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I. Objective 
 
 Goods and services which are not required by law to be procured by the Waterville Central 

School District (the District) through competitive bidding will be procured in a manner so as 
to ensure the prudent and economical use of public monies in the best interests of the 
taxpayers.  It is the policy of the District to “shop around,” and to maintain accurate records 
of the efforts made by District staff to buy wisely.  Alternative proposals or quotations will be 
secured by requests for proposals, written quotations, or verbal quotations, as set forth below. 

 
II. Methods of Solicitation and Documentation 
 
 A. Verbal Quotations 
 
 1. Verbal quotations may be solicited by telephone. 
 
 2. Verbal quotations shall record: name, date, and time vendor was solicited; 

whether contact was made with the vendor and, if so, who the contact person 
was; what the vendor was told about the good or service being solicited; and 
the vendor’s response. 

 
 B. Written Quotations 
 
 1. A standard “request for quotation” shall be used to solicit written quotations 

(Regulation 4502.1).  All vendors sent a “request for quotation” for a particular 
good or service shall be provided with an identical written description of the 
good or service being solicited. 

 
 2. Written quotations may be solicited and received electronically, provided all 

documentation is preserved either physically or electronically. 
 
 3. The Purchasing Agent shall maintain a master file of all written solicitations 

and all written responses. 
 
 C. Requests for Proposals (RFP) 
 
 1. Written Requests for Proposals are generally used to obtain comparable 

quotations for the provision of professional and other specialized services.  A 
Request for Proposals will contain critical details of the engagement, including 
the methods which the District will use in selecting the service provider, and 
set a deadline for the submission of written Proposals. 
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 2. A particular Request for Proposals shall be sent to a representative sample of 
individuals and firms known to offer the service being purchased (e.g., 
architects, engineers, accountants, lawyers, underwriters, fiscal consultants, 
etc.).  To develop a pool of candidates, the District may advertise in 
professional journals, canvass directories of professionals in a particular field, 
and make inquiries of other school districts or users of the service being 
sought. 

 
 3. The evaluation of responses to a Request for Proposals will consider the price 

quoted, any special knowledge or expertise of the service provider, the quality 
of the service, the staffing of the service, and suitability for the District’s 
needs. 

 
 D. List of Vendors 
 
 The Purchasing Agent shall maintain a list of known and acceptable vendors, grouped 

by category of good or service provided.  Any District officer or employee initiating 
a purchase shall consult this list. 

 
III. Comparable Proposals Required 
 
 A. General Categories 
 
 1. Prior to entering into a purchase contract involving an expenditure of between 

$5,000 and $20,000, the responsible officer or employee shall solicit and 
document two (2) written quotes. 

 
 2. Prior to entering into a public works contract involving an expenditure of less 

than $20,000, the responsible officer or employee shall solicit and document 
two (2) verbal quotes. 

 
 3. Prior to entering into a purchase contract involving an expenditure between  

$20,000 and $35,000, the responsible officer or employee shall solicit and 
document two (2) written quotes. 

 
 B. Specific Categories 
 
 1. Insurance: written quotes 
 
 2. Professional services: Requests for Proposals shall be issued periodically, as 

determined by the Board of Education (the Board) 
 
 3. Lease of personal property: written quotations; also, before a proposed lease 
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of personal property is presented to the Board for consideration, an analysis of 
the relative costs and benefits of leasing rather than purchasing shall be 
prepared and presented to the Board, as well as an analysis of whether the 
proposed arrangement is a true lease rather than an installment purchase 
agreement 

 
 4. Surplus or second-hand government equipment: written quotes for 

comparable equipment in the market 
 
 5. Certain food and milk purchases: written quotes, and documentation sufficient 

to satisfy Sections 114.3 and 114.4 of the Commissioner’s Regulations 
 
IV. Comparable Proposals Not Required 
 
 A. Emergencies 
 
 When the Board passes a resolution that an emergency situation exists, the District 

will make purchases at the lowest possible costs, seeking competition by informal 
solicitation of quotes or otherwise, to the extent practicable under the circumstances. 

 
 B. Sole Source Situations 
 
 Whenever the Purchasing Agent determines that a good or service is available only 

from a “sole source” supplier, the Purchasing Agent shall document, before making 
the purchase, the unique benefits of the patented items as compared to other items 
available in the marketplace; that no other item provides substantially equivalent or 
similar benefits; and that considering the benefits received, the cost of the item is 
reasonable, when compared to conventional methods.   

 
 C. Professional Services 
 
 When feasible, professional services should be retained after considering information 

about the prices charged by alternative service providers.  However, the specialized 
and confidential nature of some professional services makes them unsuitable for 
purchase through competitive proposals.  For that reason, the Board shall monitor the 
District’s use of professional services and periodically issue Requests for Proposals to 
assess the cost effectiveness of the services being utilized by the District. 

 
 D. Minor Purchases 
 
 Quotations need not be obtained prior to a purchase that is so small that the use of 

District resources to solicit and document the quotations would not be cost effective. 
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 E. Purchases Through County 
 
 The procedures set forth above need not be followed when a purchase is made through 

any county of New York State.  However, a purchase shall not be made in that manner 
unless the Purchasing Agent has documented that the purchase may be made upon the 
same terms, conditions, and specifications at a lower cost by purchasing through the 
county. 

 
 F. Other Special Source Purchases 
 
 1. The procedures set forth above need not be followed when a purchase is made 

from or through the state Office of General Services, from individuals with 
severe handicapping conditions as defined under the state Finance Law, or 
from correctional institutions pursuant to the Corrections Law. 

 
 2. The procedures set forth above need not be followed when a purchase is made 

of an apparatus, materials, equipment or supplies, or to contract for services 
related to the installation, maintenance or repair of apparatus, materials, 
equipment, and supplies through the use of a contract let by the United States 
of America or any agency, state or any other county, or political subdivision 
or district, if such contract was let in a manner that constitutes competitive 
bidding with state law and made available for use by other governmental 
entities. 

   
V. Purchasing 
 
 A. Tie Quotations 
 
 In the event of tie quotations, the Purchasing Agent may award the purchase to one of 

the low quotations or reject all quotations and resolicit quotations. 
 
 B. Purchase Other than for Lowest Quoted Price 
 
 When a purchase is made from other than the lowest responsible dollar offeror, the 

documentation of the quotations shall be supplemented with a statement justifying 
such award.  Such justification must demonstrate that the award provides for the 
prudent and economical use of public monies in the best interests of the taxpayers of 
the District. 

 
 C. No Quotes Received 
 
 When no quotations are received despite solicitation by the means above, the 

Purchasing Agent should attempt to broaden the District's solicitation if at all feasible. 
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However, where the District has taken steps to obtain quotations, the Purchasing 
Agent may make purchases in the open market until conditions change. 
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Waterville Central School District 
Legal Ref: General Municipal Law Article 5-A 
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