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Procurement

AFailure to follow the
proper procurement
olicies as outlined In
the contract will result
In the reimbursement
being rejected or
costs being
disallowed.
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The key to
procurement is

fair and open

competition.
Procurement

policies and

requirements are
outlined In
Appendix A-1 of
your contract.

Procurement




Procurement

The Kay io Make sure you
orocurernent is read your entire

fair zne ooer) contract. Your
cornoeiition, contract can be
Procurarnernt found In E-

oolicies zrcl Grants.
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Procurement

You should not
solicit bids until
you have an
executed
contract, and
your

advertisement Is
placed. However,
you can start
researching
vendors and
products.
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Depending on
Specific costs,
multiple quotes
shall be obtained
to ensure best
value. All
procurement
thresholds can
be found In

Appendix A-1 of
your contract.
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Procurement Thresholds

A Grantee can procure at its discretion.
Up to $999
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Procurement Thresholds

/Grantee must secure at least three
telephone quotes and create a record for
audit purposes.

Between
$1.,000 and
$4,999

MAocumentation to keep in grant reco
spreadsheet including the date/time
called, company name, company ph
number, who you spoke to, vendor
response, etc.




Procurement Thresholds

/Grantee must secure at least three writte
gub@4d cer sendon’s svaéamaloandrsains
Between record of the procurement process for audi

eNo[0[0f:Tslc N purposes.

$9,999

Mocumentation to keep in grant records: All
guotes received and all scoring evaluations
showing why the vendor was selected.
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$10,000 and
above

Procurement Thresholds

Must use the competitive bidding process. At a mini
competitive bidding process must incorporate the follo

A

A
A
A

To T

Open and fair advertisement
The same information should be provided to all intereste
vendors
Reasonable deadlines
Sealed bids

U Retained until predetermined opening date

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

than one person) who will certify the process

U All bids MUST be evaluated
Develop a scoring methodology before bids are opened
Maintain a record of the competitive procurement process
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rocurement: Tips on Competitive Procurement Proces:

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

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

i Do not break projects (budget lines in contract) inte smaller, pieces to circumvent the ”
procurement rules.

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

New | Homeland Sec
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Use a generic e-mail address so
you - donot attrac
attention.

Sample Advertisement

“A nonprofit organization in (your City) is seeking sealed bids for the
sale and installation of security related enhancements. The project
includes: (in general, list the equipment you wish to have installed, i.e.)

installation of Closed-Circuit Television equipment. The selection criteria Bids cannot be accepted
will be based on (include your selection criteria, i.e.) knowledge of : .
surveillance and security, adherence to projected work schedule, prior before the advertisement is

experience, references, and cost. Specifications and bid requirements plaC ed.
can be obtained by contacting us at @gmail.com.”

All interested firms will be required to sign for the proposal documents
and provide a primary contact, telephone, and email address. F 2 Deadlines must be reasonable
Bids will be accepted until on . Bids will not be § (@minimum of three weeks Is
accepted after the bid deadline.” == recommended )




ocurement: Tips for Advertising

AYou are encouraged to utilize

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

AKeep a copy. of the
advertisement.

more than one form of media.

|: N ‘ Ai/

Reasonable Period of Time

AA minimum of 3 days is

recommended.

A A weekly newspaper

meets the 3-day
recommendation.

What's Not Appropriate

o

Advertising only:

Ato special interest groups
Ain religious periodicals
Ain another language

Athrough'internally
generated mailings and
publications
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After the project(s) has been advertised and vendors reach out for more information, you must give an

ALL interested vendors.

An RFP contains
specifications and bid
reguirements 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 REP.

Include any other. pertinent
Information you are requesting
In the REP (references, work

schedule etc.).

New | Homeland Se
$TATE | and Emerge




Awards must be made in accordance with a pre-determined process I 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 Isnot always the best wvalue but you must
documentation should be kept in your grant records.)

Experience/qualifications of vendor
References
Ability to conform with projected work schedule

Your scorning methodology should be clear, and an outside

_ _ _ Bid costs must be detailed'item by item (not alump'sum
observer should see the logic behind your selection process.

amount).

&




Procurement: Restricting Competition

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

avoided:
Specifying only a
brand name product Requiring . -
Instead of allowing . A Any arbitrary action in the
nan equil Vv : )/ procurement process.
EXPErience.

product to be
offered.

*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.




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

Accepting bids from
contractors/vendors that

develop or draft Whoever completes your Employees, officers, board

specifications, risk assessment and/or o e T

reguirements, application cannot bid projects.
Statements of work, 0N your projects.
Invitations for bids or
requests for proposals.

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

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

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

A If you are eligibl_e_to use NYS OGS contract, %/ou 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.

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

U Please note, this information is not always kept on the website, so it is crucial to pr > Information
at that time.
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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 i 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.
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Grant Records: Documentatio

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.

A Complete and accurate
documentation of all
grant expenditures Is
required.

Documents must be
retained for a minimum

of 6 years from the end

of the contra
of performance,

including renewals.




Consultant Agreements

are hiring a consultant for M&A, Planning, Exercises and Contracted Security Personne

enter into a written agreement that should contain, at a minimum, the following informatio

Beginning and end date of the
agreement.

(Must be withi
period of performance)

The date the agreement was
signed by both parties

A detailed scope of the
work to be done

Invoicing / billing information:

Aperiod being billed
Adetails of work done i time and effort
reports

Ahours being charged, etc.

Hourly and overtime rates ' N‘
(it applicable) "
(/7
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GUARDS 123 Security Guard Service Agreement

This business is licensed by the New York Department of State, Division of Licensing Services (NYS LIC 5555555)

GUARDS 123 is an APPROVED NYC DCAS Non-Public School Security Provider

his Agreement, made and effective on the 28" day of February 2025 between GUARDS 123 Hereby known as (G)
hose business holds offices at 2 Ocean Drive City, NY 45678 and

ABC Grantee Whose business holds offices at 1234 Apple Lane City, NY 45678 hereby known as
(Client) doing business in the state of New York in the United States of America.

WITNESSETH:

WHEREAS, G isin the business of furnishing NY'S, certified, fully licensed, bonded, and insured professional
Security Officer services.

WHEREAS, Client, ABC Grantee. desires the services of G to address the risk of hazards to its facilities and
occupants including guests of property.

NOW THEREFORE, the parties agree as follows:

1) AFFECTED PREMISES:
G will provide Unarmed Security Officer service for the location and times herein:

Location(s):

1234 Apple Lane City, NY 45678

Days & Times: | Guard 7 Days per week ovemnight 11:00pm to 7:00am

t-Contracted Security Personnel

Date the Agreement Is
effective.

Vendor and Grantee
Information.

Address ofiwhere the
services will'be
provided.

Days and times of

services that will be
provided.




ultant Agreement-Contracted Security P

2) POST ORDERS, DUTIES, RESPONSIBILITIES and WORK METHOD:

2(a) The Security Officer’s post orders, precise duties, responsibilities and work method:

* To assist with the screening of all visitors to the premises.
* To prevent all potential trespassers from entering the premises.
*  Torespectfully inform all trespassers that they are invading private property.

A d et al I e d *  Tosafely and courteously escort all trespassers off premises.

To notify and respond appropriately to proper authorities in the event of trespasser non-compliance &
emergencies.

S C O p e Of t h e *  To assist staff of Client with their requests and orders with a high standard of comprehensiveness.
*  To Monitor Closed-circuit television camera monitors of the Client’s property if available.
W O r k to b e *  To make periodic vertical security patrols of the premise as needed.
*  To prevent and reduce liability to the Client,
d O n e . *  To maintain professional Security Officer duties at all on-duty times

2(b) Notwithstanding the foregoing, the Security Officer shall not use physical force or threat of
physical force in performing his/her duties.

February 28, 2025 Guards 123 Sccurty Guard Scervlee Agreement/ ABC Grantee Page
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Consultant Agreement-Contracted

DURATION OF THE CONTRACT:

This agreement shall remain effective for the period from February 28, 2025

through August 31, 2027,

4) TERMINATION OF AGREEMENT:
a. G may terminate this agreement by giving the Client 30 days written notice at any time,
with causes elucidated, specifying the date of termination.
b. Client may terminate this agreement by giving G 30 days written notice at any time, with
causes elucidated, specifying the date of termination.

5) POLICIES AND PROCEDURES TO SECURITY OFFICER'’S:

G's Security Officer(s) will provide and maintain security protection for the client in

accordance with the New Y ork State security guard act of 1992 policies and procedures.
Additionally the Client, subject to G’s approval (which shall not be unreasonably withheld),
may provide a printed form of “in house® policies and procedures to the Security Officer’s
deployed by G.

PAYMENT:
Client pays $70.00 per hour operational fees for 's assigned unarmed licensed Security Officer
schedules to regular workdays including Saturday’s. & Sundays.

Client pays time and a half per hour operational fees for G's assigned unarmed Security Officer
schedules for authorized holidays listed in the appendix.

6(a) PAYMENT ARRANGEMENT:
Invoices are weekly and shall be delivered by G to Client via email to be payable net 15 ora
5% of the invoice late pay fee will be charged. Payment for services rendered shall be in a
form agreeable by both G and the Client with details described in 6(b) of this agreement.
There are no_hidden costs to the Client.

G agrees above mentioned pavments include all necessary cost of service including
Employer taxes, Business Insurance, WC, Ul, DI, use of automobile, fuel and related

expenses, attire usage and its maintenance incurred while on duty. Client is not responsible to
any additional cost throughout the contract period other than the payments described herein.

ACH Deposit to Guards 123's business accounts is preferred. Company checks are accepted;

any NSF fees will be extended to the client on the next invoice.

Beginning and end date of
the agreement

(Must Dbe withi
period of performance)

Payment Information:

A Hourly rate

A Time and a half rate for
holidays or overtime

A Time period for invoices
and payments




ant Agreement-Contracted Security Pers

Extension Clause

The date the agreement was

sighed by both parties.



