HAWN MEMORIAL LIBRARY
Procurement Policy

To ensure compliance with NYS applicable laws and regulations and prudent stewardship of
taxpayer money, Hawn Library Board of Trustees has determined the following procedures to
be necessary. This policy should be reviewed annually

Procurement (System Procurement) refers to the purchase of goods and services necessary for
operation of the library.

Conditional procurement refers to use of funds from a grant or other controlled source that
are subject to the terms of that controlled source.

Emergency procurement is one where an urgent and unexpected situation occurs when health
and safety or the conservation of public resources is at risk. These situations may justify
adjusting adherence to this policy.

Cooperative Procurement is a purchase for member or members and is subject to certain state
laws and follows the current “New York State Procurement Guidelines” pursuant to State
Finance Law 161 (2)(d). Hawn Memorial Library is a member of North Country Library System
(NCLS) whose Procurement Policy covers these purchases and services, we shall consider that
any items or services acquired by Hawn through NCLS have met the legal requirements of this
law. Other Cooperative procurements shall be verified by the board and proper substantiation
shall be required. An exception for items that are only available through this source (sole
source) can be made by written verification.

Sole source procurement is limited use of competitive bidding due to the documented unique
qualities of the need and the vendor.

Bid (proposal) is a set of proposed terms provided by a vender in response to an RFP.
Quote is a price and purchase terms provided by a vender valid for a limited time.

Request for proposals (RFP) is a document created by the library to state the terms of a
procurement need.

Requisition is internal authorization describing a need and authorizing initiation of
procurement process. Purchase order is a document signifying acceptance of a quote, bid or
proposal.

Preferred source is a source for certain types of cooperative procurement.

Contract term threshold defines the contract duration and any renewal terms created by
certain parameters and procedures. These include 1. Fixed term contract when no renewals
are anticipated and can be written for terms up to five years. 2. Multiyear contract refers to
service delivery contracts to avoid annual renewals and it results in savings or other benefit to
the library. 3. Simplified renewal agreements that do not meet the requirements of multiyear



agreements, but offer service providers confidence that Hawn Library intends to continue the
contract beyond the initial period, but renewal requires the passage of a future budget.

Emergencies

In the event of an emergency that meets the standards of an unexpected and urgent situation,
where health and public safety or the conservation of public resources are at risk, every effort
should be made to obtain two oral quotes.

Sales Tax

Care shall be taken to ensure that exemption from sales tax is honored in all purchases, quotes
and bids.

Document Retention

A retention file shall be established, that includes a copy of the purchase order, records of
quotes/bids price analysis, packing slip, invoice, vendor claim form, and check or voucher
number, for each purchase. If it is a sole or single source procurement or the low bidder is not
chosen, adequate justification for price paid is required.

Documentation showing compliance with this policy shall be retained for seven years. For all
but original copies of contracts, electronic storage may be used if it meets the seven year
requirement.

Conflict of Interest

Every phase of procurement shall be in full compliance with the library’s conflict of interest
policy.

The director may authorize purchases up to $500. and up to $2000.00 with approval from the
executive committee, or two members of the executive committee and two other board
members. All other purchases, except for emergency purchases, shall be approved by the
board at a duly called regular or special meeting of trustee



Purchasing Thresholds Requirements

Dollar Amount Quote Requisition Payment Options
Of Purchase Requirements Requirements
Less than S5000. No quote Yes Petty Cash under $50.

Vendor invoice

Library credit card

$5000.-$100,000. Minimum of 3 Yes Invoice, PO &
Written price supporting delivery
quotes documents
Over $100,000 Formal bid Invoice, PO &
Process Yes supporting delivery
documents
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