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Why Did OGS Develop an Electronic Application for 

Approved Preferred Source Service Offerings?

• Promote standardization across all Preferred Source Facilitating Entities

• Increase the efficiency of the review process

• Increase Purchasing Agency involvement in the application process

• Incorporate standard procurement practices into the Preferred Source program
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Am I Required to Use the Electronic Service 

Application (ESA)?

Yes, everyone is required to use the ESA. If the value of the 
proposed contract exceeds $50,000, a complete ESA must be 
submitted to OGS for price concurrence. 
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Where Do I Find the ESA?

The forms can be found 

under the “General 

Resources” tab from the 

Preferred Source webpage. 

Follow this link:

https://nyspro.ogs.ny.gov/

content/buying-preferred-

source-0

5

https://nyspro.ogs.ny.gov/content/buying-preferred-source-0


6#2018NYGovBuy            @NYSPro @nysprocurement

Where Do I Find the ESA?

• The image to the left 

shows the links 

provided under the 

“General Resources” 

tab

• Follow this link:

https://nyspro.ogs.ny.g

ov/content/buying-

preferred-source-0

(Then Scroll Down)

6

https://nyspro.ogs.ny.gov/content/buying-preferred-source-0


7#2018NYGovBuy            @NYSPro @nysprocurement

What is Included in the ESA?

• Overview – Has specific instructions for Purchasers and Preferred Sources.

• Form 1:   Agency Application for Preferred Source Service – Purchaser completes 
Form 1 and sends it to the Preferred Source(s)

• Form 2:  Preferred Source Service Application - Preferred Source completes Form 2 
and sends it to the Purchaser

• Form 3:  Preferred Source Service Cost Summary - Preferred Source completes 
Form 3 and sends it to the Purchaser

• Form 4:  Form 4 Agency Proposal Acceptance - Purchaser completes Form 4 and 
sends it to the Preferred Source

• Additional Attachments – Application Letter to OGS & Market Comparison 
(Mandatory), ACCES-VR/Prevailing Wage/Prior Contract Approval Letter (If Applicable)
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The Overview

• Application Submission 

Process

• Instructions

• Index 
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The Overview

• The Overview 

provides a step-

by-step guide 

• Follow the instructions and contact OGS via e-mail if you 

need help
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Includes instructions for submission:

The Overview
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Includes an Index of 

Documents Required for 

a Complete Application:

The Overview
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• To be 

completed by 

Purchasing 

Agency

• Each of the 

sections must 

be completed

• Additional 

documents 

may be 

attached

Form 1:   Purchasing Agency Statement of Work
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This is an 

example of a 

completed 

Project 

Information 

section:

Form 1: Project Information 
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• Click on the drop down 

to select the 

appropriate approved 

service(s).

• Make sure that you 

check the list of 

Preferred Source 

Offerings to ensure that 

the approved definition 

of the service(s) you 

are selecting meets 

your needs.

Form 1: Approved Services
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• If the Purchasing Agency has 

held a competitively awarded 

contract for the service(s) 

within the last five years, 

select ‘Yes’ from the drop 

down list and attach a copy 

of the scope of services and 

pricing to Form 1.

• Enter the Proposed Contract 

Term.

• Describe the Scope of Work. 

If there is a supplemental 

document, attach at the end 

of this form. 

Form 1: Details
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• Enter the Work Location including 

the complete mailing address.

• If the service is subject to Article 9 

Prevailing Wage requirements (ex: 

janitorial, grounds maintenance) 

click on the link to request the 

appropriate PRC Number and 

enter in the text box.

• Enter any Special Requirements 

(ex: emergency services, 

background checks) in the text box. 

Form 1: Work Location - Prevailing Wage - Special 

Requirements
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Form 1: Purchaser Attestation

Purchasers must be sure 

that Form 1 is complete 

and signed before sending 

it to the Preferred Source 

Facilitating Entities.
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Form 2:  Preferred Source Facilitating Entity Service 

Application

• To be completed by the 

Facilitating Entity.

• Each of the sections 

must be completed.

• Additional documents 

may be attached.
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Ensure this section matches the information found in Form 1.

Form 2:  Purchasing Agency Information 
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• Ensure that the Prevailing Wage Information (if applicable) is correctly filled out 

and matches the information provided on Form 1.

• If the service is not subject to Article 9 Prevailing Wage, the Facilitating Entity 

will check “NO” in the drop-down tab and leave the other boxes blank.

Form 2:  Prevailing Wage Information 
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• Confirm the appropriate approved 

service(s) were selected via the drop 

down(s).

• Check the List of Preferred Source 

Offerings to ensure that the approved 

definition of the service(s) the 

Facilitating Entity selected will meet 

your needs.

• The Facilitating Entity may check 

different or additional services than 

the Purchasing Agency did in Form 1, 

according to the scope of services and 
approved service definitions.

Form 2:  Approved Services
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The Preferred Source will identify the tasks they are going to perform, and 

how they will deliver services to the Purchasing Agency. 

Form 2:  Detailed Response to Purchaser Scope of Work
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• List the job titles and descriptions 

for the project. If there are 

supplemental documents, attach at 

the end of the form.

• Provide an estimated timeline and 

work schedule for completion of 

services.

• List the work location(s) with 

complete mailing address(s).

• List the proposed contract term 

and ensure that it matches Form 1.

Form 2:  Detailed Response to Purchaser Scope of Work
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• The Facilitating Entity entered the proposed contract price with applicable unit prices

• If the scope of services includes any special requirements (emergency services, 

background checks) this is the Facilitating Entity’s opportunity to list them.

Form 2:  Price Proposal
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Form 2:  Preferred Source Attestation

Signed By:

• Preferred Source 

Member 

• Corporate Partner 

(if applicable)

• Preferred Source 

Facilitating Entity
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Form 3:  Preferred Source Service Application Service Cost 

Summary
• To be completed by the 

Preferred Source Facilitating 

Entity.

• Must be signed by the 

Preferred Source Facilitating 

Entity.

• Must be submitted in pdf and 

Excel file formats to the 

Purchasing Agency for review 

and in the final application 

submission to OGS.

• Additional rows and formulas 

may be inserted as needed
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• Ensure Project Information is consistent with Form 1 and Form 2

• Information will repeat at the top of subsequent pages 

• This information links to the other tabs located at the bottom of the workbook

Form 3:  Project Information
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Direct Labor: People 

actually performing the 

work defined in the 

Purchaser’s Scope of 

Work.  

The Facilitating Entity will:

• List each job title

• List  the estimated 

number of employees 

per title

• List total hours

• List hourly wage 

information

• Total column should 

calculate for you

Form 3:  Direct Labor
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This is an 

example of a 

completed 

Direct Labor 

section of the 

ESA.

Form 3:  Direct Labor Example

29



30#2018NYGovBuy            @NYSPro @nysprocurement

• The Disabled Labor 

Ratio and FTE 

information will auto 

populate from the 

Direct Labor section.

• The Facillitating Entity 

will choose the 

applicable Direct Labor 

Workforce Affirmation 

Statement from the 

drop-down box and 

provide a signature if 

all the information 
appears accurately.

Form 3:  Labor Ratio and FTE’s
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• Indirect Labor: People 

overseeing but not actually 

engaged in  doing the 

work defined in the 

Purchaser’s Scope of 

Work

• The Facilitating Entity will 

fill Disabled/Blind Indirect 

Labor and Non-Disabled 

Indirect Labor information 

by job title, number of 

employees, total number 

of hours, and wage 

information

Form 3:  Indirect Labor
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Example of a 

completed 

Indirect Labor 

section

Form 3:  Indirect Labor Example
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• The Facilitating Entity 

will fill Employee 

Benefits section with 

applicable benefits.

• Rows and formulas 

are not locked, 

additional rows may 

be added or 

removed.

• Totals will auto 
calculate.

Form 3:  Employee Benefits
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Form 3:  Employee Benefits Example
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The Employee Benefits Summary will auto populate from 

the previous sections of the form

Form 3:  Employee Benefits Summary Example
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Form 3: Labor and Benefits Supporting Documentation

• Applications including blended wages and varying 

supplemental benefit rates must include supporting 

documentation explaining how these wages/rates were 

calculated.

• Applications should include supporting documentation 

for direct and indirect labor wages and benefits not set 

by Prevailing Wage.

• Applications must include a breakdown of Paid Time-

Off (PTO) calculations.
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• Fill the Summary of Insurance by insurance type and cost

• Rows and formulas are not locked may be added/adjusted as necessary

Form 3:  Service Cost Summary: Other Insurance 

37



38#2018NYGovBuy            @NYSPro @nysprocurement

Form 3:  Service Cost Summary: Other Insurance 

Example 

38

• The Facilitating Entity will include the methodology used to calculate insurance 

rates. The example shown above calculates insurance as 2.27% of direct labor 

wages.
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• The Facilitating Entity will enter a description of the equipment to be 

amortized, the original cost, and useful life/years.

• Rows and formulas are not locked and can be added/adjusted as 

necessary

Form 3:  Service Cost Summary: Equipment Amortization
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Below is an example of a completed equipment amortization costs section

Form 3:  Service Cost Summary: Equipment Amortization 
Example
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• Applications should include supporting documentation for the 

costs of amortized equipment.

• Examples include equipment invoices, quotes, New York State 

contract pricing, open market pricing, etc.

• The Facilitating Entity may attach additional amortization 

schedules, supply lists, etc. as necessary.

Form 3: Equipment Amortization Supporting Documentation
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• The Facilitating Entity will fill in the Equipment Operating Costs and Supplies 

and Non-Amortized Equipment sections according to applicable rates, supply 

costs, and quantities

• Equipment costs categories may be edited as necessary

Form 3:  Service Cost Summary: Equipment Operating 
Costs and Supplies

42



43#2018NYGovBuy            @NYSPro @nysprocurement

Below is an example of completed Equipment Operating Costs and Supplies and Non-

Amortized Equipment sections

Form 3:  Service Cost Summary: Equipment Operating 
Costs and Supplies Example
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• If claiming mileage reimbursement, the IRS standard 

reimbursement rate must be used and supporting documentation 

for mileage claimed must be provided.

• If using another transportation cost methodology, supporting 

documentation should be provided, including the methodology 

used to arrive at the annual cost.

• Equipment maintenance costs should be supported with supplier 

invoices, quotes, New York State contract pricing, open market 

pricing, etc.

Form 3: Equipment Operating Costs Supporting 

Documentation
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• The Facilitating Entity will fill in applicable “other” costs

• Rows and formulas are not locked and may be added/adjusted as 

necessary

Form 3:  Service Cost Summary:  Other Costs
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Above is an example of a completed Other Costs section

Form 3:  Service Cost Summary:  Other Costs Example
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Form 3:  Service Cost Summary: Overhead & Fees- Contract 
Totals
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• The Facilitating Entity will enter the total cost of Administrative Overhead and 

Preferred Source Fee

• Enter the Initial Contract Term, Options for Extensions, and Cost Escalator 

(if applicable)
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Purchasing Agency Acceptance of Preferred Source 

Service Application: Form 4
• To be completed by the 

Purchasing Agency.

• Purchasing Agency fills in the 

number of application pages 

that they have read and 

reviewed.

• Purchasing Agency attests to the 

four numbered points and that 

they are in agreement with the 

scope of work therein, the prices 

contained therein, and all other 
material terms.
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• Attachment 1: Market Comparison
• Required for all service applications

• Must be based on the OGS Guide to Prevailing Markets

IF APPLICABLE:

• Attachment 2: ACCES-VR
• Only necessary if the application utilizes a Corporate Partnership

• Attachment 3: Prevailing Wage Schedule
• Only necessary if the service is subject to Article 9 Prevailing Wage

• Attachment 4: Prior Contract Approval Letter
• Only necessary if the application is to replace an expiring/expired contract that 

previously received OGS price approval

Attach Additional Application Documentation
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Process Review

1. Purchasing Agency fills out Form 1 and sends it to the Preferred Source 

Facilitating Entity

2. Preferred Source Facilitating Entity fills out Forms 2 and 3 and submits all 

applicable application attachments to the Purchasing Agency

3. Purchasing Agency will review all forms and attachments included in the 

Preferred Source Facilitating Entity’s application

4. Purchasing Agency completes Form 4 and submits all forms and attachments 

back to the Preferred Source Facilitating Entity

5. Preferred Source Facilitating Entity will submit all required Service Application 

documents to OGS for review
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Find More Information Online

• Buying from a Preferred Source – Includes links to ESA  | 

www.nyspro.ogs.ny.gov/content/buying-preferred-source-0 

• List of Preferred Source Offerings | 

www.ogs.ny.gov/procurecounc/pdfdoc/pslist.pdf

• Preferred Source Guidelines | www.ogs.ny.gov/procurecounc/pdfdoc/psguide.pdf

• NYS Procurement Guidelines | www.ogs.ny.gov/bu/pc/Docs/Guidelines.pdf

• Completeness Review Checklist and OGS Guide to Prevailing Markets | 

https://nyspro.ogs.ny.gov/sites/default/files/PS_PrevailingMarketsChecklistGuide_

090117.xlsx

http://www.nyspro.ogs.ny.gov/content/buying-preferred-source-0
http://www.ogs.ny.gov/procurecounc/pdfdoc/pslist.pdf
http://www.ogs.ny.gov/procurecounc/pdfdoc/psguide.pdf
http://www.ogs.ny.gov/bu/pc/Docs/Guidelines.pdf
https://nyspro.ogs.ny.gov/sites/default/files/PS_PrevailingMarketsChecklistGuide_090117.xlsx
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Email your questions with the subject line 

“How to Use ESA” to:
OGS.sm.PS_CM_PreferredSource@ogs.ny.gov

mailto:OGS.sm.PS_CM_PreferredSource@ogs.ny.gov

