
BSC Purchasing Introductory 
Overview

P r e s e n t e r s :  S u m i t a  D e y ,  A n g e l a  M u r r a y,  S u a n n e  S m i th ,  a n d  A l y s s a  R a c e

N O V E M B E R  2 0 ,  2 0 2 4



Business Services Center is responsible for:

• Providing guidance to our customers in various procurement processes.

• Reviewing documentation to ensure an adequate procurement record exists for purchase 

orders issued; adherence to State Finance Law (SFL), Procurement Guidelines, etc.

• Providing Buy Desk services upon customer request.

• Maintaining all procurement documents for procurements processed by the BSC in accordance 

with State record retention guidelines.

2OFFICE OF GENERAL SERVICES

B SC  Purch asi ng  M is s i on



The BSC’s Service Line Agreement is to dispatch POs that have complete procurement records 

within three days. 

Over the past year, there were almost 10,000 purchase orders submitted that did not meet 

requirements for the procurement record, law requirements, and/or SFS processing.
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To p  Reas on s  Fo r  I ncom pl e te  Pr ocur ement  Recor d



Per SFL 163, all purchases must follow the order of priority below regarding their 

form, function, and utility

1. Preferred Sources

2. Centralized Contracts

3. Agency/Multi-Agency Established Contracts

4. Open Market Purchase (Discretionary up to $85k)
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O rder  of  Pur chas ing  P r i or i ty



• Agencies are required by law to purchase commodities and services from 

Preferred Sources before any other procurement method as long as the Preferred 

Source offering meets form, function, and utility requirements. 

https://ogs.ny.gov/procurement/preferred-sources

• The Preferred Sources for New York State are Corcraft, NYSPSP (Program for 

People who are Blind), & NYSID (Industries for the Disabled).

• If a Preferred Source offering cannot be provided, or does not meet your form, 

function, or utility, a declination letter must be obtained from the vendor.
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Pr e fe rr ed  So urces

https://ogs.ny.gov/procurement/preferred-sources
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Pr e fe rr ed  So urces  Res our ces

The OGS website provides resources to determine if a Preferred 

Source can provide the goods or services you are trying to procure. 

• https://ogs.ny.gov/system/files/documents/2024/04/preferred-source-guidelines_0.pdf 

• https://ogs.ny.gov/system/files/documents/2024/10/list-of-preferred-source-offerings.pdf 
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Pr e fe rr ed  So urces  L i st

• The List is broken down by 

commodities and services offered 

by all three (3) NYS Preferred 

Sources. 

• It is important to check the 

offerings list before browsing the 

Preferred Source Catalogs. Not all 

items in Catalogs or on the 

websites are considered Preferred 

Source Items.  For example, on 

NYSID’s website, Preferred 

Source items are shown with a 

stamp. 
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Pr e fe rr ed  So urce  Gu i de l in es

• Provides Guidance on

– How to Purchase from the Preferred Sources

– Determination Factors for Form, Function, and Utility

– How to Proceed if the Preferred Sources do not meet your Form, Function & 

Utility

• Pricing for NYSID and NYSPS’s products/services may not exceed 15% of fair 

market value for the same or similar products and services
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D ec l ina t io n  Le t te r

An email can be sent to the Preferred 
Sources directly. Their contact 
information is on the List of Preferred 
Source Offerings 

customerservice@nysid.org

Corcraft.ProcurementServices@doccs.ny.gov

Customercare@nyspsp.org

mailto:customerservice@nysid.org
mailto:Corcraft.ProcurementServices@doccs.ny.gov
mailto:Customercare@nyspsp.org
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Pr e fe rr ed  So urce  Thres ho l d  Requ i remen ts
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O G S Cent ra l i zed  Co ntr ac ts

• Agencies are required by law to procure from OGS centralized contracts if not available from a 

preferred source before proceeding to a discretionary purchase.

• The “how to use” and contract requirements must be followed to make a purchase. This may 

include the RFQ/QQ process, NTE pricing, PRC, additional specifications.

• OGS or Less



12OFFICE OF GENERAL SERVICES

O G S Cent ra l i zed  Co ntr ac ts

• SFS purchase order lines need to be linked to the contract.

• Purchases exceeding $200k must be approved by OSC. The BSC submits this transaction to 

OSC on the agency’s behalf.

• Utilize the Procurement Services website to locate available awards.
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O G S Cent ra l i zed  Co ntr ac ts
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O G S Cent ra l i zed  Co ntr ac ts
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O G S Cent ra l i zed  Co ntr ac ts
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O pen  M ark et  P urcha ses

Buyers can proceed to the open market only when Preferred Sources or 

Centralized Contracts cannot meet the form, function, and utility of the 

procurement.

Open Market Purchases can be made up to $85k before requiring OSC approval.

In addition to the BSC Purchasing Requirements Chart, the BSC Purchase Order 

Checklist can help identify additional documentation needed for the Procurement 

Record: https://bsc.ogs.ny.gov/plan-your-purchase
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O pen  M ark et  P urcha ses
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Co mmon  O pen  M arket  D ocum entat io n

Reasonableness of Price:

It is recommended that any open market purchases over $10,000 have 3 quotes to establish 

reasonableness of price.  If you are unable to obtain two additional quotes, additional justification that 

your agency practiced due diligence to certify that the prices quoted/invoiced by the vendor are fair 

and reasonable. A non-bid is not considered to be a quote.

Additional methods for establishing reasonableness of price are:

• prior PO

• prior invoice

• published price list 

• internet search

• sole source letter
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Co mmon  O pen  M arket  D ocum entat io n

Workers’ Compensation and Disability Coverage/PFL:

Required for all transactions involving services where the vendor is employing staff in NYS.  

Exemptions may be filed using form CE-200.  We cannot accept the ACORD 25 for this coverage, we 

will need a form C105.2 or U26.3

Certificate of Liability Insurance (and Automobile if applicable)

Any time work involves any risk and on State property, General Liability Coverage/Auto Insurance is 

recommended in accordance with Council of Contracting Agencies and NYS Procurement Council 
Guidelines for Insurance Requirements in Contracts. Guidelines for Insurance Requirements in Contracts 
- Updated September 2021 (ny.gov)

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fogs.ny.gov%2Fsystem%2Ffiles%2Fdocuments%2F2021%2F10%2Fcca_procurementcouncil_insurancerequirementsincontracts.pdf&data=05%7C02%7CPhilip.Reed%40ogs.ny.gov%7C13fcdc3a953d4f87749f08dc38689629%7Cf46cb8ea79004d108ceb80e8c1c81ee7%7C0%7C0%7C638447269039787091%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=KFnDnKo6GVf9Q2IkOEoyBTca9Ml4oID8jaQ%2BYJP%2FfpU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fogs.ny.gov%2Fsystem%2Ffiles%2Fdocuments%2F2021%2F10%2Fcca_procurementcouncil_insurancerequirementsincontracts.pdf&data=05%7C02%7CPhilip.Reed%40ogs.ny.gov%7C13fcdc3a953d4f87749f08dc38689629%7Cf46cb8ea79004d108ceb80e8c1c81ee7%7C0%7C0%7C638447269039787091%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=KFnDnKo6GVf9Q2IkOEoyBTca9Ml4oID8jaQ%2BYJP%2FfpU%3D&reserved=0


20OFFICE OF GENERAL SERVICES

Co mmon  O pen  M arket  D ocum entat io n

Appendix A

All NYS purchases are governed by Appendix A. This document incorporates the standard clauses 

for all New York State contracts. Any time a vendor’s terms and conditions conflict with Appendix A, 

they will need to confirm that Appendix A supersedes all other terms and conditions prior to issuance 

of the PO. Vendor can reply via email that they accept the Appendix A.

Lobbying Form

Per NYS Finance Law 139 J and K, any open market purchases over $15,000 requires vendors to 

provide affirmation of compliance. The signed lobbying form from the vendor attached to the 
procurement record satisfies this requirement.

Prevailing Rate Case

This is a Department of Labor Requirement. Please indicate in the comments if you would like the 

BSC to obtain on your behalf
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B-1 18 4  Requ i rement  Thr esh ol ds
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B SC  Gu i dance

Asking vendors for procurement requirements up front when soliciting quotes 

may assist in reducing processing times. Can be included in the outreach.

The BSC Buy Desk can assist with identifying the method of procurement and 

assist with navigating Preferred Sources and Centralized Contracts. 

ogsbuydesk@ogs.ny.gov

If you have general purchasing related questions, please reach out to 

bscfinance@ogs.ny.gov and include “purchasing” in the subject line.

mailto:ogsbuydesk@ogs.ny.gov
mailto:bscfinance@ogs.ny.gov
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