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Preferred Source Service Application 

OVERVIEW





[bookmark: _GoBack]Application Submission Process Summary:

1. The Purchasing Agency fills out Form 1 and sends it to the Preferred Source Facilitating Entity (NYSPSP/NYSID) with supporting documents (i.e. scope of work). 
2. The Preferred Source Facilitating Entity (NYSPSP/NYSID) fills out Forms 2 and 3, and submits them to the Purchasing Agency with attachments as applicable.  Form 3 must be submitted in Excel format in addition to the application PDF. 
3. The Purchasing Agency will review all forms and attachments included in the Preferred Source Facilitating Entity’s Service Application.  If the Purchasing Agency has questions or concerns regarding Forms 2 and 3, they must be addressed with the Preferred Source Facilitating Entity (NYSPSP/NYSID) before signing Form 4.
4. The Purchasing Agency completes Form 4 and submits all forms and attachments back to the Preferred Source Facilitating Entity.
5. The Preferred Source Facilitating Entity will submit all required Service Application documents (listed below) to OGS at OGS.sm.PS_CM_PreferredSource@ogs.ny.gov for review.

Instructions for Submission of a Complete Application:

1. All required documents found in the list below must be completed prior to submission to OGS. 
2. All required documents found in the list below must be included in the initial submission to OGS.
3. Authorized signatures from a Preferred Source Facilitating Entity, Preferred Member, Corporate Partner (if applicable), and Purchasing Agency must be included where indicated.
4. Page numbers are required on all documents in the application.
5. Form 3 must be submitted in Excel format.
6. All cost backup information must be attached to Form 3.
7. The Market Comparison must be based on the OGS Guide to Prevailing Markets. Please click the following link to access the document: https://ogs.ny.gov/procurement/preferred-sources-resources#forms    
8. All forms and documents must be scanned into a single PDF formatted file.  
9. The PDF must be legible, correctly oriented and submitted with the Excel file via e-mail to OGS.sm.PS_CM_PreferredSource@ogs.ny.gov  
10. This Overview document will serve as the cover to your application packet.  You must click on the hashtag symbols (#) below and enter the appropriate page numbers to complete this form prior to submission.
	Note:	Failure to provide a complete application may result in the return of the application to the Preferred Source Facilitating Entity (NYSPSP/NYSID) for resolution.
INDEX OF DOCUMENTS REQUIRED FOR SUBMISSION OF A COMPLETE APPLICATION
The Documents for THIS APPLICATION are presented in the order listed below:  
Preferred Source Service Application OVERVIEW	1
Preferred Source Facilitating Entity APPLICATION Letter to OGS	2
Form 1- Purchasing Agency statement of work	#
Form 2- PReferred Source FaciliTaTing Entity Service ApPlication	#
Form 3- Preferred source CoST Summary	#
Form 4- Purchasing Agency Approval	#
Attachment 1- Market Comparison	#
If Applicable:
Attachment 2- DESIGNATING AGENCY CORPORATE PARTNER APPROVAL	#
Attachment 3- Prevailing wage schedule	#
Attachment 4- prior contract approval Letter	#
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