
 

 

      Memorandum 
 

Monroe County Water Authority 

 
To:  Board Members Date:     January 5, 2023 
 
From:      Nicholas Noce, Executive Director   
 
Subject: Regular Board Meeting – Thursday, January 12, 2023 @ 9:00 a.m. 
 Board Room, 475 Norris Drive  
 

 
 

AGENDA ITEMS:    
 
 1. Personnel Items  
 

• There are items on the Agenda marking the retirements of Douglas Hartman and 
Marc Magnera.  We appreciate their many years of dedicated service to the 
Authority and wish them happy and fulfilling retirements. 
 

• Title Changes in our Facilities, Fleet and Operations Department for current 
Laborers to Skilled Laborers.  This title change is to give the Authority the ability 
to attract employees and maintain the current workforce to keep in line with the 
outside labor conditions. 
 

• Provisional Appointment in our Production Department for Connor Armstrong to 
the title of Junior Water Quality Control Technician.  Connor has most recently 
been with Monroe County Environmental Services Department working as an 
Environmental Chemist.  Mr. Armstrong interviewed well and will be good fit for 
the Treatment Plant laboratory.  See enclosed memorandum for Chris LaManna. 
 

• Appointment in the Facilities, Fleet and Operations Department of Ryan Quigley 
to the title of Skilled Laborer.  This appointment is to fill a current vacancy.  The 
applicant interviewed favorably and was found to be well suited for the position.  
See enclosed memorandum from Steve Trotta. 
 

• Appointment of Gregory West to the title of Automotive Mechanic in the 
Facilities, Fleet and Operations Department.  Mr. West has a number of years 
automotive experience.  He interviewed well and will be filling a vacancy in the 
Vehicle Shop.  See enclosed memorandum from Steve Trotta. 
 

• Appointment of Jason Witkowski to the title of Utility Worker in the Engineering 
Department.  Mr. Witkowski holds an Associate degree in Construction 
Technology and has the necessary skills for this position.  This appointment is to 
fill a current vacancy.  See memorandum from Steve Savage. 
 

• Appointment of Larry Magguilli to the title of Deputy Executive Director in 
Administration, effective January 16, 2023.  A Business Continuity Plan 
establishes a short or long-term plan to document back up personnel for 
individuals that perform key Authority functions.  Therefore, appointing Mr. 
Magguilli to the Deputy Executive Director position will allow him to take over the 
Executive Director role, should the incumbent become unavailable, and act for and 
in place of the Executive Director in day to day operations.  
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           2. There is an item on the Agenda to authorize the award of a unit price contract 

for Mueller Hydrant Parts from the low responsive, responsible bidder, Core & 
Main in the bid amount of $40,822.   This is a one-year contract with the option 
to extend for up to four additional one-year terms upon mutual consent.  Bid 
amount is based on annual estimated quantities and items will be purchased as 
needed. 

 
           3. There is an item on the Agenda to authorize the award of a unit price contract 

for Kennedy Brand Hydrant Parts from the low responsive, responsible bidder, 
Core & Main in the bid amount of $75,287.27.   This is a one-year contract with 
the option to extend for up to four additional one-year terms upon mutual 
consent.  Bid amount is based on annual estimated quantities and items will be 
purchased as needed. 

 
4.  There is an item on the Agenda to authorize the use of the Monroe County Contract

 for Collision Repair, Vehicle for collision repair of MCWA vehicles and equipment
 in an estimated amount of $50,000 through the current contract period ending 
 December 31, 2023.  Hawk Frame & Axle, Inc. holds the current contract. 

 
    5. There is an item on the agenda to authorize a unit price contract for the purchase of 

Uniforms from low responsive, responsible bidder, Uniform Village, in the bid 
amount of $52,103.18; based on estimated quantities. This is a one-year, unit price 
contract with the option to renew for up to four additional one-year periods upon 
mutual consent.  Recommendation memo and bid tabulation sheets are enclosed for 
Board review. 

 
    6. There is an item on the agenda to authorize a unit price contract for Curb 

Boxes from the low responsive, responsible bidder, Core & Main in the bid 
amount of $89,494.  This is a one-year contract with the option to extend for 
up to four additional one-year terms upon mutual consent.  Bid amount is 
based on estimated quantities and will be purchased as needed.  
Recommendation memo and bid tabulation are enclosed for Board review. 

 
7. There is an item on the agenda to award a contract to replace the granular 

activated carbon (GAC) filter media in the Shoremont Water Treatment Plant 
East odd numbered filters. This contract includes removing and replacing the 
GAC filter media and providing additional sand media as necessary. Two 
responsive bids were received. Our recommendation is to award this contract 
to Carbon Activated Corporation for the bid amount of $813,000. Carbon 
Activated Corporation has successfully completed similar work for the 
Authority in the past, most recently at the Shoremont Water Treatment Plant in 
2022. 
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8.  There is an item on the agenda to authorize a blanket order for the purchase of 

various process instrumentation and radio communication equipment from Ritec 
Enterprises, Inc. (Ritec). Process instrumentation is utilized for water quality 
monitoring and control throughout the Authority’s treatment and distribution 
system. Radio communication equipment is utilized in the Authority’s supervisory 
control and data acquisition (SCADA) communication network for monitoring and 
control of water treatment plants, storage sites, booster pumping stations, and 
other remote facilities. 

 
The Authority standardized on Analytical Technology, Inc. (ATI) online 
amperometric chlorine residual monitoring equipment in December 2022, and 
standardized on General Electric Industrial Communications LLC MDS (GE MDS) 
radio equipment in August 2020. Ritec, located in Rochester New York, is the sole 
authorized dealer in the Authority’s service area for ATI and GE MDS equipment. 

 
 
 
 
 
 
 
 
 

Carbon Activated Corporation Calgon Carbon Corporation
Bid Amount $813,000.00 $822,500.00

 $-

 $200,000.00

 $400,000.00

 $600,000.00

 $800,000.00

 $1,000,000.00

GAC Replacement - East Filters Phase 2
Shoremont Water Treatment Plant
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9. There is an item on the agenda to award a contract for the Rochester Street, 

Scottsville - West Henrietta Road and Stuart Road Water Main Replacements project 
in the Town of Chili and Village of Scottsville.  The project involves furnishing and 
installing approximately 3,315 linear feet of 6” ductile iron water main and 
approximately 1,020 linear feet of 8” ductile iron water main and appurtenances on 
Rochester Street, Scottsville - West Henrietta Road and Stuart Road.  There were 
four bids submitted. Our recommendation is to award this work to Keeler 
Construction Co., Inc. in the bid amount of $963,846. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Keeler Construction
Co. Inc. Randsco Pipeline Blue Heron

Construction
Villager Construction,

Inc.
Bid Amount $963,846.00 $969,288.00 $1,127,302.00 $1,270,003.00

 $-

 $200,000

 $400,000

 $600,000

 $800,000

 $1,000,000

 $1,200,000

 $1,400,000

Rochester Street, Scottsville-West Henrietta Road and Stuart 
Road Water Main Replacements                          
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10. There is an item on the agenda to award a contract for the 2023 30” Butterfly 
Valve project. This project includes furnishing and delivering a 30” Butterfly Valve that 
will be installed on the 48-inch transmission main from Shoremont Water Treatment 
Plant to the Mt. Read Pump Station. The valve replaces an existing cone valve located just 
south of the Lake Ontario State Parkway and west of Dewey Ave. There were three bids 
submitted.  There were informalities in two of the bids that did not change their ranking.  
Ferguson Waterworks made exceptions to the bid documents and did not provide a 
complete bid package and are therefore non-responsive.  
 
 
Our recommendation is to award this work to the low responsive, responsible bidder, 
Upstate Valve and Control, Inc. in the bid amount of $12,350. 
 

 
 

 
 
11. There is an item on the agenda for the New York State Department of 

Transportation’s (NYSDOT’s) Bridge Replacement Project on NY-386 over Black 
Creek, in the Town of Chili.  The Agreement with NYSDOT will allow their 
contractor to make adjustments to water system facilities as necessary to 
accommodate the work associated with their project.  The work will be completed 
at no cost to the Water Authority.  
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12. There is an item on the agenda to authorize an extension of Contract Order for 

Office Supplies and Copy Paper from W.B. Mason utilizing Monroe County Contract 
for an additional amount of $5,000. 

 
 
13. There is an item on the agenda to authorize a one-year renewal with Amazon Web 

Services (AWS) through the  Standardization of Goods and Services for cloud 
hosting of the MCWA website and customer portal for an estimated cost of 
$30,000. 

 
 
14. The Authority's Standard Procurement Compliance Resolution. 
 
 
15. There’s a resolution on the agenda to adopt the revised Authority’s Purchasing and 

Procurement Guidelines. 
 
 
 
 
 

There may be additional items placed on the Agenda not finalized for this mailing. 
 

BOARD DISCUSSION/NOTIFICATION ITEMS 
 
• In Board Folders for Review: 

 
 Routine Monthly Informational Reports and/or Updates 
 No Sick Time Used in 2021 
 October and November Financials 

 
 

There may be additional items presented for discussion and/or notification. 
 

NN/dlh 
Enclosures 
 

cc:  Executive Staff 
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  Laurie Neff 
 Purchasing Manager 
  
 
 
  
 Revised   January 2023 December 2021  
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MONROE COUNTY WATER AUTHORITY 

SECTION 1:  INTRODUCTION; PURPOSE 

 
The Monroe County Water Authority (“MCWA”) Purchasing and Procurement Guidelines 

(the “Guidelines”) detail the operative policy and instructions regarding the use, awarding, 

monitoring and reporting of certain MCWA purchasing and procurement contracts.  These 

Guidelines are intended to comply with applicable federal and New York State laws (including 

MCWA’s enabling legislation), as well as MCWA’s internal governance documents.  To the extent 

the Guidelines are inconsistent with applicable laws, any such inconsistent provisions shall be 

superseded by the applicable law. 

The terms “purchasing” and “procurement” describe the method by which MCWA 

acquires the goods and services necessary to fulfill its mission.  These Guidelines provide 

comprehensive guidance to MCWA employees regarding the purchasing and procurement 

process.  MCWA intends to acquire necessary goods and services in the most cost-effective 

manner by promoting full and open competition among potential vendors. 

Certain specific objectives of these Guidelines are as follows:   

1. To be a reference guide. 

2. To specify general and specific procedures. 

3. To define roles and responsibilities. 

4. To document compliance with applicable laws and internal policies and 

procedures. 

State Procurement Requirements: MCWA adopted a Procurement Disclosure Policy effective 

January 1, 2006, and most recently revised in December 2019, that implements certain New York 

State Finance Law provisions.  This policy governs most procurement transactions involving an 

estimated annualized expenditure of $15,000 or more for any commodity, service, technology, 

public works, construction, reverse contract or the purchase, sale or loss of property.  The policy 

governs the interaction between MCWA employees and potential vendors to set forth specific 

requirements regarding communications during the procurement process to provide for an open, 

transparent and fair procurement process.  This policy is included as Appendix D. 
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SECTION 2:  DEFINITIONS 

As used in these Guidelines, the following terms shall be given the following meanings 

(unless the context indicates otherwise):  

Acceptance - An agreement to the terms of an Offer.  An Offer must be accepted without 

changing or qualifying the terms of the Offer. 

Best Value ~ The Best Value option may be used if it is more cost efficient over time to award 

the goods or service to other than the lowest responsible bidder or offerer if factors such as 

lower cost of maintenance, durability, high quality, and longer product life can be 

documented. 

Bidder - Contractor, supplier, or vendor who responds to a competitive bid.  

Commodity Orders - A type of Purchase Order that is used for items for which the price has 

been established by a request for Quotation or public bid for a period of one year.  

Commodity Orders in which prices are obtained by a quote can be extended for an additional 

two one-year terms.  Commodity Orders in which prices are obtained by public bid can be 

extended for up to an additional four one-year terms.  The purpose of the Commodity Order 

is to achieve cost savings on the purchase of high-volume, regularly used, low and high 

priced items; reduce paperwork; and facilitate a smooth work flow in the day-to-day 

operations of MCWA. 

Blanket Purchase Orders - A type of Purchase Order that is used to make repetitive, low cost, 

low volume purchases or a number of single purchases that will cover a period of time.  

Change Order - A formal notification and agreement between a buyer and a supplier that 

reflects changes to an existing Purchase Order or Contract. 

Competitive Bid - A situation where any qualified supplier may submit a sealed bid to MCWA 

to supply goods and/or services at a firm price for a period set by the terms and conditions of 

the Contract.  These bids are publicly advertised and awarded to the lowest responsive, 

responsible Bidder offering the same quality or better, meeting all terms and specifications, 

and submitting a sealed bid at the time, date and location listed in the bid. 

A) Lowest Bidder - The Bidder that offers the lowest net price for the item specified and 

can deliver according to schedules set forth in the formal bid document. 

B) Responsive Bidder - The Bidder has responded in accordance with the terms, 

conditions, and technical requirements of the bid and has signed all documents.  

Compliance is subject to the discretion of Purchasing or the department head. 

C) Responsible Bidder - Any Bidder who has proven historically that such person or 

company can meet all the terms and conditions of the bid Proposal. 

Confirming Order - When a supplier or vendor is given authorization to proceed with an 

order prior to the issuance of a Purchase Order.  It should be used as an exception to expedite 



MONROE COUNTY WATER AUTHORITY 
PURCHASING GUIDELINES 

Page 3 
 

 

 

shipment for the start of work when time is of the essence or an emergency exists. 

Conflict of Interest - MCWA employees involved in the purchase of goods or services shall 

abstain from any transactions with vendors that may be considered a conflict of interest.  See 

MCWA’s Code of Ethics and Conflict of Interest policies for further details. 

Contract - A formal document signed by the vendor and authorized MCWA representatives 

that binds the parties in defining the goods or services to be rendered including terms and 

conditions of the procurement.  Verbal agreements are not recommended.  If so, they must be 

followed up in writing. 

Department Head ~ Designated employees who supervise a department comprised of the 

Executive Director; Assistant to the Executive Director; Civil Engineer (Water 

Distribution/Director of Engineering); Director of Production/Water Supply; Director of 

Operations (Executive Director of Operations), Director of Facilities and Fleet Maintenance; 

Director of Finance and Business Services; and Personnel Manager/Director. 

Designated Contact – See New York State Procurement Lobbying Law. 

Emergency Purchase Order - A Purchase Order used when an unpredictable situation 

requires immediate action on MCWA’s behalf. 

F.O.B. Destination - "Free on Board".  This term means that the shipper (the supplier in most 

cases) will pay the carrier for the shipment as part of its quoted cost.  It is not MCWA 

property until it reaches the Authority.  Also, the shipper will be responsible for making any 

claim for lost or damaged freight. 

Impermissible Contact ~ See New York State Procurement Lobbying Law. 

Manager - Designated employees who work under the direction of a Department Head and 

are given the ability to authorize purchases up to $1,000. 

Micro Purchase Order ~ A document used to order/purchase items totaling less than $500, 

including freight.  They are maintained by the various departments.  No competing price 

quotes required but are encouraged.  However, all purchases must be requisitioned, 

reviewed, and approved by the Department Head. 

New York State Procurement Lobbying Law – Law passed in 2005 by the New York State 

Legislature as amendments to the State Finance Law (Section 139-j and 139-k) to reform the 

procurement process of governmental entities including the Authority concerning 

communications with potential vendors during the procurement process.  Below are several 

important terms to understand: 

• Designated Contact – The Executive Director and/or MCWA employee(s) designated 

by the Executive Director to receive all communications from Offerers. 

• Impermissible Contact – Occurs when contacts made by an Offerer fail to satisfy the 
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requirements of Article 4 and Article 5 of the Authority Procurement Disclosure 

Policy.  The most common examples are when an Offerer contacts MCWA personnel 

other than the Designated Contact(s) during the Restricted Period in an attempt to 

influence the procurement or when an Offerer attempts to influence the procurement 

in a manner that would result in a violation of the Authority’s Code of Ethics or 

Conflicts of Interest Policy. 

• Offerer – An individual or entity, or any employee, agent or consultant or person 

acting on behalf of such individual or entity that contacts MCWA about a 

procurement during the restricted period about such procurement.  (Note:  This 

definition of Offerer is specific to NYS Finance Law.  In other instances, this term may 

apply to any contractor, vendor or supplier making an offer to provide a service or 

product to the Authority). 

• Record of Contact – Whenever an offerer contacts MCWA during the restricted 

period the contact must be documented and included in the formal procurement 

record. 

• Restricted Period – Represents the time period from the earliest posting on the 

Authority’s website or in a newspaper of general circulation of written notice of intent 

to solicit offers through final award and approval of the Procurement Contract by the 

Authority. 

Offer - A promise to provide goods or services according to specified terms and conditions in 

exchange for material compensation. 

Offerer – Entity who makes an offer.  See New York State Procurement Lobbying Law for 

definition of Offerer under New York State Finance Law. 

Official Newspaper - An official newspaper for advertising bids; currently, the Daily Record. 

Prevailing Wage – The wage rate determined by the New York State Department of Labor 

(NYSDOL) that is required of contractors for public work projects in Monroe County. 

Procurement Officer – See Article 3 in Appendix D. 

Professional Service - A service that requires special or technical skill, training or expertise 

and that does not readily lend itself to competitive bidding.  General guidelines for 

determining whether a service is a professional service are as follows: 

1. Whether the service is subject to state licensing or testing requirements. 

2. Whether substantial formal education or training is a necessary prerequisite to the 

performance of the service. 

3. Whether the service requires a relationship of personal trust and confidence between 

the provider and MCWA officials. 
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Proposal - A formal written offer to provide goods or services at a specified total or unit cost. 

Public Authorities Reporting Information System (PARIS) Tracking Number – The Public 

Authorities Budget Office (“ABO”) requires that all contracts of a similar nature or scope 

with a single vendor in excess of $5,000 during the calendar year be entered annually into 

PARIS.  Because not all procurements (ie: professional services, large construction contracts, 

memberships, etc.) are entered into the Authority’s Centralized Purchasing System and 

assigned a Purchase Order (“PO”) Number, a separate process must take place for these Non-

Purchase Order Contracts.  In these instances, a PARIS Tracking Number (“PTN”) is manually 

assigned to these procurements to electronically track these procurements through the 

Authority’s accounting system.  This allows required ABO reports to be generated 

electronically.   

Purchase Order - A legal document which sets the terms and conditions of order, delivery 

and payment.  The wording must be specific enough to eliminate any questions as to the 

material terms.  Once accepted, it becomes a binding contract. 

Quotations – For purchases and services of less than $15,000 and construction contracts of 

less than $5,000 the Authority is not required to formally advertise and accept sealed bids.  

Instead, Authority staff will seek to secure pricing in a less formal manner from a minimum 

of three suppliers and award the purchase order to the lowest responsive, responsible vendor. 

Record of Contact – See New York State Procurement Lobbying Law  

Restricted Period – See New York State Procurement Lobbbying Law. 

RFQ/RFP - Request For Qualifications/Proposal - A written request seeking offers for 

professional services.  This method promotes competition based on qualifications and other 

factors that go beyond just price.  Price proposals can be solicited at the same time, or fees 

may be negotiated after selection of the most qualified provider. 

Request for Quotatation – A written request seeking offers from prospective vendors.  This 

method promotes competition based on price.  The request shall state the specific terms and 

conditions of the proposed work. 

Services – Applies to work provided to MCWA by contractors that are not professional in 

nature.  Examples include janitorial, maintenance, construction, etc.  For the most part, 

whereas professional services usually require an advanced degree (doctor, lawyer, 

accounting, engineer, accountant), persons providing “services” usually learn their craft 

through trade schools and apprenticeship programs. 

Small Purchase Order - A document used to order/purchase items totaling less than $1,000.  

They are available in and maintained by the various departments.  Items under $1,000 may 

be purchased at the Manager level.  If possible, three (3) Quotations (verbal or written) 
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should be obtained  for purchases between $500 and $1,000, including freight. 

Sole Source of Supply - When goods or services are available from only one source.  MCWA’s 

records must indicate, without question, that there exists only one single supplier of the item 

or service.  Sole source situations generally exist when an item is manufactured by only one 

firm, such as when a vendor has an exclusive franchise or distributorship for an item. 

Solicitation - A request for Offers or Proposals, including telephone requests for price 

Quotations or Requests for Proposals. 

Standardization - Allows for the standardization of common-use items purchased for MCWA.  

Providing the ability to achieve and maintain the required levels of compatibility, 

interchangeability, commonality and reference in the operational procedural material and 

technical field to attain interoperability. 

State/Local Contract Purchase Orders - MCWA can often obtain needed items by 

participating in buying contracts of New York State, Monroe County or other municipalities.  

The use of State or local contract pricing eliminates the need to bid or quote these items. 

Statement of Qualifications/Proposals - Written documents submitted in response to a 

RFQ/RFP, if so requested. 

Supplier – Term used interchangeably with “contractor” or “vendor”. 

Taxes - As a public benefit corporation, MCWA is exempt from New York State sales tax and 

federal excise taxes.  All MCWA purchase orders shall state these exemptions. 

Unauthorized Purchase – Purchases made outside of normal Purchasing policies or 

procedures and not meeting the criteria of a legitimate emergency, sole source, or 

standardization.  May result in disciplinary action. 

Vendor – Term used interchangeable with “contractor” or “supplier”. 
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SECTION 3:  RESPONSIBILITIES 

The following describes the purchasing and procurement responsibilities of various 
MCWA personnel.  The applicable MCWA department head or his or her designee shall 
coordinate any specific procurement with Purchasing . 
 
Members (a.k.a. Board of Directors) - The Members of MCWA shall be responsible for: 

1. Annual review and approval of these Guidelines and similar matters. 

2. Award of construction contracts that exceed $5,000. (See Section 1108 of the New York 

Public Authorities Law.) 

3. Approval of any purchases over $15,000. 

4. Approval of Professional Services over $15,000. 

5. Cumulative Change Orders that are over 10% of the total contract price and greater than 

$15,000. 

6. Any other items appropriately brought before such body. 

Executive Director - The Executive Director shall be responsible for: 

1. Implementation and compliance with procurement policies and procedures. 

2. Approval of Professional Services under $5,000. 

3. Approval of Professional Services over $5,000 and up to $15,000, with notification to 

the Board of Directors. 

4. Awarding contracts that do not require Board approval. 

5. Execute/sign contracts that have been approved by the Board of Directors. 

6. Approval of Procurement Officers (as such term is defined in MCWA’s Procurement 

Disclosure Policy). 

Purchasing Manager - The Purchasing Manager establishes and administers centralized 

purchasing services for all MCWA departments.  The Purchasing Manager shall be responsible 

for: 

1. Obtaining and analyzing prices for materials, equipment and services. 

2. Compiling and maintaining a list of sources of supply for the items used by MCWA. 

3. Acting as liaison with the vendors that service MCWA. 

4. Handling mechanical operations of purchasing such as pricing, bidding, ordering, 

expediting and making adjustments. 

5. Keeping confidential information and Quotations submitted by competing vendors until 

an award. 
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Director of Finance & Business Services - The Director of Finance & Business Services and 

Accounting staff shall be responsible for: 

1. Handling accounts payable. 

2. Reporting and disclosing required financial information. 

3. Reviewing invoices. 

4. Oversees Purchasing. 

Operating Departments -  Each operating department shall request Purchasing to order goods and 

services.  It shall advise Purchasing upon receipt of said items.  Each operating department shall: 

1. Anticipate requirements sufficiently in advance to permit Purchasing to do an efficient 

job of buying. 

2. Make requisitions specific and clear in every detail 

3. In cases where technical equipment, specifications, plans or designs are involved, 

indicate its requirements and coordinate with Purchasing to assure quality control. 

4. Keep confidential information and Quotations submitted by competing vendors until an  

award. 

5. Follow MCWA's Procurement Disclosure policies where applicable. 

6. Determine the quality/quantity requirements for a particular purchase and involve  

Purchasing as necessary. 

7. Check all deliveries within five (5) working days and make any necessary adjustments.  

Notify the vendor of any problems.  When shipments are received, the department must 

note on all copies of the delivery receipt any damages observed.  (Procedures for 

returning material will be addressed in Section 5M hereof). 

8. When an order is complete, fill in receiving information on the bottom of the green copy 

of a Purchase Order, and sign and return to Purchasing with receiving slips. 

9. Manage all facets of the procurement of professional service contracts and manage  

vendor compliance with contractual terms and obligations. 
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SECTION 4:  OVERVIEW & GENERAL RULES APPLICABLE TO PROCUREMENT OF GOODS AND 

SERVICES 

A) Purchase Approvals 

i. Authorized Approvals 

All purchases and change orders need to be approved by an authorized supervisor.  
The table below shows that as the level of expense increases, so does the level of 
management required to approve the purchase and change orders. 

ii. Minimum approvals: 

1. Less than $50  
 (Petty Cash) 

1. As noted in Section 5-A 

2. Less than $500 (Micro PO) 
 

3. Less than $1,000 (Sm PO) 

2. Supv/Department Head 
 
 
 
 
 
 

3. Supervisor 

 
 
 
 

4. $1,000 to $5,000 4. Department Head or Designee 

 Purchasing  

5. $5,000 to $15,000 
 
 
6. $5,000 (Construction) 

5. Director of Finance or Designee 
 Department Head 
 Purchasing  

6. Public Bid (Same as Item #6 below.) 

7. Over $15,000  
 (Public Bid) 

7. Executive Director or Designee 
 Department Head 
 Purchasing  
  and Board of Directors  
 (After Bid Before Award) 

  
iii. Construction Change Orders Only 

Change orders on construction contracts are to be made in the following manner: 

 Cumulative change orders of 5% or less are to be approved by the Department 
Head. 

 Cumulative change orders from 5-10% are to be approved by the Department 
Head, the Director of Finance and Business Services, and the Executive Director. 

 Cumulative change orders above 10% and greater than $15,000 shall be 
approved by the Board. 

B) Petty Cash - $50 Limit 

MCWA shall reimburse employees from petty cash for purchases less than $50 upon 
presentation of a properly approved petty cash disbursement form with receipt attached.  
The following lists the petty cash funds currently maintained by MCWA, as well as the 
custodian of each fund: 

  General Offices - Cashier; 
  Production & Transmission - Department Secretary; and 
  Operations - Administration Office. 
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C) Micro and Small Purchase Orders 

These orders are available in and maintained by the user's department.   

D) Purchase Orders 

i. Regular Purchase Orders 

Purchase Orders will be issued by Purchasing  as soon as possible after processing of 
an approved requisition.  The Purchase Order is a six-part document: 

 Original - mailed to the vendor. 

 Copy 2 (marked "Acknowledgement Copy") - mailed to and acknowledged by 
vendor and returned to Purchasing. 

 Copy 3 (marked "Accounting Copy") - forwarded to Accounts Payable. 

 Copy 4 (marked "Purchasing Copy") - Purchasing's file copy. 

 Copy 5 (marked "Departmental Copy") - forwarded to the requesting 
department for their files. 

 Copy 6 (marked "Receiving Copy") - "green copy" is forwarded to the requesting 
department to be completed when all items are received or service is complete 
and sent back to Purchasing for processing of payment. 

ii. Special Purchase Orders & Equipment Leasing 

a. Micro Purchase Orders 

Any purchase less than $500.  No competing price quotes required but are 
encouraged.  However, all purchases must be requisitioned, reviewed, and 
approved by the Department Head. 

b. Small Purchase Orders 

Any purchase $500 to $1,000, including freight, may be performed by the user's 
department.  Multiple items of the same or similar nature can be purchased as long 
as their total cost is between $500 and $1,000, including freight.  When possible, 
three (3) quotations (verbal or written) should be obtained except for purchases 
under $500, including freight.  For a single item or items under $500, no 
competition is required, but reasonable steps must be taken so that the price is fair 
and practical.  To the maximum extent possible, departments should purchase 
from local vendors.  When the order is complete, attach the invoice and the 
packing slip to one copy of the P.O. and forward it directly to Accounts Payable.  
Mark the account number on the invoice and include an approved signature. 

c. Blanket Purchase Orders 

The purpose of a blanket order is to reduce the paperwork associated with the 
buying of many low-cost and low-volume items and to facilitate a smooth 
workflow in the day-to-day operations of MCWA.   

d. Commodity Purchase Orders 

The purpose of a commodity order is to achieve cost savings on the purchase of 
high-volume, regularly used low and high priced items, reduce paper work, and 



MONROE COUNTY WATER AUTHORITY 
PURCHASING GUIDELINES 

Page 11 
 

 

 

facilitate a smooth work flow in the day-to-day operations of MCWA.   

e. State and County Contract Orders 

A purchase order in which the prices come from either New York State or Monroe 
County contracts make it unnecessary for MCWA to bid or quote these items.  
Please note that appropriate approval is still required under Section 4(A). 

f. Emergency Purchase Orders 

In general, an emergency shall be classified as an unpredictable condition whereby 
the situation requires immediate action on MCWA’s behalf. 

g. Equipment Leasing 

Equipment lease agreements shall not exceed five years and shall require the same 
process required for Quotations and purchases under 5C.  If aggregate 
expenditures exceed $15,000, the agreement shall be approved by the Board of 
Directors. 
 

E) Specifications 

i. Purpose 

a. Best Value 

Specifications serve to assist MCWA in obtaining the best value and in generating 
competition. 

b. Sufficient Information 

Since performance, quality, and service can be as important as price, the 
requesting department shall furnish Purchasing  with proper specifications. 

ii. Level of Quality 

In considering and developing specifications, departments shall strive to avoid  
"deluxe" levels of quality.  Instead, departments shall attempt to purchase standard 
grades of merchandise.  The goal shall be to find a balance between quality and 
price, at all times consistent with providing a satisfactory level of service. 

iii. Adequate Specifications 

a. Bids and Quotations shall be based upon adequate specifications.  Specifications 
shall serve as a basis for full and fair competitive bidding upon a common 
standard, and they shall be free from restrictions that would tend to stifle 
competition.  Departments shall not design burdensome specifications solely for the 
purpose of eliminating competition other than suppliers of a particular brand 
name commodity.   

b. Technical specifications must be supplied by the requesting department. 

c. If the requesting department has brochures, specifications, etc., they shall forward 
the same to Purchasing with the requisition. 

d. The requesting department shall providePurchasing with a list of  vendors to 
receive a request for quotation or solicition of a bid. 

 



MONROE COUNTY WATER AUTHORITY 
PURCHASING GUIDELINES 

Page 12 
 

 

 

iv. Changes in Specifications 

a. Once an invitation to bid has been mailed, no changes in the specifications shall be 
made unless all prospective Bidders are so notified by means of a written 
addendum. 

b. Verbal changes by any individual are not valid.  All changes shall be put in writing. 

c. MCWA reserves the right to reject all bids.   

d. When specifications fail to produce conforming bids, it may be worthwhile to 
reject all bids, rewrite the specifications and allow all Bidders to submit proposals 
based on the revised specifications. 

v. Responsibilities 

Purchasing has ultimate responsibility for purchases.  It shall work with the 
requesting department to develop proper technical specifications, including 
notifying the requesting department when a modification is required to generate 
competitive bidding.  Any such notification shall include details on the full extent 
and nature of such modifications. 

vi. Pre-Bid Meetings 

a. Purpose 

If required, MCWA holds pre-bid meetings with prospective vendors to review 
project scope and identify items in bid documents..   

b. Requested by Whom 

The requesting department, Purchasing or the vendors may request a pre-bid 
meeting. 

c. Announcement 

A pre-bid meeting may be announced in the original specifications or may be 
arranged through an addendum. 

F) Addendum 

An addendum consists of written changes, clarifications or corrections to the specifications 
issued after the bid or Quotation documents have been advertised or mailed out.  The 
addendum becomes part of the bid or contract documents. 

G) Public Bids 

i. Requirement 

All purchases estimated to exceed an aggregate of over $15,000 in a year must be 
publicly bid.  For construction projects, public bidding is required for amounts over 
$5,000. 

ii. Low, Responsive, Responsible  

 See the definition of Competitive Bid in Section 2. 

H) Best Value Competitive Bidding 

i. Authority and purpose.  Section 103 of the New York General Municipal Law allows 
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the Water Authority to authorize the creation of a rule, regulation, or resolution 
adopted at a public meeting for the award of certain purchase contracts (including 
contracts for services) subject to competitive bidding under General Municipal Law 
§103 on the basis of "best value" as defined in §163 of the New York State Finance Law.  
The best value option may be used, for example, if it is more cost efficient over time to 
award the goods or service to other than the lowest responsible bidder or offerer if 
factors such as lower cost of maintenance, durability, high quality, and longer product 
life can be documented. 

 
ii. Award based on best value.  The Water Authority Board may award purchase 

contracts, including contracts for services, on the basis of "best value".  All contracts or 
purchase orders awarded based on value shall require Board approval. 

 
iii. Applicability.  The provisions of this article apply to Water Authority purchase 

contracts, including contracts for services, involving an expenditure of more than 
$15,000 or $5000 for construction projects. 

 
iv. Standards for best value. 

 
a. Goods and services procured and awarded on the basis of best value are those 

that the Water Authority determines best optimize quality, cost and efficiency, 
among responsive and responsible bidders or offerers. 

 
b. Where possible, the determination shall be based on an objective and 

quantifiable analysis of clearly described and documented criteria as they apply 
to the rating of bids or offers.  The criteria may include, but shall not be limited 
to any or all of the following: 

 

 Cost of maintenance; 

 Proximity to the contractors; 

 Longer product life; 

 Product performance criteria; and 

 Quality of craftsmanship. 

 
v. Documentation.  Whenever any contract is awarded on the basis of best value instead 

of lowest responsible bidder, the basis for determining best value shall be thoroughly 
and accurately documented.  Any contract being considered for Best Value criteria 
shall be identified in the procurement documents. 

 
I) Requests for Qualifications/Proposals  

 See the definition of RFQ/P in Section 2. 

J) Professional Services 
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 See the definition of this term in Section 2. 
 
K) Sole Source of Supply  

 See Section 6 for Methods/Procedures.  See the definition of this term in Section 2. 

L) Standardization  (Goods and Services) 

i. Appropriate Circumstances 

Some circumstances under which standardization provisions might be appropriate are 
as follows: 

a) Compatibility – MCWA’s present equipment would not be compatible with items 
from one or more prospective vendors, thus causing significant expense to convert. 

b) Design and Construction - The design, plan or method of construction of an 
installation is suited to a particular operation or function and cannot be altered 
without undue expense. 

c) Economical - Service facilities are adapted to the handling of a particular make of 
equipment and cannot be converted without undue expense. 

d) Endangerment - Changes would endanger MCWA customers or employees. 

e) Inventory - MCWA has on hand a substantial stock of spare parts for a specific 
make of equipment which cannot be disposed of except at a substantial loss. 

f) Local Conditions - Local conditions require the use of a particular make of 
equipment to the exclusion of all others. 

g) Trained Employees - Employees have been trained in the operation, repair or use of 
special equipment and cannot be trained to operate other makes without undue 
expense. 

h) Uniformity - A substantial amount of equipment of the same make is presently 
being used by the Authority and uniformity of the make or manufacturer is 
essential to economy (and/or efficiency). 

i) Department Responsibility - The applicable department shall make all decisions to 
standardize and shall provide Purchasing with reasonable justification.  For 
standardized items available from more than one source, Purchasing  shall bid or 
quote the item.  For items with a Sole Source of Supply, the department shall 
include information justifying their sole source request. 

j) Board Resolution - Pursuant to Section 1108 of the Public Authorities Law, the 
Board of Directors, shall approve any standardization decisions, including the 
reasons therefor. 

k) Review - Each department shall review all items standardized at least every three 
years.  In the absence of this review, no purchases shall be made without 
competitive bidding. 

M) Other General Information 

i. Departments shall review inventories on a regular basis to maintain adequate 
materials on hand without being overstocked.  Departments shall establish minimum 
levels for stock items and place reorders for purchase by Quotations or bids when 
these minimum levels are reached.  Careful review of inventories should help to 
reduce the number of Purchase Orders processed. 
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ii. In addition to price (where differences are small), consideration shall be given to 
those vendors who offer prompt payment discounts and/or deliver (especially on an 
as- needed basis).  The final cost of an item shall include labor and transportation; 
the vendor’s location can have a significant impact on such costs. 

iii. A list of vendors who participate in State and County contracts can be obtained on 
their respective websites. 

iv. Because one set of rules will not cover all cases, Purchasing and the departments 
shall maintain open communications. 
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SECTION 5:  PROCEDURES 

A) Purchases Less Than $50 

i. Petty Cash Procedure 

a. Reimbursement - The petty cash fund shall be used for reimbursement of 
purchases within the $50 limit with an override up to $100 with Director of 
Finance & Business Services’ approval.  It is not to be used for the purchase of 
supplies, materials and equipment that would normally be obtained through 
regular purchase requisitions. 

b. Approval - Purchases shall be approved by Department Heads or their duly 
designated managers.  Finance & Business Services shall maintain a list of 
employees authorized to approve purchases in their respective areas. 

B) Purchases Less Than $1,000 

i. Through Operating Departments 

a. Items under $1,000 may be purchased by the operating department. 

b. When obtaining quotes, obtain F.O.B. Destination delivered prices if possible. 

c. Verbal quotes should be noted on the back of the order or on a separate 
attachment. If a verbal quote results in an order, the price should be confirmed in 
writing when possible. 

ii. Through Purchasing  

 Requests for Quotations (verbal or written) may be requested when deemed 
necessary by Purchasing. All questions shall be handled by Purchasing. 

 Awards are to be made within forty-five days of the quote, (unless specifically 
changed by the requesting department) or all quotes will be rejected. 

 In situations where Purchasing has previously determined the lowest responsive 
and responsible vendor, it may place the order directly without additional price 
inquiries. 

C) Quotation Purchases:  Purchases <$15,000 and Construction<$5,000 

i. Requests for Quotations 

Requests for Quotations (written) shall be solicited from at least three legitimate 
vendors, if possible. 

ii. Award 

An award shall be made to the lowest responsive, responsible offerer. 

D) Publicly Bid Contracts 

i. Formal ($15,000 and up) and Construction Contracts $5,000 and up 

a. All purchases estimated at or with actual value in excess of $15,000 shall follow 
these procedures:  
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1. Open a procurement for tracking in accordance with New York State 
Procurement Lobbying Law after obtaining approval of Procurement Officers 
from the Executive Director. 

2. A notice to bid shall be advertised at least two weeks prior to the bid opening. 

3. Construction bids generally should require a minimum fee of $25 to cover the 
cost of plans and specification books.  Potential Bidders shall be required to 
pick up bids or provide an  overnight delivery service account number. 

4. Advertisement shall be in the official newspaper with county-wide circulation. 

5. All notices and invitations to bid shall be provided to the appropriate mailing 
list, if available.  They shall be available for pick -up upon request. 

6. Multiple purchases of the same item shall not be made for the purpose of 
circumventing the bid threshold. 

7. All bids must be returned to the location stated in the notice or bid package. 

8. All sealed bids must be returned prior to the time stated in the notice or bid 
package. 

9. All sealed bids received at the front desk shall be time and date stamped and 
initialed upon receipt. 

10. No bid will be accepted if it is received after the time and date specified or it is 
not properly sealed.  The only exception shall be for a delay caused by a 
MCWA employee.  All late bids shall be returned to the Bidder unopened.  
When necessary, a late bid may be opened in order to identify the Bidder. 

11. Fax copies and e-mails of bid submittals shall not be accepted.  All Bids must 
be submitted in a sealed envelope, clearly labeled "Bid" and also marked with 
the Project Name, Bid date, and time of Bid opening.  Bids submitted via 
trackable delivery service, such as FedEx, must be addressed to "Purchasing 
Manager – BID" and must follow the delivery instructions stated in the RFPbid 
packet.  US Mail is not an acceptable means to submit Bids.   

12. Bidders shall be encouraged to bid as per the specifications outlined in the 
notice or bid package.  Verbal instructions from anyone are not valid.  Any 
change in requirements shall be made only by means of a written addendum. 

13. Sealed bids will be  opened and total prices read aloud at the time and place 
stated in the notice.   

14. Purchasing or the requesting department shall retain custody of all proposals, 
samples, and bonds until an award has been made.  Bids shall be maintained 
on file. 

15. All bids and required forms must be properly executed by the Bidder. 

16. After being opened and read, the proposals will be tabulated at the earliest 
possible time and a recommendation for award will be prepared for approval 
by the Board. 

17. Bids and proposals may be rejected if they contain uncalled-for items, cross-
outs or white-outs not initialed, omissions and/or irregularities of any kind 
(except obvious arithmetic errors).  Bids must meet the specifications in order 
to be considered responsive.  MCWA reserves the right to reject all bids for any 
reason. 

18. MCWA reserves the right to waive minor irregularities, reject any and all bids, 
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advertise for new bids, proceed to do the work otherwise, or abandon the 
work if it is not in its best interest to proceed. 

19. A Bidder may modify its bid after submission to MCWA but before the bid 
opening.  In such a case, the vendor shall make certain that any new prices are 
reflected in any bid bond.  After the bid opening, no bid may be modified. 
Upon request to Purchasing and before an award has been made, Bidders can 
correct omissions from bids that do not affect the price, terms, and conditions 
of the bid. 

20. Bids may be withdrawn only if written notice is received by MCWA prior to 
the fixed time for opening bids. 

21. If, after the bid has been opened, a vendor discovers an error in its bid that 
affects the price (other than arithmetic errors), the Bidder shall notify  
Purchasing at once.  Purchasing and the requesting department shall review 
the problem and seek assistance from the Executive Director if required.  
Except in extraordinary cases, MCWA shall require the Bidder to abide by its 
bid or forfeit its bid security. 

22. Once the procurement period has ended, terminate the NYS Procurement 
Lobbying Law tracking.  Each Procurement Officer shall certify the end of the 
procurement period by executing the MCWA Procurement Compliance Form 
(found in Appendix D) and providing the original copy to Purchasing.  
Purchasing will close the Procurement Record only after receipt of signed 
compliance forms from all Procurement Officers.  

E) When to Requisition 

i. Goods and Services 

MCWA typically purchases goods and services using a requisition.  See Appendix C for 
notable exceptions.  In the event of an emergency purchase, the department shall 
provide notice to Purchasing within two (2) working days after the purchase. 

ii. In Advance 

Requisitions should be prepared far enough in advance to avoid creating an emergency.  
This will give Purchasing sufficient time to secure the best materials at competitive 
prices.  Lead time must include the work days needed to accomplish the following: 

1) Time for the requesting department to prepare, sign and authorize requisitions. 
2) Time for Purchasing to obtain quotes and bids (10 to 18 days). 
3) Time for transmittal by U.S. mail. 
4) Stock position of the prospective vendor. 
5) The vendor's typical delivery schedule. 
6) Additional time needed for specialized equipment, motorized equipment, office 

machines, etc. 
7) Sufficient time for shop drawings, review, and approvals. 

F) How to Requisition 

i. Complete Information 

Purchase requisition forms must be complete in all respects, including proper account 
numbers, specifications, delivery address, date required, suggested vendors and 
purpose.  In order to be processed, requisitions must be signed with proper approvals. 
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a. Detailed Specifications 

Detailed or technical specifications shall accompany every requisition.  A detailed 
specification means a trade name or product number (e.g., General Electric Lamp 
#F40CW or approved equal).  Suppliers or manufacturers will provide 
specifications for almost all products.   

 

b. Filling Out Form 

Purchase requisition forms shall provide the following complete and correct 
information.  Failure to complete the requisition properly will delay shipment of 
goods or services. 

1) Date* - Current date only. 

2) Do Not Duplicate* – Order is confirming. 

3) Ordered by* - Employee name and number (number is necessary for computer 
input). 

4) Requisition and Order No. - Use only if you have a Purchase Order number 
already. assigned by Purchasing. 

5) Approximate Date Required* - Plan ahead. Use realistic dates.  If it is a rush 
condition, specify the date needed and explain in lower area of description.   
ASAP, RUSH, IMMEDIATELY, YESTERDAYand RECEIVED are not dates and will 
result in your requisition being returned. 

6) Account, Job Order or Auth. No.* - Number must be provided before purchase 
can be made. Authorization numbers must be properly approved before 
MCWA can purchase. 

7) Purchase Order Description* -  Provide an item description, including the 
purpose. 

8) Suggested Vendor # - List suggested vendors on the back of the requisition.  
Provide a vendor # if one exists.  Only place a vendor # in this location if it is 
a Confirming Order or a Sole Source of Supply. 

9) Vendor Name – Only place vendor name in this location if it is a Confirming 
Order or Sole Source of Supply. 

10) Deliver to* - Select a delivery location. 

11) Approximate Cost* - A requisition shall be complete only if it provides cost 
information, either approximate or specifically quoted.  Any quotations shall 
be attached to the requisition.  

12) Bid Item, Quote Item, or Contract Item* - If cost is over $15,000 (over $5,000 
for construction projects), the item shall be publicly bid. 

13) Item No. -   

14) Quantity Needed* - Number to coincide with unit type. (See #15) 

15) Unit Type* -  Be specific (e.g., ea. dozen, case of 12 qt., 8 gross, boxes , etc.). 

16) Purchasing Number* - Use this only if a MCWA inventory number exists.  Do 
not use manufacturers' catalog or other identification numbers. 
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17) Description* - The requisition shall include complete and specific information 
concerning requirements of all items.  Include style, size, model, color, catalog 
number, etc.  

18) Approved by Manager/Supervisor and Name 

19) Approved by Department Head or Designee -  All requisitions over $1,000 
require this signature and employee number. 

20) Approved by Director of Finance or Designee -  This signature only applies to 
requisitions over $5,000 for department expenses. 

21) Approved by Executive Director -  This signature applies to all requisitions 
over $15,000. 

Note: Items with an asterisk (*) shall be completed by the requesting department.  
Failure to do so may delay your requisition. 

G) Processing of Requisitions 

i. Review 

Purchasing shall review all incoming requisitions for completeness, signature(s), type of 
bidding required, equipment list, etc.  After review, requisitions are processed for 
Quotation or bid. 

ii. Preferred Vendors 

If a requisition lists preferred vendors, they will receive a Request for Quotation.   

iii. $1,000 to $15,000 

When requisitioning items costing between $1,000 and $15,000, MCWA staff will seek 
to secure at least three (3) Quotations, of which at least one shall be written.  Any 
exceptions such as for a Sole Source of Supply must be fully documented.  Quotations 
are not needed for items covered by existing MCWA, Monroe County or State contracts.   

iv. Receipt of Quotations 

All Quotations must be returned by the applicable deadline.  If necessary, telephone 
quotes can be solicited with a written confirmation to follow.  If the situation requires, 
the department may call a vendor and ask what price it will charge. 

v. Substitution 

Purchasing shall not substitute quoted items without approval by the originator of the 
requisition. 

vi. Vendor Selection 

After prices are obtained, Purchasing shall select the best vendor (usually the lowest 
responsive, responsible Bidder). 

vii. Purchase Order 

After selection of vendor, a Purchase Order shall be issued and mailed and/or emailed. 

H) Purchase Orders for Purchases Under $15,000 and Construction Contracts under $5,000 

i. Purchase Requisitions 
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Purchasing shall process all submitted requisitions  for materials, services, equipment, 
etc. (except petty cash and exceptions noted previously;  emergency situations; and 
Small Purchase Orders). 

ii. Completion of Forms 

Purchase requisition forms must be fully completed as detailed in Section 5F. 

iii. Ordered by Purchasing 

Purchasing  shall order materials, services, equipment, etc. after obtaining Quotations 
as previously described herein.  The ONLY exception shall be for an emergency, at 
which time Purchasing shall either place an immediate order from the purchase 
requisition or furnish a Purchase Order number to the appropriate Authority staff. 

iv. Vendor Selection  

Purchasing shall determine which vendors to send Requests for Quotations, although 
the person submitting a requisition may suggest specific vendors. 

I) Bidding Process (Purchases Over $15,000 and Construction Contracts Over $5,000) 

i. Competitive Bid 

a. The term Competitive Bid is defined in Section 2 of these Guidelines.  This 
definition also includes explanations of the related terms Lowest Bidder, Responsive 
Bidder and Responsible Bidder. 

ii. Public Notice - Single Purchase 

For any single purchase of $15,000 or more and construction contracts over $5,000, 
MCWA shall publicly advertise for bids.  This requirement shall not apply in the event 
of an emergency.   

iii. Public Notice - Several Purchases 

All purchases estimated to exceed an aggregate of over $15,000 in a year shall be 
publicly advertised and bid.  The successful Bidder shall then furnish the particular 
items on the specified delivery dates throughout the year.  MCWA shall follow this 
procedure even  for items presently purchased with Blanket Purchase Orders or regular 
Purchase Orders.  (See Section 6D - Commodity Purchase Orders). 

iv. Specifications 

In all cases, individual departments or their consultants shall prepare detailed 
specifications, including advertisement for bids in final form, any special conditions 
and a list of any prospective Bidders.  All such information shall be forwarded to  
Purchasing for final review and handling at least five (5) working days prior to the date 
that a bid advertisement is to be placed in the official newspaper. 

v. Preparation 

Purchasing, the project engineer or a designated consultant shall prepare the proposal 
sheets and other necessary bid documents.  After final review and handling, Purchasing  
shall select bid opening dates and place the advertisement. 

vi. Escalation Clause 
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MCWA may find that variable economic conditions make it impossible to obtain bids 
with firm prices for some items.  In these cases, bids shall be taken as frequently as 
necessary or taken with escalation clauses.  Purchasing shall determine those items for 
which annual bids with firm prices can be received. 

vii. Central Location of Bid Documents 

Purchasing shall collect and hold all bid documents until the bid opening. 

viii. Location of Opening  

Purchasing or a designated person shall announce the room in which the bids will be 
opened prior to the actual bid opening.  Purchasing or a designated person and one 
representative from the applicable department shall preside over the bid opening and 
read aloud each bid as it is opened.  Exceptions, such as bid openings handled by 
consultants, may be made by pre-arrangement with Purchasing. 

ix. Verification of Bid Prices 

Purchasing or a designated person shall verify the accuracy of the bid price (including 
any extensions), identify the lowest bid, and then forward the bid package to the 
department for review and recommendations.  The department will then forward the 
bid package (including a recommendation) to the Executive Director for his approval 
and submission to the Board for award of the bid.  After award of the bid, the entire bid 
package shall be returned to Purchasing. 

J) Change Orders 

i. Change Order Form 

If a change has to be made after an order is placed, a "Change Order Form" must be 
completed indicating the item(s) ordered and the change to be made.  The original shall 
be sent to the vendor and a signed copy shall be given to Accounts Payable and 
Purchasing (see the Change Order Form in Exhibit 7).   

K) Receiving – Purchase Orders for Supplies, Equipment, Materials, Etc. 

i. Delivery Receipts 

On the day the goods and/or services are delivered, the recipient shall sign the 
receiving copy of the Purchase Order and forward it to Purchasing with the packing 
slip. Timeliness is crucial when there is a prompt payment discount allowed (as noted 
in the box marked "terms" on the Purchase Order). 

ii. F.O.B. Destination  

Under this method of delivery, the shipper must make any claim for lost or damaged 
freight.  IT IS THE RECIPIENT'S RESPONSIBILITY TO NOTE ANY DISCREPANCIES ON 
THE RECEIVING COPY OF THE FREIGHT BILL. (See Definition) 

iii. Partial Delivery 

Unless specified in the contract, acceptance of a partial delivery obligates MCWA to pay 
for the items received within 30 days or any applicable discount period. 

iv. Prompt Payment 
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MCWA values prompt payment to all vendors.  This ensures that unnecessary delays do 
not adversely affect MCWA’s credit record. 

v. Shortages 

Recipients must immediately report to the vendor any shortages (except back-ordered 
items), discrepancies or shipment damage.  The ordering department shall determine a 
suitable course of action.  Some possible problems include: short/over/duplicate 
shipments, open cartons upon delivery, items not as specified on the Purchase Order, 
poor quality, and late deliveries.  The ordering department shall maintain contact with 
vendors on back-ordered items. 

vi. Tracing 

Purchase Orders shall note the agreed upon delivery schedule.  For orders that fail to be 
delivered on time, the ordering department may trace such orders. 

L) Payment of Invoices – Purchase Orders for Supplies, Equipment, Materials, Etc. 

i. Vendor Mail 

Vendors should send invoices directly to Accounts Payable. 

ii. One Purchase Order 

Each Purchase Order should have a separate invoice. 

iii. Contents 

Each invoice should contain the Purchase Order Number, a detailed description of the 
goods or services, the ship-to address and the ship date. 
 

iv. Review 

Accounts Payable shall review all invoices to determine compliance with the Purchase 
Order, that we have received the merchandise, and that taxes and, where applicable, 
freight have not been charged. 

v. Papers on File 

Before Accounts Payable can pay an invoice, it shall have on file the Purchase Order, 
the invoice, and the proof of receipt (including an authorized signature and the date of 
receipt). 

vi. Paperwork Discrepancies 

If the invoice and Purchase Order do not agree, Purchasing shall determine who and/or 
how much shall be paid unless a department sent out the quotes. 

M) Return of Merchandise 

When purchased material needs to be returned or exchanged, MCWA shall use the 
following procedures to ensure that it receives full credit: 

i. Credit Memo Received From Vendor - 

 Put account number originally charged on the credit memo. 

 Note any other helpful information. 
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 Send credit memo to Purchasing promptly. 

N) Vendor Preference 

i. Suggestions 

Purchasing shall secure prices and, if so requested, review the prices and vendors with 
the department before making a final selection.  

ii. Preference 

If a department prefers one supplier over others, thereby excluding one or more 
vendors from consideration, it shall prepare a written justification.  Purchasing shall 
either issue a Purchase Order based on such recommendation or explain why the 
request was denied. 

iii.  Preferred Source Purchases 

When completing purchases that do not include Federal funds, MCWA may purchase 
commodities and services from New York State designated preferred sources without 
conducting a competitive procurement. 

iv. Local Vendors 

MCWA service area vendors are those who contribute to the region's tax base and promote 

the local region's economy; local vendors shall be considered preferred vendors only if their 

pricing, delivery and service are better than, or comparable to, vendors doing business 

outside the Authority's service area.  If  three local vendors exist, MCWA shall seek outside 
vendors at its discretion, if desired.Unauthorized Purchases 

O) Purchases made outside of normal Purchasing policies or procedures and not meeting the 
criteria of a legitimate emergency, sole source, or standardization are considered 
Unauthorized Purchases. 

 Unauthorized Purchases should be brought to the attention of the Executive Director.  An 
Unauthorized Purchase may result in disciplinary action. 

 Examples of Unauthorized Purchases 

i. Order Splitting – The intentional splitting of a known purchase into separate lots with 
the intention of spreading the purchase over a period of time is strictly prohibited. 

ii. Personal Purchases – MCWA employees and their families are prohibited from 
purchasing goods and services for personal use through any Authority contract.  The 
Authority will neither require nor encourage any vendor to honor contract terms or 
pricing discounts on behalf of anyone affiliated with MCWA. 

iii. False Pretense – The purchase of any materials or services for personal use under the 
pretense of MCWA use is prohibited.  For example:  Ordering tools for use at an 
employee's house or other personal purpose and charging to the Authority will be 
considered acts of theft. 

iv. Unauthorized additions to Purchase Orders – Additions to, deletions from, or any other 
type of revisions made after the issuance of a Purchase Order may only be done after 
contacting the Purchasing Manager. 
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SECTION 6:  OTHER PURCHASING ITEMS 

A) Professional Services 

See the definition in Section 2 for ways to determine whether a procurement is for 
professional services.  See Appendix E for Professional Services Policy and Procedures. 

B) Sole Source of Supply  

See the definition of this term in Section 2.  Since this is an exception to competitive bidding, 
MCWA shall use the following tests and procedures to confirm the existence of a Sole 
Source of Supply:  

The applicable department shall compile reasonable proof that an item is available only 
from a sole source.  Examples include: 

 A single vendor for a product. 

 Evidence that other companies (public and/or private) have also found just a single 
vendor. 

 Evidence that substitute products are not satisfactory, including tests done by 
MCWA or the actual experience of other companies. 

 A certification from a Department Head that a product is available only from a sole 
source. 

Sole source purchases above $5,000 shall be approved by the Director of Finance (or 
Designee) and Business Services.  Sole source purchases above $15,000 shall be approved by 
the Board of Directors. 

i. Identify on Requisition 

To requisition sole source items, the Department shall identify them as such. 

ii. Verification 

Purchasing shall require the department provide written documentation from vendor 
verifying the existence of a Sole Source of Supply.  Verification shall be dated within 
the current year. 

C) Blanket Purchase Orders 

i. Requisitions shall specify the amount requested, the term and the purpose of the 
requisition. 

ii. Purchasing shall maintain a list of acceptable vendors for small items such as 
hardware, paint and miscellaneous building materials.  Since the cost of these items is 
relatively uniform, the vendors shall be chosen primarily on the basis of stock 
selection, brand names and proximity to the General Office, Shoremont and any other 
facilities. 

iii. Blanket Purchase Orders shall generally be issued to vendors in amounts up to 
$15,000/year as specified by the Department Head and for periods not greater than 12 
months at a time.  When a Blanket Purchase Order is anticipated to be over $15,000, it 
must first be approved by the Board of Directors.  Multiple items of the same or similar 
nature can be purchased as long as their total cost does not exceed $1,000 including 
freight.  A written quote should be obtained from selected vendor when possible. 
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iv. Blanket purchases over $1,000 require approval from Purchasing. 

v. Purchasing shall review all blanket purchases in order to coordinate and consolidate 
purchases that are better made through the use of an annual Commodity Order or 
public bid. 

vi. The person using a Blanket Purchase Order shall obtain the price at the time of the 
purchase, indicate such on the receiving slip, place account and P.O. numbers on the 
slip, and have it signed by an authorized purchaser before forwarding it to Purchasing.  
Each department shall keep a log of purchases made and any balance remaining to 
date.  This log shall be sent to Purchasing along with the green copy of the Purchase 
order when complete. 

D) Commodity Purchase Orders 

i. Personnel shall submit Requisitions to Purchasing, including estimates of usage, 
detailed specifications, and suggested vendors. 

ii. Purchasing shall issue a Purchase Order based upon prices received by quote or bid.  
Purchase Orders shall be good for up to one year.  Commodity Orders in which prices 
are obtained by a quote can be extended for an additional two one-year terms.  
Commodity Orders in which prices are obtained by public bid can be extended for up 
to an additional four one-year terms.   

iii. The authorized purchaser shall code the receiving slip with account and P.O. numbers 
and have invoices approved. 

E) Emergency Purchase Orders 

i. The Manager on duty may authorize purchases for emergencies that occur on 
weekends or outside normal working hours. 

ii. If possible, MCWA personnel shall seek to secure verbal Quotations and, if at all 
possible, use vendors and contractors whose prices and hourly rates are known to be 
the lowest. 

iii. MCWA personnel shall forward a purchase requisition to Purchasing as soon as 
practical after an emergency order.  Purchasing and the Director of Finance and 
Business Services shall review confirming purchase requisitions on a regular basis for 
compliance with the emergency requirement. 

iv. For emergencies occurring during normal working hours that require immediate and 
direct contact with a vendor, Purchasing shall issue a Purchase Order number.  This 
will not preclude a particular department contacting a vendor to obtain specifications, 
information, catalog numbers, etc. 

F) State, County, & Other Purchasing Contracts 

i. Eliminates Need to Bid 

Many items are available on New York State, Monroe County, or other authorized 
contracts.  The use of  contract pricing eliminates the need to bid or quote these items. 

ii. On File 

Purchasing shall maintain a list of vendors having these contracts. 
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iii. Best Interest 

Purchasing may quote or bid any item on an authorized purchasing contract if it is in 
the best interests of MCWA to do so. 

iv. Terms 

Terms, including delivery, shall also be considered prior to ordering. 

G) Contracts, Agreements for Services, and Prevailing Wage 

i. Types of Services 

Any department requiring a service that is not professional in nature shall prepare a 
requisition, including detailed terms, conditions and specifications.  Purchasing shall 
then either quote or bid (except as noted in Appendix C) the service. 

Examples of "services" are as follows: 

 Janitorial Services 
 Typewriter Maintenance 
 Microfilming 
 Tree Removal 
 Lawn Maintenance 

Requisitions should be as complete as possible so that the RFQ/P can identify the 
services needed. 

ii. Prevailing Wage Rates 

Public work contractors must agree to comply with the provisions of the New York 
State Labor Law Article 8 – Public Work and Article 9 – Maintenance Work relating to 
the payment of prevailing wage rates to the extent that such rules may be applicable to 
the contractor.  Wage rates may be obtained from the Labor Board’s website at 
www.labor.state.ny.us. 

These rates are also applicable to work performed meeting all of the following 
requirements:  

a. Article 9 work performed on site if over $1,500; all Article 8 work is covered; 
b. When using a “tool” to perform work; 
c. Working on anything attached to building structure; and 
d. If not the sole proprietor of the business. 

Every contractor and subcontractor shall submit, within thirty days after issuance of its 
first payroll and with each payment request, a transcript of the original payrolls 
subscribed and affirmed as true under penalty of perjury.  MCWA shall maintain such 
payrolls for five years and invoices shall not be paid until these payroll records are 
received and final Prevailing Wage Payroll Certification (Exhibit 8) is completed  

iii. Certificate of Insurance  

Any work performed on MCWA property or MCWA jobs must meet insurance 
requirements and provide proof of insurance by submitting a completed Standard 
Insurance Certificate. 
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H) Credit/Purchasing Cards 

MCWA will use credit/purchasing cards for purchases that are difficult to make in any 
other way, and are not to be used to circumvent MCWA’s Purchasing & Procurement 
Guidelines.  

1. General rules for the use of any credit/purchasing cards are as follows: 

a. Cards shall not be used for personal purchases of any kind.  Use of these cards for 
personal purchases or expenses with the intention of reimbursing MCWA is 
prohibited. 

b. Whenever possible, all purchases made with these cards shall be paid for within 
the grace period so that no interest charges or penalties will accrue. 

c. Cardholders shall take measures necessary to safeguard the security of the credit 
card and the card number. 

i. If a credit card is lost or stolen, it shall be reported to the appropriate 
department head immediately after discovery. 

d. Lack of proper documentation or authorization may result in the loss of the 
Authority-issued credit card and/or personal liability. 

e. Any misuse of a MCWA credit card by an unauthorized employee may result in 
loss of credit card and/or disciplinary action up to and including termination of 
employment. 

f. Cardholders will verify that the goods or services are allowable and must secure 
appropriate approvals. 

i. Cardholders should determine if the intended purchase is within the 
cardholder’s credit card limit. 

ii. Cardholders are responsible for managing any returns or exchanges to obtain 
proper credit for returned merchandise.  The cardholder should contact the 
vendor to obtain instructions for returns and make sure the proper credit is 
applied to the card on which it was charged.  No cash refunds are allowed. 

g. All receipts related to the purchase need to be approved by the Department 
Head/designee. 

h. Use proof of New York State Tax Exemption. 

i. Follow procedures for obtaining quotes for purchases over $500. 

j. Upon separation of employment, cardholders shall surrender their MCWA credit 
cards to the appropriate department head on or before their last day of work and 
prior to issuance of final compensation to the cardholder. 

k. Phone, fax and internet purchases must follow the same procedures as in-person 
purchases. 

l. In addition, random reviews may be conducted for both card activity and receipt 
retention as well as statement review by the Finance & Business Services 
department.  The detailed activity may also be reviewed by MCWA’s independent 
auditing firm.  Purchasing will review and update master credit card lists on an 
annual basis. 
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2. Store Credit Cards 

MCWA uses a variety of store-issued "Charge Cards" to facilitate day-to-day 
operations.  Current cards include those for Lowes, Home Depot, and Staples.  
MCWA store credit cards will be issued in the employee’s name as authorized by the 
Department Head and may be used for the following purposes:  a) materials, b) 
supplies, and c) equipment only if a purchase order cannot be issued.  Charges for 
supplies and equipment shall not exceed $1,000 per purchase without approval from 
the Department Head or their designee.  Supervisors or Department Heads are 
required to authorize payment of any charges made by employees designated to use a 
credit card. Splitting up charges to avoid the transaction limit set for the credit card 
is prohibited.  When providing receipts for payment, employees must clearly print 
their name on the receipt. 

3. American Express/VISA/MasterCard Credit Cards 

The Executive Director may approve issuance of American Express Purchasing 
Cards, MasterCards, and VISA Credit Cards to the following MCWA personnel in the 
employee’s name: 

 Executive Director; 
 Assistant to the Executive Director; 
 Director of Engineering/Civil Engineer; 
 Executive Director of Operations;  
 Director of Facilities & Fleet Maintenance; 
 Director of Finance & Business Services; 
 Director of Production & Transmission;  
 Secretary to the Board; and 
 Purchasing Manager. 

MCWA shall use these cards for purchases that are difficult to make in any other 
way, as a convenience for travel and seminars, and for other appropriate purposes. 

a. These cards shall be used and controlled by the cardholders listed above. 
b. All purchases shall require appropriate Department Head approvals and 

receipts. 
c. Depending on the nature of the items purchased, use of these cards may be 

subject to the normal competitive pricing requirement where applicable. 
d. Prior to any purchase, department personnel shall obtain appropriate approvals.  

A completed Credit Card Pre-Approval Form (see Exhibit 5) shall be submitted 
to the Department Head.  All purchases shall be evidenced by a receipt.  

e. Each department will reconcile the credit card statement to the receipts 
forwarded by the employee making purchases. 

f. The Credit Card Transaction Detail Form (see Exhibit 6) must be completed for 
each department and submitted upon request for monthly reconciliation 
purposes.  This form can be found on the MCWA Network in the Public folder 
by following this path: \\Mcwa\public\Finance\Credit Card Purchases 
Forms\Credit Card Transaction Detail Form 

I) MBE/WBE 

Participation by Minority Group Members and Women with Respect to State Contracts:  
MCWA is considered a state agency under Article 15-A for the purpose of implementing 
Women and Minority Business Enterprise (W/MBE) and Equal Opportunity Employment 
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(EEO) programs.  See Appendix A for applicable Minority and Women Business Enterprises 
procedures. 
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EXHIBIT 1 - Purchase Requisition - Front 
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Purchase Requisition – Back 
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EXHIBIT 2 - Purchase Order – Front 
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Purchase Order - Back 
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EXHIBIT 3 - Petty Cash Disbursement Receipt 
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EXHIBIT 4 - Payment Authorization 
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EXHIBIT 5 – Credit Card Pre-Approval Form 
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EXHIBIT 6 – Credit Card Transaction Detail 
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EXHIBIT 7 - Change Order Form 
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EXHIBIT 8 – Prevailing Wage Payroll Certification 
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