items and
services.

Motorola HT750 Radio’s or any other similar radios:

= Explanation as to the need for this equipment submitted to the Regional
Safety Administrator

= Approval of region’s Regional Safety Administrator (contact Regional
Operational Center for the contact person)

= After Regional Safety Administrator approval purchase order issued
Window Air Conditioners:

» Request for window air conditioners must be approved by the Chief
Executive for School Facilities,

Division of School Facilities
44-36 Vernon Blvd, 5" Floor
Long Island City, NY 11101

= DSF will conduct a pre-installation site survey due to electrical or structural
requirements and to ensure that the installations comply with all New York
City Building codes.

= Once approved/disapproved DSF will advise how to proceed with a
purchase order.

19
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Copiers: New, Replacement of Existing Lease or Maintenance Agreement:

= Schools and other Department of Education sites who lease a copy machine
must lease through a Department of Education contracted vendor only, see
website: http://schools.nyc.gov/dcp

0 Lease and Maintenance Agreements that have expired:

If your lease or maintenance agreement has matured you may choose
to either have the machine removed or replaced with a machine of
equal or lesser value.

In this instance contact one of the DOE contracted vendors to assist
you in determining which machine will best meet your requirements.

» Your sales representative will provide you with a worksheet
describing all required information for replacement.

= Attach a copy of the old purchase order or invoice to
worksheet for Division of Contracts and Purchasing (DCP)
review.
= If approved, DCP will have the order encumbered and sent
to the vendor on behalf of the school. If there are any
problems with the order, DCP will contact the vendor.
0 Lease Upgrades: (prior to expiration of lease term):

= School and Regional Operations Center must provide DCP with
clear justification outlining the request for upgrading equipment.

= DCP will only consider upgrade of equipment if it's determined to
be in the Department of Education’s best interest.

o New Copy Machine:
= If a School or Regional Operations Center wishes to lease a new

copy machine, which is in addition to their existing inventory, they
will need to identify their own funding.

20
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o Equipment Supplies:
= The School or Regional Operations Center will be responsible for
the cost associated with supplies not covered by the lease or
maintenance agreements.

o0 Computer Purchases (Object Code 332):

= Dell, Apple, and Lexmark are the NYC Dept of Education contracted vendors for
computer hardware.

Note: Security Devices are recommended when purchasing Computer
Hardware.

= All purchases for computer hardware must be made through the FAMIS portal at
https://dfoforms.nycenet.edu/FamisPortal.

= Utilize the Portal's e-catalog to access all DOE approved hardware. Note that
procedures for accessing FAMIS and the e-catalog are available from your
Regional Operations Center (ROC).

= |n rare cases where the contracted hardware does not meet the user’s required
functionality, users may request the purchase of non-contracted hardware on an
exception basis only. See the “FAMIS Exception Process for Computer
Hardware” below.

FAMIS Exception Process for Computer Hardware

Appropriate Use of this Exception Process:

1. Exceptions are made only in cases where the DOE contracted computer hardware
does not provide the user’s required functionality.

Exception Procedure:

1. Check for the equipment you want to order:
a. For Dell, Apple, Lexmark, or for networking equipment, see the FAMIS e-
catalog.

e Note that the user’s business office will assist in accessing FAMIS.

Page Revised April 2006
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2. If the equipment you need is not available through item 1 above:

a. For Dell or Lexmark equipment, call the Dell sales representative (see item
“c” below) for a Quote.

e Contractually, if Dell can provide computer hardware that is functionally
equivalent to that of another vendor, they have the right of first offer.

b. For Apple equipment, call the Apple sales representative (see item “c” below)
for a Quote.
e The Apple sales representative will discuss your hardware needs;
e The quote will be sent to Dell;
e Dell will provide you with the cost and a quote number which must be
placed on your PO’s comments section.

c. Sales Representatives’  Contact  information is available at
http://managedservices.nycenet.edu — Click: “Important Contact Information.”

3. If Dell (or Dell/Apple for Apple equipment) cannot provide a quote to the customer,
Dell will send the end-user an email stating that the item cannot be provided through
Dell/Apple.

a. This will allow the user to secure three bids from alternate vendors.

4. User will enter an exception Purchase Order in FAMIS and must provide the
following in the Additional Information Box:

a. Dell/Apple Quote Number
e or, if Dell/Apple cannot provide the functionally equivalent hardware:

i.  The name of the Sales Representative and the date of the email
he/she sent you to that effect.

ii.  The lowest of three quotes from an alternate vendor.
b. Detailed line-item listing and price of items.

e All hardware purchases must include the required DOE components:
3-year next business day response and second day repair; setup to
DOE network; and, removal of all delivery packing material.

e Note that you are not to purchase Office Productivity software,
mainframe communications software, or antivirus software since these
are available from your Regional Technology Manager at no cost to the
DOE end-user.
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e In addition, for third-party vendors, when the equipment is received,
you must contact the DOE Help Desk at (718) 935-5100 to have the
equipment asset-tagged and added to the NYC DOE inventory. This
will involve an additional cost.

c. Explanation of the functionality which the requested hardware can provide
but which the contracted hardware cannot.

5. The following reasons are NOT acceptable for exceptions:
a. User does not like the contracted brand.

b. User has ink cartridges or other items that can only be used on a different
brand.

c. User wants all equipment in the school or lab to be the same brand.

d. User claims s/he can get the same item for less. (This is virtually never the
case since DOE equipment includes additional DOE-mandated
components and services).

6. Items to be aware of:

a. Computer purchases must be business-class, not consumer-class,
machines. (For example, a Dell Dimension, as a consumer-class computer,
is not appropriate for the DOE environment).

b. This exception process is only for computer hardware. It is not to be used
for audio-visual equipment (tape recorders, TVs, etc), general supplies (ink
jet cartridges, toner cartridges, computer paper, etc) or security equipment
(lockdown devices).

7. For submitted POs that are not acceptable under these regulations:

a. User will find the PO in his/her FAMIS rejection mailbox.

b. There will be a notation on the FAMIS Notepad indicating the reason the
PO was rejected.
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8. User should track the approval status of his/her PO in FAMIS.

a. POs that are not approved and encumbered in FAMIS will not be
processed.

b. Only when the PO is approved and encumbered should the user fax a copy
of the PO to Dell. (Fax number is available at the website listed in 2c
above).

Office Supplies (Object code 130):

= All office supplies MUST be purchased through the contracted
vendor

= All orders are to be placed through FAMIS Portal using e-catalog
item number
Art Supplies (Object code 130):

= All art and drawing supplies MUST be purchased through the
contracted vendor

= All orders are to placed through FAMIS Portal using e-catalog item
number

Physical Education Instructional Supplies and Equipment (Object
code 130):

= All athletic equipment MUST be purchased through the contract
vendor

= All orders are to be placed through FAMIS Portal using e-catalog
item number

Transportation for School Trips:
= Must contact the contracted vendor to obtain availability

= Only bus companies that have certified drivers can be used
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Travel:

= Must use the contracted vendor for all travel arrangements
Food Purchases for Conferences, School Functions:

= See SOPM Travel and Conferences

Hazardous Supplies: Chemicals, Hazardous Waste Supplies:

= All chemicals must be ordered through the FAMIS Portal
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3. PROCEDURES

3.1

Purchasing Procedures: Overview of Variations

3.1.1 Forms

Forms may be purchased through the FAMIS Portal provided there is an
item number assigned to it. Certain forms may be downloaded and
copied as necessary from DFO’s website located at:

http://schools.nyc.gov/DFO

As newly designed, updated or revised forms are incorporated into new or
updated SOPM chapters/topics, they will no longer be available through
the FAMIS Portal. Instead, these forms may be downloaded from DFO’s
website and printed and distributed as needed.

3.1.2 Bidding Procedures for Non-Contract ltems Over $250

State Law requires that competitive solicitation procedures be followed for
purchases greater than $250. For purchases in excess of $100,000, the
City requires that a formal contract be established. Please refer to the
charts titled: “Present Bidding Thresholds for the Purchase of
Commaodities or RFPs and Informal Solicitation Requests” (pages 11 and
12) for additional information regarding requirements for bidding.
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3.2 Approved Listings

The Division of Contracts and Purchasing (DCP) and the Office of Contract Aid in
conjunction with various Department of Education offices, establishes system-wide
Requirements Contracts for supplies, textbooks, equipment and professional
services. These contracts are listed on the Division of Contracts and Purchasing
(DCP’s) website: http://schools.nyc.gov/dcp under the “Contract Data Sheet”
link. These listings contain instructions and all required ordering information.

3.2.1 On-Line Fastrack Catalogs of General Supplies, Equipment, and
Furniture

The Division of Contracts and Purchasing (DCP) maintain on its website
(http://schools.nyc.gov/dcp) a list of all supply items that vendors may
deliver directly to schools or offices. These include:

General supplies
Audio Visual and Microcomputer Software
Educational Toys and Instructional Aids
Textbooks and Ancillary Materials
Athletic Supplies and Equipment
Library supplies, Furniture and Reference Materials

3.3 Competitive Bidding Exceptions

Fair and open solicitation is always encouraged since it provides taxpayers with the
greatest assurance that goods and services are procured in the most prudent and
economical manner and they are of desired quality, are being acquired at the lowest
possible price; and favoritism, improvidence, extravagance, fraud or corruption does
not influence procurements.

There will be times, however, when solicitation or competitive bidding may not be
possible. In an effort to maintain the integrity of the procurement process insuring
the most efficient use of available funds, and in keeping with the intent of
competitive bidding, a procedure for the purchase of professional services and
published/copyrighted materials, and performances has been put into effect, when
in those rare instances a noncompetitive based procurement award is necessary.
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3.3.1 Following is a listing of when competitive solicitation may NOT
be necessary:

Listing Application

Sole Source

Health and Safety Emergency Situations

Named in a Competitive Grant

Purchases from another NYC agency or Public Utility
Other Special Circumstances

ok wNE

1. Listing Application

A Listing Application is established to purchase published or copyrighted
materials, artistic performances of specific artists, and the payment of
admission fee(s) to the programs of cultural institutions (e.g.,
Planetarium), which because of sole source classification determination
are not subject to competitive bidding requirements. If expenditures are
anticipated to exceed $100,000 on a system-wide basis, the Division of
Contracts and Purchasing (DCP) will establish Requirements Contracts for
these services.

Establishing a Requirements Contract for Listing Applications

0 When direct student services (published or copyrighted materials,
artistic performances of specific artists, and the payment of
admission fee(s) to the programs of cultural institutions) are needed
on a citywide basis and the annual cost of service is expected to
exceed $100,000.

0 A vendor is required to obtain one (1) letter of intent from the
Regional Superintendent, Regional Arts Coordinator or a Local
Instructional Superintendent or three from Principals of schools
exempted from the uniform curriculum. These letters must include
the anticipated expenditure for that fiscal year. The vendor must
submit the letter to the Division of Contracts and Purchasing (DCP)
in order to receive the contract documents. This letter must be
accompanied by a company check or money order in the amount of
$25.00 payable to the NYC Department of Education. The contract
documents will then be forwarded to the vendor for completion.
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2. Sol

Review by the Office of the Deputy Chancellor for Teaching and
Learning to certify that the services and/or programs are
educationally appropriate and are obtainable only from the
requested source.

Executed for a term of three (3) years, and all schools may order
the services listed.

Require written evaluations and shall be required as a prerequisite
to the renewal of such agreements.

May also be established for presentations or workshops specifically
geared to explain the methodology of a specific published or
copyrighted item, the performance of an artist, or the admission to a
program of a cultural institution, when it is believed that the
workshop or presentation is a teaching tool that will enhance the
use of the original material(s) performances(s) or programs(s)
purchased.

e Source

Definition:

When

a vendor, for very specific reasons, is identified as the only

feasible source for obtaining certain items. Exceptions to the bidding
process are as follows:

= Evidence that no other service provides substantially
equivalent or similar benefits, and that, considering the
benefits received, the cost of the service is reasonable.

= Documentable evidence that there is no possibility of
competition for the procurement of the item.

= Use of copyrighted materials.

= Certain compatibility issues, which may exist.
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= QOrganizational membership fees, postage,
tickets/administrative fees, conference by non-NYC
Department of Education organizations.

3. Health and Safety Emergency Situations

= Procurements necessitated as a result of unforeseen
circumstances that may affect the health and safety of
children or employees is considered an emergency.

= The Executive Directors of DCP, Executive Director of
School Support Services and the Chief Administrator,
Regional and School Based Procurement, DCP have
been delegated by the Chancellor to declare an
emergency and approve such procurements in excess of
$15,000.

4. Named in a Competitive Grant

= When a competitive grant is written and specifically mentions
the name of the vendor that is a key component of receiving
the grant award the assumption is that the grant writer
determined that the named vendor is qualified and willing to
fulfill the requirements of the grant and that further
solicitation is not necessary.

5. Purchases From Another NYC Agency or Public Utility

= If an item is purchased by DOE from another NYC
agency or Public Utility, bidding is not required.
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3.3.2 Exceptions to Competitive Bidding — Other Considerations

Prior approval for the exception to bidding is required by the
user site:

3.3.2.1 SOLE SOURCE (Commodities)

Approval From Monetary Threshold
Principal and ROC or Central Up to $15,000
Department Head

Executive Director, Division of $15.000.01 to $100,000
Contracts and Purchasing (DCP)

Committee on Contracts $100,000.01 and above

3.3.2.2 FOR PROFESSIONAL SERVICES*

Approval From Monetary Threshold
Principal and ROC or Head of Office Up to $5,000
Executive Director, DCP $5,000.01 - $100,000
Committee on Contracts $100,000 and above

* Professional Services that will be provided by Dependent Individual Consultants (Processed
through an outside agency), the approval comes from a Regional Operations Center or Central
Department Head. (A Dependent Consultant is defined as an individual who is supervised by a
DOE employee and maintains an office on DOE premises). The monetary threshold is $300 per
day. Total costs for an individual consultant is not to exceed $25,000 in a fiscal year without

interviewing three individuals or upon submittal of an approved waiver signed by the Chief
Financial Officer.

3.3.2.3 TECHNOLOGY (Services and Administrative Software)

Approval From Monetary Threshold
Principal and ROC or Head of Office Up to $5,000
Executive Director, DCP $5,000.01 - $100,000
Committee on Contracts $100,000 and above

Exceptions to Competitive Bidding that require approval of the Executive Director,
Division of Contracts and Purchasing or the Committee on Contracts should be
addressed as follows:
Executive Director
Division of Contracts and Purchasing
65 Court Street — Room 1201
Brooklyn, NY 11201

31




OTPS PURCHASES Topic 3: Procedures
Standard Operating Procedures Issued: March 2006
Division of Financial Operations

3.3.2.4 Other Considerations for Professional Services

(a) If the cost for professional services required will be $25,000.01 to
$100,000, the purchaser must submit the following documentation to the
Executive Director, DCP:

= A detailed cost breakdown of the services.

= A justification statement clearly explaining the basis for
consideration as an exception to the competitive bidding
requirement.  This statement must cite the specific
Chancellor's Goals/Initiatives that will be addressed by
the requested service.

= A copy of the pre-encumbrance number.

= Pertinent information concerning other vendors who have
been contacted.

(b) If the cost for professional services required will be greater than
$100,000, the following conditions must be met prior to engaging the
requested services:

= The purchaser must forward the request to the
Committee on Contracts for a determination. Please note
that no services are to begin until approved as an

exception.

This committee consists of representatives form the Office of Legal
Services (OLS), the Division of Financial Operations (DFO), the Office of
Auditor General (OAG), and the Deputy Chancellor for Teaching and
Learning.

= A formal contract must be executed.

= A Public Notification of Award is posted on the NYC
Department of Education’s web site
(http://schools.nyc.gov) and in the City Record.
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3.4 How to Inspect Deliveries of Commodities

It is the responsibility of the receiving site supervisor to assure that there is a
process in place to inspect all deliveries and ensure that the following questions
can be answered in the affirmative prior to approving the acceptance of the
items:

Is the quantity correct?

= |s the brand correct?

»= Does the item number match?

= Does the product match the description?
»= Isitin good condition?

= |s the warranty specified?

» |s there compliance with the terms as stated on the purchase
order?

= Have these items been added to inventory?

3.5 How to Certify Forms for Payment:

For payments to be processed for OTPS goods and services, the following
documentation is required:

1. A copy of the Purchase Order or other certifying documents (e.qg.,
Report for Contracting POs, Vendor's Packing Slip) must have a
signature certifying delivery. In addition, the FAMIS Portal system must
be used to certify either partial or complete delivery, by selecting
Document Inquiry, enter PO number and certify delivery.
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Note: Keep all certification documents at the respective site for possible future
audit.

2. Original dated sales invoice, bill, or cash register receipt. If the original invoice/
receipt are not available, a statement to that effect must be made. An example
follows: "I CERTIFY THAT THIS IS THE FIRST AND ONLY CLAIM FOR
PAYMENT / REIMBURSEMENT."

3. Certification that goods or services have been delivered in satisfactory
condition is indicated by the signature of receiver.

Note: To expedite processing of payments, the DFO has
established internal procedures to pay contracted vendors
without certification of delivery documentation. However, for
audit and review purposes, the receiving sites must make sure
that the delivery of goods has been certified, and that they are
made available as needed.

3.6 How to Purchase

All expenditures must be authorized by the person designated as the Authorizing
Official. In schools, the Authorizing Official is generally the Principal and there are
certain guidelines which he/she should be aware. Below are some of the more
significant ones:

= Only expenditures that are in conformity with established priorities
for the educational program and consistent with rules and
regulations of the NYC Department of Education are to be
approved. In plain English, “the purchase must be related to
serving the needs of students.”

= If there is a question regarding any expenditure, the approval of a

higher level of authority must be obtained prior to incurring a
commitment.
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= Authorization of any expenditure not in accordance with regulations
may make the officer accountable to investigative agencies, NYC
Department of Education, and/or the Office of Auditor General
(OAG). Hel/she will be responsible for the restitution of any funds
disbursed.

= Substantiation of all expenditures made must be shown, ensuring
compliance with bidding procedures, educational need and receipt
of all items/services purchased.

= Funds must be available in an approved budget (Quick Code and
Object Code) and must be encumbered prior to the placing of an
order.

= Plan for a reasonable expectation of delivery in time for usage
during the current fiscal year.

3.6.2 The Purchase Order

If the item is not found in e-catalog in the FAMIS Portal, a Purchase
Order may be processed through FAMIS Portal under non-
contracted (see Exhibit E on pages 83) may be used to order
contracted or non-contracted items directly from the respective
vendor. This document must be sent to the selected vendor after
following the necessary approval process.

Although payment for items ordered via a purchase order should be
made after delivery of goods or services, circumstances may require
exceptions to this rule. The purchase of postage, tickets/admissions,
and travel are examples of these exceptions.

3.6.3 The EAMIS Portal Requisition

Allows authorized users to create non-contracted, non-list
requisitions. The transaction amount must be over $15,000. See
Exhibit D on pages 82 for a facsimile of this requisition.
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3.6.4 The Small Item Payment Process (SIPP)

SIPP processed through the FAMIS Portal (Exhibit F — page 84) was
established to facilitate the purchase and payment of OTPS items.
Basically, it permits the purchasing location to make "over-the-counter”
purchases (e.g., postage), thereby providing for a direct payment to the
vendor or reimbursement to the purchaser.

Except for the following items that do NOT require bids, the $250 bidding
threshold applies to all SIPP — Small Item Payment Process expenditures

over $250:

Emergency purchases;

Admission fees;

Postage,;

Metro Cards for public transportation;
Consumables for specialized programs; and

Travel and Conference expenditures for staff attending a
non-NYCDOE conference or meeting.

Other Important Considerations Concerning SIPP — Small Iltem

Payment Process

SIPP may not be wused to avoid procurement
regulations and other limitations on expenditures.

If a Purchase Order is a more appropriate method of
purchasing and payment; it must be used instead of SIPP.

Although SIPP payments should be made after delivery of
goods or services, circumstances may require exceptions
to this rule. The purchase of postage, tickets/admissions,
and travel are examples of these exceptions.

36



OTPS PURCHASES Topic 3: Procedures
Standard Operating Procedures Issued: March 2006
Division of Financial Operations

= SIPP should not be used as the method to pay
individuals for professional or other services.

= Shipping Charges and any other extra charges should be
anticipated and included in the calculation.

3.7 How to File a "Change Notice"

Priorities can change after a purchasing document has been promulgated and
sent to a vendor. If this should occur, a Change Notice (See Exhibit G on page
85) processed through the FAMIS Portal must be generated to adjust in whole or
part a previously encumbered PO.

Remember, a Change Notice must be completed in order to re-use funds, which
have already been encumbered by the issuance of a purchasing document. Plan
carefully before issuing a purchasing document to ensure accuracy,
completeness and the need for the particular item or service being
requested. This transaction should be avoided if possible.

Notes:

1. To minimize potential system errors, multiple Change
Notices to the same encumbered document should
not be processed in the accounting system on
the same day.

2. Do not use this Change Notice to increase/decrease
the purchasing limit on Procurement Cards. Instead,
use Exhibit I on pages 87 and 88 by simply clicking
on the “Adjust P-Card” button.
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3.8 Vendor Refunds

A refund from vendors for an overpayment is credited to the same accounts from which
the expenditure was made if the refund is received within the fiscal year.

These receipts should be forwarded to the Division of Financial Operation’s (DFO’s) Office
of Financial Management Reporting along with the “Cash Receipts” form (Exhibit H) for
processing as follows:

Exhibit H (Page 86)

Note: This form may be download and printed from DFO'’s
website located at
http://schools.nyc.gov/DFO

No school or central office may deposit such receipts into an established bank account or
establish new bank accounts for these purposes.

Note: Funds reported prior to May 15™ (except for Jury Duty stipends),
would be credited to the schools/regions budgets for the fiscal year ending
June 30". All subsequent receipts will be deposited into the City’s
Miscellaneous Revenue Account, and schools/central offices will NOT get
any credit/reimbursement for these funds for that fiscal year.

(Please refer to year-end closing deadlines issued by
the Office of Accounting for additional information on due dates).
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3.9 Protest Procedures

3.9.1

3.9.2

3.9.3

3.94

The Executive Director, Division of Contracts and Purchasing (“DCP”),
will designate an individual within DCP not involved with the
procurement to act as the Protest Officer to evaluate and make a
recommendation for disposition of the protest.

Protests will only be accepted from bidders or proposers or prospective
bidders or proposers whose direct economic interest would be affected
by the award of a contract or by failure to award a contract.

Contract awards can not be made until resolution of the protest, unless
the Executive Director, DCP decides otherwise as described in 3.9.19.1.

Letters received from vendors disagreeing with the award of a contract
or being found non-responsible or non-responsive should not
immediately be forwarded to the Protest Officer, even if the vendor uses
the word “protest”. The Procurement Representative should first try to
resolve the matter with the vendor without relying on the formal Protest
Procedures. The Procurement Representative, not the Protest Officer,
should respond in writing to the vendor explaining the circumstances of
the award or reinforcing why the vendor is non-responsible or non-
responsive. If the vendor still feels the need to uphold that his letter is a
protest, then the protest letter and all associated material shall be
forwarded to the Protest Officer and handled in accordance with the
Protest Procedures. Only in those instances when the vendor is
represented by a law firm will it be handled immediately by the Protest
Officer even if the vendor does not use the word “protest”.
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3.9.5

3.9.6

Grievances and protests relating to procurements and/or decisions as to
the status of commodities and services are to be forwarded to the
Protest Officer. A determination on such grievance/protest will be made
by the Protest Officer. The Protest Officer will issue a response to the
protestor reflecting such determination.

The protestor will be instructed to forward its protest to the Procurement
Representative or Protest Officer. All protests should be addressed as
follows:

NYC Department of Education
Division of Contracts and Purchasing
65 Court Street — Room 1201
Brooklyn, NY 11201
Attention: Protest Officer

NOTE: Even though the protest might not be forwarded as suggested above, the
protest will still be heard and the procedure followed.

3.9.7

The Procurement Representative will forward the protest to the Protest
Officer and a copy to the Executive Director, DCP.

NOTE: |If a protestor decides to withdraw its protest for any reason, the Procurement
Representative will document the procurement file accordingly and memorialize this in
writing to the potential protestor.

3.9.8

The Protest Officer may seek input as he or she deems appropriate,
including a recommended disposition from individuals previously
involved in the procurement, including but not limited to the Procurement
Representative.
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3.9.9 A protest found by the Protest Officer to be patently without merit or not

3.9.10

3.9.11

3.9.12

3.9.13

brought in a timely manner may be rejected without further consideration.
Protest submissions should be factual, complete, concise, logically
arranged and clearly state all grounds for the protest. In order to facilitate
the timely resolution of protests, the Protest Officer will generally not
consider unsolicited supplemental protest submissions.

All protests must include the following information:

e Name, address, telephone and facsimile numbers of protestor.

e Solicitation or contract number.

e Detailed statement of the legal and factual grounds of protest,
including copies of relevant documents.

e Statement as to what relief is requested.

False statements or accusations of impropriety for which the protestor
fails to offer reasonable factual basis may be grounds for a finding of
non-responsibility on future procurements.

The Protest Officer, at his or her sole discretion, may hold a hearing,
conduct interviews, request either additional written or oral submissions,
request the submission of material samples, or take any other actions he
or she deems necessary in making a recommendation/disposition
concerning the protest.

The Protest Officer should respond at least generally to each substantive
issue raised in the protest. The Protest Officer will provide a copy of the
protest determination to the Executive Director, DCP for review.

The Protest Officer shall promptly transmit his determination to the
protestor and any other party he deems likely to be affected by the
determination, as well as to the person who designated him and, as
appropriate, the Procurement Representative responsible for the
procurement. No consideration will be given to additional protests by the
vendor on the determination of the original protest.

3.9.14 The Protest Officer's determination may be overruled by the Executive

Director, DCP.
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3.9.15 Time for Filing Protests with Department of Education (NYCDOE):

3.9.15.1 Protests with respect to any aspect or decision of NYCDOE shall be filed
generally within five (5) business days from the date the protestor knew
or should have known the facts forming the basis of such protest.

3.9.16 Protests Received Prior to Bid Opening and/or Prior to the Closing Date
For Proposals:

3.9.16.1 Protests based upon restrictive specifications or alleged improprieties in
any type of solicitation, which are apparent prior to bid opening or the
closing date for receipt of initial proposals, must be filed in accordance
with subsection 3.9.15 above and in no event later than five (5) business
days prior to bid opening or five (5) days prior to the closing date for
receipt of initial proposals.

3.9.16.21If warranted, the Procurement Representative will endeavor to issue an
addendum to all bidders/proposers informing them that a protest was
received.

3.9.17 Protests Received Before Award But After Bid Opening and/or After the
Closing Date for Initial Proposals:

3.9.17.1 The Procurement Representative of the unit handling the procurement
being protested will provide written notice of a protest to all bidders or
proposers whose direct economic interest would be affected. Where
appropriate and practicable, such interested parties will be given an
opportunity to comment.

3.9.17.2Since award of the contract will be held pending the disposition of the
protest, in order to avoid the need for readvertising, the Procurement
Representative will request bidders/vendors in writing to hold their price
beyond the timeframe stated in the solicitation.
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3.9.18 Protests Received After Award:

3.9.18.1 Letters received from vendors disagreeing with the award of a contract
should not immediately be forwarded to the Protest Officer even if the
vendor uses the word “protest”. The Procurement Representative
should first try to resolve the matter with the vendor without relying on
the formal Protest Procedures. The Procurement Representative, not
the Protest Officer, should respond in writing to the vendor explaining the
circumstances of the award. If the vendor still feels the need to uphold
that his letter is a protest, then the protest letter and all associated
material shall be forwarded to the Protest Officer and handled in
accordance with the Protest Procedures. Only in those instances where
the vendor is represented by a law firm will it be handled immediately by
the Protest Officer.

3.9.18.2 Generally only protests received within two (2) calendar weeks after
award of a contract shall be considered. Protests received more than
two (2) calendar weeks after award of a contract shall be considered an
informal inquiry and referred to the appropriate parties who are
administering the contract.

3.9.18.3The Procurement Representative will provide written notice of a protest
to the Contractor that received the contract award.

3.9.18.4 Concurrent with the assignment of the Protest Officer, the protest should
be reviewed by the Procurement Representative, in consultation with the
Executive Director, DCP, to consider the implications of the protest to
the contract award. When there is a significant possibility that an award
may be invalidated and a delay in receiving the supplies or services is
not prejudicial to NYCDOE's interest, the Procurement Representative
should consider a mutual agreement with the Contractor to suspend
performance on a no-cost basis pending resolution of the protest.
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3.9.19 Award of Contract Prior to Protest Determination:

3.9.19.1 The Executive Director, DCP may determine that an award must be
made prior to resolution of the protest when the Executive Director, DCP
determines that:

e The items to be procured are urgently required; or

e Delivery or performance will be unduly delayed by failure to make the

e Award promptly; or

e Failure to make prompt award will otherwise cause undue harm to
NYCDOE.

3.9.19.2 The Procurement Representative will give written notice to the protestor

when a decision has been made by the Executive Director, DCP to
proceed with the award prior to the protest determination.
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4. INTRODUCTION TO PROCUREMENT CARDS

In an effort to speed up processing times, lower transaction costs for small purchases
and eliminate out-of pocket expenses for staff, the NYC Department of Education has
adopted the use of PROCUREMENT CARDS (also known as Purchasing Cards or P-Cards)
for select categories of purchases.

Note: At the beginning of each school year, and as the need arises, the
Division of Financial Operations will issue memoranda detailing any
new policies and procedures regarding the Procurement Card
Program including, but not limited to, the name of the banking
institution that issues the card, the names of those individuals who
must receive the encumbered purchase orders or change notices,
and a listing of approved categories and object codes.

Controls have been implemented to insure that:
= Payments are made only as appropriate;

= Card transactions are accurately reflected in the NYC Department of
Education’s (NYCDOE's) accounting records; and

= All purchases are in compliance with the NYCDOE's procurement policies
detailed in the Standard Operating Procedures (SOPS).

The purpose of this SOPM topic is to facilitate the use of Procurement Cards by
describing their appropriate use and establishing basic internal control policy.
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4.1 Process Overview

Procurement Cards are a purchasing vehicle and payment mechanism. The cards
can be used by school or Regional office personnel who have the responsibility for
purchasing, or by employees with field assignments. The primary benefits to the
end user are convenience and the elimination of intermediate steps required by
the Department of Education’s traditional procurement processes. Vendors’ will
also benefit by speedier payment.

After activation, the P-Card may be used to order a product from a vendor.
Instead of issuing a purchase order or using cash or checks from SIPP,
cardholders may use the P-Card for purchases. If the payment is for a valid
purchase, that is, one that is made within the limits and conditions previously set
by the NYC Department of Education; the banking institution issuing the card will
approve the purchase. Typically, the banking institution pays the vendor, less a
fee, within a few days, and then sends a monthly billing statement, along with card
activity reports, to the appropriate central office for payment. The NYC Department
of Education is required to pay the monthly invoice within the contractually
stipulated timeframe. The Region/Central business office and cardholder will
also receive monthly-itemized expense reports from the banking institution
that issues the P-Card.

4.2 How to Apply for Procurement Cards

Purchasing cards are valid for a fiscal year only. At the conclusion of the fiscal
year ending on June 30™ all existing cards will be deactivated. Depending on the
pre-stamped expiration date, either a renewal or a new card will be issued.
Expired cards are to be photocopied, and then destroyed.

4.2.1 Enrolling in the Procurement Card Program

Schools and other NYC Department of Education Central offices must
process via the FAMIS Portal (Exhibit | — pages 87-88) an application for
the estimated value for the fiscal year by the end of July to receive a
Procurement Card(s) for the new fiscal year.
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School P-Card applications are approved by the ROC. Central
applications are received at central (District 54) and can be approved by
multiple users (e.g., the ROC of the respective office.

Example: A purchase order encumbered for $5,000 in object
code 130 establishes a purchasing limit of $5,000 for
supplies. The Central office/schools must monitor
purchase order balances to ensure there are
sufficient funds to support additional purchases.
Similarly, monitoring should take place for the
purpose of decreasing the balances if funds are not
to be used via the procurement card.

4.2.2 Changing the Purchasing Limit on Procurement Cards

To increase/decrease the purchasing limit on card(s) you may use the
same screen on the FAMIS Portal, which is used to apply for a new P-
Card. (See Exhibit | on pages 87 and 88). Simply click on the “Adjust P-
Card” button and follow the on-screen prompts.

Once received, BOF will forward the change to the banking institution that
issued the card.

4.3 Internal Controls

The internal control for procurement card usage fall into three primary categories:
authorization controls; payment controls; and compliance controls.

4.3.1 Authorization Controls

Only authorized personnel may use procurement cards for the kinds of
purchases and under the conditions set forth below. These conditions
include spending and use restrictions that are defined by the NYC
Department of Education as:
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= Limitations on the amount that can be purchased in any
individual transaction shall be no greater than $2,500 per
transaction.

= Restriction on the amount spent with any non-contract
vendor on any single transaction ($250) or within a fiscal
year ($2,500).

= Restrictions on transactions for selected categories of
purchases as determined by the object code indicated on
the Purchase Order.

»= No cash advances.

= May not be used to pay open Purchase Orders.

Note: Under no circumstances are Procurement Cards to be
used for the purchase of individual services
(consultants).

(b) In addition to banking institution-based controls, the ROC, school or
office must insure that:

= Cards are issued only to employees who are knowledgeable
regarding purchasing procedures detailed in SOPM,
brochures, guides and memoranda issued by the Division of
Financial Operations (DFO), as well as in the security risks
that accompany card assignments;

= Employees are advised that procurement cards are NYC
Department of Education property that has been assigned
for official business purposes;
= Physical cards are adequately safeguarded when not in use;
and

= Cards are deactivated/destroyed immediately when
employees change assignments, retire or are terminated.
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Deactivate as Follows:

1. Call the banking institution that issued the card
2. Notify the Division of Financial Operations, Bureau of Finance (BOF)
3. Cardholder cuts card in half

4. Cardholder forwards cut card to BOF

4.3.2 Payment Controls

(a) A spreadsheet or similar method should be used by the cardholder to
maintain a record or log of card usage as it occurs. Please see Exhibit J—
page 89 for an illustrative Procurement Card Usage Log that cardholders
may adapt as needed.
The log should include enough information to enable the cardholder to
match card transactions with the banking institution’s month end
statement. Such information may include:

= Dates of purchase;

= Vendor name;

= Brief description of the purchase;

=  Dollar amount;

= Receipt of goods/service;

The name of the individual purchaser/buyer.

Note: For audit purposes, receipts and signed charge slips
must be attached to the site-based record or log.
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(b) The monthly card billing is paid centrally within the contractually
stipulated time frame.

(c) The banking institution’s reports and statements are sent to individuals
who are independent of those authorized to use the cards.

(d) When the banking institution’s statement arrives, it must be compared
promptly to the Procurement Card Usage Log (see Exhibit J — page 89
and receiving reports to verify that there are no billing discrepancies.

(e) Discrepancies between the record and card issuer’s statement must be
investigated and resolved. All discrepancies must be reported to both
the:

Banking Institution that Issued the Card
(See memo alluded to in note box on page 45 for the name of the banking institution)
and the

Bureau of Finance (BOF)

() Since the NYC Department of Education is required to pay bills
promptly in full even though there may be an unresolved discrepancy or
billing dispute, it is critical that record keeping is adequate to maintain
close control over such billing errors, disputes and similar matters to
insure that appropriate adjustments are made in successive billing
periods.

4.3.3 Compliance Controls

(a) Purchases made with procurement cards must comply with all NYC
Department of Education procurement guidelines as outlined in this SOP.

(b) Procurement cards may not be used to split orders or otherwise
circumvent bidding thresholds.

(c) During the normal course of audit engagements, staff independent of
the cardholders will periodically conduct reviews of each cardholder’s
activity to ensure that the card is being used in accordance with the rules
established.
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(d) Unauthorized or inappropriate use by the cardholder of procurement
cards may result in sanctions, which may include, but are not limited to:
suspension or revocation of card privileges, restitution for unauthorized
use, and/or referral to appropriate disciplinary agencies/offices.

4.4 Purchasing Thresholds

4.4.1 Purchases Up to $250

Generally, sites should use Procurement Cards for SIPP — Small Item
Payment Process type and other small purchases of $250 or less without
bidding restriction within object codes encumbered for the particular
procurement card. However, when the aggregate amount, within the
same fiscal year with the same vendor exceeds $2,500 bids are
required.

4.4.2 All Purchases Over $250 to $2,500

Single purchases between these monetary thresholds require bidding as
detailed in this SOP. These purchases must be made in accordance with
written guidelines established in advance by the NYC Department of
Education. These guidelines can be found in the SOP, and the yearly
memo issued by DFO at the beginning of each fiscal year (please see
note box on page 45 of this chapter regarding this memo).

45 Payment Procedures

The BOF will process payments to the banking institution that issued the
Procurement Card. On a monthly basis, the banking institution will send to BOF a
billing tape that will contain the current month’s charges for Regions/schools.
Subsequently, the respective purchase order and spending plan account will be
adjusted to accurately report expenditures in the NYC Department of Education’s
accounting program. If the expenditure will exceed the balance of the purchase
order, the expenditure will be posted in FAMIS creating a negative spending plan.
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5. PURCHASING SCHOOL FOOD CATERING SERVICES

5.1 Overview for the Procurement of Catering Services

The information detailed in this topic pertains to the process of utilizing the food
catering services of School Food for a special event. Since School Food is a NYC
Department of Education organization, its services meet the rate requirements,
and can be procured without obtaining bids.

51.1 Special Events

a) Refer to food served when conducting special events such as staff,
parent and Regional meetings as well as conferences;

b) Are priced as either on location (where food is prepared), off
location, or weekend; and

c) Are designated as either Standard or Special.
= Standard includes those items for which there is a master
listing or brochure established by School Food. These are

the items that are most frequently requested.

= Special includes those items that School Food packages for
specific events.

Detailed menus can be obtained from the Department of

Education — OSFNS website http://www.opt-osfns.org/osfns.

5.1.2 Methods of Payment

a) Purchase Orders are used by the Central Office/ROC/School to
encumber funds for Special Function payments made directly to
School Food (Vendor # OFF014000). This method is especially
useful for multiple functions.
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b) SIPP — Small Iltem Payment Process is used to make payments
when the Purchase Order method is not practical, and the
purchases are less than $500.

c) Journal Entry Debits can be used if an appropriate object code
balance is available in FAMIS.

d) Checks from School Bank Accounts are used to make payments
when more appropriate.

5.2 Ordering Special Events Services

All Special Functions orders must be placed online through the special
function page of School Food's website located at:

http://www.opt-osfns.org/osfns

Click on Login
(Upper Left Corner of Page)

Scroll down and click on “Special Events”
(Middle of Page)

Logon by placing your password and ID
(Follow instructions if you do not have a password or ID)

If you prefer, you may go directly to the Special Events Logon page by
clicking on the following:

http://www.opt-osfns.org/osfns/resources/specialfunctions/(fc43ht4555dsb5bwagjsrxvip)/login.aspx

This form must indicate the Purchase Order number processed through FAMIS.

The request should be made at least one week (5 business days) prior to the
event.
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Special Events which are paid by SIPP — Small ltem Payment Process or Journal
Entry Debits, must indicate the name and fax number of the Regional Operations
Center Director or Head of the Financial Management Center in the billing person
details section.

The completed Request for Special Event will issue an ID number once the
request has been submitted.

An Invoice will be generated by the School Food Accounts Receivable Unit and
faxed to the billable person.

Questions regarding an invoice should be made to School Food Accounts
Receivable at (718) 729-4371

Payment (using one of the methods mentioned in Item 5.1.2) is to be sent to:
School Food
Attention: Accounts Receivable Unit

44-36 Vernon Blvd-Room 403
Long Island City, N.Y. 11101

5.3Payment for Special Events Services

The information detailed in this chapter pertains to the primary methods of
payment of the Special Functions order (using one of the methods mentioned in
ltem 5.1.2).

5.3.1 Purchase Orders

a) The School Food vendor number (OFF014000) must be placed in the
appropriate section of the FAMIS Purchase Order (Exhibit E — pages 83).
Remember to confirm section 2 on FAMIS Portal Purchase Order.

b) Sole Vendor is entered in the Contract Number box of the purchase
order.

c) When a Purchase Order is used as a method of payment, the

Purchase Order number must be placed in the designated section on the
bottom of the School Food Request for Special Event form.
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d) When using a Purchase Order as a method of payment for more than
one Special Event, the same Purchase Order number must be placed in
the designated section of the School Food invoice for each function until
the dollar amount encumbered is exhausted.

e) The invoice number must be entered into FAMIS as part of the on-line
voucher entry in the “Desc/Inv#” field with an asterisk both before and
after the invoice number so that the payment may be credited.

5.3.2 SIPP — Small ltem Payment Process

a) The OSFNS vendor number (OFF014000) must be placed in the
appropriate area of the SIPP form (Exhibit F — page 84).

b) The School Food invoice number should be entered in the Invoice
Number field on the SIPP form.

c) Payment should be made to the address indicated in Item 5.2.

The invoice number must be entered into FAMIS as part of the on-line voucher entry in
the “Desc/Inv#” field with an asterisk both before and
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6. EXPENDITURES MADE BY COMMUNITY/CITYWIDE
EDUCATION COUNCILS

6.1 Schedule of Reimbursement for Expenses

The NYC Department of Education has authorized reimbursement of out-of-pocket
expenses up to and including $125 per calendar month for Community/Citywide
Education Council (CEC) members and $200 per month for
chairpersons/presidents. The expenditures to members are subject to all
regulations as applicable in the SOP, guides and brochures, Chancellor’s
Regulations and other memoranda. The following list reiterates those restrictions
that relate specifically to CEC activities.

6.2 Choosing an Approving Officer

In order to process reimbursement expenses, each CEC should designate a
member to function as the approving officer for all members' monthly expenses. It
is recommended that CECs choose an approving officer at the same time as the
annual election of officers and include the person’'s name in the resolution, which
follows the election.

6.3 Submitting Reimbursement Expenses

= The CEC member or chairperson/president seeking
reimbursement: lists on the Community & Citywide
Education Council Personal Expense Summary Form and
Request for Reimbursement (Exhibit K — page 90), the total
expenditures by type for each month: e.g., local travel,
meals, postage, parking, telephone, etc.

= Personally signs the certification on the Personal Expense
Summary Form attesting to the accuracy of the information
and that monies were disbursed as indicated;

= Has the president/chairperson signed the form; and

= Keeps all original receipts since these may be needed for
documentation.
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The ROC then processes the Personal Expense Summary Form and Request for
Reimbursement for payment according to standard procedures for SIPP — Small
Item Payment Process, charging such expenses to object code 496.

6.4 Acceptable Out-of-Pocket Expenses

Reimbursement will be made to the limit of the allowance listed in item 6.1 above.
These reimbursements include, but are not limited to the following items:

Telecommunication Related Expenses

Usage of Personal Vehicle including Parking

Childcare Related Expenses

Car Service/Taxi Cabs — When traveling, the most economical
means of transportation must be used.

Public Transportation

Refreshments and meals on scheduled CEC meeting days
Postage

Subscriptions and Publications

Membership Dues/Organizational Fees/Registration Fees
Testimonial Dinners and Special Functions
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7. INTERNAL CONTROLS AND/OR DELEGATION OF RESPONSIBILITIES

The processes requiring documentation, review and approval by two parties for
expenditures, the use of approved lists, and all other regulations are designed to
safeguard the wuse of public funds and to provide accountability. Central
Offices/ROCs/Schools are responsible for establishing effective oversight procedures
and may find the following recommendations helpful.

7.1 Review of Purchase Documents

Purchase documents must be reviewed for completeness and accuracy of
calculations and a staff member must be appointed and trained in the applicable
regulations and procedures to review all purchasing documents for conformance
with:

= Bidding regulations and procedures;

= Contract; (items, stated prices, delivery instructions etc. agree with

contract);
= Criteria for items that must be ordered by requisition and;

» Inspection regulations.

7.2 Recordkeeping and Files

7.2.1 File copies of purchase documents Since the introduction of
FAMIS, Central Offices/ROCs/Schools have varied the filing system,
which formerly required the maintenance of a numerical file by purchase
document number, an alphabetical file by vendor, and a
school/office/program file. It is still a good practice to maintain hard copies
of all purchasing for a period of six years. In addition, if an item was
purchased for an off-site location, both parties should maintain copies of
all documents.
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Topic 7: Internal Controls and/or
Delegation of Responsibilities
Issued: March 2006

Following is a chart, which reflects various school and office documents and records
and the retention period for each. Please contact the Office of Auditor General (OAG) if
you require additional information regarding anything on this chart.

65 Court Street
Room 1100
Brooklyn, N.Y. 11201
Phone (718) 935-2600
Fax (718) 935-5458
e-mail audit@nycboe.net

Document

Retention Period

Notice of encumbrance indicating funds encumbered and
amount remaining unencumbered:

6 years

Past due account fiscal records and summaries:

6 years after account satisfied
or otherwise closed

Intermediary fiscal record of receipts and disbursements,

including but not limited to detail record, analysis, proof sheet or | 6 years
trial balance worksheet, and adding machine tapes:
Abstract of receipts, disbursements, or claims: 6 years

Tax exemption records, showing that local government is
exempt from paying sales, use or other taxes:

1 year after superseded or
obsolete

Payment recoupment records, documenting the process of
recovering monies paid erroneously by local government to
employee, vendor or other payee:

6 years after date of most
recent entry in record

Receipt (received) or copy of receipt (issued) other than for 6 years
payment of taxes:
Master summary record of grants, awards or gifts: PERMANENT
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Detailed records of grants, awards and gifts, excluding master

summary record: 6 years
Credit card records documenting payments received by credit

cards, including credit card payment receipts, and statements 6 years
showing amounts of payments received and fees deducted:

Purchase order, purchase requisition, or similar record, used

to obtain materials, supplies, or services: 6 years

Purchasing file, including but not limited to bid (successful,
unsuccessful), contract and specifications, and related records,
for purchase of materials, supplies and services not connected
with capital construction:

6 years after expiration or
termination or 6 years after
final payment under contract,
whichever is later

Vendor file, including but not limited to list of vendors doing
business with the local government, vendor evaluation forms,
price lists or other information received from vendors:

0 after obsolete

Performance guarantee or written warranty for products or
similar record:

6 years after expiration

Invoice, packing slip, shipping ticket, copy of bill of lading or
similar record used to verify delivery and/or receipt of materials
or supplies:

6 years

Invoice register, or similar record used to list invoices:

6 years after last entry

List or abstract of purchase orders, claims or contracts: 6 years
Standing order file, used for purchase of materials and supplies | 6 years
which are received on a regular basis:

Chargeback records, showing specific fund to be charged for 6 years

in-house expenditure:

Canceled bids file, including purchase requisitions, vendor
solicitations, requests for proposals (RFPs), price quotations and
related records concerning bids for goods or services which
were canceled without a purchase being completed:

1 year after subsequent
procurement of the same
goods or services completed
under a re-initiated
procurement, or 1 year after
decision to not purchase such
goods or services
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Daily, weekly, monthly, quarterly, or other periodic fiscal 6 years

reports, including but not limited to daily funds report, daily cash
report, statement of monthly balances, recapitulation of
disbursements, and departmental reports:

7.3 Security Measures for Postage and MetroCards

Apply the same safeguards for handling postage and MetroCards as for cash.
Divide responsibilities for obtaining and disbursing so that no one employee has
complete control over the entire process for either tokens/MetroCards or
postage. Ensure that records are kept for all transactions. Review the security
controls and the records periodically.

Users of large quantities of postage and/or MetroCards should consider:

* Buying a postage meter;

= Storing large quantities of stamps, and MetroCards in a vault or
other safe area;

= Securing a pre-sort mailing permit.

= Maintaining a MetroCard distribution log and performing a periodic
reconciliation.

7.4 Liabilities for Non-Compliance With Requlations

Authorized officials and approving officers are charged with ensuring that public
funds are spent properly. The authorized official or the approving officer must
report any non-compliance with SOPM rules and regulations to the Office of
Auditor General (OAG) and take any necessary disciplinary action. It may also
be necessary to repay any funds that have been used inappropriately.

7.5 Other Internal Controls Areas

= Central Offices/ROCs/Schools should maintain a tracking
system (manual or computerized) to monitor expenditures.

= Adequate supporting documentation should be on file prior to
paying for goods/services.
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= Central Office/ROC/School administrators should review
expenditures that occur frequently so that bidding procedures
are followed. (e.g., Expenditures made in close proximity to each
other for similar amounts to same vendors).

= Excessive purchasing with SIPP — Small Item Payment Process
to non-contracted vendors without following appropriate bidding
regulations must be avoided.

= Delivery Dates/Receipt of Services should be documented
(signed and dated) prior to payments to avoid expenditures
being charged to an incorrect fiscal year.

= All processed invoices must have an indication to the effect that
they have been paid. (E.g., Voucher Number).

= If the item does not appear in the FAMIS Portal under e-catalog,
contracted purchases should be procured using a Purchase
Order with the correct prefix (i.e., “WR” in FAMIS Portal).

= Services must be rendered prior to payments to vendors unless
unique circumstances require  prepayments. Central
Offices/ROCs should continue to issue memoranda to schools
advising them of such.

= On a periodic basis Central OfficessROCs/Schools should
analyze their spending patterns to ascertain whether a contract
can be wused for items that are purchased through
SIPP/Purchase Orders. This procedure may lead to lower prices
and improved services. Continuous monitoring by schools and
regions using an expenditure log/tracking system that shows
items may help in this analysis.

= Vendors should be informed to issue a fully detailed invoice that
breaks down price, quantity, amounts, dates of service,
description of service/goods, etc. These invoices should be
compared to Purchase Orders and other related documents to
ensure that goods/services are in conformity with initial
arrangements by vendor and purchaser.
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8. APPENDIX

8.1 Definition of Terms

Account Code:
A composite of the following data fields: last two digits of the fiscal

year, district number, quick code, object code, location code and
activity code.

Activity Code:

A 4-digit numeric code (created by Galaxy), which classifies a
programmatic expenditure.

Allocation:
Funds that have been allocated to a particular school/site from an

approved budgeted program so that a school/site may begin
spending OTPS items.

Authorizing Official:

The authorizing official is a NYC Department of Education employee
who certifies that goods and services being ordered for a
school/site are needed, and is in accordance with all NYC
Department of Education rules and regulations including bidding
and contracts. In a school, the authorizing official is usually the
principal or his/her designee. For a program, the director or
his/her designee is usually the authorizing official.
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Bidder’'s List:

Bids:

An electronic Vendor Listing maintained by Division of Contracts
and Purchasing (DCP). This listing is divided into two parts:
professional service vendors, and commodity vendors. Upon
receipt of required information from a company, which includes the
goods and/or services it offers to the NYC Department of
Education, that company (vendor) may be assigned on one or both
of these categories. Vendors offering commodities only to our
schools and sites will be assigned a vendor number/code and will
begin to receive information about contract bidding opportunities. It
should be noted that the assignment of a vendor number /code
does not constitute a contract between this company and the NYC
Department of Education, nor is there a pre-qualification
assessment.

For maintenance and repair contracts the Division of School
Facilities (DSF) maintains its own “Approved Contractor List.”

An offer by a vendor to provide an item or service at a specified
price. Depending upon the price, this offer can be by telephone,
written or faxed. When a system-side Requirements Contract
exists, no additional bidding is required.

Budget Code:

A four-digit number that codes the money to a specific category
(e.g., elementary schools, high schools, bilingual education,
NYSTL, etc.).

Certification of Delivery:

Written or electronic confirmation by a Department of Education
employee indicating that goods and services ordered have been
received, examined and found to be correct as to quantity and
quality. Certification of Delivery must be done directly into the
FAMIS Portal. By doing this, the receiver of goods and services
acknowledges that the order is partially or fully received and
reduces the interval to pay vendors.
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Change Notice:
A document used to serve as official notification to a vendor to
increase, decrease or cancel an order via FAMIS. This notice is not
to increase or decrease the limits on a Procurement Card.

“City Record”:

New York City government’s “daily newspaper.” To comply with
public advertisement requirements, all announcements of contract
opportunities involving the expenditure of public dollars for all city
government agencies, including the NYC Department of Education,
are advertised here. Contact Division of Contracts and Purchasing
(DCP) at 718-935-3000 for additional information on how to
advertise in the “City Record.”

Collapsed Object Codes:
The combining of minor Object Codes into major groupings for
budgetary purposes only. No item may be encumbered or
expensed against the major series object Codes: 100, 300, 400 and
600.

Committee on Contracts (formerly called the The Exceptions
Committee):

A Committee consisting of representatives from the Office of Legal
Services (OLS); The Division of Financial Operations (DFO); The
Division of Contracts and Purchasing (Chaired by DCP); The
Office of Auditor General (OAG); The Division of School Programs
and Support Services (DSPSS); and, The Office of the Deputy
Chancellor for Teaching and Learning. This Committee reviews
and considers for approval any anticipated expenditure for
professional services that has not been competitively bid in excess
of $100,000.

Commodities:

Supplies, materials, books and equipment required to supplement
and complement the instructional programs, in our schools.
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Competitive Bidding:
Soliciting bids or proposals from a variety of different vendors
thereby providing to taxpayers the greatest assurance that goods
and services are procured in the most prudent and economical
manner; and that procurements are reasonable and not influenced
by favoritism, fraud or corruption.

Contract::

An agreement between a buyer and seller to purchase required
goods and services to enhance instruction and improve the
classroom experience. For the purchase of goods or services for
the life of the contract with an expenditure of over $100,000, a
formally executed contract is required. For additional information,
please refer to the definitions for “Requirements” and “Full Value”
Contracts located in this section and in the SOPM chapter on
“Formal Contracts” (formerly “Bidding and Contracts”).

Contracted Items/Services:
Commodities or services available for purchase that have been
established through an award of contract, executed between the
DOE and the respective vendor.

Contract Number:
A 7-digit number assigned to a contract and entered into FAMIS
upon submission of the formal contract with the City Comptroller for
registration.

Contracts Administration Officer:

Every ROC/central office has a Contracts Administration Officer.
This individual is responsible for all procurement practices as they
relate to OTPS spending and acts as a liaison between the Division
of Contracts and Purchasing (DCP) and the Procurement Team
Members within the Regional Operations Center. The Procurement
Team Member will ensure efficient ordering for schools and other
sites within the Instructional Region.
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Delivery Receipt:
Basically, this is a form prepared by the carrier delivering the
ordered items. It provides information that may confirm a
purchasing document. It also provides delivery information
including: Number of cartons/packages, place or origin, destination,
special instruction, etc.

Emergency Procurements:

Necessitated as a result of unforeseen circumstances that
may affect the health and safety of children and employees.
The Executive Directors of DCP, the Chief Executive Director of
School Support Services and the Chief Administrator of Region
and School Based Procurement, DCP have been delegated by
the Chancellor to declare an emergency and approve such
procurements in excess of $15,000.

Encumbrance:
Setting aside or reserving funds within FAMIS against a location’s
budgeted monies for a purchase.

FAMIS:
The NYC Department of Education’s Accounting System -
Financial Accounting Management Information System.

FAMIS Portal:
The DOE’s accounting system contains a procurement module
which is part of the accounting system. Prior to making any
purchase for goods or services, funds availability is established.

Financial Management Center (FMC):
The FMC is the business unit responsible for budgeting and
administering the funds allocated to a Central department.

Full Value Contract:

A contract for a fixed-time purchase for a specific good or service at
a specific dollar amount.
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Galaxy:
A school-based budgeting system.

General School Funds:
Monies generated by a school from sources other than tax levy,
governmental or private grants. These funds are generally raised
by various internal school activities.

Invoice:
A bill for goods or services sent by the vendor after delivery. The
invoice is a commercial bill used by the vendor to request payment.

Item Number:
A number assigned to commodity items under system-wide
Requirements Contracts with the Division of Contracts and
Purchasing (DCP). These items are listed in the e-catalog on the
FAMIS Portal

List Items:
Commodity items required by the schools or offices that are
contracted for system-wide usage by the Division of Contracts and
Purchasing (DCP). They are ordered via the FAMIS Portal against
Requirements Contracts.

Listing Application:

Published or copyrighted materials, artistic performances of specific
artists, and programs of cultural institutions (e.g., Planetarium),
which are not subject to competitive bidding requirements. |If
expenditures are anticipated to exceed $100,000, the Division of
Contracts and Purchasing (DCP) will establish Requirements
Contracts for these items in order to achieve better value and to
standardize pricing and contract conditions.

Location Code:
A 4-character code identifying a school/site for accounting
purposes. Used to properly record in FAMIS that site’s allocated
funds with the costs (expenses).
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Modification (Budget or Spending):
An adjustment to a budget or spending plan.

Non-Contract Items:
Commodity items where there is no existing Department of
Education contract.

Non-List Iltems:
Contracted items that because of their characteristics (e.g.,
services, library books) do not lend themselves to being listed
under the e-catalog in the FAMIS portal. These items are ordered
via an electronic Purchase Order, referencing the contract number
on the FAMIS Portal, and sent directly to the vendor after
encumbrance.

On-Line Fastrack Catalogs:

A comprehensive listing of General Supplies, Textbooks, Computer
and Audio Visual Software, Toys and Games, Athletic Supplies,
and Early Childhood Furniture currently available for purchase from
a system-side Requirements Contract. These are updated on a
weekly basis, and include all of the information necessary to order
any of the materials included though the Fastrack Ordering System.
Access these catalogs by logging on to the Division of Contracts
and Purchasing (DCP) website located at
http://schools.nyc.gov/dcp.

Object Code:
A four-digit number that identifies the category of the OTPS
expenditure. Each classification is assigned an object code (e.g.,
printing supplies are charged to object code 0101).
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Other Than Personal Service (OTPS):
Refers to expenditures of money (tax levy and/or reimbursable) for
supplies, materials, and services other than salaries of Department
of Education personnel. These include instructional supplies,
materials, textbooks, library books, equipment, etc.

Packing Slip:
A document accompanying a shipment that details the contents of
a particular package within the respective delivery.

Proceed Notice:
Document that authorizes the purchase of goods and/or services
under an executed and registered Full Value Contract (over
$100,000). (Refer to chapter on "Formal Contracts (formerly
“Bidding and Contracts”) for detailed definition on Full Value
Contracts).

Procurement Card:
Also known as Purchasing Card or P-Card. Adopted by the
Department of Education for select categories of purchases. Will
speed up processing times, lower transaction costs for small
purchases and reduce out-of-pocket expenses for staff.

Procurement Representative:
This individual is responsible for accepting protests from bidders or
proposers or prospective bidders or prospective proposers whose
direct economic interest would be affected by the award of a
contract or by failure to award a contract. The Procurement
Representative should first try to resolve a protest with the vendor
without relying on the formal Protest Procedures.

Professional Services:
Services provided by an individual or organization engaged in “a
calling requiring specialized knowledge and often long and
intensive academic preparation.” Typical services may include staff
development  training, program evaluations, curriculum
development, artistic performances from cultural institutions and
other student outcome-related services.
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Protest Officer:
This individual is responsible for the resolution of a protest initiated
by a bidder or proposer or prospective bidder or prospective
proposer relying on formal Protest Procedures.

Public Notification of Award:
A summary of all awarded contracts posted on the website of the
NYC Department of Education’s Division of Contracts and
Purchasing (DCP) — http://schools.nyc.gov/dcp

Protest Procedures:
A bidder or proposer or prospective bidder or prospective proposer
whose direct economic interest would be affected by the award of a
contract or by failure to award a contract may file a protest. (See
Chapter 3, Subsection 9).

Public Bid Opening:

A public bid opening (for commodity contracts over $15,000) that
must be attended by at least two employees (not performing any
function related to the particular bid in question) of the NYC
Department of Education. One of the employees will open and
read the sealed bids (at the day, date, time and place indicated on
the solicitation) while the other will act as a witness to the opening.
(See Sealed Bids for additional information).

Purchase Order:
An electronic document processed through the FAMIS Portal used
to purchase goods or services directly from vendors.

Quick Code:

An eight digit number that identifies the service/program, project or
grant category.
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Regional Operations Center (ROC):

Six (6) organizations established under the reorganization of the
DOE whose mission is to be the source of operational support for
school and programs in the New York City Department of
Education.

The ROC's goal is to provide comprehensive business and
administrative services in a systematic and efficient manner to
principals and learning support center leaders; facilitate effective,
smooth management of daily school operations; and build capacity
for sustained high performance.

Request for Authorization (RA)
A formal request to enter into a formal contract. These are required
for contracts over $100,000 for professional services and for
commodities if there was only one bidder. Additionally, any
commodity contract with a value of a $1,000,000 or more require
an RA.

Request for Proposals (RFP’s):
A publicly advertised written solicitation request to prospective
vendors to submit written proposals to provide specified
professional services.

Requirements

The formal contracts established Centrally with approximately
1,000 vendors that yield the 200,000 “list and non-list items” and
professional services. All current regulations regarding bidding
procedures are enforced prior to the award of a contract. The
written contract document contains all the terms and conditions to
be performed by the vendor and the NYC Department of Education,
as well as the unit cost for goods and services and terms of
payment. When a system-wide Requirements Contract exists no
additional bidding is required.

Restricted Items:
Items that have special purchasing guidelines and/or approvals
which must be followed prior to purchase. See Topic 2, Section 2.9
for complete details.

72



OTPS PURCHASES Topic 8: Appendix
Standard Operating Procedures Issued: March 2006
Division of Financial Operations

School Spending Plan:
The allocation of budgeted funds to the location level.

Sealed Bid:
A written response by a vendor to a bid solicitation which is held in
a sealed envelope until a specified date, day, place and time for its
public opening. (See Public Opening for additional information).

Small Item Payment Process (SIPP):

An electronic document processed through the FAMIS Portal
(Exhibit F — page 84) that provides for the disbursement of funds to
pay a vendor for small incidental purchases, or for the procurement
of goods and services when either the purchase order or requisition
method of purchase is not practical. It is also a mechanism, which
provides reimbursement to a NYCDOE employee for the purchase
of small over-the-counter items (emergency purchases), as well as
any other business-related expense. (E.g., Travel).

Sole Source/Exception to Competitive Bidding:
A vendor, who for very specific reasons, is identified as the only
feasible source for obtaining certain commodities or services and
therefore, may be exempt from the competitive bidding process.
This determination is made by either the ROC or DCP.

Split Purchase:
Is an impermissible practice, wherein multiple awards are made to
the same vendor within the same fiscal year to by-pass the
purchasing thresholds (i.e., split orders and invoices thereby
staying under the $250 maximum).

Standard Operating Procedures (SOP):
An official publication maintained by the Division of Financial
Operations (DFO), periodically updated, containing the proper
business and fiscal practices and policies to be followed by
schools/sites. As chapters are updated, they are also placed on
the website of DFO located at: http://schools.nyc.gov/dfo.

73


http://schools.nyc.gov/dfo

OTPS PURCHASES Topic 8: Appendix
Standard Operating Procedures Issued: March 2006
Division of Financial Operations

Vendex Questionnaire:

Used to collect financial and background information from vendors
who have been awarded contracts which have a cumulative
value of $100,000 or more. (i.e.,Vendex is required on a two (2)
year contract for $51,000 per year). There are certain contracts
wherein a Vendex is also required as a precaution. For example,
for all Universal Pre-Kindergarten contracts a Vendex is required
although the contracts cumulative value does not exceed
$100,000.

Vendor Number/Code:
A 9-character code assigned to each vendor that has done
business with, or wishes to do business with the NYC Department
of Education. This number/code does not mean that a contract has
been awarded to this vendor. It serves to record vendor
information in the DOE’s and City’s accounting system.

Vendor Performance Evaluation Form:
A form developed by the Division of Contracts & Purchasing, Office of
Policy & Vendor Performance (P&VP), to track and evaluate vendors
for performance on contracts and to establish a centralized system for
storage and retrieval of information. This form can be accessed,
completed and submitted via the Department of Education’s intranet at
http://www.nycboe.net/dfop/tracker/eval.

The Office of Policy & Vendor Performance will disseminate and
collect evaluations department-wide on an annual basis. However,
users may submit a review at any time. Contract Managers should
always complete an evaluation for any contract in excess of
$1,000,000 at completion of services.

Voucher/Tickler Number:

A group of alpha/numeric characters, sequentially assigned by the
accounting system as OTPS payments are processed.
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W-9 Form:

A form that can be downloaded from the Division of Contracts and
Purchasing (DCP). Click the link below to access the form.

http://schools.nyc.gov/NR/rdonlyres/35910744-CCB0-4A9F-84D8-0C62009C329D/11305/w9form4.

This document is used to activate a vendor in the City’s Financial
Management System (FMS) and DOE’s FAMIS. Once completed
by the vendor, this form, containing important taxpayer information,
is forwarded to the Central Office/ROC who in turn returns it to
Division of Contracts and Purchasing (DCP) along with the Vendor
Add/Change Form —

http://schools.nyc.gov/NR/rdonlyres/5B45CF61-34AB-4407-8ABE-4BOD36CC8E66/12303/Scho
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8.2 Table of Exhibits

Notes:
1. Exhibits A-A-1-B-C-H-J-K- may be reproduced Ilocally (on
office/school stationery if appropriate), or downloaded from the
website of the Division of Financial Operations (DFO) located at:

http://schools.nyc.gov/DFO

All others (D-E-F-G-I) may be accessed through the FAMIS Portal.

2. You must include an Activity Code in the accounting code section of
the respective form.

PLEASE PRINT OR TYPE ALL INFORMATION ON
EACH OF THESE EXHIBITS
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List the item({s) you are obtaining a bid for

(1_____ I -
(- — S - - —
() N— R () E— R
Vendor Information:
In each Vendor Box please print all pertinent information regarding the vendor and the
price thal raspective vendor quated on aach item.

Name: Name:

Address: R Address: R
Telephone: || Telephone:
Fax: Fax:

Contact Person:

Contact Person:

Contact Person:

Bid Prices: Bid Prices:
ftem1 $__ fMtemd4 $_ ftemi1 $__ ltemd %
ftem2 § fems5 §__ ltem2 § ftem5 &
ftem3 &__ Mem6 5 _ ftem3 §__ ltem & &
Name: Name:
Address: o Address: o
Tefephun@? - - - o TEprhDﬂE? o o ______ _____:
Fax: Fax:

Contact Person:

Bid Prices: Bid Prices:
ftem1 &__ Memd4 §_ ftem1 §__ ltemd4 §
tem2 § ftem5 §_ ftem2 §__ ftem5 §
ftem3 $__ ftem6 §__ ftem3 §__ ftemé6 §
Signature;
REvme Titla: Date: __
Baphaimbsar 20007
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THE NEW YORK CITY DEPARTMENT OF EDUCATION

WRITTEN BIDS SUMMARY SHEET

Required far Procurament far Hon-Cenlrasl lleme Qves 55,000

Marma:
SUBMITTED | Title:
BY: L ocatbicon
Teslerphone: Ma,
Faux hcx Ermaail:
ITEMS OR DETAILED DESCRIPTION
SERWVICES
SUBMITTED
FOR BIDS
BY SCHOOL
Wandor Mame: Contact Parson:
Wandor Address:
andor Moo _ (W-9 must be atleched if no DOE Vendor #)
RESPONSIVE | Teksphons Mo, Fao Ho
BID #41
ED DETAILS FRICEFERUNT | AMOLUNT
‘andor Name: Contact Parson:
Wandor Addrass:
Wandor Mo, _ (W-9 must ba ablached if no DOE Vendor #)
RESPONSIVE | Teksphons ho. Fax Mo
BID #2 EID ETAILS | FHICE FEF UMIT SAMOUNT
Wandor Nama: Contact Parson:
RESPOMNSIVE | “Wandor Address:
BID #3 Wandor Mo _ (W-8 must ba atiached if no DOE Vendor #)
Tezlephiomne: Mo, Famx Mice
EID DETAILS ERICEFERUMIT | AMOUNT |
FINANCIAL ACCOUNTING DATA
District Quick Code Location Activity Code Object Code Amcunt

| requizst thal 1he |:||-::-c:u|-::rrr::;'|l bz savwaarcdaed 1o
I'he scelection was made on the Tollowing besis:

I|HEREBY CERTIFY THAT THE ITEMS ARE MEEDED AND THAT THE BIDDING PROCESS WAS CONDUCTED IM
ACCORDANCEWITH THE DEPARTMENT OF EDUCATION'S BEIDDING, CONTRACT AND PROCUREMENT RULES

JHE FOLLOWING DOCUMENTS ARE ATTACHED TO THIS BID SUMMARY SHEET:

Ragquesior Signature [Reqguired):

Date:

ROC Review/Recsived By

Date:

Approsad By:
FAMIS Dociement Refarance No,

Date Envcumbssred:-

Disapprowed By:

Reason:

Rdznch 2006
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ST-119.1 (6/81)

State of New York — Department of Taxation and Finance
Taxpayer Services Division

New York State and Local Sales and Use Tax

EXEMPT ORGANIZATION CERTIFICATION

VENDOR EXEMPT ORGANIZATION
New York City
NANE Department of Education
AND
ADDRESS {Mame and address of school)
THIS CERTIFICATION IS CERTIFICATE NUMBER
ACCEPTABLE IF THE PURCHASER
= EX -690210637

THE UNDERSIGNED HEREBY CERTIFIES THAT THE ORGANIZATION NAMED
ABOVE HAS RECEIVED AN EXEMPT ORGANIZATION CERTIFICATE AND IS
EXEMPT FROM STATE AND LOCAL TAXES ON ALL ITS PURCHASES.

SIGNATURE OF OFFICER TITLE DATE PREPARED

INSTRUCTIONS FOR USE OF CERTIFICATION

Exampl Organization Cerlificalion (3T-118.1) may be used anly when an exempl organization i3 (e direc purchaser and payer of
record, Any bill, invoica, or receipt given by the vendor must show the above crganization as the purchaser. Paymeant must ba
frerm the funds of the exempt organization.

Tha axemption from state and |ocal sales and wss tax doss not extend to officers, mambers, or amployess of the organization,
Peracnal purchases made by such individuals ere subject to sales tex. Any organizabon's exemplion does not extend to its
subordinate or affiliated units, YWhan making purchasas, subordinate units may nol usa the exemption number assignad o tha
parent organization. Such misuse may result in the revocation of the exemplion grantad.

An axemption Cerificalion must be given o each wandar al the lime of the firsl pufchase from thal wandor, A saparala
cartificabon is not necessary for each subssquent purchase provided the exempl organizabion’s nams, address and certificats
number appaar on the sales slip or bllling Inveica. The certification & considerad part of sach order glven b the vendor and
remaines i foros unless revoked,

Viendars must retaln the Exemplion Organization Cerificalion for at least three yesrs after e dabe of the lax exempl sale
substantiatad by the cerlification

Addillonal coples of s fram (2T-118.1) can be oblained rom any Stale Digiricl Tax OfMos: or from the main offica af [he
Taxpayer Assistance Bursau, State Campus, Albany, MNew York 12227, This foem may be reproducad withaul prior parmission
frerm the Departmant of Texation and Finance.
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EXHIBIT C — Non-Employee Payment Request Form

NEW YORK CITY
ST R o i NON-EMPLOYEE PAYMENT REQUEST FORM
AUTHORLZATION FOR For use In conjunction with the en-ine SIPP Program
SIPP EXPENDITURE

Type or use black ballpoint pen. PRINT legibly to insure prompt payment.

INSTRUCTIONS FOR COMPLETING FORM

This fonm is S0 be Lsed By non-Cepariment of Educalion empioyees o Progmam, School Wide Projects, el The pincipal, or cther anproing affioss
renced thesr altendance ot Department of Edumation planning Mestngs or pogram oompletes Sachion 4. Tha DisnotCental Busness Offios pomploies Saoton
moiivities ®hat prowde for payments o such nobdduals Feed r@oes oo 5
neimburssmant have boen esisbishod as @ guice only, and may be found in This fom B 0 be submled o the commilioe's desigraled
apEnpiee SOPW andior memoanda onthis ope.  Achs| reoces, o rciidual crailparsan of v ihe Deparmant of Education offcial meqporsbes for the
RCaplE May ba submitied in e of ivao imte reimbussement T achs] apenees motivity principal, Redher-nchare, program coMcinaton, @iz &l asch
ara highar ran s sggesed, prowided prior TTHen apEoval b obbained Tmm maatng o vty attendancs Tha complased fonm & 10 be et ho tha Ceniral
tha Exsculiva Drgclor of the Divtsion of Financial Opeations  Ragions may ar Region Ofca for meviee and paymant eocassng thiough e Ordling
aefabint ries less tran those suopested i no documenialion is provided SIPP Sysbern | gerenst, allow e [5) 10 fen (10 days for lhe chech to be

The nom-emolayes B responsible lot compleling informsion in ismued and feosved [hiough the mail
Seclions 1 Teough 3. In 1he box Tof "Name al Program” anter e epedic rame

ol e progeam, guch pe: Sghool Besed Maragemeant Paient |makmmant HNOTE: Coreul pengram guidslines i determne I documeniation suppering
HEEEnE B feglitecd
SECTIOM A

REGIOH | =esioon | haws oF procra

HARE OF HON-EMPLIYES {Type or pent gy SOCIAL SECURITY NUMEER m

WAL NG ALUIREE IS (8 el T al il Bt Aesriment fumber

CITY ETATE IF COOE
OATE OF MEETING MEETING FERIDD [Hours) TOTAL FEFMENT RATE UR | DEPARTMENT OF ECUCATICE |
M [w u] Y {Examgpie: 8:00 pm to 800 pm) HOLURE ACTUAL ENFENSE DFFICIAL'E SIGNATLRE

FROM To

O | | o |

SECTION 3

| paerefy bt | hawe met tha cbloabons a5 o memser of e

[Eflis i &I phdgramn, timrniiee o mclivil]
and request ths sopromrale relmbrsemant of & ol il Cosse My DobLi ENpanses

SIGMATURE OF KOK-INAL.OTFER DATH

SECTION 4

| approve B evpendiune, ceniying Shal || = recesesry for the condust of (he sducalionsl or sdminebElve FoGEM and i in smotdance wilh the nes and
reguisicns of 1he Deparimenl of Educalion and saplicable lunding souce guideing

SIGMATLRE OF PROMCPAL OH APFROVING CFFCER DWTE

SECTIOM 5 FOR REG /CENTRAL OFFICE USE OMLY
FUNDS ARE AVAILABLE - CHARGE TO:
REGION ARCTIVITY CODE LOCATION CODE QIS K CODE QRIECT CODE
CATE Entered Oreline
Revised: ENTERELD B¥ _F
ol LT omscvmmmnone
ESUTHORIEZED BY COPY 3 — ban-Ermpicnynn
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EXHIBIT D — FAMIS Portal Requisition

Pleass print this page (o e used as your rocgulsiti

o .3-"":. .
A : _'; 3 NEW YORK CITY

e DEFARETMENT OF EDUCATION

REQUISTTION ¥
S

Dwlesr To: SVTATTON HIdEM SCHOOL

Avtentions  Jahin Smith Phanas (71003612002
Mabdrwasi 4500 36 STREET, Moo 103

City / State /Tipi LONG 1SLAND CITY. Wy 11101

Suggestad Vander: AUSTER GUSTE 81978

Rmmad liveodos Tog BOC 4

avn: Aary Jonaes Phaone: 7 18-123-4560
Aabilrwssi J8-11 CUEEMNTS DLATA HORTH, ROOM 400 iy B0 2006
City /State / Oip: LORNG 1SLAND CITY, N7 11101

dalelitibaniald Livlarvmatban:
AVOTER, PO BON 219, WETERE CAVE, VA, T44848 VATES FLDE

I HERERY CERTIFY THAT ThHE ITEMES SGRDIRED BELOW ARE
LIST O HaAYVE RIDH THWEETIGATED AND FOUND TO BE SUITARLE FOR THIS PUREOSR

Bignatuie of Privcdpal o Aathoriged Ciical, Cats

Fiscal Yaar: 2004

2ot Sk el ] Le=n Buty
il T4 L R 1] Oxis gedd orro

Item Detail Information

Itam * Brand Hodsl Dascription 1L o1y
1) FARTE-AVD PIPER INSTRUCTIONAL AC EaCH 1
Wi LAKDING GEAR INSTRC
[T uf

= ° SAMPLE

WPOS00013

BOE REQUIEITION MO,

Special Dalivery st tions (T Ryds IHEIOE GELIVERY

Enics paF unit
§ 49,300,00

(==

DELIVERY MUST BF COMPLETED WITHIN 30 DAYE OF RECEIFT ©OF CRDER R B

NHERDRD TO COMODLMCT THE FDUACATIONAL OR ADMINISTRATIVE PROGRAM AMD AFRE ON EITHER AN AFPRCOVED

Amesmt
# 45,300, 00

§ 49,300.00

JTotal Amgamnt
£ 49, 2300.00

Amgant

§ 49,300.00

Total Armoant

§ 49.300.00

82




OTPS PURCHASES

EXHIBIT E — FAMIS Portal Purchase Order

Click to print this Purchase Order: o e S SAMPLE E

FURCHASE ORDER

WRO0601821

PURCHASE ORDER NUMBER
Vendor: STAPLES, INCORPORATID Daliver Ta: PROJECT OMHIBUS-REGION § NYC DOE
Attn: SERGIO PUENTES Phane: (8009501257
Stroat and No. 45 CIDAR LAND Attention:  Mary Jones Sicees 718-123-4567
Dty ENGLEWQO0 Feater b fip Code: 076314902 Addrass: 333 SEVENTH AVENUE. BOOM 13 FL
Waondor #1 STAZET000 01 Contract &1 PCAODTE
Fax #; (888)222-8619 Toll Free #1 (BBR)I12-7217 City /Stake /Tip: WEW VORK, Ny 10001
Send Invoics Tor HYS DEPARTMENT OF EDUCATION Special Delivery Instructions (IF Any): NORE
awn:  John Smith Phonar (718)93%-2850

DELIVERY MUST BE COMPLETED WITHIN 30 DAY S OF RECEIPT

Address: 6% COURT STREET, ROOM 1001 OF DRDER.

City /State / Zip: BROOKLYN, NT 11201

B e L e e

I HERERY CERTIFY THAT THE ITEMS ORDERED BELCW ARE MEEDED TO COMDUCT THE EDUCATIONAL OR ADMINISTRATIVE PROGRAM AND THAT THE PURCHASE IS IN
ACCORDARCE WITH THE DEPARTMENT OF EDUCATION BIDDING, CONTRACT AND PURCHASING REGULATIONS. 1 CERTIFY THAT SUFFICIENT FUNDS MAVE BEEM RESERVED 1N
THE BUD-GET ACCOUNT CODES LISTED RELOW,

1)

1)

(]

L)

Dava:

Signatura of Principal or authorized Departmant of Education official
Accounting Information

Fiscal Year: 200¢

Rt Quick @i  Pre-Encumbrance # losn  Av StartDale End Date Amount
02 655100 0196 WA M$02 0575 07/28/2005 08/31/200% §498.59

§ 498,59

Item Detail Information

[tem # Description P 11 Price per unit Amount
083532455  BINDING EYSTEM PUNCHING UP TO 15 PGS, BINDE UP TO 425 SHTS EACH 1 § 34269 § 269

089144576  SPINE ZIPRIND 1/2IN BLK 100/BX BX

e

$ 3118 §135.90

Totsl Amount
§ 498,593

Tranrparasian Chargss
AL Epanrpent atmen aml sy etlms changes et e g o geiet of delien ey undess of b rries e sted Frscs om (s ondes s bl sl shasges
o e

Dialavminy ool all iaviis s poegniond an stated in Ui SoRliaet ot i sgmeilied by “Hoten b Duliver “Felesall delive e will el be atoegbel Vernbons stenl shall placs gvods mnssls Dablan i b alane
daignatsd by tha priscipal or othar mithormsd parson, swcep whan contrect irsdestes rpeseial dalirery mtrstsons wd mech srctsone s stasd on thes celer

e bivmay Hlswrs

Doode mraet e debirmrsd bateean S 0AM and 2 30FM | Hondayr threch Frodey, of otbsr umee, only by seecial smrangemani

ool i Thawr

Cndary ymat b comydeted wathin 30 days of ordes cf withon the tims staled o the stteched codes

Fain Doa lbs ey B fosihems v Dalays

I e s ot dia i sl v buiss 10 fiwwes, spciflead, ibe Trisssics of G or bufhey desipnes sssreas Uha gl 1o obiam b dams o wy pasi el fom oiles sousoss wis & bup ageint

prommbars Shauld the pee pries b gresies than the comtiset pros, the GiTermmes o cont, phis the ool of realvarismee sl porebbs bpusdaad damasges will b change] sgaimat fhe eonmssion Shodd i
e e b b, the oot ehall hars mo claam bo ke bl b Ve pdrs et s poasibls lapudated damages = be changed sgued the combrector Unaccegtidide dalirerms ned m
cronformance with contisct ipscificateas will bs mmciad and it bs mplaced by 1hs comtrscion withum (fres 053 days Faduss b0 seplacs papacted Bems waiban timns sfated may remdt an the Disscton of OF0
on Buslher devres EUERG & by- st pIsoedurs a oated shovs Fejerted goodi i longsy than thrty (50 days will bs mgarded & shandonsd aml ths srhool shall kevs the rght 4o disposs of sm
W R RSP

ALl B shappel Fest be assembled snd padied i Beawy SV 0a10ns 08 Ftably ik aged & Per SORIATT fegiie e ats Wihere Prartial, 2 snom ikl weigl no more thas 50 B selh

Blan

Eiak sontainas of islipls wnins, of dems othemmes parkaged, shall bess o labal, wnprst, ianrid of other ebls maibing rtalog name of mamluwnoss of sppler, Depatmant of Edsatsn, Pk
Coprdmy Hosrdeny aosbio Tl Husdvne, soel sy otkey paarb s sogpured by bl tmems ol coplotmss

by Pas hing Ship

ATl dalivarnes Pl b socornpanked by o = VENDOR PACKING SLIF” progarky proparsd The oton som sinsng s “FACIING SLIP™ mist b mabel “FACKING SLIF CONT AINED HEREEN™
Bl Prsosdurs

Wby iany T popiied 10 shmai ol o7 dulieary sagmed by an st kol Dopariment smphiree o1 daloany wis The varlon’s aptomaas e dhall tham be sdimatisd 10 the Comummay Tahaol
Drasdrinc§ CHThew o orbhar Cilkcs i abad on the ) sched ondar Drsoices med ba wdrad lad walhis s reaonshbs bma aMer dalnery Compleints ol gayrmants muad bs mads wn wriling, within s monbhs
of delrewry o wthun 50 dayr of the date am incormect paymasd i wananted by e Compteoliss

Asa =i

Heo ssisgrumsn) may bs mads w bt wnttsn comsant of ths Admanistrator of Paschaing, OF0 or hivher devignss and ths Board of ey

Saber mr Excies Taxes

The ity of Hew York » sxempt fhom the payment of Ciy and Sisie Zabes or Fedaral Exciee Tanes

This wrlar s subijusi in abl bid forme and comdiiben..

Tihe cteribrmrt inarsidenn amiasmisoed mmish covmi Uha dbemns Wabed bn s doss v wi

Tha Dapartmmnt of Eidsestion maintsine purchass orbars s in innsics misber oebs For this mason it i sheisdhles that 8l vender: maintsin s flis in paches desament sepres, 0 seks b sngadite
Ay parmrant impunes fhe wmdor mught baees

INSTRUCTICNS FAKT I
T CONTRACTORS WHO HAVE SUBMITTED FROPOSALS TO THE OFFICE OF BUILDING SERVICES OF THE DIVISION OF S CH0 0L FACILITIES,

o proposal For mork o madenial, or both as cofled for m the sifeched specifbsiions o scupbed You we hemby orfered fo pafbom fhal sork wndics mpply the necessary matenal ol the promaes
i aied (on the sitached] st amcs The leupsction Uk of iks Offlcs of Busllog Servicss mush be nobiPlel an wuibing vms-batsly pon oo mevs ses men of wark

Carbilfe ste o Cimpmiinalinm lnmsuines shosing iomplancs =k Uhe Warkeis® Cormpsseabon s, sl Cartifieats of Pables Lidality Dnamsnds sl b o (s s e Contosston’s Caalifiation
factom of the Cifkes of Adminstrstion. Trrsion of Sohool Feclstms ot 1o commancemam of work Fabes to maot s this snessoscs may mmdes s contrsctor im daCealt

This notics constibfiss & contrec) bstwssn yoa and ths Departinent of Edeston of the City of Hes Torll, in scoordancs =itk ths Form of Comtrest He | datsd Zeps i, 1933, an fils o the Offkcs of
Ak sl wany b s e nts Phasss

Piille om CriVirial Doy DIl Fipvme mas o ymisduand wiilin five dary, albes B harng ile maisrial on pompleisng e sok

Whars agplicahle, s instrettion: 1o ool reton sperels thei in PAET 1
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OTPS PURCHASES

EXHIBIT F — FAMIS Portal SIPP

Please print this page to be used as your Small Item Payment Process (SIPP): & [lose ]
SMALL ITEM ¥ e SA M‘ L
PAYMENT PROCESS ol
i % 5 NEW YORK CITY WI060089981

15" DEPARTMENT OF EDUCATION CORFIRMATIGH HUMBER

Wendor Name (Payee): JONMATHAN MADLER
Address: £581 HYLAN BLVD,

City,/ State/Zip: STATEN ISLAND, NY 10302

Descrpton of Ttems /Services Purchased:
Invoice Number(s) /Remark (5]

SUPPLIES SUPPLIES
Reason /Justification for Purchase:
Trwoice Date: 021162006 SUPPLIES

I APPROVE THE EXPENDITURE CERTIFYIMNG THAT IT IS MECESSARY FOR THE CONDUCT OF THE EDUCATIONAL OR ADMINISTRATIVE PROGRAM AND IS IN ACCORDANCE
WITH THE RULES AND REGULATIONS OF THE DEPARTMENT OF EDUCATION. FUMDS HAVE BEEW MaDE AVAILABLE TO PROCESS THIS INVOICE/CLAIM.

Slgnature of Approving Officer, Date

Accounting Information
Fiscal Year: 2005

Dst Duick Db Locn Acty Amount

1) ay 005101 0192 ROZS o728 § 23,91
Total Amount

§ 38,91
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OTPS PURCHASES

EXHIBIT G — FAMIS Portal Change Notice

Ploasa print this page to be used as your change notice: o

2oy SAMPLE
CHANGE NOTICE &%MJNE“ O CTTY WEOBO0O772

DEPARTMENT OF EDUCATION CHANGE MOTICE HUMBER

Vandor: OFFICE OF SCHOOL FOOD & NUTRITIOMN Dubver To: BEG1OH 2

avm,  John Smith Phane: (738)7I#-6100

Streat and Mo 44-36 VERROH BOULFVARD Attmation:  Mary Jonss Bhane: F18-123-45687
Kityr Lo TSLAND Skt W £ip Coder 111010000 Ad st 1700 ZIKEGA AVE, KOOM 48

Wavlos & SFFOLA000 01 Contract #i GhI1L40

Fan #1 Toll Fras #1 ity / State /Tip: Bl Wi 10462

Send Invoscs Tor REGION I Special Dalivecy Inetime tiens (IF Anyg ) Mot

Avtn: HADTA GILBERT Phons: (718)028

Adedrmes: 1330 TIREAA AVE, ROOM 43 g:lal:;hl:nnusr BE COMPLETED WITHIN 10 DAYS OF RECETRT

City S hlahe / Tigry B, WY L0463

B R L L T T T )
v CERTIFY THAT THIE CHANGE HOTICE ONLY MODIFIES OR CANCELE THE ORIGIHAL PURCHASE GROER REFERENCED AND IS 1N CONFORMANCE WITH THE
MIERT OF IDUCATION'S STANDAAD SPERATING BROCIDURES (SOFM.

Signaturs of Brincpsl or Authariced Dep srtrmant of Educstion Gifiosl Duts
Items o original order to be changed
pi Descramtion L1Fi_ | oIy Erice Per Unit Aonount
alitional toms
SLatus Dmscrition oIy Erive per unit Ayt
X, HNEW ITEM 1. FOOD SERVICES 006 EACH 1 4 3,000,000 4 3,000 00

# 5.000.00
Fiscal Yoar: 2004
Dst Luaichy Db Document Beforence ¢ Loon Aoty Start Date  fnd Date Increase Amt, Decrease Amt,
1. LEELER o451 WREDIGATI 01 LLLF] ooy 11/24F2008  06/30/ 2004 ¥ 2.000.00
$ 5,000.00

[NETRUCTIONS FOR PEEPARATION OF CHANGE NOTICES
THIS ORDER IS SURJECT TO THME FOLLOWING INSTRUCTIONS, TERMS AND CONDITIONS

PLEASE BE ADVISED
#Tha Changs Hotics, whan completed i & bonnas mecrd of the Dapatmant of Edocation. Fulum to follow sppaoprists mupalsticns myy meni m docipbnary, sdmusstastivs or civil sction 1§ 0 & crams

i hmeswingly makie e sstrims on Uhis G

A) CHAHGE HOTICE foame shall b inmssd andy to modilfiy co cancel & previcaly uned FURCHASE ORDER {or PROCEED HOTICE)

B) Bafom & CHANGE WOTICE & iersnd affectong dollar amomnts andor quantity of rapplias, the vendor mmwt b notifled

C)  The items Lated under ITEMS O ORIGINAL ORDER TO BE CHANGED s cogied from the origimal FURCHASE OREDER, snd s thes fems that s 1o be changed o camoslled fiom the orignad
FURCHASE OREDEE

D) The iteni Eited sy TTEM REVISIONS arw the flusns that will reiabe om codas, howevas will contain changar

B The fems Lited wades DELETED ITEMS i ihe flwims fromm the erigina] PURCHASE ORDER that yos wish 1o cance] fram Hhe crdar

¥} 1 therw e any e Sums io the ordes, they am fo be bsted under ADDITIONAL ITEMS wiih all dutsled enformation mgaring the ftem

G} Tha net totel dollar changs is the diffamnce from the originad Orderifotics Tt i reguised 10 declurs i the changs mads b an increar o decrpass from the crgnal Ovle o Hotas

H} Frncipal or Autboriced Offcial mait isfn the certification of (ke Changs Holcs

I The Contract Fambar ssfamnced on the ongmal Puaches Ceder ar Procesd Nobes noad covr the dam Loted m tha docoament

HOTE TO YENDOR

The CHANGE NOTICE revises the original PURCHASE ORDER or PROCEED NOTICE
It therafars bacomes an amendmant 558t which the antire ransachon mutt be recancled

85



OTPS PURCHASES

EXHIBIT H — Cash Receipt Form

DEPARTMENT OF EDUCATION CITY OF NEW YORK

R o, B o i CASH RECEIPT
Phone: (718) 935-3525 or (718) 935-3544
TRANSACTION ORIGINATING OFFICE FISCAL DOCUMENT DEPOSIT
CODE YEAR NUMBER DATE
"g’:ﬁ' | e | A [l e | e FERMITNG | CHECK SO AMOUNT
1
2
3
4
5
&
7
]
9
10
11
12
13
14
15
114]
17
1%
19
n
Teentifly that the collections mads by me or under my jurssdiction on the above dabs For the comporstion of The City of New Yok, are s summirized n this sheet. TOTAL AMOUNT:
Prepared hy: Titke: Phone: Dt WOTE: This fores is I.nh:: used anly h.iapnrium o
P = — o CITY TREASURY BANE ACCOUNTS,

REVEED: 0 YMT
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OTPS PURCHASES

EXHIBIT | - FAMIS Portal Procurement Card Application
Page 1

Procurement Card Form SAMPLE @

“ Purchasing ;| Paymamts S — N P = viiscellanaous O Homs | 0 Help | 8% Logo#

Applicant Information
First Wame - [ ] LastName: [ ] ButhDate: [ ]
HSN. [:l Elnail. @Jn_'{hne,net
Site Name: : Telephone: | |
Site/Billing Address: | City :l
Stare NY Zip :]
The P-card wall be slupped to the central office and then delrvered to the requested location
ITETE TN

Procurement Card Form SAMPLE m

Purchasing |/ Payments Approw al “ Imaquisy “ vl ol sneous Harma | © Halp a9 Lagoff

Accommtme Information

Fiscal Year: 2006 «

Six Dst Ok Code Oy Loem  Actvy  LSC Div No Arnonmt Balanece
01 |01 = -
{ Fecakculam )
Total Accomnting Amount

P ——
COHEIEN OO O
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OTPS PURCHASES

Page 2

EXHIBIT | - FAMIS Portal Procurement Card Application

Procurement Card Form SAMPLE

Purchasing | Paymenis Approy el * Trguibry thsc el st ous

Confurm All Informanion

Apphicant Information

Appbeant Mame: test test Birth Diate: 01/07/1580
SEN: 123456739 Email: test {@inycboe net
School Mame: test FPhone: (T18)835-2133
Address: test Ciy: test
State- MY Zip: 12345

Home Address Information
Sweet: 65 Court Street, Foom 1502 City: Brooklyn
State: MY Zip: 11201

Accomnng Informanon

Fiscal Year 2006
Distnet  Quick Code  ObgectCode  Location Code  Activity Code

I Mpme | W Hglp i Lo F

=t ~ouuis rtare] [ [RESTART|

Edst Apcheant Information

Edit Accounting Information

LSC Dw Ne Amount

1 01 (104601 01% M3509 0715

(] Confirm Procurement Card Order
fuce | woce |

§1.00

Total Accountne Amount
$1.00
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OTPS PURCHASES

EXHIBIT J —Procurement Card Usage Log

PROCUREMENT CARD USAGE LOG

Month of ___
BuyeriPurchaser Name: ____ o o o — S — —
Department: ___
DATE UNIT TOTAL
VENDOR NAME OF USE DESCRIPTION OF ITEM qry COST | AMOUNT
1
2
]
4
5
[
7
2]
9
10
11
12
13
14
15

Grand Total: §
Revisad: September 2002
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OTPS PURCHASES

EXHIBIT K-Community & Citywide Education Council
Personal Expense Summary Form

NEW YORK CITY DEPARTMENT OF EDUCATION
COMMUNITY & CITYWIDE EDUCATION COUNCIL

PeErsoNAL EXPENSE Summary Form anD REQUEST FOR REIMBURSEMENT

Council Member's Name: (Print)

Address: Telephone No.

Apartment Number: City:

State: Zip:

District: Region: Check One) O President O Member
MonNTH 20

Directions for Completion
In acoordance with Depariment of Education requiations, each CEC member is elgible to recaive monthly raiméursement for
raasonable cperaling expanses fo conduct Council opanalfions.

This farm is lo ba used |o reguesl reimbursament. Please do tha following:

Indicate nexd bo the appropriate fiem the amaunt spent.

Leave Blank i yeu did nol spend on thal lbam,

Hibam ks NOT lsted, indcate expandilune |n the secion marked “Other *
Have the axpanditures approved by the Council Prasidant.

Ratum farm to the Regianal Oparations Canbar (ROC) responsibla for your distictegicn.

ITEMS PURCHASED AMOUNT ITEMS PURCHASED AMOUNT
Telecommunication Related | § Supplies and ]
Expenses Materials
lUsage of Personal Vehicle Subscriptions and
Inciuding Parking Fublications

Childcare Relatad Other;
Expensas Other;

Car Service/Taxi Cabs Other,
Public Transportation Cther;
Refreshments Other;
Poslage Other:

TOTAL EXPENDITURES $

| hereby state that | have spent the amount indicated above for authorized purchases
related to my position on the Community/Citywide Education Council.

Signed: Date:

Approved hy: , Council President

FOR CENTRAL DEPARTMENT OF EDUCATION USE ONLY

Title: Date:

| 496
DISTRICT QuicK CODE LOCATION OBJECT CODE AMOUNT

DOCUMENT NUMBER:
Revised: September 2004
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