RES. NO. 189-18
Amend Chautauqua County Purchasing Policy

By Administrative Services and Audit & Control Committees:
At the Request of County Executive George M. Borrello:

WHEREAS, pursuant to Section 104-b of New York State General Municipal Law
(GML), the County Legislature adopted a purchasing policy in Resolution 182-92, as amended
by Resolutions 268-93, 171-94, 124-09, 142-13, 68-14, and161-15 and 230-16; and

WHEREAS, there have been changes to the list of individuals who have County
purchasing authority, making it appropriate to update the names listed in this Purchasing Policy
resolution; and

WHEREAS, the Chautauqua County community is engaged in a County-wide effort to
promote economic development in, and national awareness of, Chautauqua County and its
products, services and amenities, and Chautauqua County government, by using local vendors,
can support such vendors’ ability to maintain, enhance, and publicize their products and services,
and the resultant increase in local sales tax revenue can be used in furtherance of this community
effort; and

WHEREAS the County desires to clarify and otherwise update purchasing requirements,
now, therefore, be it

RESOLVED, That the County Purchasing policy established by Resolution 182-92, as
amended by Resolutions 268-93, 171-94, 124-09, 142-13, and 68-14, 161-15, and 230-16 is
hereby amended to read as follows:

1. Purchasing Procedures.

a. State Requirements. Every purchase of goods and/or services shall be reviewed
by the officer or employee that initially approves the requisition to ensure compliance with State
competitive bidding / offering requirements and preferred source requirements, under the general
supervision of the Purchasing Manager. Any procurement that is not subject to competitive
bidding shall be accompanied by documentation of the basis for the determination that
competitive bidding is not required by law. The Purchasing Manager should be consulted when
an acquisition is believed to be a professional service and therefore not subject to State
competitive bidding requirements. Contracts involving the receipt by County of revenues are not
required to be bid; however quotes or proposals should be solicited.

b. Alternative Proposals and Quotes. Except as otherwise provided by New York
State law, alternative proposals or quotations for goods and services shall be:




1. secured by use of written requests for proposals (RFPs) and written, faxed, or
e-mailed quotations from at least three vendors for procurements of services
expected to exceed $20,000 in value;

ii.  secured by written, faxed, or e-mailed quotations from at least three vendors
for procurements of goods and services expected to be between $5,000 and
$20,000; and

iii.  within the discretion of the Department Head, subject to the advice of the
Purchasing Manager, for procurements of goods and services under $5,000.

With respect to the procurements of goods and services between $5,000 and $35,000
(other than professional services) that are not subject to State competitive bidding requirements,
the County shall purchase from a responsible and responsive local vendor when: (i) the price
quoted by the local vendor does not exceed the lowest price quoted by a non-local vendor by
more than ten percent (10%); and (ii) the local vendor is willing to match the lowest, non-local
vendor’s quoted price. For purposes of this purchasing policy, a “local vendor” shall be deemed
to mean (i) in the case of a business entity vendor, a business entity which has a physical location
in Chautauqua County and employs at least one full-time employee in Chautauqua County; and
(1) in the case of an individual vendor, an individual whose legal residence is Chautauqua
County.

Purchases must also be compliant with any funding source requirements. See, for
example, the requirements of Title 2: Grants and Agreements, of the Code of Federal
Regulations (CFR), Part 200—Uniform Administrative Requirements, Cost Principles, and Audit
requirements for Federal Awards (“Uniform Guidance”) §§200.318-200.326 (purchases of items
of $3,000 to $150,000 be made only after 3 quotes have been obtained).

Adequate documentation of actions taken in connection with each such method of
procurement shall accompany the purchase order or the Agreement or Agreement of Services
request submitted to the Purchasing Manager, and the credit card purchase information submitted
to the Department of Finance. Such documentation must include a statement of the reason that
three quotes were not able to be secured, when applicable.

c. Exceptions. In the event that the procurement is from: a State contract bid;
General Services Administration schedule seventy, information technology; General Services
Administration’s “1122 Program Equipment and Supplies Catalog” and consolidated schedule
contracts; involves surplus or second hand supplies, materials or equipment to be acquired from
other governmental units; reflects unique or specialized goods or services that are needed by the
County; is part of a program to standardize goods or equipment; arises from a bona fide
emergency, accident or other unforeseen occurrence or condition that requires prompt action;
involves a sole source situation; relates to the purchase of perishable food; is from a State-
designated Preferred Source; or involves other situations where the above procedures for the
solicitation of alternative proposals or quotations are not practical or will not be in the best
interest of the County, a written explanation of why adherence to the procedures set forth_in this
Policy would not be practical or would not be in the best interest of the County shall accompany
the Purchase Order, Agreement or Agreement of Services request submitted to the Purchasing



Manager, or the Procurement Card statement submitted to the Department of Finance, which
determination shall be subject to review by the Purchasing Manager, Department of Finance,
and/or the Law Department.

d. Lowest Responsible Offer. In the event a contract is awarded to other than the
lowest responsible dollar offeror, the Purchase Order or Agreement / Agreement of Services
request shall be accompanied by written documentation and justification specifying why such
award is in the best interest of the County. When a contract is awarded utilizing “best value”
procedures pursuant to Section 103 of New York State General Municipal Law, the award shall
be based to the extent possible on objective and quantifiable analysis, and best value RFPs shall
include a description of the manner in which the evaluation of the offers and award of the
contract will be conducted, and as appropriate, identify the relative importance of price and non-
price factors.

e. Miscellaneous Provisions.

1. Whenever practical, economical, and permitted by State law, the County shall
acquire goods and services from local vendors and select goods and services
which provide the least possible negative impact on the environment,
including products made from recycled materials. In the event of a tie bid
between a local vendor and a non-local vendor, the County may award the
contract to the local vendor.

ii.  The requirements of this Purchasing Policy apply to procurements in which
the County expends funds or receives revenues.

iii.  Notwithstanding anything to the contrary in this Purchasing Policy, all County
procurements shall be made in conformance with Federal and State
requirements, including but not limited to applicable laws and Federal and
State grant/funding requirements.

iv.  Department heads shall require their employees with purchasing authority to
attend training sessions provided by the County Purchasing Manager and
ensure that new employees receive training prior to purchasing on behalf of
that department.

v.  Anindividual or entity that reviews a County Invitation to Bid or Request for
Proposals in draft or final form prior to its issue may not (i) submit a response
to the solicitation or (ii) serve as an employee, contractor or subcontractor of
the individual or entity awarded the contract, for the first five (5) years of the
contract period.

vi.  From the time of issuance of a County Invitation to Bid or Request for
Proposals until final determination of the successful vendor, all prospective
vendor questions and communications must be referred to the Purchasing
Manager or his/her designee.



2. Credit Card Usage.

Procurement Credit Cards_issued by the Finance Department to County departments and
departmental staff, hereinafter referred to as credit cards, obtained through the Finance
Department, can be used to make payments for purchases of goods not exceeding $1,000 in
value when pre-approved by the Department Head and consistent with the direction provided by
the Purchasing Manager. Upon request by the Department Head to the Director of Finance,
credit cards will be issued to individual employees, hereinafter referred to as Cardholders. Such
cards are not re-assignable for use by other employees.

Credit card limits shall be established by the Finance Department’s credit card
administrator. The credit cards have a monthly limit of $5,000, unless the Department Head
requests that a Cardholder’s monthly credit limit be increased to accommodate the department’s
purchasing requirements. There is a non-adjustable $1,000 limit per transaction. Under no
circumstances will a Cardholder authorize a transaction exceeding this $1,000 limit without the
advance written approval of the Purchasing Manager.

Procurements paid for with credit cards remain subject to all requirements of this Policy.
The Cardholder to whom the credit card is assigned shall reimburse the County for costs incurred
with respect to any illegal or unauthorized expenditure or improper usage of the credit card, to
the extent such costs were within the Cardholder’s control. The credit card is expressly not
authorized to be used to pay for the procurement of services unless specifically authorized in
writing by the Purchasing Manager.

Cardholders must obtain packing slips for all purchases paid for by credit card, reconcile
the slips with the Cardholder’s monthly credit statement, and attest by signature on the credit
card statement that all goods recorded have been received in good condition and are for the use
of conducting County business. Department Heads must sign the monthly credit statements of
their cardholders as an indication that all purchases were authorized by the Department Head.

Credit shall be immediately requested from the vendor for any unauthorized purchases or
billing errors. In the event the vendor does not cooperate in issuing a credit when due, the
Cardholder should contact the Department of Finance and request that a Dispute Form be
submitted to the financing agency. The County is not responsible for any unauthorized purchases
or purchases made for personal use.

Cardholders must perform an initial audit and reconciliation of their monthly statements
and must promptly submit their statements, along with the appropriate G/L Account number to
be charged, so that the bill can be paid prior to the time of imposition of late fees or penalties,
and prior to the monthly closing of the County's financial statements.

The Purchasing Manager will review the periodic audit reports submitted by the auditors
and take appropriate action to enforce the credit card policy. Each Cardholder must have on file
with the County Executive’s Office a current Financial Disclosure Form, and must attend
the Purchasing Manager’s annual purchasing training.



3. Violations.

Employees are subject to disciplinary action and/or referral to the Chautauqua County
Ethics Board, for violation of this Policy. County employees aware of a violation of this Policy
shall report such violation to their County supervisor and/or to the County’s Purchasing
Manager.

4. Individuals with Purchasing Authority.

Pursuant to the requirements of Section 104-b(2)(f) of the General Municipal Law, the
following individuals are identified as having purchasing authority:

Alphabetical List of Employees with Purchasing Authority

Key-

C= Authorization to Approve Contracts/AOS CC= Authorization to use Credit Card

PO= Authorization to Approve Purchase Orders =~ V= Authorization to Approve
Vouchers/Grids

A:

Abdella, Stephen (CA)—CC, C, V, PO,
Abram, Brian (BOE)—CC, C, V, PO,
Almeter, Ronald (DPF-AIR)— V, PO,
Anderson, Jon H. (HHS) —CC, C, V, PO,
Anderson, Rebecca (DPF)—CC, V, PO
Atwell, Sharon (CA)—CC
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Babcock, Misty (SCCLSD)—CC, V, PO,
Barmore, Larry (Co. Clerk)-CC, C, V, PO,
Barone, Nathaniel (PD)—CC, C, V, PO,
Becker, Robert (SCCLSD)—CC

Becker, Suzanne (HHS)—V

Bens, Eric (HR)—C

Berlin, Meghan (MH)—CC

Blitz, Judith (OFA)—CC

Blum, Rebecca (OFA)—CC, C, V, PO,
Bohall, John (DPF- B&G)—CC

Borrello, George (CE & CTASC)—CC, C,V, PO,
Braley, Darryl (Sheriff)—CC, C, V, PO,
Brant, Nance (FIN)—CC

Brinkman, Patricia (MH)—CC, C, V, PO,
Brooks, Dennis (FIN-INS)--CC, C, V, PO,
Button, Todd (FIN)—C, V, PO,
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Caflisch, James (FIN-RPT & CCLB)—CC, C, V, PO,
Calhoun, Robert (Co. Clerk-W&M)—C, V, PO
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Carlberg, Nikki (MH)—CC

Carlson, Gregory (VSA)— C, V, PO,
Carlson, Heather (MH)—CC

Carrow, Allison (CA)—C, V, PO,
Castro-Villeda, Javier (MH)—CC
Catanese, Carmella (CE)—CC, V,
Cheney, Ryan (SCCLSD)—CC

Cheronis, Christine (OFA)—CC, C,
Christodoulou, Katina (DPF)—CC, V, PO
Colf, Donald (DPF-CARTS)—CC

Corwin, Dana (OFA)—CC, V, PO
Cresanti, Jennifer (Sheriff)—V, PO,
Crow, Kitty (FIN & CTASC)—CC, C, V, PO,
Cummings, Norma (EMS)—CC
Cummings, Scott (NCLSD)—CC, C, V, PO,
Cusimano, Leslie (MH)—CC

Damcott, Caleb (DPF-LF)—C, PO
Dankert, Dan (DPF-CARTS)—CC

Darling, Judy (DPF)—V

Davis, Debra (OFA)--CC

DeAngelo, Jonathan (ITS)—CC, C, V, PO,
Dennison, Kathleen (FIN)—CC, C, V, PO,
DePonceau, Lorraine (HHS)—V

Disbro, Tobin (PROB)— V

Douglas, Wendy (HHS)— C, V, PO,

Ellman, Jennifer (OFA)—CC
Emley, Francine (HR)—CC, C, V, PO,
Evans, Philip (PROB)—CC, V

Fairbanks, Dolores (OFA)—CC, V, PO
Fardink, Pamela (DPF)—CC, V, PO
Finnerty, Carrie (VSA)—V, PO
Fiorella, Laura (MH)—CC

Foster, Lori (LEG)—CC, C, V, PO,
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Foti-House, Mary Jo (OFA)—CC
France, Tracy (FIN)—C, PO
Freligh, Mark (SCCLSD)—CC, C, V, PO,

Geise, Mark (PED & CCLB)—C, V, PO, CC
Gerace, Joseph (Sheriff)—CC, C, V, PO,
Gillies, Eric (SCCLSD)—CC

Gloss, George (SCCLSD)—CC, V, PO,
Green, Norman (BOE)—CC, C, V, PO,
Griffith, John (EMS)—CC, C, V, PO
Gustafson, Kurt (CA)— C, V, PO,

Hardenberg, Ryan (NCLSD)—CC

Harle, Shannon (FIN)—CC

Harrell, Susan (MH)—CC

Hawley, Sue (MH)--C, V, PO,

Hayes, Valerie (EMS)—CC, V, PO,

Henry, Michelle (Co. Clerk)—CC, C,V, PO,
Henry, Nancy (FIN)— C, V, PO,

Hlosta, Carmen (HHS)—CC

Holder, Charles (Sheriff)—CC, C, V, PO
Hull, Caitlin (HHS)—CC

Humpbhrey, Christine (SCCLSD)—CC, V, PO
Hutchinson, Glen (DPF-CARTS)—CC

Imfeld, Daniel (EMS)—CC

Johnson, Cindy (MH)—CC
Johnson, Nichole (MH)—CC
Jones, Kolnae (MH)—CC
Joslyn, Sherryl (HHS)—CC

Kimball, Nicole (HHS)—PO
Kneer, Rachel (DA)—CC, C, V, PO,
Kuehn, Jill (MH)--CC

Leighton, Elizabeth (MH)—CC
Leymeister, Cory (DPF-CARTS)—CC, V
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Lillie, Lisa (HHS)—CC, V,

Lis, Valerie (HHS)— C, V, PO,

Loomis, Carol (MH)—CC

Ludemann, Sheryl (HHS)—CC

Ludwig, Rachel (MH)—CC

Luka-Conley, Leanna (HHS)—CC, C, V, PO,

Mackowiak, Richard (HHS-Cor)—V
McCord, Donald (PED)—CC, C, V, PO,
McCoy, David (PED)—V, PO

McKane, John (NCLSD)—CC
Melquist, Joshua (OFA)—C, V, PO,
Merritt, Michelle (MH)--CC

Migliore, Francis, Jr. (HHS-COR)—V
Milliman, Kayleigh (MH)—CC

Minor, Marshall (SCCLSD)—CC

Narraway, Thomas (PROB)—CC, C, V, PO,

O’Connor, Belinda (MH)—CC
O’Connor, Ryan (SCCLSD)—CC
Oehlbeck, Mathew (NCLSD)—CC
Oquist, Cheryl (MH)—CC

Panteli, Pantelis (DPF-LF)— C, V, PO
Paoletta, Bridgette (OFA)—CC
Papalia, Nancy (OFA)—CC

Parker, Clinton (DPF-CARTS)—CC
Parnell, Carol (Sheriff)—CC
Pattison, Nicole (FIN-INS)—V
Pelletter, James (PD)—C, V, PO,
Peterson, Lou Ann (SCCLSD)—CC, V, PO,
Pierce, Tracy “T.).” (DPF-LF)—V
Popielarz, Anthony (BOE)—CC
Price, Dianna Sue (Sheriff)—CC
Propheter, Jennifer (MH)—CC
Purol, Brian (NCIWD)— C, V, PO,
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Rankin, Richard Thomas (CA)— C, V, PO,
Rater, Sherri (HHS)—PO

Reese, Christopher(SCCLSD)—CC, V, PO,
Reidy, Cindy (VSA)—CC

Rhinehart, Kelly (DPF-LF)—CC, V, PO
Ribbing, Matthew (SCCLSD)—CC

Rice, John(PD)-- C, V, PO,

Rissel, Jennifer (HR)— C, V, PO,

Rivera, Stacey (MH)—CC

Rodgers, Drew (DPF- B&G)—C, V, PO
Rothwell, Frances (OFA)—V

Samuelson, Robert (DPF)—CC
Sanderson, Donnalee (BOE)—CC, C, V, PO
Schultze, Donald (ITS)—V, P

Schuyler, Christine (HHS)—CC, C, V, PO
Slagle, Elizabeth (SCCLSD)—PO

Slavey, Sherry (MH)--CC

Smith, Nichole (MH)—CC

Songer, Dianna (OFA)—V

Spanos, George (DPF)—CC, C, V, PO,
Spanos, Mary Ann(OFA)—CC, C, V, PO,
Spaulding, Linda (OFA)—V

Spell, Jaimee (MH)—CC

Spicer, Lance (SCCLSD)—C, V, PO,
Stearns, Lori (BOE)—V

Strandburg, Rosemarie (PED)—PO
Sundquist, Desiree (HHS)—V

Swan, Brenda (DPF-CARTS)—CC, V
Swanson, Kathleen (MH)—CC, C, V, PO,
Swanson, Patrick (DA)—CC, C, V, PO,
Sweeney, Kathleen (Co. Clerk)--CC, C, V, PO,

Tampio, Katherine (LEG)—C, V, PO
Taylor, Brian (PD)—CC

Taylor, Gilbert (PROB)—V

Taylor, Kim (PD) —CC, C, V, PO
Tofil, Joanne (HHS)—V, PO,
Torres, Luz (BOE)—CC, C, V, PO,
Toy, Tami (OFA)—CC



v" Travis, Marcia (FIN)—CC, V, PO
v" Tyktor, Heather (MH)—CC
Tyler, Daniel (HHS)—V
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Walsh, Thomas (SCCLSD)—CC, C, V, PO,
Watson, David (ITS)—CC, C, V, PO
Werth, Bradley (SCCLSD)—CC
Westphal, Kenneth (HR)—CC, C, V, PO,
Westphal, Michele (DPF-CARTS)—CC, V, PO,
Widrig, Barbara (HHS)—C, V, PO
Wielgasz, Susan (HHS)—CC

Wilson, Bryan (SCCLSD)—CC, C, V, PO,
Wilson, Suzanne (DPF-CARTS)—CC, V
Wisniewski, Jessica (HR)—CC, C, V, PO,
Wright, Carol (MH)--CC

Wright, Kristen (CA)—C, V, PO
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v" Yokom, Patti (HHS)—V
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v’ Zafuto, Samuel, lll (DPF)—V
v Zappie, Jill (DPF-LF)—V, PO
v" Zuroski, John (DA)—CC, C,V, PO

; and it is further

RESOLVED, That the County Legislature shall annually review these purchasing
policies and procedures, with input from the county employees involved in procurement; and it is
further

RESOLVED, That the unintentional failure to comply with the provisions of this
resolution shall not be grounds to void action taken or give rise to a cause of action against the
County or any officer or employee thereof.

Signed: Scudder, Davis, Starks, Himelein, Chagnon, Gould, Nazzaro, Muldowney, Niebel

Unanimously Adopted — August 22, 2018




