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Overview

q What’s a Filed Requirements Contract? 
q Who’s eligible to use Filed Requirements Contracts?
q Why should you submit Filed Requirements? 
q Where do you submit Filed Requirements?
q How do you submit Filed Requirements?
q When should you submit Filed Requirements?
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What’s a Filed Requirements Contract?

A Filed Requirements Contract is a term Contract covering 
specified delivery points and estimated quantities for a 
commodity. The intent is to guarantee a source of supply for a 
critical commodity for a specified period of time for Authorized 
Users that have submitted, or 'filed' their requirements with 
OGS Procurement Services. 
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What’s a Filed Requirement?
A “Filed Requirement” is a commitment from an Authorized User to OGS to 
procure a certain product (e.g., Fuels, Road Salt, and Milk), including the 
estimated quantity the Authorized User intends to procure for a 12-month 
period. 

§ OGS relies on Authorized Users to assess anticipated consumption 
and provide estimated quantities for product(s) they plan to purchase. 
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What’s an Authorized User?

Authorized User – an agency, or other entity authorized by the 
laws of the State of New York to participate in NYS Centralized 
Contracts (including but not limited to political subdivisions, 
public authorities, public benefit corporations and certain other 
entities set forth in law), or the State of New York acting on 
behalf of one or more Agencies and other entities.
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Who’s Eligible to Become an Authorized User?
To use OGS Centralized Contracts, an agency or entity must be registered 
as an Authorized User with OGS Procurement Services, Customer Services.  

– OGS Customer Services approves and registers agencies/entities as 
Authorized Users and issues an OGS-assigned Customer ID Number 
to approved agencies/entities. 

– If you’re uncertain whether you’re a registered Authorized User of 
OGS Centralized Contracts, Contact OGS Customer Services at:
(518) 474-6717 or ogs.sm.customer.services@ogs.ny.gov 
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Why does OGS Procurement Services 
collect Filed Requirements?
Filed Requirements create a “Statement of Need” for OGS to establish 
centralized contracts for Fuels, Road Salt, and Milk.

§ OGS relies on Authorized Users to provide a breakdown of the 
type(s) of products they require and estimated quantities they 
plan to purchase.

§ OGS creates Delivery Schedules from the Filed Requirements 
received, and includes these in the Bid Solicitations for these 
products.
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When are Filed Requirements collected?

q OGS will announce when the filing period is open for Authorized Users to 
submit (or “file”) requirements for a product including estimated 
quantities. 

§ This announcement is published on the OGS website under the  
“Announcements” page, and email notifications also go out through 
the OGS Purchaser Notification Service (PNS).

q OGS collects Filed Requirements in order to include them in a Bid 
Solicitation.
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1. Fuels 
§ ULS Diesel & Biodiesel Fuel (Group 056)
§ Gasoline & E-85 (Group 056)
§ Fuel Oil, Heating (#2, #4, #6, Kerosene, & Bioheating Fuel) (Group 055)
§ Liquefied Petroleum Gases – Propane (Group 058)
§ Natural Gas (Firm Supply & Interruptible Supply) (Group 059) 

Which OGS Centralized Contracts have Filed 
Requirements?
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Which OGS Centralized Contracts have Filed 
Requirements?
2.  Road Salt for Ice Control (Group 018)

§ Road Salt (Bulk Untreated)
§ Treated Salt Type 1
§ Treated Salt Type 2
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3. Milk (Group 016)
§ Whole Milk
§ Reduced Fat Milk
§ Low Fat Milk
§ Skim Milk
§ Non-Fat Milk

Which OGS Centralized Contracts have Filed 
Requirements?
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Why should Authorized 
Users submit Filed 
Requirements? 
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Benefits of Submitting Filed Requirements

q Filed Requirements allow OGS to communicate to potential Bidders the 
Authorized Users’ purchasing needs and estimated quantities of certain 
products for the coming year(s).

q Authorized Users’ delivery locations for Filed Requirements will be 
included in a Delivery Schedule published with the Bid Solicitation.
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Benefits of Submitting Filed Requirements

q Aggregation of estimated quantities allows OGS to obtain best pricing 
from Bidders. 

q Guarantee that product deliveries will be made by the Contractor to 
Authorized Users’ delivery locations on Contract-awarded items.

q Better chance that the Authorized Users’ needed product(s) will be on 
awarded Contract.
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Disadvantages of Not Submitting Filed Requirements
q Authorized Users’ needs for products at certain locations may not be 

covered under a resultant contract.   
q Estimated quantities will be inaccurate and may not result in the best 

possible pricing for Authorized Users.
q There may be less competition due to lower estimated quantities.
q No guarantee an Authorized User can be added to the Delivery 

Schedule of a resultant contract.
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How to be Part of OGS Bid Solicitations for Contracts 
with Filed Requirements 
Authorized Users are notified by email via the Purchaser Notification Service (PNS) 
when Filed Requirements are due.
§ Sign up to receive email notices regarding Contract updates through OGS’s 

PNS at: https://online.ogs.ny.gov/pns
o Enter the commodity codes for Fuels, Road Salt, and Milk to your account 

when you register.

• Fuels: 15
• Road Salt: 12
• Milk: 50

o Have more than one person register with the PNS.

https://online.ogs.ny.gov/pns
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PNS Live Demo
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1. Go to the Filed Commodities Requirements Homepage and review Filed 
Requirements Guidelines:

https://online.ogs.ny.gov/psgfiledrequirements/default.aspx
2. Set up a Filer Account 

§ Each person submitting Filed Requirements must have their own 
individual filer account. Do NOT use someone else’s filer account!
o First, enter your OGS Customer ID Number that was designated to 

your agency or organization.
o If you don’t know your OGS Customer ID, contact OGS Customer 

Services to obtain it.

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  

https://online.ogs.ny.gov/psgfiledrequirements/default.aspx
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3. Enter estimated quantity Authorized User anticipates purchasing within a 12-
month period.

§ Road Salt: enter estimated tons.
o OGS Centralized Contracts for Road Salt have the following 

minimum purchasing obligations that should be considered before 
entering estimated quantities:
• 70 % (or 50% for solar salt) of the estimated quantity filed.

§ Fuels: enter estimated gallons (or dekatherms for Natural Gas).
o OGS Centralized Contracts for Fuels have no minimum                   

purchasing obligation.

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  
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4. Ensure your filing/contact information is correct before 
submitting your requirements, and then review the Confirmation 
Page for accuracy.

§ Don’t forget to print your Confirmation Page for your 
records. Note: there will NOT be a confirmation page 
sent by email.

§ By submitting your agency’s Filed Requirements, your 
agency is obligated to purchase those requirements 
through the OGS centralized Contract. 

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  
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Filed Requirements 
Database Live Demo
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q Previously, an Excel file was completed and submitted to the Contract 
Manager.

§ Going forward: TBD
q Enter estimated quantity (in quarts) Authorized User anticipates purchasing 

within a 12-month period.
§ OGS Centralized Contracts for Milk have the following minimum 

purchasing obligation, which should be considered before entering 
estimated quantities:
o 80% of the estimated quantity filed

OGS’ Filed Requirements for Milk
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When are Filed Requirements collected?

q Road Salt:  annually every year in April
q Fuels & Milk: generally, 6-8 months prior to Contract 

expiration
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Is Your Agency Part of OGS Contract Awards 
for Fuels, Road Salt, or Milk?
q Before placing an order for Fuels, Road Salt, or Milk using an OGS 

Centralized Contract, Authorized Users must first review the Contract 
Award Notification and Delivery Schedule to determine if the product type 
and their delivery site(s) are included on the Delivery Schedule of the 
contract for the commodity they want to purchase.
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q If an Authorized User does not submit Filed Requirements before the filing 
deadline, they will not be on the Delivery Schedule of the OGS Centralized 
Contract, and will have to request addition to the contract.
§ For awarded OGS Centralized Contracts for Road Salt, Diesel, Gasoline, 

Heating Fuel Oil, and LPG-Propane:
o The Contractor is required to add a State Agency’s delivery site(s) to the 

Centralized Contract. However, non-State Agency delivery site(s) are 
added at the Contractor’s discretion.

§ For awarded OGS Centralized Contracts for Milk: 
o It is at the Contractor’s discretion to add any Authorized User’s delivery 

site(s) to the Contract, regardless of whether it’s a State Agency or non-
State Agency.

Is Your Agency Part of OGS Contract Awards 
for Fuels, Road Salt, or Milk?
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q In all cases, there needs to be written communication between 
the Authorized User, OGS, and the Contractor confirming the 
Contractor’s agreement to add the Authorized User’s delivery 
site(s) to the Contract’s Delivery Schedule, regardless of 
whether the Authorized User is a State Agency or non-State 
Agency.

Is Your Agency Part of OGS Contract Awards 
for Fuels, Road Salt, or Milk?



28#2019NYGovBuy            @NYSPro @nysprocurement

Reminders
q Ensure your agency is an Authorized User. 

q Look for email notices from OGS sent through the PNS. OGS’s 
website also lists these notifications on the “Announcements” 
page. 
https://ogs.ny.gov/search/procurement_services_announcements

q Have more than one person register with the PNS.

q Familiarize yourself with current OGS Centralized Contract 
awards for Fuels, Road Salt, and Milk. Look at posted Delivery 
Schedules (Fuels and Road Salt).

https://ogs.ny.gov/search/procurement_services_announcements
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Reminders
q Submit your Filed Requirement for these commodities in the 

timeframe OGS announces. 
q Know the contractual minimum purchasing obligations that 

Authorized User must adhere to with its Filed Requirement for Road 
Salt and Milk (70% for Road Salt and 80% for Milk).  

q If an Authorized User does not submit its Filed Requirements before 
the filing deadline, it will not be on the Delivery Schedule for the 
Contract, and that Authorized User will have to request addition to 
the contract.

q As a buyer of Fuel, Road Salt, or Milk, make sure you pass on your 
Filed Requirements wisdom before you retire or leave your agency.
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Resources
q OGS Website: https://ogs.ny.gov

q Purchaser Notification Service:  https://online.ogs.ny.gov/pns/

q Filed Requirements System:   
https://online.ogs.ny.gov/psgfiledrequirements/default.aspx

q Fuels (Gasoline & E-85, ULS Diesel & Biodiesel Fuel, Heating 
Fuel Oil, LPG-Propane, Natural Gas):
§ Website:  

https://online.ogs.ny.gov/purchase/FuelsPricingDefault.htm
§ Mailbox:  ogs.sm.ps_cm_fleetfuelroads@ogs.ny.gov

https://ogs.ny.gov/
https://online.ogs.ny.gov/pns/
https://online.ogs.ny.gov/psgfiledrequirements/default.aspx
https://online.ogs.ny.gov/purchase/FuelsPricingDefault.htm
mailto:ogs.sm.ps_cm_fleetfuelroads@ogs.ny.gov
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Resources

q Road Salt:

§ Website: https://online.ogs.ny.gov/purchase/spg/lists/gp_018.asp
§ Mailbox: OGS.sm.SST_roadsalt@ogs.ny.gov

q Milk:
§ Website: https://online.ogs.ny.gov/purchase/spg/awards/0160022773CAN.HTM
§ Mailbox: OGS.sm.PS_SW_Dairy@ogs.ny.gov

q OGS Procurement Services, Customer Services
§ Mailbox: OGS.sm.customer.services@ogs.ny.gov
§ (518) 474-6717

https://online.ogs.ny.gov/purchase/spg/lists/gp_018.asp
mailto:OGS.sm.SST_roadsalt@ogs.ny.gov
https://online.ogs.ny.gov/purchase/spg/awards/0160022773CAN.HTM
mailto:OGS.sm.PS_SW_Dairy@ogs.ny.gov
mailto:OGS.sm.customerservices@ogs.ny.gov
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Questions?
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PNS DEMO
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PNS DEMO
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PNS DEMO
Fill in the 
entire form.
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PNS DEMO
Classification Codes
• Fuels: 15
• Road Salt: 12
• Milk: 50
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PNS DEMO
Classification Codes
• Fuels: 15
• Road Salt: 12
• Milk: 50
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OGS’ Online Filed Requirements System for 
Fuels & Road Salt  
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OGS’ Online Filed Requirements System for 
Fuels & Road Salt  

CLICK ME
IS THIS ME?
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Fill in the entire 
form.

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  
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OGS’ Online Filed Requirements System for 
Fuels & Road Salt  

Create a Username and Password
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4. Filing for Requirements 

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  

Enter in your Username and Password.
§Can’t remember your password? Click on “Forgot password.”
§Can’t remember your username? Contact the OGS Procurement 
Services’ designated Contract manager for assistance, or create a new 
one.
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a. Verify that log-on information is correct.

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  
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b. Select the correct commodity.

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  
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c. Look for your delivery location and click on “Select.” 

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  



46#2019NYGovBuy            @NYSPro @nysprocurement

If delivery location is not listed, click on “Add a Delivery Location”, stating the 
location name and address. (Note: there may be several pages of delivery 
locations under your agency’s assigned Customer ID number.)

OGS’ Online Filed Requirements System for 
Fuels & Road Salt  
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Road Salt – Data Verification
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Road Salt – Seasonal Quantity Entry
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Road Salt – Confirmation Page

Be sure to print this page! 
An email will NOT be sent.
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Road Salt – Confirmation Page



51#2019NYGovBuy            @NYSPro @nysprocurement

Gas, Heating Oil, Diesel, Propane – Annual Quantity Entry
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Gas, Heating Oil, Diesel,  Propane – Certify Authority
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Gas, Heating Oil, Diesel, Propane – Add Tank & 
Contact Information
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Gas, Heating Oil, Diesel, Propane – Add Tank Information
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Gas, Heating Oil, Diesel, Propane – Data Verification
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Gas, Heating Oil, Diesel, Propane – Add New Contact
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Gas, Heating Oil, Diesel, Propane – Data Verification
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Print this page! An 
email will NOT be 
sent.

Gas, Heating Oil, Diesel, Propane – Confirmation Page
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Gas, Heating Oil, Diesel, Propane – Confirmation Page
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Gas, Heating Oil, Diesel, Propane – Confirmation Page

Remember:
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Natural Gas – Annual Quantity Entry Page
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Natural Gas - Confirmation Page
Print this page! 
An email will 
NOT be sent.
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Natural Gas - Confirmation Page
Print this page! An 
email will NOT be 
sent.


