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•  With the single exception of requesting pricing, please DO NOT call vendors. Should you 
need information from the Vendor, contact the Business office.  

• District is REQUIRED to attempt filling of any order through NYS Preferred Sources, such as 
CORCRAFT. We will apply the form, function and utility standard defined by NYS 
Procurement Source Guidelines in determining suitability of substitute item. 

• For products available under state contract, and which are also available from another 
source below the State contract price, no further quotes are required provided the product is 
the same brand and model and below the $10,000 bid threshold. Be sure to provide a copy 
of the state contract price sheet. 

 
 
 

FOR ITEMS NOT ON STATE CONTRACT, THE FOLLOWING APPLIES 
 

 
Estimated Amount         Procedure/     
of Purchase   Requirements    Responsibility 
   
Less than $500  At least two (2) catalog or price  Obtained by originator 
    sheet comparisons. 
 
$501 - $1,500   Two verbal quotations, name of  Obtained by originator.  The  
     vendor and date of quote.   originator must indicate on 
          the purchase requisition 
          form the basis for the 
          determination that the  
          suggested vendor be used 
 
$1,501 - $4,000  Three (3) verbal or written    Obtained by the School 

quotations, name    Business Official 
    of vendor and date of quote     
           
 
$4,001 - $10,000  Three formal written quotations  Obtained by the School 

      Business Official 
 
 
In excess of $10,000  Publicly advertised bids in    Obtained by the School 
    accordance with General   Business Official 
    Municipal Law 
 
 
           



Check List for Administrators and Supervisors 
 
As someone responsible for a budget, it is your responsibility to carefully check each 
purchase request for the following: 

 Review the purchase request for accuracy. Apply the form, function 
and utility standard. (see below)  i.e. Does someone really need 
$35 pens? 

 Are the Account Codes correct? 

 Does the Originator have enough funds available? 

 Is the Vendor on State Contract? 

• Have we checked Preferred Sources? 

• If not, why are we not using a Vendor on State Contract?  

• Has the originator included correct documentation & 
justification? 

 Has 15 % Shipping been included? 

 If originator is using a discount code, is it valid? (Discount codes 
expire. A code valid in January is not necessarily valid in July. Any 
additional expense due to an invalid code will be debited from the 
account. If no funds are available, any additional amount will be 
debited from your 479 line.) 

 

Form, Function and Utility Standard 
The Accounting office and Purchasing Agent are required to apply the form, function 
and utility standard developed by the NYS Procurement Source Guidelines to all 
purchases and attempt to fill the order through a preferred source. To apply the form, 
function and utility standard, the agency should define the commodity in terms of the 
minimum essential requirements which will meet its needs. Every effort should be 
made to purchase from the preferred source so long as the item meets the agency’s 
needs. Requirements may include quantity, quality, delivery, performance standards 
and compatibility, among others. Requirements should not be inflated or overstated to 
eliminate preferred source suppliers; nor should an agency acquire a preferred source 
product which is materially unsuited to the needs of the agency. 

In making the form, function and utility determination, administrators and supervisors 
should consider the following: 



• Does the commodity offered by a preferred source or lowest bidder meet 
department specifications or industry standards? 

• Are there deviations from specifications of the commodity that will suffice or 
substantially meet the minimum requirements for form and function? 

 


