Procurement Instructions for Authorized Users

The following procurement instructions for Authorized Users shall be published on the OGS
website for the resultant Contract Award as a stand-alone document separate from the Contract.
OGS reserves the right to change the instructions in the stand-alone document, once published,
in non-material and substantive ways without seeking a Contract amendment.

A. Each Contractor’s approved pricing will be posted on the OGS website so that Authorized
Users can find Contract pricing information, Contractor contact information, prompt payment
discounts and NYS Purchasing Card information.

B. When utilizing the Contract(s), the Authorized User should be familiar with and follow the
terms and conditions governing its use. The Authorized User is responsible for compliance
with the requirements of public procurement processes. The Authorized User, when
purchasing from OGS Contracts, should also hold the Contractor accountable for compliance
with Contract terms, conditions, specifications, and other requirements.

Authorized Users have the responsibility to document purchases which should include:
a. A statement of need and associated requirements;
b. Obtaining all necessary prior approvals;
c. Asummary of the Contract alternatives considered for the purchase, if any; and
d. The reasons supporting the resulting purchase (e.g., show that the selection among

multiple Contracts at the time of purchase was the most practical and economical
alternative and was in the best interests of the State).

C. All State agencies, political subdivisions, and public benefit corporations (which include most
public authorities) having their own purchasing agency are required to purchase approved
products and services from Preferred Sources in accordance with § 162 and § 163 of the
New York State Finance Law.

Before proceeding with their purchase, such Authorized Users shall check the list of
Preferred Source Program offerings for Products that meet the form, function, and utility
required.

These Authorized Users are reminded that they must comply with State Finance Law § 162,
which requires that they afford first priority to the commodities and services of Preferred
Source suppliers, which include the Division of Correctional Industries (Corcraft), the NYS
Preferred Source Program for People who are Blind (NYSPSP), and NYS Industries for the
Disabled (NYSID), when such commodities or services meet the form, function, and utility of
the Authorized User, and the price offered by Corcraft does not exceed a reasonable fair
market price, and the price offered by NYSPSP and NYSID is within 15% of prevailing market
prices.

If a Preferred Source offering does not meet an Authorized User’s form, function, and utility,
or the Preferred Source price is more than fair market price or more than 15% above
prevailing market prices, then the Authorized User may use this Contract.

D. Authorized Users shall issue Purchase Orders, in accordance with the terms set forth in
Appendix B Purchase Orders, directly to the Contractor or the Contractor’s Authorized
Reseller (if applicable), and specify any shipping/delivery requirements, including inside
delivery and/or installation. Inside delivery and installation terms must be agreed upon at time
of order and prior to delivery. All orders should clearly note the OGS Contract Name and
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Award Number, Contract Number, and Contractor Name. Authorized users should follow up
with Contractor if they do not receive order acknowledgement within five (5) days.

E. Contractor documents which contain additional terms or conditions must receive pre-approval
by the Authorized User, in accordance with Appendix B Section 26 — Modification of Contract
Terms.

F. Upon Authorized User acceptance of Products itemized on the Purchase Order, Contractor
will invoice Authorized User for any portion of Products accepted, and accordingly, Authorized
User will arrange for payment. Contractor shall provide itemized invoicing for all Products.
See also Section 6.10 - Invoicing and Payment.
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