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Procurement 
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proper procurement 
policies as outlined in 
the contract will result 
in the reimbursement 
being rejected or 
costs being 
disallowed.
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Up to $999

Procurement Thresholds

ÅGrantee can procure at its discretion.



Between 

$1,000 and 

$4,999

Procurement Thresholds

ÅGrantee must secure at least three 

telephone quotes and create a record for 

audit purposes.

ÅDocumentation to keep in grant records: 

spreadsheet including the date/time 

called, company name, company phone 

number, who you spoke to, vendor 

response, etc. 



Between 

$5,000 and 

$9,999

Procurement Thresholds

ÅGrantee must secure at least three written 

quotes on vendorôs stationary and maintain a 

record of the procurement process for audit 

purposes.

ÅDocumentation to keep in grant records:  All 

quotes received and all scoring evaluations 

showing why the vendor was selected.



$10,000 and 

above

Procurement Thresholds

Must use the competitive bidding process.  At a minimum, the 

competitive bidding process must incorporate the following:

Å Open and fair advertisement

Å The same information should be provided to all interested 

vendors

Å Reasonable deadlines 

Å Sealed bids 

ü Retained until predetermined opening date

ü Must be opened at one time before a committee (more 

than one person) who will certify the process

ü All bids MUST be evaluated

Å Develop a scoring methodology before bids are opened

Å Maintain a record of the competitive procurement process



When procuring items and/or services using the competitive bidding process the goal is to receive at least three 
written bids.

ü To achieve this goal, reach out to vendors once the advertisement has been placed. 

ü Do not solicit bids before an advertisement has been placed. 

Do not break projects (budget lines in contract) into smaller pieces to circumvent the 
procurement rules.

If you have questions about the competitive bidding process, please reach out to your 
Contract Representative.

Procurement: Tips on Competitive Procurement Process 



Use a generic e-mail address so 
you donôt attract unwanted 
attention.

Bids cannot be accepted 
before the advertisement is 
placed.

Deadlines must be reasonable       
(a minimum of three weeks is 
recommended).

Procurement: Sample Advertisement
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ÅYou are encouraged to utilize 
more than one form of media.

ÅIn addition to your local 
newspaper, you may 
advertise in other 
newspapers, trade journals 
and online. 

ÅKeep a copy of the 
advertisement. 
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ÅA minimum of 3 days is 
recommended.

ÅA weekly newspaper 
meets the 3-day 
recommendation. 
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te Advertising only:

Åto special interest groups

Åin religious periodicals 

Åin another language

Åthrough internally 
generated mailings and 
publications

Procurement: Tips for Advertising



Procurement: Request for Proposals (RFP)
After the project(s) has been advertised and vendors reach out for more information, you must give an RFP to 

ALL interested vendors. 

An RFP contains 
specifications and bid 
requirements on your 

project(s) so you can receive a 
thorough bid from the vendor.

All vendors must be given the 
same RFP and 

information/opportunity. 

Vendors can bid on all or part 
of the RFP and the bid must 
match the breakdown of the 

projects in the RFP. 

Include any other pertinent 
information you are requesting 
in the RFP  (references, work 

schedule etc.).



Awards must be made in accordance with a pre-determined process ï scoring criteria must be established 
before the bids are opened. Scoring methodology and bid evaluations must be in writing.

You may award the contract to the lowest responsible bidder or on the basis of best value, which may include the following 
elements:

Cost (Lowest price isnôt always the best value but you must be able to explain why the lowest bidder wasnôt selected.  All 
documentation should be kept in your grant records.)

Experience/qualifications of vendor

References

Ability to conform with projected work schedule 

Your scoring methodology should be clear, and an outside 
observer should see the logic behind your selection process.

Bid costs must be detailed item by item (not a lump sum 
amount).

Procurement: Evaluating the Bids



Procurement: Restricting Competition

FEMA considers these actions to be restrictive of competition and should be 
avoided:

Specifying only a 
brand name product 
instead of allowing 
ñan equivalentò 
product to be 

offered. 

Requiring 
unnecessary 
experience. 

Any arbitrary action in the 
procurement process.

*The list above is an illustrative and non-exhaustive list, such that FEMA may consider 

other situations as restrictive of competition, even if they are not specifically listed.



Procurement: Avoiding Conflicts of Interest

Your organization must ensure that procurements are free from 
organizational conflicts of interest. 

Accepting bids from 
contractors/vendors that 

develop or draft 
specifications, 
requirements, 

statements of work, 
invitations for bids or 

requests for proposals. 

Whoever completes your 
risk assessment and/or 
application cannot bid 

on your projects.

Employees, officers, board 
members (including immediate 

family) cannot bid on your 
projects.

*The list above is an illustrative and non-exhaustive list, such that FEMA may consider 

other situations as restrictive of competition, even if they are not specifically listed.



Procurement: State Contract Purchasing

The NYS Office of General Services (OGS) awards contracts on the basis of lowest price and/or on the basis 
of best value, to a responsive and responsible offer.

Å You must ensure your eligibility to purchase from NYS OGS by going to: 
https://ogs.ny.gov/procurement/ogs-procurement-services-centralized-contract-eligibility-application and 
complete the form.

ü You can also visit their website at:  https://ogs.ny.gov/procurement/ogs-centralized-contracts.

Å If you are eligible to use NYS OGS contract, you should demonstrate price reasonableness and ensure the 
best value by obtaining at a minimum three quotes/bids.  You can negotiate with vendors to get the best price. 

Å You must save a copy of a NYS OGS contract with your grant file for auditing and monitoring  purposes. 
You must also keep copies of the OGS Award Notification (including award number and contract period), 
OGS vendor listing, and price list of the vendor selected.

ü Please note, this information is not always kept on the website, so it is crucial to print/save information 
at that time. 

https://ogs.ny.gov/procurement/ogs-procurement-services-centralized-contract-eligibility-application
https://ogs.ny.gov/procurement/ogs-centralized-contracts


Procurement:  Tips for Managing Multiple Awards

Each grant contract must be accounted for separately ï no commingling.

Expenditures for each grant contract must be cross-referenced to supporting source documents 
(procurement records, purchase orders, contracts, invoices, etc.).

Bids and invoices must be detailed and be reconcilable with each other.

A separate folder must be kept for each grant contract award with all the documents associated 
with the grant contract.



Internal grant management procedures

Procurement policy & procedures

Advertisement, RFP, competitive bidding 
documentation

Contracts, invoices, fiscal forms

Receiving or packing slips

Proof of payment, cancelled checks, EFT

Consultant agreement and time and effort reports.

Grant Records: Documentation 

Å Complete and accurate 

documentation of all 

grant expenditures is 

required.

Å Documents must be 

retained for a minimum 

of 6 years from the end 

of the contractôs period 

of performance, 

including renewals.



Consultant Agreements
If you are hiring a consultant for M&A, Planning, Exercises and Contracted Security Personnel, you 

must enter into a written agreement that should contain, at a minimum, the following information:

The date the agreement was 
signed by both parties

Beginning and end date of the 
agreement. 

(Must be within the grantôs 
period of performance)

A detailed scope of the 
work to be done

Hourly and overtime rates 

(if applicable)

Invoicing / billing information:

Åperiod being billed

Ådetails of work done ïtime and effort 
reports 

Åhours being charged, etc.



Address of where the 

services will be 

provided.

Days and times of 

services that will be 

provided.

Date the Agreement is 

effective. 

Vendor and Grantee 

Information.

Consultant Agreement-Contracted Security Personnel



A detailed 

scope of the 

work to be 

done.

Consultant Agreement-Contracted Security Personnel



Payment Information:  

Å Hourly rate

Å Time and a half rate for 

holidays or overtime

Å Time period for invoices 

and payments

Beginning and end date of 

the agreement

(Must be within the grantôs 

period of performance)

Consultant Agreement-Contracted Security Personnel



Consultant Agreement-Contracted Security Personnel

Extension Clause

The date the agreement was 

signed by both parties.


