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“hairman Freedman submitted the following report after the meeting:
AGENDA

1. Presentation of Purchasing Internal Audit Report FYE 2012-2014 (City and SWPCA): Chairman Freedman
opened the meeting at 6: 05, citing its purpose as noted and turned the presentation over to Internal Auditor Teresa
Viscariello. Ms. Viscariello reviewed an Audit Report of the Purchasing Process that she conducted in accordance with
the Purchasing Ordinance. Ms. Viscariello reported on 8 recommendations, of which 5 were cited as high priority and 3
as medium. Director of Administration Handler, Purchasing Agent Aveni & Controller Yanik were all on hand to
provide their response to their areas where recommendations were made. The Committee reviewed this report and then
adjourned this meeting at 6: 32 PM (Also, see executive summary of report, attached.)

The Audit Committee of the Board of Finance conducted a meeting for the above stated purpose at the
Stamford Government Center on Thursday, October 8, 2015 from 6:05-6:32 PM

*Note: Due to a recording system malfunction, the video portion of this meeting did not record. The andio portion was
recorded by an alternate source and the City’s IT department is working on setting this up on the City’s website.

Thursday, October 8, 2015

6:00 PM
Richard Freedman, Audit Committee Chair Gerald Bosak, Jr./John J. Louizos, Members
co:.. Mayor David Martin David Yanik, Controller
*  Michael Handler, Director of Administration Ermnie Orgera, Director of Operations
Kathryn Emmett, Director of Legal Affairs Karen Vitale Asst. Controller

Lou Casolo, City Engineer Beverly Aveni, City Purchasing Agent



Randall Skigen, President, Board of Representatives Donna Loglisci, City and Town Clerk
Jim Hricay, Director of OPM



City of Stamford Audit Committee
Executive Summary of Internal Purchasing Audit Results FYE (2012-2014)
Date: Wednesday, October 07, 2015

* See amended item 6&7 below from OPM & Purchasing Agent.

ltermn #

Priotity
Level

Internal Audit Recommenﬂations

City's Department Responses

OPM & Purchasing Agent

Controller's Office

a.) Best practice would be io request from
all vendors in conjunction with input of the
vendor master file changes or updates a
completed and signed "IRS W-9" or
"Substitute W-g" forms. Incomplete forms
should not be entered,

b.) City should consider implementing a
process to authenticate vendor provide "IRS
W-g" or "Substitute W-9" forms through IRS
TIN matching program website.

Cnly fully completed new
vendor forms ara o be
processed. Incomplete
forms should not be entered.
We will rernind all parties of
the need to be diligent in this
process.

N/A

Process change should be implemented on
the purchasing checkiist form to indicate
alternative payment accommedation and
evaluated regularly.

Inactive contract appears to
be an error and will work to
ensure contract infermation
is current.

Issue will be reviewed
in conjunction with
transition process to
alternative payment,
including ACH.

6&7

The Purchasing Agent should wark with
City's Controiler and Legal Department to
propose an amendment to current policy and
procedure manual to permit under certain
circumstances up to a 10% variance in the
dollar amount of invoices submitted to
accounts payable to avoid being in viclation
of the purchasing ordinance threshold
amounts.

* Amounts above purchase
order need to be authorized
by the Purchasing Agent.

System controls

within H.T.E software
application require
matching of amounts
receivaed and ordered
before purchase order
can be closed.

"| Purchasing agent can

always revise the PO
to accommodate
minimal overages that
are acceptable to the
Depariment Manager,

Specific language on responsibilities/duties
of committee members who are asked to
serve on behalf of the city in evaluating any
proposals recelved should be required to
disclose any potential for "conflict of
interest".

We do agree with an
acknowledgement or
"ground rules" form and will
work with the legal
department to develop such
a form for {uture RFP
selection committees for
participant to sign. Note as
of 8-18-2015, the City's
Purchasing Agent has been
using the "RFP Evaluation
Committee Conflict of
Interest Certification” form
which requires evaiuation
committee participanis to
certify that they have no
known or foreseeable
conflicts of or bias and
include certification of
confidentiality for all RFP.

N/A
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City of Stamford (City & SWPCA Operating & Capital Purchases)
Internal Audit Review of Purchasing Department
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QOverview:

In conjunction with City's Intemal Audit Plan for fiscal 2014/2015 and in compliance with
the requirements of the City of Stamford Charter 23, Article I, Section 18.9 Audit “The
purchasing process shall be audited every three (3) years by the City's Internal Auditor”,
The last purchasing ordinance audit report was completed in January 2011,

" The objective of this internal audit was to determine whether the City (including the
SWPCA but excluding the BOE) have policies and procedures in place and are in

Ordinance which regulates and govems the City's purchasing of supplies, materials,
equipment, and professional services. A separate interna! audit compliance report for
the procurement of operational expenditures for the City’s Board of Education will
follow.

The internal audit was conducted in accordance with generally accepted government
auditing standards. Those standards required that we plan and perform sufficient
appropriate evidence to provide a reasonable basis for the findings and
recommendations based on the intemnal audit objectives,

Background:

The City's Purchasing Ordinance was adopted on April 1, 1991, and enacted on
October 7, 1991. There have been three amendments to the Ordinance: on February 1,
1991, April 4, 2001 and November 22, 2014.

On November 5, 2014 the City's legislative body (Board of Representatives) approved
and passed an amendment to Charter (Chapter 23, Article I), Code of Ordinance No.
1177 effective November 22, 2014. The new purchasing ordinance contains updated
language and new mandates (See Exhibit A-1),

Our audit was conducted in accordance with the previous municipal purchase ordinance
No. 955 language and regulations in effect during the last three fiscal years ending June
30, 2012, June 30, 2013, and June 30, 2014. In addition, this internal audit was
conducted in accordance with the City Legal Counsel Opinion memo for WPCA Bid
Waivers process, dated 5-13-1999. (See Exhibit A-3)

The City’s Purchasing Department is responsible primarily for administering centralized
purchases for items such as:

< Supplies,

< Materials,

< Equipment, and

% Professional services related to operational and capital expenditures of the City
and SWPCA and capital expenditures for the Board of Education.
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% Professional services related to operational expenditures for the Board of
Education are currently the responsibility of Board of Education Purchasing
Department. .

The City's Corporation Counsel, with written consent of the Mayor, may prepare all
forms of contracts and employ counsel/or experts as designated to assist in conducting
important cases it deems necessary. In addition, corporation counsel acts as the legal
advisor to the City, Mayor, Board of Representatives, Finance, and Education and all
other officers, departments, commissions, authorities, and agencies as required by
ordinance. (See Exhibit A-2),

Oversight of the City's Purchasing Department falls under the Office of Administration’s
Office of Policy and Management.
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Findings and Recommendations
High priority level:

1. Findings:

a) in the contract data base system, Bid No. #6263, North Atlantic Hauling
was incorrectly flagged as “inactive” status, Direct Disbursements
and Wire Transfers transactions do not get processed through the
purchasing department so there is the risk that they may circumvent
city purchasing requirements.

Our audit revealed that Bid No #6283, North Atlantic Hauling appeared to be
identified as an “inactive” contract in the contract database system. Further inquiry
and discussion revealed that the relevant Department Manager had worked out
alternative payment accommodations for this vendor. Wire transfer remittances do
not require a purchase requisition nor a purchase order to be generated. The
Purchasing Department was unaware that this had occurred and in the absence of
any communication from the Department Manager switched the status in the
contract database system. There was no indication in the purchasing contract file of
any email or contract termination letter indicating this alternative payment
accommodation was in place.

b) Once this contract was flagged as “inactive” in the contracts database
the system automatically shuts off the generation of vendor extension
letters.

Extension option letters are usually provided to the relevant department manager.
The Department Manager was unaware of the switch in the contract database
system and had not seen any correspondence from the purchasing department's
Contracts Compliance Officer with regard to any extension letier. This prompted the
Department Manager to contact the Contracts Compliance Officer and ask for a
review of the contract file while intemal audit was conducting its purchasing audit. A
follow up email was send to the Contracts Compliance Officer by the Department
Manager to correct the contract's status. (See Exhibit B-1)

Recommendations:

1.a) A memo addressing the need for the altemnative payment accommodation
should have been sent to the Contracts Compliance Officer by the Department
Manager indicating the contract should remain on “active” status. Process change
should be implemented to include a new check marker either on the purchasing
checklist form or a memo approved and provided by the appropriate Department
Manager indicating the contract is still active with an altemative payment method.

This revised policy and procedure should be evaluated regularly.
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1.b) Purchasing department should create and run a report with the assistance of
the City’s technology department of all contract data base expiring contracts and
“inactive” contracts at the end of every month and request all department managers
to confim the “inactive” contracts and if no responses make the switch by a required
deadline. The manager's responsible could quickly review and potentially catch any
inaccuracies on a regular basis.

Responses:

Per the City's Director of OPM and Purchasing Agent:

1.8} The contract database does not include payment terms and the inactive
status of the contract appears to be an error. The North Atlantic Hauling
contract was aiways active and should not have been listed as inactive. We
will work to ensure contract information is current.

1.b) Vendors (such as North Atlantic Hauling) with ACH payment terms are issued
purchase orders. After a purchase order is issued, payment and distribution of
payment is under the purview of the Controller’s Office.

A purchase order should be in place at the start of each fiscal year and should
be decreased each time a wire transfer is made. Purchasing Agent is aware
that all wire transfers are approved by the City’s Director of Administration and
Controller.

Per the City’s Controlier:

1.a/b) Controller's Office is in the process of transitioning to alternate payment
methods, including ACH. Issue will be reviewed in conjunction with that
transition.

2. Findings:

Observation was made that there were a number of City (City/SWPCA/BOE)
new/create ‘“Vendor” forms that did not have the required documented
support such as; vendors TIN (taxpayer identification number), nor an
attached “IRS W-8” or “Substitute W-9" form.

Recommendations:

2.a) The IRS requires entitiestbusinesses to obtain W-9 forms when making
inventory or  services purchases from a vendor to validate the vendor's TIN. When
an entity/business pays an independent vendor/contractor $600 or more over the
course of a tax year, it is required to report these payments to the IRS on
information retum called form 4$099-MISC. Entities/businesses use the name,
address and Social Security or tax identification number from form W-9 to complete
form 1099-MISC.

As a preventative measure to deter the creation of fictitious vendors, a policy should
be put in place by the City's Purchasing Department that would require all new
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vendors/contractors to provide and attach a completed and signed “IRS W-9" or
“Substitute W-9” for. Best practice would be to request form from vendors in
conjunction with the input of the vendor master file change or updates, as well. (See
Samples ) &ll). The “IRS W-9” or “Substitute W-9" form certifies that a vendor

has a valid TIN. Without a signature, there is no certification. Both the person filling
it out and the entity receiving the completed form must guard the form carefully to
protect against identity theft. You have to obtain this form only once from each
vendor unless its business information has changed.

2.b) In addition, the City should consider implementing a process to verify the
authenticity of ali TIN and EIN numbers that were provided to the city either on the
“IRS W-9" or “Substitute W-9" form. This verification process can be done for both
the TIN and EIN number on file through the IRS TIN matching program website,
currently a free service.

TIN Matching users can submit instant response for up to 25 TIN/Name
combinations and bulk electronic files with up to 100,000 TIN/Name combinations
and receive matching results by emait from the IRS database with 24 hours.

Responses:

Per the City’s Director of OPM and Purchasin Agent

2.a&b) Only fully completed new vendor forms are to be processed. Incomplete
forms should not be entered. We will remind all parties of the need to be diligent in
this process.

3. Findings:

Request for Proposal (RFP) 329A File is missing from Purchasing Department
files.

There was one selected RFP file that was completely missing from the Purchasing
Department for “Premier Healthcare Resources”. Internal Auditor has put out a
request to the City's Legal Department and Department Director to see if they could
possibly locate this file. It is a state mandated document retention policy to maintain
original files in place and not remove or dispose of these documents until proper
approval is requested from the state’s Office of the Public Records Administrator.
Another file was randomly selected during our audit to replace this purchasing file.

Recommendations:
3.) All municipal department managers should be reminded of the purchasing
department procedures for contract document file viewing and retention.

Purchasing files should be created, maintained, and monitored, by the Purchasing
Department staff and secured with no exceptions allowed. Department
managers/employees who request viewing access should not be allowed to remove
files from the Purchasing Department unless they complete a sign out card with the
appropriate Purchasing Department staff. This sign out card should be placed in the
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file cabinet as the file that was signed out. The signed out card should include the
following data; the person’s name that is going to be responsible to retum the file,
the department, and date.

Tighter intemal controls should be implemented to safeguard these original
purchasing documents which contain critical purchase ordinance compliance
information (in addition to the executed contract) such as; vendor history, vendor
selection committee scoring, conditional award letters, award letters, and the names
of the individual who approved the documentation. Without this information
purchasing process could potentially be circumvented and it would be very difficult to
replicate the content of the original file.

Responses:

3.) Per the City’s Director of OPM and Purchasing Agent

The contract files are currently stored under lock and key with access limited to the
three employees of the Purchasing Department. The controls suggested have been
in place for years.

4. Findings

Contract data for GSA ID #46 and Misc. ID #55 does not appearing on any
confract database system search reports. Actual hard copy files have been
located in the purchasing file cabinets.

During intemal audit's review of contract database system it was noted that there
were contract files that did not appear on any contract database reports. The
numbering sequence built into the system automatically assigns a unique identifier
and this is essential to tracking the life cycle of contracts entered into the contract
database system. Internal audit discovered two contracts missing from the contract
database system reports.

A. Last system assigned GSA ID number issued

Contract data base system reports count:
Active 19

Inactive 45

Total

> ldentified one GSA ID missing No #46 which does not appear on
search reports in the contract data base system. Howaever, the file
does exist in the file cabinet.

B. Last system assigned MISC ID number issued [400]
Active 292
Inactive 307

Total 5§_§
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> ldentified one MISC ID missing No #55 which does not appear on
search reports in the contract data base system. This file does exist
in the file cabinet as well. :

Recommendations:

4.) The City's technology department should be contacted to explain why this
information is inconsistent with the contracts data base system reports. For
example, the summary report for all contracts does not tie to the search criteria
reports for “active” and “inactive” contract types. A periodic report should be
created, run, and reviewed by the purchasing agent to ensure the system files are
accounted for and recorded properiy.

Numbering sequence controls are essential for tracking purchasing activity and at
the same time checking the approvals and authorization by the appropriate
individuals in management and ensures that the financial statements are prepared
accurately by recording all transactions which should have been recorded in the
appropriate period.

Responses: ,

4.) Per the City’s Director of OPM and Purchasing Agent

We will forward this finding to Technology Management Services. Please
remember, if a requisition had been submitted, a purchase order would not have
been issued by the Purchasing Agent until it was verified.

5. Findings

Bid #6302 Fail Safe Testing Inc., incorporated an approach to award the
contract/ selecting the vendor that was somewhat unorthodox (the use of a
coin toss).

Bid #6302, originally had three bidders respond on 11-8-12, when the bids were
opened, the results were a tie with two vendors with the same pricing which totaled
$9,208.98. Those two vendors were asked back on 1 1-14-12, by the then
purchasing agent who made the decision to use a coin toss (with the consent of both
vendors) to award the bid.

Recommendations:

5.) Although the purchasing ordinances were not violated by the method used, the
risk of collusion between the bidders was not mitigated and bidders could take turns
take tums being the lowest bidder.

In the spirt of competitive bidding there are other more objective methods that

should be considered and utilized by the purchasing agent to breaking a tie bid
between two or more bidders and should be communicated publically such as:
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Score sheet for each vendor based on years of experience, interview and
process them separately, etc.;

Check vendor customer references;

Best performance delivery;

Research the financial condition of each vendor (including any outstanding
legal claims for poor performance).

VYV Vv

A more objective approach should be used going forward for breaking tie bids and
the decision criteria documented appropriately.

Responses:

5.} Per the City’s Director of OPM and Purchasing Agent

As stated there was no violation of the Purchasing Ordinance. We disagree with the
auditors comment that there were other more “‘objective methods”. After identifying
a tie, the Purchasing Agent utilizing previous public purchasing experience decided
to use a coin toss. However, prior to the toss, each of the low vendors was called
and apprised of the circumstances. They were informed that if either side protested,
the item would be re-bid. Since neither protested, the toss was used determine the
winning bidder. In the end, the Purchasing Agent maintained the integrity of the
process stressing a fair and competitive process. Other factors considered by
Purchasing Agent were a 2-3 month delay if a re-bid was necessary (lead time) as
well as the added expense of advertising (approximately $300) on a low dollar
commodity of $9,298.88.

Medium priority level:

6. Findings

Bid Waiver 11/12-21 Allagash Valve & Controls, Inc. stated in requisition not to
exceed $3,644.00 the invoice was approved for $3,758.49. This should not
have occurred without approval from the City’s Purchasing Agent.

Recommendation (see below)

7. Findings

Bid Waiver 12/13-75 Polydyne, Inc. stated in requisition not to exceed
$5,000.00 the invoice was approved for $5,152.00. This should not have
occurred with the approval from the City’s Purchasing Agent.

Recommendation:

6/7.) Purchasing agent should work with the City’s Controller and Legal Department
to propose an amendment to the current Policy and Procedure manual to permit up
to a 10% variance in the dollar amount of invoices submitted to accounts payable
(under very specific circumstances) to avoid being in violation of the purchasing
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ordinance threshold amounts. The potential does exist for a violation of the City’s
purchasing ordinance if the approved invoices exceed the threshold amounts even if
the variances were appropriate and properly approved.

Responses:

Por the City’s Director of OPM and Purchasing Agent

The Purchasing Agent issues Purchase Orders and guidance in accordance with the
Purchasing Ordinances. Final payments exceeding amounts authorized in the
Purchase Order are under the Controlier's Office which handles disbursements.

Purchasing Agent is not in agreement with the Controller's Office utilizing the up to
10% variance without first consulting with the Purchasing Agent as numerous
scenarios exist which could result in the dollar vaiue increases violating limits of
purchasing ordinances.

Per the City’s Controller:

System controls within the H.T.E software application require matching of amounts
received and amounts ordered before purchase order can be closed. Purchasing
Agent can always revise the purchase order to accommodate minimal overages that
are acceptable to the Department Manager.

8. Findings

During Internal Audit's observation of recently awarded RFP (>$1M in value), it
was noted that selection committee members responsibilities were not well
understood by selection committee members.

Intemal Audit was present when a selection committee member suggested that a
City consultant review the vendor proposal information for this particuiar project.
This committee member did not see the review as a potential confiict of interest nor
a violation of confidentiality since the advisor would be participating with non-voting
observer rights even though this consultant had bid on other city contracts. This
area in the city's purchase ordinance is not specific enough and could potentially
aliow for circumvention. It does not state that selection committee member's cannot
assign or delegate their responsibility and the resulting debate among the selection
committee members on whether the consultant would be allowed to participate in
this capacity. It should not have been left to the selection committee, a department
head, or the purchasing agent to make the judgement call on whether to allow the
consultant’s participation or their access to any proprietary information received as
part of the RFQ/RFP process.

Recommendation:

8.) To avoid and potentially eliminate any preferential treatment being given to a
specific vendor, FOIA (freedom of information act) section 1-210 (B) (24) states “ali
documents and discussions related to final selection are to remain confidential until
a contract is executed.” This language should be incorporated into the purchase
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ordinance and include specific language on the responsibilities and duties of
committee members who are asked to serve on behalf of the City in evaluating any
proposals received. Committee members should be required to disclose any
potential for “conflict of interast”.

If revision and amendment the Purchasing Ordinance is not possible the Purchasing
Agent with the assistance of the City's Legal Department should create and obtain a
signed form from committee members acknowledging that they have read the City's
Purchasing Ordinance prior to participating in the RFP review process.

Responses:

8.) Per the City's Director of OPM and Purchasing Agent

The City is simultaneously embarking on two significant projects requiring great
coordination. Through the diligent efforts of the Purchasing Agent and City Engineer
a potential conflict of interest was identified in the makeup of an RFP selection
committee. Once this conflict of interest was identified, the Purchasing Agent did
what one would expect, she voiced her concemns and a dialogue was initiated. As a
resuit the Purchasing Ordinance was followed, a conflict was avoided and the
selection process was finalized to the satisfaction of all. We do not agree with the
auditor's recommendation to amend the Purchasing Ordinance. The Purchasing
Agent is responsible for acting in the best interest of the City which we believe was
clearly demonstrated in this situation. We do agree with an acknowledgement or
“ground rules” form and will work with the legal department to develop such a form
for future RFP selection committees for participants to sign.

As of 8-18-15, the Purchasing Agent has been using the attached (See Exhibit C)
RFP Evaluation Committee Conflict of Interest Certification Form which requires
evaluation committee participants to certify that they have no known or foreseeable
conflicts of or bias and includes certification of confidentiality for all RFP selection
committee members,
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Work Performed:
The intemal audit scope covered all purchase orders made from the last three fiscal
year ends from June 30, 2012 through June 30, 2014,

To accomplish our objectives intemal auditor performed the following procedures for
this report:

Reviewed City's and WPCA purchasing ordinances and WPCA legal counsel
written opinion for process on bid waivers, to understand existing processes;
Interviewed staff of City departments that regulary utilize citywide drawdown
purchase orders;

Interviewed the Purchasing Department key personnel; the Purchasing Agent
Contract Compliance Officer, and Buyer;

Worked with City's Legal Department to resolve any contract open items.
Analyzed fiscal year 2012 -2014 citywide closed and cancelled purchase order,
Observed real time fiscal year 2014-2015 citywide progress purchasing
processes such as; competitive Bids, RFQ's/RFP's, State Contract, COOP, and
Bid Waivers;

Performed data analytics by stratification of sample data by doliar threshoids and
traditional tests of randomly selected samples for both observation and data
mining;

Internal Audit test procedures included:

L
Q.O

L
b

..
oo
\/
o
L)
...

2
0.0

Review of the City of Stamford Charter 23, Article Il Code of Purchasing
Ordinance No. 955.

Legal Opinion for SWPCA Bid Waiver Approval Process dated 1999.

Pulled each selected sample purchasing contract file

Reviewed the City’s online “e-bid” web based vendor system.

Reviewed the City's contracts database system (Microsoft sequel server system).
Performed comparative data analysis for the purpose of comparing input to
output for consistency and accuracy of department records:
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City of Stamford Compieted/Cancelled P

urchase Orders Stratification Table from

the Subledger
% of Totat {Total % of Totai ]
Strata #|Dollars >= |Dollars < |Count|Count Amount f unt |
1 - 3,500 | 77.24f 3,993,635.21 o
2 3,500 7.500 10.65| 3,218,193.39
3 7,500 10,000 2.28] 1,130,360.07
4 10,000 25,000 4.76| 4,317,532.94
5 25,000 50,000 £ 2.28| 4,390,583.32
<] 50,000 100,000 1.28| 5,202,116.25
7 100,000 250,000 0.69] 5,617,845.38
8 250,000 500,000 0.36| 7,303,928.64]
2 500,000 1,000,000 0.21} 8,244,052.16]
19 1,000,000 1,500,000 } 0.10] 7,744,992.39]
11 1,500,000 2,000,000 0.03| 3,417,771.97
12 2,000,000 4,000,000 0.03| 5,929,841.20 8
< _exceptions G.09 0.00 0.00
>= exceptions 0.00 0.00 0.00
Totals 100.00 60,510,952.92 100.00

[Note 1: Population size is taken from H.T.E all purchase oders completed and cancelled —f

Note 2: Random sample selected 20 (every 3rd) out of 43 PO's in the high dollar ranging
from $250,000 - $4,000,000 covering approx $32.6MM (54% ) of the total amount $60.5MM.

The remaining $27.9MM (46% ) random sample selected 20 items (every 70th) covering
ranges from $250k - $3K.

Page 13 of 18



WPCA Completed/Cancelled Purchase Orders Stratification Table from the

Subledger
K % of
Strata # Dollars »>= Dollars < Count % of Total Total Amount Total
i 0 3000 704 66.04 636,187 41 398
2 3000 7500 173 16.23 841,622.05 5.27
3 7500 10000 38 3.56 310,250.28 1.94
4 10000 25000 64 6.00 1.010,840.55 6.33
5 25000 50000 50 469 1,860,201.32 11 .64
8 50000 100000 17 1.59 1,277,837.44 8.00
7 100000 250000 7 0.66 948,183.17 5.93
8 250000 500000 5 0.47 1,913,59500 1197
g 500000 1000000 3 0.28 2,168,284.04 13.57
10 1000000 2000000 3 0.28 5,013,188.86 31.37
=
exceptions _ 2 0.19 0.00 0.00
zu:.““:u
exceplions 0 0.c0 0.00 0.00
Totals 1,066 100.00 15,980,190.12 100.00

Note 1: Population size is obtained from H.T.E all purchase orders compieted/cancelied.

Note 2: Random sample selected 5 out of 11 (every 2nd) PO’s range high dollar from

$250,000-2,000,000, covering approx. $9.1MM (57%) of the total amount $16.0MM.

The remaining $6.2MM (39%) random sample selected 15 items (every 25th) covering

ranges from $250k - $3K.
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Internal Audit Scope limitations:

1) Internal audit did not perform a review or test of the City’s P-Card’s.

2) Internal Audit did not test Segregation of Duties. To ensure proper segregation
of duties, assign related buying functions to different people, no single person
has complete control over all buying activities.

Best practice is to have different people:

Approve purchases orders

Receive ordered materials

< Approve invoices for payment

< Review and reconcile financial records

» L
0.0 o

d

L)

Potential consequence of duties that are not separated:

Unauthorized or unnecessary purchases made
Improper charges made to department budgets
Excessive costs incurred

Goods purchased for personal use

” % & a8
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Narrative:

The City's Purchasing Department staff consists for three key personnel; a Purchasing
Agent, Contract Compliance Officer, and Buyer all of whom are involved in key
processes such as:

>
e

Assist external vendors with the “eBid” system registration process.

Place various media advertisements for Bids and RFP/RPQ.

Establish and update vendor information in the City's general ledger system.

Approve Purchase Order to ensure compliance with City's purchasing ordinance.

Award conditional contract award letters for goods and professional services

needed for individual department's capital/operational goals for both

City/SWPCA and capital goals only for the Board of Education.

% Conduct competitive Bid process.

< Maintain the contracts database system tracking and all documentation.

% Report quarterly and semi-annual basis to City's respective boards as required
by City’s purchasing ordinance.

< Ensures proper approval is provided on all contract types as required by City's
purchasing ordinance for; Requisition for Proposals (RFP's), Bids, State
contracts, COOP's, Miscellaneous (GSA), and Bid Waivers.

< General FOI requests and inquiries for specific contract data.

% Prepares proposal and bid specifications for the procurement of professional

services, and for the purchase of supplies, materials and equipment.

L

% Services on vendor selection committees for the procurement of professional
services.

>

.
’9

> L) L)
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A Microsoft sequel server contract database system is used by the City's Purchasing
Department to assign all various contracts a unique numbering by contract type by
category see table statistics below:

3yr. Avg; 3yr. Avg|3 yr. Avg|
FYE 2012 2013 | 2014 | Total Count Cha. % Chyg.
Bids * 62 66 51 179 59.7 (1.0 1.7%
COOP 7 2 1 10 3.3 (2.7)] -80.0%
GSA 7 3 9 19 5.0 23| 46.7% increase trend over 3 yr
Miscellaneous 57 51 57 165 54.0 271 49%
RFPs * 31 27 30 88 290 (0.3 -1.1%
State 38 39 37 114 38.5 27| 69% increase trend over 3 yr
Bid Waivers-City only” 67 103 47 217 85.0 {4.7) -5.5%
Grand Total 269 291 232 792 280.0 {1.0)] -0.4%
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— Contracts Database Types by Count by FYE
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g l & Bid Waivers-City only*  &Miscellaneous #mState ®Bids* ®RFPs* BGSA 2 COOP

Solicitation of vendors advertising is provided by the City to the public by various
methods such as newspaper postings, State intemet website, and municipal internet
website “eBid” systems.

At the city level website “eBid” system contains ail relevant vendor solicitations
specifications and qualification requirement documents with amendments which are
scanned and available for the public viewing via intemet. In addition, a calendar is
provided to all registered vendors with deadiine dates for submission monthly upcoming
proposat and bid openings. (See Exhibit B-2)

During the last three fiscal years the City's trend has been moving more towards taking
advantage of preferred contract pricing available under existing state or federal
contracts and migrating towards piggybacking off of these contracts;

1. GSA - “Federal” Government Services Administration ~ These contract yield
vendors on the list who would provide better pricing and service products based
on volume to the government and would in tumn extend the same pricing courtesy
to the municipalities.

2. State Contracts - Again, these contracts yield better pricing and service product
from vendor based on the volume they provide to the state agency similar to the
Federal.

3. COOP - Cooperative type vendor contracts made up of combined towns, cities,
municipalities, and muiti-state. Examples of Coop contracts that the city has
utilized; UHF (United Hospital Foundation) for medical equipment and supplies
include, WSCH (Westem State) for computer software/hardware, SWRPA for
diesel, heating fuels, and hazardous environmental materials.  Again, these
contracts yield better pricing and service product from vendor based on the
volume they provide {o the state agency.
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Exhibits:

Exhibit A-1:
Board of Representative approved City of Stamford Ordinance No. 1177 Supplemental
Amended Chapter 23; Article II, Purchasing dated November 5, 2014

Exhibit A-2:
Charter Part 5: City Departiment, Division 2. Office of Legal Affairs Sec. C5-20-3. Legal
Functions and Sec. C5-20-4. Special Counsel, Experts; Assistant Corporation Counseils

Exhibit A-3:
City's Legal Counsel Opinion for WPCA Bid Waiver Process

Exhibit B-1.
Reference email for finding #1

Exhibit B-2
eBid exchange Quickstart Guide for Vendors

Exhibit C

RFP Evaluation Committee No Known or Foreseeable Confiicts of interest or Bias and
Certification of Confidentiality

Samples:
Sample I: IRS Form W-9 Request for Taxpayer Identification Number and Certification

Sample ll: Substitute W-9 City of Stamford Request for Taxpayer Identification Number
and Certification
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MAYOR

DAVID R MARTIV '“:;‘fsw
; mm 1™
<. .‘.-; p
CITY OF STAMFORD
OPRICE OF POLICY & SaNaGRNENY
] Sy ———
PO Bk g
CONNICTONT 000t 21
Memorandum

To: All City Employecs

From: Beverly A. Aveni, A t
Amended Purchesing Ordinance

Date: November 20, 2014

mmmmmmwm&mis
effective as of November 22, 2014,

* Under $3,000 — no quotes required

. 3qumreqtﬁredforplrchmﬁom$3.000v810,m
* Competitive Bids required if Greater than $10,000



%(ﬂhn architectural,
engineering, etc.) - No Ameadments to this Provision

¢ Written Competitive Proposals required for procurement of services
greater than $25,000

] PtnthmOrdermaybeisawdfoerhmlm&:mS&mo
° lehmot‘Sﬁ.Mormor_ereqt_ﬁmawﬁﬂmw

The Mayor is theanlype:malthodzedwsigndoumnmonbehdfoﬂhe
City of Stamford,

Bid Wailvers



Purchasing Policies

Goods and General Services (Bid)

e Under $3,000 — No Quotes

* 3 Quotes for $3,000 - $10,000 (except for drawdowns — up to
$10,000)

¢ Competitive Bids if Greater than $10,000

Special or Professional Sexvices (RFP)

¢ Under $10,000 — No Quotes
* 3 Quotes $10,000 ~ $25,000
¢ Competitive Proposals (written) if Greater than $25,000

Bid Waiver Process

* For cither Critical Emergencies or other reasons specified in
the Purchasing Ordinance

* Approval by Purchasing Agent, Director of Administration
and Mayor

o 1f Greater than $100,000 requires BOF approval prior to
approval by Mayor

Contracts

¢ Contract required for services greater than $50,000

* Purchase Order may be issued for services under $50,000

* $100,000 or more requires approval by BOF, BOR and
Mayor



ORDINANCE NUMBER 1177 SUPPLEMENTAL
AMENDING CHAPTER 23, ARTICLE I, PURCHASING

WHEREM,&HMP(MOM&WW@MMANH. 1991 as
Ordimﬂo.ﬂ&ﬁuﬂmudodhlumwmhmﬂo.ﬂﬂaonombu
7, 1891; and

WEREM.&DP!MOMMMWW;MWW Februgry
1, 1898 by Ordinance No, 885; and

mmmmmummm4.m1 by
mm.mmmuumofwcmﬂmomm

mmmmmmmmmmﬁgommmwm
mmm1mmmmwmmmmm:md

WHEREAS, the cuert Purchasing Ordinance hampers tha ability of the
ﬁu‘dﬂmwwmmﬁnmmahwmw

Wm.ummmummmmmwummm
Stamford that the Purchasing Ordinance be smended.

NOW THEREFORE BE IT ORDAINED BY THE 20" BOARD OF
REFRESENTATIVES THAT:

Cluphrza.ﬂﬁchllofunswmdoof&dltmwubonmandldu
follows:

Sac. 23-14. Regulztions sstablished.

w':t- to c.o?ss § 7-148v, as amended, and Sec. C8-50-2() of the

Charter of tha Clty mmmgm-mmmmofmsu.

matarisis, quipment and services are hersby established.

Ssc. 2318, Definitions.
For&wptmaoafﬂnhﬁch.ﬁnfoﬂwiudoﬁiﬁommwam

m«mMMAmmmwmmuuaomcf
all suppliers, vendors, mmwmmﬁmmhavonquemd,h
wﬂﬂng,ﬂmtdnymcdndmﬁuofbldaormforpmpmwabyﬂn
city.

Competitive bidding. The procedure for obtaln goods or sefvicas in which
suhdbﬂsmumhmtoupocﬁuzgumwbth.mh
mmmummmmnmmmmmmmmof
bids.

Cmmﬁmm.Amdmhrommwormfm-l
thﬂmmmmw;mhmhtm).m
spodﬂc!enmmdpﬂcumybenogoﬂaudbythac&yanumcdptofh
proposals, '

mamm;nmmmdmwmm
lfmtpurdmadorord«ndhmedbwy.uauwlinhhnyordmmhuman
Iifeorpmpony.mahaﬂmuﬂooodwrwwcunudadonmmmy
basis to comply with federal, stats or Jacal public health, safety or housing codes
aﬁmmmmmm.wmwm.m
and vahiclas,

Dcpatnnnr.Anyanmyofhecﬂy.lndudmbumtnmuodbmyom
agency, board, commission, department or part thereof.

Dmuﬁnomhead.mmmafmomu.mmhfofmm
ammmmmmamummwimnmpmmmm
made.

Duslgrmwdmx.Ambmuonorpmfmbnalandgenwmn
daﬂmdmdermbdtmmbopmfonmdbyom contractor under the



Ordinginca No, 1178
November §, 2014
Page 2

Compaetitive Proposal Process with the approval of the Boards of Finance and
Representatives.

Gemmms.mmwhmmmmummmmm
whimcanbcdcﬁmdbywspodﬂcaﬁnmatadalmmmmemd

Quaiifications Process described in § 23-18.1 B 1 of this Code or oth

bmrocoonhd industry sundudh-. provided that such pmﬁﬂuﬂmmamm wm
certifind in wiiting to the purchasing agent as commercially

department head and/or the Direcior responsible for the purchase.

W&MMM.AMMMQ
pm%dmmmhmmumdummm«fw
ﬁwmwacﬁondmd\mmmﬂuszmquBofﬂﬁs ,
mm.mmhmmhmaybopdmﬁylnﬂmnmdbyh
quauﬂuﬂomormaﬁmdﬂnpmmmmlrormum

ww-mmmmmmmmmum.
dedmadvlcaonﬂbﬁbypmunﬂwthmdymbymmﬂmlvmm.

mm.wm.m.m.mmmum
Emﬁu!m&m.bmammimuodto.mm,mﬂmw
enginsers, comptter

:
§

mmmmwmfordmwpmm.eqummmm
mmcmmmdhmparumudeﬁudhadvmbymm
wmmm-dmmmuhmmmtmm

nticipated contingencies
pmhctorptm:o,ashauhmtndumﬂ§23-1rﬂofmm

Supples, material and equipment (Coltectively refarred to as goods). Any
and all articies, whether purchased or Isased, furnighed to or used by any city
department. Examples inciude, but are not limited to, fus! off, dasks, typewriters,
papensnrldmmmtachmbgyuqdpm«nmﬂmpumm}
software, telacommunications equipment and photocopying equipment.

Sec. 23-18. Purchase of suppiles, materials and squipment and gensral
sarvices.

A, PwmaaesmquidngfomlccmﬂﬁwbidpmcmAﬂpurdmuofgoods
andgenmm.udoﬁmdabavouﬁchmnmdonawuﬂmbm
individual vendor, and which are anticipated to axceed the limit set annually
byﬂmBomﬂofF'mncoshaﬂbomadabyuohdoonmﬁvabﬂu
dasur!bodhgza-ﬂofﬂﬂsaruda.Purd‘\anmqmsﬂmemtbunpﬂto
avold this requirement. In accordance with C.G.S. § 7-148v, as amended,
saki &mit set by the Board of Finance shall not excaed
Wm%oh«m#mummmﬂumbyﬁhmm.



. quotation process.
msormalmm“hmdmmmlm
{$3,000.00) but are less than ' '

purchass, this shal ba documented In writing,
ZJAWMMWMWMBQanm
{ mmrmmmmm on one (1)

A Aumqlmmhmmmndmommy\tbyundty.hdwlng
qwmdwwytmmwﬂormmwmrqwmmwwc

daﬂpﬂonofhgoodudedrod,ﬁnphumnhbld
mnybnobhhoduﬂhcday.howwmmwswmuommd.

C. Hnmrdudngammn. lnaddlﬂontuhomﬂmqu&nd.aoidt
mmmwtmmmsmmmmmm
thdrmmnbaplwodmﬂwblddorhtbymmmomcopmofthe
nmpepcrnoﬂceoranyoﬂmrformofpubluymﬂablemhﬂmtudﬂ
acqumunmmhthopmpcudpummmhwhaﬁmwoﬂdngdm
bofommaﬂnddatcformbmimbids. Mslhg:madabythe
pumungagsmtoqmllhdpotmuaIMppﬂmshﬂbcwmyform
cometﬂma!wppﬂem.ﬂmfalhxmofﬂnpwdtuhgmmmpmwdo
anym:ppliarwimmﬁceofmybfdshanmthvdldatlmmdpmmr
shak it prejudice the city in any mannar.

D. The purchasing agcntmaymmuwbldderliﬂtbydmppmm
andmpwwdanmhannotnqpondod o three (3) consecutive
bldmﬂmwﬂhhemamhamnotg!mwnuanmuceorlnmm
remalning on the list,

E Nlbldslhaﬂbaﬂbmlmdssahdtoﬂwpmd\aﬂngmtmshdlbo
accunmiadbyuunﬂyinﬂmfonnofmﬂﬂedched:urbondinlm
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Ordinancs No, 1178
Novesnber 5, 2014

Page 4

ammatatadlnﬂupubilcmﬂea.mmdsahe!beopmedmpubﬂcat
the time and place stated In the notice.

F. For each purchase mads by competitive bidding, a record of ali bids
mwm.gwhgﬂwnmso!hblddmsndamomwﬂnh{dsm
Nha&uhemddbiddw.toge&mﬁthﬂmoﬂﬁm!sdaluahd
blduarﬂwoﬂmp«ﬁrmdowmb,ahauhc_mmdby&m
Mwmmmmmm(azmmamwmmmube
open to publlc inspection,

G. T‘tnmmforwiﬂd\masuhdhldsamsubmlﬁodshulbemrdodb
mmwhwmwwmmmmmm
memmxmmutemandwndlﬁammnwmhmbid
specifications.

open
matmmymmaw.smmwmmmdma
mmmmmmmmmammbm
wmmumummmmmmmta)mmm

ormodmcaﬂondomormmuwrwmﬂomptwidedmh
origingl bid package as detarmined by the department haad.
s-e.23-17.1.mwofemmwhbhmmm

A Mwmhmfnrammmmummm-mmuwum
mmmwmmwmdm.

B. Pﬁortoawnﬂhgnmnhdfor#ﬁd\hbldlpodﬂwaomﬁstalmm
mwa.mmmmmmmmmma}mmw
be included in the contract

Sec. 33-18. Spacial or profassional services and designibuild services,

A, Sewkmsmquﬁngfmnwlmmmﬁﬂuprnmlmmofm
wmufosﬂoniuwbu.addhodabow%mmwpahdtomed
twanty-five thousand doliars {$25,000.00), dasign/buikd ssrvices shall be
mads by a competitive pmpodpmmazf?idﬁirﬂ‘ﬁm.‘! of thiz
mmmammwdmmummmhm
amdmeommnmmwmmmmmmgm
mquimufhsncﬂon.aaldpwdmamaybomdobycomﬂﬂvebid
irmnadecﬂmofamvidummmublybohndupmmam
possible prica as determined by the department head.

8. Purdmmmquhinginfomalwn‘peﬁﬂvcpmpomipamh@amof
special awmwmmmmmmmm
dollars ($25,000.00) but are In excess of fen thousand dollars ($10,000.00)
shnﬂbubnsadupmammbharndothdauunpttoaoﬁcﬂ
prapossls.

(1)Pmposaluahnllbesolldtadfmmatlaauﬂm(3)quaimodorpfe-
qualified sarvice providers. The refusal to submit a proposal from an
otherwisa valid provider shall qualify s a proposal, Tha process shall be
docwmnudinmthgbymeptmhaser.lfaslnghmmablawm
exists for the servica, this shall be documented in writing.

{2) The soliciting ofproposahmaybewaivodforanyuitlcal amergsncy, as
deafinad abovo,orforanyofhammforwdﬂm 2 proposal procass
in § 23-18.38. Said waivers shall require tha approval of the departrment
hudordeslgneo,whoshdloerufylnwnﬂngto the purchasing agent the
nead for a walver, and Ihoappmvaloflhcpwdudng agant or designae.



Ordinance No. 1178
November 5, 2044
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Nnﬂmw:hﬂlbenq:lhd.smwamwmboincmmh
mmwswmm

Sec. 23-18.1. WMMMMPWBM
Quality Based Selection,

emmdmiwmumhmd'wnw
thousand dollars ($25,000.00) made by competiitve proposal, tha following
shall spply:

1. Prlpanﬂunofﬁnroqumform

(a)Mbrpmmbenmmdhyhdﬂpwmhnd
mmmmmwwasumm

mammmmmuwwmm.
Ons (1) departrant fesd shal be as he iead
departmant by the Mayor.

{c) Al requirements, terms and cond
qmmmdumwm-dymunmwmumm
in the for posaible, & dreft contract
Mbnnudoaplncfhmqudfarmmub.

2. Soiicitation of proposals,

(@) Unless preceded by a Request for Quaiifications process
provided in § 23-13,1B1. of this Codea, the
publish natica of the request for proposals st lesst
WthﬂyMSﬁnﬂoMatmmtw)
mhﬂndmmmumupmmwmﬂuu\-

!
888

H

|
§
H
t
J
:
r

(t) The notice m;m-mmmdmmm
mmmmmpmmnwumwmu

deadline for the acceptance of proposals.

(c) In addition (o the notice required, proposals shall be solicited from
persans or firms thougit to be qualifiad potential providers of the
mqwmwﬁommﬂﬁedmmhlwwupmm
hmmqmtod&utﬂnkmmubepl“mnwﬂmmuﬂdulm

mwmmmmhqmmpomwmm
bosuhﬂhrﬂuoomiumofpmpomﬁafamnofm
ptnhasﬁ-ngmmpmwdoanypfmowwihmﬂadwmqum
fmmmmnmthwﬂdmmemmﬂptmmrshanl
prejudica the City in any manner.

(d) Thcpmpuadpmnnmybawaiwdforanywﬂcaimmmy,an
dsfined above, or for any of the reasons containad in § 23-18.38,
Saldroqmsﬂornwalwshaﬂbecanbdmﬂhmrdamwihs
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3. Awarding of contract.

{a) mmmwmmawmmmmu
beddi’mdbyﬂudapamnathudormm&aoln
mmmmumumummmm
to excesd one hundred thousand dollars {$100,000.00), the
mMM.UMMMmemm

(b) No proposal shall be reviewed by the city untdl after the deadiine for
proposals.

(c)ﬂumnhzdshaﬂbnmrdodtohpmpomﬁmpmpoulb
doumdbyﬂndnpamnuuhudnradochnmmm-hbeu
mmmmm-mmmmmmm
lummdcondﬂlwueomﬁmdhthsmquutbrpropouhandm

B. Solicitation of Proposals using Quafty Based Sefection,
1. Quality Based Selection 23 Pre-Gualification,

d. The selection committes shall review all qualifications submitted and
shanhmwnotlmmmmnmpom(ormmammbc
as shall have submitted qualifications), and shall datenmine which of
hcmoposmmqmﬁﬁodwﬂws@qmﬂﬂmﬁoncﬂuhmshaﬂ
hav-bewcarﬂﬂodhwrimgtn&wpmdusingmntu
commerclally relavant by the department head and/or the Ditector
rasponsibie for the purchase. The selaction committee shall furnish a
zistofs:.ﬂapre—qmmodmpombmepurdmhgagwt
Thereaflsr, a Request for Proposals process shail be utiized
pursuant to §23.18.1A of this chapter. In the case of a purchase of
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supphes, materialy, stuipment or general sarvices a Compettive Bid
WMD§%17MbIM.WMbHSM
be solicited exciusively fram the list of pre-quafified bidders.

2, Quawsmm”:ﬁulwmpm

a. Ammmmmmuuﬂmﬂmm
of specisl or professional services in leu of the Request faor
Pmmahmmﬂmﬁhdﬂmhodbyﬂudwmmhm
mmmmmmmmm‘uhmﬁ

mmmmmmmmubaamum
mmmwmmmmnm

shaﬂh%nothuﬂmhupmpoun(uruﬂ!mnm
as shall have submitied qualiications), and shall determine which of
Mpmmmmmquwmmtuham
hmbomcmmdinvnmmmmmu
mmmmmwm-mmwmmm
responsible for the purchase. The selection committes shafl rank the
proposers based upon such qualification criteda in order of
pmmwmmwduwwmmmmm

f. Th-dmmhmamtmmom:muwmmw
quﬂmdﬁmwmﬂmaswmdhmofLmIAﬂa{m at g

wmpumndmmhodbyﬂndepamnunhudbbafarand
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reasconable to the city, considering the estimatad vatue, the scope,
the complexity and the professionsl nature of the services io ba
randered. Shauid the department head be unable to negotiate a
satisfactory contract with such firm, negotiations shall ba formaly
terminated. The departmant head shalt then undertake nagotiations
with the second most quatified fimm. Fafling an agrmement with the
second most quaiified firm, the depariment head shall formally
terminata negoations with that firm, and shall procead o the next
muast quaiified firn(s) in the order of rank and In the same fashion,
ngl:mnhdbmgoﬁzbdatahkandmuempamﬂm
to the city.

g For ssch purchasa of services by quality based sslection, a record of
all qualifications and proposals submitted, the names of all proposers
and the selaction commiitee’s list and rank of the qualified vendors,
together with the originals of all proposais and any cther documents
perigining o the salaction process, shall bs pmsarved by the
purchasing agent for not less than saven (7) years in a flle which

shall be open to public inspection.

Sac. 23-18.2. OfNce of Operstions to be responsibls.

Tha Office of Oparations shall have tha primary responsibity for all bid
spacifications and for all requests for proposals for technical services, Including
architacturgl and engineering services, for conatruction, akeration or demalition
of city bulidings or infrastruciure, evan if the buliding or structura being designed
or constructed will be operated or used by another city department when

Sec. 23-18.3. Walvars of competitive bid process or competitive proposal
process,

A. Critical amergsncy purchasas,

{1}&memmmudeﬁndahwu.mayhamw
walving bid or proposal process. Emergency
pmmmummmmmmm
llams necessary {c meet the emergency. Said purchases shal be
authorized by the appropriate depariment head or designea with the
written consant of the Mayor or the Direcior of Administration if the
Mayor Is unavallable,

(2) Written certification of the emargency and the reasan for the selectiors of
the particilar supplier, sigriad by the department head or designee, shall
ba submitied to the purchasing agent, the Director of Administration and
tha Mayor within five (5) werkdng days of tha authorization of the waiver
and shall ba mads a part of the purchase file,

{3) Notification of all such emergency purchases shall ba madas o the Baard
of Finance and Board of Representatives within two (2) weeks of
authorization,

B. Other purchases made by a waiver of bid or proposal process,

(1) Purchases of goods and services, olher than critical emergency
purcheses, may bs made by walving the hid or proposal process for the
following ressans:

(a) Only ona (1) masonabla or qualified saurce can ba identifled. This
shall include situations where only one {1} vendor or provider Is
manufacturer authorized or certifled or where parts are availabla only
through a single distributorship,

{b) A special source, including but not limited to a sale, purchasing plan,
goverrenent discount or trade-in allowance, will provids s lower cost
than that which would result from a bid process.
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(c) Thme is a critica) factor,

(d) A bid or propossl procass wouki resul in substantially higher costs to
the city or inefficiant use of personnel or cause disruption to city
operations.

{a) Prices of goods or services are faderal or stats regulated.

(2} Such purchases shali roquire the written certification of the rsason for tha
waiver, signed by the department head, and the written approval of the
Pummmm the Director of Administration and the Mayor.
' over

flvy—inounand—doliers—({$50,00000}—one hundred
thousand doliars ($100,000.00) shalf require the approval of the Board of
Finance.

(3} Solm sourcs bid and proposal walvers shail clearly documant that only
one (1} ressonsble or quaified scurce exists. Bid weivers for other
reasons shall inciude price quotations sough? from three (3) vendors, if
MA::MMMMMMMQMdmm
or corrtract

{4) A written record of all waivers of the competitive bid or proposal procass
shall be kept by the purchasing agent and ba included In the quartady
report. This record shall Inchuda the reasons why a bid waiver was used,

Sec. 25184, Contracts,

A. Confract required. A written coniract batween the city and a contractor or
sarvics provider Is required for any service which excesds—iwenty-five
OL - iy AL TRy INOUSENG  JOREN b
contract shall ba reviewsd sand 2pproved as o form By the
Affairs, approved by the Risk Menager ¥ insurance (s required and signad by
the Mayor It accordance with the procadurs sstablished by the Offics of

Logu Affalrs. Purchises of servicos for jess than twenly—fve—thousand

dollme-{$34 0) housert dolies ($50.000.00) shall bs made by

purchess order on a form approved by the Office of Legsa! Affairs.

B. Coniract approval. All contrects for services which exceed one hundred
thousand doflars $100,000,00, cbiained through the competitive proposal

{Requast for Proposals or Request for Qualifications) process or by bid
waiver, shall maquire the approval of the

5
é‘
-
5

' authorized or paid for In connecion with any service contract unless
foliowing have bean compled with:

{1) Coniracts for public improvements, inciuding special or professional
sorvices associated with such contracts such as architectural,

enginearing and construction management, shall foflow the procadura in
Charter Sec. C5-50-2(d).

(2) Contracts for other sarvices which required the approval of arty board
and which exceed the coniract price by 15% or more shall requira the
approval of the Diractor of Administration, the Mayor, and the Soard of
Finance before the additional cost shall be paid. Sald contracts shall
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specifically refer to this section of the Cods of Ordinances, and the city
shall not be Hable for payment of any addiional costs uniess this
pravision shall have been fully complied with.

D. Contract axtensions.

{1) No contract for goods or services which would require a formal bikd or
proposal process may be extendsd beyond the contracted time pariod

will axcesd 3sk! sum after such sxtension, abiainad by the request for
proposals process shall requine the approval of the Mayor and of the
Board of Finence and Boand of Reprasantatives, In that order. The same
procadure as that for contract approval, mandated by § 23-18.48, abovw,
shall apply 1o the approval of an extension of a contract. Extestsion of 2l

aperations:
in this category, For contracts obtained by bid, an increase in price
shall bs documéentad by price quotations, ¥ possible, in addition to a
written quoteiion submitted by the present contractor.

(c) City sarvices cannot be discontinuad and a new contractor has not
been acquired to repisce the current contractor. Thare shall be a six-
momth Emit on the contract extension,

{d} The option for an extension s inchuded in the originat contract.

(3) The sxterrsion of all spacial or professional contracts awarded under the
competiive propesal process shall be reporied by the appropriais
dapartment head to the purchasing agent, who shall include said
informatiaon, together with tha extonsion or renewal of all bid coniracts, in
the quarterly report.

E. Subsaquent purchases from a contracior. The city shall not purchasa from a
consuitant or service provider engaged by the city any subsequent goods or
sarvices of any kind which are not providad for in the contract uniess sakl
goods or services ame purchased in compligncs with this Article or the
coniract is extended in actordencs with this section.

Sec. 23-10.4.1. Sat-off of propsrty taxes owad to city,

A. Pursusnt to Seclton 12-148b of the Conmeclicut General Stafutes, as
amended, the dty shall have tha right to sat-off or withhold any payment, or
portion therecf, due to any businass enterprise pursuani to any contract or
purchass order for the purchasae of any suppliss, mataral, equipment and
sarvices if any taxes levied by the city against any property, bath real and
personal, ownsd by such business enterprice ars definquent and have been
50 delinquent for a period of not jesa than one year; provided, however, that
no such amount withheld shall axceed the amourd of tax, plus penalty, lisn
fees and interest, cutstanding at the time of withhoiding.
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B. A statement that the city shall have salkd right of set-off or withholding shall be
mmmmmwmmamwm.
including but not Emied o bid documents, requests for proposals, purchase

Sec. 23-18.4.3, Contract compilance olficer.

A. Daesignation of a Contract Compiance Officer, The Office of Adminisiration
mmmdmummmomduncnymsnmm
who shall have, but not be Emited to, the duties set forth in this ordinancs,

B. Tracking of contracts; biannual report.

1. The Coniract Compiiance Officer, with the assistznce of the Office of
Lagai Affaire, shall maintain 5 system for the Iracking of contracts for
goods and services In axcess of dwenty-five—ihousand—dolisrs

or In an amount as set
forth in § 23-18.4 A of the Code of Ordinances (. Ordinance:

Contracts) as the same may ba amended from time to time.

2, mcomcmmomwmmmammmmwm
BoardofRepmntam,ﬂnBomdothmmunMayortnbe
dellvered ort or before January 16 and July 15 of each year and which
Mmtﬂnhﬂmmﬁmnaﬂonndm1wdufy1ofﬂm
Year.

a. Aﬂdofa!lva!ldmdapprwodcommbrmodsandm.
listed by the name of the contractor or service provider, for which
paymants by the Cily of Stamford exceed, or In the opinion of the
Contract Compliance Officer are likely o excead, one hundred
thaousand dollars ($100,000.00) for aach contract.

b. The explration date of all such contracts, If appiicable.
¢. The scope of services for all such contracts,
d. The compensation pravided for in all sch contracts,

C. Llsting of contractors and providers providing goods and services withaut a
contract. Sald biannual report shell also Ost separutely all contractors or
servica providers who, at the time of the report, are known by the Contract
Compliance Officer to be providing goods or sarvices without a valid and
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approved contract with the Clty of Stamford, and o whom paymants by the
Clty of Stamford excesd, or in the opinion of sald offficer are likely to excoed,
one hurdred thousand dokars ($100,000.00),

Sec. 23-18.5. State and feclera! bids. Cooperative associations of

municipalities.

A mmmwwmwmsmdwmmwm
Conneclicut Association

B. Ssi certification shef be made part of the cortract fie, and afl such
mmummhwm

Sarc. 23.18.8. Centraiized purchasing.

A. Wmammmmnwmmm.mmm
mmdwmdmmswmamhmofm,mo.m
ummwwmammumhrummsmm
ormwumummmuammmmmm
mmmtmmmmmmw
copying gocds and services,

B. Specific departments or specific goods or servicas may be exciuded from
centralized purchasing, provided thet
(1)Awﬂmndamﬂnaﬂoa.mdoummuhmwmeummg

ammwmbymonMMMnoaumm
mmwummmmmmmmmm

(Z}Amddmmhnﬂdpbyﬂnwmh!admm
memmdmmmmmmm@um«ma
that department require H fo purchess specific gooda or sarvices
separaialy from centralized purchasing.

C. Tha purchasing agent, at his of her discration, may purchase common items
under one conirect, or may obtain a master, or umnbreila contract from which
dmmmmmmswmdmm&nm.aubm
mdopmnhﬂgu&nlhﬂmahwbc&igammmmmmod
ofaﬂgoodaorsunbusatﬂmmochdqum&yonmnbbbupumm
shaﬂbemodlnddumhhuﬁwbhlwddhompoulorbld.

D.erdmhgwmﬂwﬂdidmmmmm
purchas!mofconh‘aﬂzndooodsmdmw,aappmpdate.:han
utiize committess drawn from the appropriate departments o sat
specifications.
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E. mm&mafmymmg&awmm
by an individual department shall be charged to thet depertment.

£. This provision sheil take effect July 1, 1682,
Sec. 23-18.7, Exemptions. )
Pubiic uttfities are not subject to the provisions of this Article.
Sec. 23-18.8. Reports.
A. The purchasing agent shall prepsre writian quarterly reports o be submitted

to the Cirector of Administration, the Mayor, the Board of Finance and the
mummsmmwummmmm

(1) Contracts awarded by the competitive biiding process.
(2) Contracts awarded by the compatitive proposal process.
{3) Walvers of the compatitive bidding or propasal process,
(4) Coniracts which have been axtended,

(3) Contracts obtained through siate bids.

{6) Waivers of iInformal bid and proposst process:

B. Alﬂdalmmwtncudmmﬂwrdnud
mmmmummwmmwmm
mecuyms-uuummmmm.aﬂmmmm
and/or femala status Of the vandor or contractor, ihe depariment making the
m.mcwawswmmmmwmpmw

Sec. 23-138.9. Audit.

memmmummmwu(s)mbynncny
mwmf.mmmmmmmumu
any tme by an aud®or hired by the Board of Finarics.

Sec. 23-18.10. Violstions and penaities,

mammmmum«ammm
process established by this Asticle shail be a violation of the Code of Ethics of the
cnyafsumm.mmmmuﬂoammmnnz

Sec. 23-18.11. Purchases Involving federat or state grant funds,

Nowwumhgﬂnpmvh!msdmhdww.lnwmﬁmmm
federﬂwmmmmMmumnndlymofgm&w
mandaimnamﬂorﬂyafﬂnﬁnﬁhghmvmdby&ﬂcdudorm
government, or as & condition of such grant the city is required to folow the
mnmpmm.mwmmﬁammy
bahﬂomdhﬂeudmmﬂmmmmhdumm
Sec. 23-18.12. quuaﬁﬂuuonof-mhnﬁmmd!mmdty
contracts.

A, Purposeldefinitions,

(1)Incrdubhalpmmwﬂudlydosbudnmwlﬂ|quam
cantractors, thera shall be a system of disquafification of contractors
croated pursuant to C.G.S, § 7-148w., as amended.

(a)AsuadintWham.motm'hurkmM.shnnmna
parson, appcinted byﬂnMayor.lolnaraMdoddaaﬁegaﬁomﬂwlany
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B. Hsaring/Procadure.
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(1) Causes for disquaiification from bidding on, appiying for or participating
In, coritracts shell include tha following:

raconds, racalving stolen property or any other offenise Indicating a
lack of business Integrily or business honesty which affects
responsibiiity as & municipal contracior:

(c) Conviction 6r entry of a plea of guity or nolo contendere or
admission to & violation of any siate or federal aniitrust, coilusion or
conspiracy lew arising out of the submission of hids or proposais on
a public or private contract or subcontract;

{d) A withd faliure to perform in accordance with the terms of cne or
more public contracts, agreements ar ransactions;

{e) A history of failure to perform or of unsstisfactory parformance of cne
or mors publie contracts, agreemants or transactions; or

N A wiliful violatian of 3 statutory or reguiatory provision or requirement
applicable to a public contract, agreement or transaction,

(2) For purposes of a disqualification proceeding under this ordinance,
conduct may be imputad as follows:

(a}mhummmwmmendemy
officer, direcior, sharehakier, pariner, employes or other individual
associated with a contractor may be Imputed o the contractor when
the conduct occurred in connection with the individuai's performance
of dutles for or on bahalf of the contractor end the contractor knew of
mwmmmofmmmmmm'mm
improper condutt” doss not include acvice from an atiormney,
accountant or other paid consultant if i wes reasonable for the
contractor fo rely on such advica.
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(b} The fraudulent, criminal or other serously improper conduct of a
contracior may be imputed to any officer, direcior, sharehoider,
partnar, empioyea of other individual associated with the contracior
who participated In, knew of or had mason to know of the
contracior's conduct.

{c) The fraudutent, criminal or other saricusly improper conduct of one

(3) The city may reduce the pesiod or extent of disqualification, upon the
cordricior's request, supporied by documentation, for the following
ToRsons;

(a) Nawly discoversd material evidence;
(b) Reversal of the conviction upon which the disquailfication was

(¢) Bona fide chenge in ownership or manageament:
(d) Efmination of other causes for which the disqualification was

; or
(o) Othar reasons the city deams appropriats.

Sec. 23-18.93 Surpius persons! property and equipment.

1. Listing of Surpius Property. Each ¢y office, department, board, commission,
aww,mohm&&m:ﬂwoﬂwwu:ﬂﬁmﬂahbm
Purchasing Agent, on forms andt at such time as the Purchasing Agent
may prescribe, a statement of sumplus or unusable suppiles, materal or
aequipment in is custody or control. To the extent that it iy possible, using due
diigence and inquiry, said siatemant shal Inciuds the date such tems were
M&nwﬂmpﬂu,andﬂambﬂﬂchﬂwmm&mm
data of purchase to the prasent. Copies of saki statements shal be provided
by the Purchasing Agent i the Board of Represeniatives.

2. Dispossl by Pubkic Auction. if the Purchasing Agent believes that the surpius
or unusable asupplles, materdals or equipment cannot be used or made
avaiiabla for use by the Clty, the Purchasing Agent may dispose of such
upplh.mufahmoqumntﬁmﬂmbmmatmwcmmOrupm
saated bids.

3. Exemptions.

(a) Tha provisions cof this ordinance shall not require a public auction for the
disposal of surpius or unusable supplies, materials or equipment which
has & current value of one thousand dollars ($1,000.00) or lass, The
Purchasing Agent may, at his or her own discretion, dispase of such
property, alther singulariy, or in lots, by the sealed bid process.

(b)lnmmtmﬂmmmAMdmmmsor
unusabia suppliss, matarials or aquipment have no macket value, then
he or she shall make a list of said property and forward said [ist (o the
Mayor. Upon written approval of the Mayor, the Purchasing Agent may
throw out or otherwise dispose of said surplus or unusable suppiies,
materials or equipment.

4. Donation of Surplus Property. Upon wrilten approval of the Mayor, the
Purduimmmmaydomhdtymorunmbbmpphs.mtadmor
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David R. Martin, Mayor, City of Stamford
Datad this _/2%day of November, 2014

EFFECTIVE DATE: Novemberll, 2014

ce

Mayor David R. Martin

Michaei Handler, Director of Administration

Jim Hricay, Direcior of OPM

Emis Orgera, Director of Operations

Thomas Madden, Director of Economic Deveiopment
Kathryn Emmeit, Esq., Law Department

Tad Jankowskl, Director of Public Safety, Haaith & Welfare
Donna Logliscl, Town Clark
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Stamford, Connecticut, Code of Ordinances >> - CHARTER »> PART 5. - CITY DEPARTMENTS >> DIVISION 2, - OFFICE
OF LEGAL AFFAIRS >> SUBDIVISION A. LEGAL DIVISION >>

SUBDIVISION A. LEGAL DIVISION

Sec. C5-20-3. Logal Functions.

The Corporation Counse! shall act as legal advisor of the City, the Mayor, the Boards of Representativas,
Finance and Education and afl other Officers, Departments, Boands, Commissions, Authorities, Agencies and Bureaus
in matters relating to their official duties. The Corporation Counsei or his/her designee shall appear for and protect the
rights and interests of the City in all actions and proceedings brought by or against it or any of the municipal Officials,
Departments, Boards, Commissions, Authorities, Agencies and Employees. The Officers, Departments, Boards,

have charge of all appeatls in which the City or any Officer, Department, Board, Commission, Autherity, Agency or
Employee thersof is involved, Subject to the approval of the Mayer and within the appropriation tharefor, the

as attorney for the Clly, its Officers, Departrments, Boards, Commissions, Authorities and Agencies, Notwithstanding
the foregoing, the Board of Representatives may, by rasolution jointly presented by the Majority Leader, Minority
Leader, the Pre;idant and Clerk and approved by the affirmative vote of not leas than thirty-one (31) members, retain

Referendum 11-8-1977; Referendum 11-3-1 987; Referendum 11-7-1935; Referendum 11-2-2004; Referendum 11-8-2012)

Sec. C5-20-4. Special Counsel, Experts: Assistant Corporation Counsels.

the conduct of important cases or proceedings in which the City is interested and incur such expenses as the
Corporation Counsel may deem necessary, provided an appropriation has been made therefor. The Corporation
Counse! may appoint such assistant Corporation Counsels in the unclassified service as are provided for by
ordinance, provided an appropriation has been made therefor.

eferendum 11-3-1987: Referendum 11-7-1995)

Sec. C5-20-5. Opinions.

The Mayor, the President of the Board of Reprasentatives, the Maijority Leader, the Minority Leader and the
Standing Committee Chairpersons of the Board of Representatives, the head of any City Department, or any eiected
or appointed City Board, Commission, Authority, Agency or Bureay may, in writing, request that the Corporation
Counsal, and the Corporation Counsel shall, render an opinicn, in writing, upon any question of low arising in
connection with the exercise by the aforementioned, of their official powers and duties.

5!5
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City OF.STAMFORD
OFFICE OF LEGAL AFFAIRS

B88 WASHINGTON BOULEVARD
PO, BOX 10182
STAMFORD, T C6904-2182

(203) 077-a08y .
FAX {203) orr.8580

May 13, 19s9

To: Jeanette Brown

From: Burt Rosenberq, Asst, Coxp. Counsel EJ1

Re: WPCA - Bid Waivers

LAk 43

ANO COPPORLION CoOUnER,
ANDREW ., MCODONALD

CEFUTY CoRMORATION couNnsn.

ASSISTANT CORPORATION counam
BARRY J. BOODMAN
JAMES v, MINOR
JOHMN W, MULLIN, Jr,
KENNETH B. POVODATOR
BURYT ROSENBERG

Per your request{
whepher the WPCA is
Board of Finance.

j200-14 of the Coge of

establishes the wpca pursuant ‘to Chapter 103,
273a of the Connecticut General Statutes.

Significantly, §200-25.3. states that:

Ordinances creates the WPCA.

this memorandum examines the issye of
obligated to submit bid waivers to the

§200-15

#7-245 through

Ordinances.
(Emphasis added) .
Chapter 23 of the Code <ontains the

Ordinance, including §23-18.3 as ¢, bid waivers.
the requirement of §200.25.8.,

Purchasing
Based upon
we need not reach the issue
of the City
of the Purchasing Ordinance.

that ‘ Purchasing
those of the Purchasing Qrdinance

§200.25.8' g requirement
Procedures be as strict as



e
®

‘anticipates ‘that the WPCA’S purch

requires,- in my opinion, that the WPCA obtain
those instances in which the competitive bid

used. At the same time, hoyvever,

bid waivers in
Process is not
the language of §200.25.5.

asing procedures shall be
Something other than the city‘s

language does: not expressly bing the WPCA to the
Ordinance; rather, it requires th
by the WPCA be similar to those

Ordinance. oOnce we conclude that the WPCa is no

the Purchasing Ordinance, the requirement of §23.188(2) tnat

bid waivers be approved by the Board of Finance does not
apply.- ' - .

This conclusion is supported by the WPCA’s status as an

“authority” under State law. As mentioned Supra, Code. §200-
15 establishes the WPCA pursuant to Chapter 103, #7-245

through 2733 of the Connecticut Genera) Statutes. A
municipal authority - created under gstate legislation ig
regarded as a corporate agency of the state and
Creature, agent, or represe

§200-25.8.

S0 as to maintain
purchasing. Procedures as “strict” as -those provided in the
Purchasing Ordinance. Logic dictates that the Executive
Director submit the bid' waiver to th

e WPCA’s Board of
Directors for .its .approval. Under this arrangement, the

ain from voting on the big
waive-r.;. o . , - :



Viscariello, Teresa — f E /'uécf' A -

From: DiMartino, Leon

Sent: Thursday, May 28, 2015 4:09 PM
To: Viscariello, Teresa

Subject: FW: contrcts

Teresa:

See Dan’'s email below.

Leon

From: Colleluori, Dan

Sent: Thursday, May 28, 2015 2:32 PM
¥o: DiMartino, Leon

Cc: Aveni, Beverly

Subject: contrets

The contract for North Atlantic hauling for the Loading hauling and disposal of Municipal Waste Bid$6283is
still in effect until October 2015, at which point we will renew the one year extension that we have.
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Quickstart Guide for Vendors

USING THIS QUICKSTART GUIDE

Please pay particular attention to the comments enclosed in text boxes which are intended to highlight
important business rules in eBid eXchange,

10 OVERViEW

Following is an overview of the features of this eBid eXchange website,
Home Page - On the Home Page, you will see text information about using the site posted by the site

owner. Optionally, you may also see links to relevant websites and documents, These documents are
for general information and are typically not for a specific Solicitation.

solicitation, You will need to convert your local time to that of the website to ensure that your
information is submitted on time.

Bids/Awards - At the discretion of the site owner, information about the bids received and award of
vendor contracts may be posted under the Bids/Awards tab. Thig tab will not be visible if this featyre

has not been enabled.

request assistance.

01/27/2012
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Browser Settings - This site uses Javascript and pop-ups. Your browser must have Javascript enabled
and you must disable your pop-up biocker while you are using this website.

2.0 LOGIN/PASSWORD

The Login button is in the upper right. Use the same button to Logout when your online session is
complete,

You will be automatically logged out if you do not perform any actions within a period of 60 minutes.
Simply login again to use the website.

If you have forgotten your password, enter your email address into the Forgot Password section and
click the Reset Password button. You will receive an email message with a hyperlink that you must click
to reset your password.

When you receive the Forgot Password email message, click on the Click to Set New Password link in the
message, enter and confirm your new password on the form provided, and click the Change Password
button,

If you have forgotten the email address You used to register, you must contact a System Administrator
with your company who set up your initial registration so they can change your email address and reset
your password. If you are the sole Contact with your company, contact the website owner for
assistance,

What if | don't receive my initial account activation emgail?

All email messages that are generated from the system come from the eBid Systems mail server
{mail.ebidsystems.com) with the sending address DoNotReply@ebidsystems. These messages are
generated within a few seconds to a few minutes, so if you haven't received the message with an hour
from your initial registration completion, there may be a problem in recewving mail from our server.

Cccasionally, your email software may quarantine or reject the system messages as suspected spam,
Depending on how you receive email, spam filters may be activated:

*  On your desktop computer {i.e. Microsoft Outlook junk mail filters).
*  On your company network email system {i.e. Microsoft Exchange server).
* On your Internet Service Provider's mail server.

To troubleshoot an instance where you have not received your account activation message, try the
fallowing:

01/27/2012
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Step 1 - Check to see If the message from DoNotReply@ebidsystems is in your junk matl foider. If so,
add ebidsystems.com to your Safe Senders list in your email software, click on the activation link in the

email message to complete your registration.

Step 2 - If the account activation message from DoNotReply@ebidsystems is not in your junk mail folder,
add ebidsystems.com to your Safe Senders list in your email software.

Step 3 - Go to the ebidexchange.com website where you registered, click on the Login button in the
upper right and enter your email address in the Forgot Password form. If you entered the email addrass
correctly matching the address that you used at the time of first registration, the system will send
another account activation message to your email address,

Step 4 - If you have not received an account activation message within a few minutes after following
Steps 1, 2and 3, you will need to contact your company network administrator and/or lnternet Service
Provider and have them add the ebidsystems.com matt server domain (1.P. Address 72.3.134.114) to
your safe sender list. Once this has been done, go back to Step 3 to have the system resend your

account activation email,

If the above steps da not work, we recommend that you set up a free email account with Microsoft
{Hotmail.com) or Yahoo (Yahoomail.com). Our system has been tested with both of these email systems

and our messages are not blocked by their spam filters.
I_tri re-register th m S mail isin

The system prevents duplicate email addresses from being associated with more than one account or
contact. You must first ensure that you are able to receive email from ebidsystems.com using the above
procedures. If necessary, you can ask the website owner to delete your existing account so that you can

restart the registration process.

3.0 VENDOR REGISTRATION

To register as a new Vendor, click on the Registration tab, enter a Company name and email address,
and click the Next button.

If there are no matching Company records in the vendor database, you will be sent an email message.
Open the message and click on the specified link, enter and retype your personal password, elick the
Change Password button, and follow the instructions for completing your Company registration.

01/27/2012
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As the first person to create an account for your Company, you wiil have Company Administrator
permission status. Only Company Administrators can edit Company information, Categories, Service
Areas, and Documents. Only Company Administrators can add or edit additional Company Contacts.

If there are similar Company records in the vendor database, you will be presented with a fist of
companies that potentially match the company name you entered. !f you are associated with one of the
listed companies, click on the Company name link, and contact the Company Administrative Contact
listed and have thern add you as a company contact.

If you are not associated with one of the listed companies:

* Click on the Continue New Company Registration button to add a new Company and follow the
instructions for No matching Companies above, or

* (Click on the Enter Another Company Name button to return to Register as a New Vendor
described above with a different company name.

3.1 Company

Fill out all required fields and hit Insert to save your entries, or Cancel to clear the form. After you have
completed all steps of your reglstration, you will see a View Company Summary link at the top of the
Company page that will provide a printable summary of your complete Company profile. To edit your
Company profile, login and click on the Registration tab.

If you were the first person to create an account for your Company, you will have the Company
Administrator Permission Role, Only Company Administrators can edit Company information. Onty
Company Administrators can add Company Contacts, who can view, but not edit Company information.

Account Approval

If the Account Approval function has been enabled, you will see an Account Approval section and status
near the top of the Company page. Your Account will be initially given Pending status until the site
owner has reviewed and approved your request to be a vendor in their system.

You will receive an email message when your Account has been Approved which will be reflected in the
Account Approval Status on the Company page.

If you receive an email message indicating that your request for an Account has been denied, your
Account wili be Inactivated and you will no longer be able to log in.
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If the Approval feature has been enabled and you make changes to your profile, your approval status
will automatically be set to Pending and must be re-approved by the site owner. Until your account is
approved, you wili be unable to respond to Solicitations.

1.2 Contacts

By default the first time you view the Vendor > Company screen, the Address Type will be set to Use
Company Information, assuming that you share the same address as the Company. Selecting Enter
Persenal Information will allow you to enter personal address, phone, and fax information that is
different than the Company information. Fill out the required flelds and click the Update button to save
your entries. If you have Company Administrator privileges you can add additional Company Contacts.

Company Administrator - If you were the first person to create an account for your Company, you will
have the Company Administrator Permission Role., Only Company Administrators can edit Company
information. Only Company Administrators can add Company Contacts, who can view, but not edit
Company information. Company Administrators can also grant Company Administrator Permission Role
to other Contacts.

Company Contacts - Any other Contacts that attempt to register under the same Company name will be
shown a list of Company Administrators and directed to contact a Company Administrator to be added
as an additional Company Contact. Company Contacts can view the online Company profile, edit their
Contact information, and transact website business on behaif of the Company {optionally including
download documents, ask questions, declare Intent to Bid, and submit Bids}.

Opting Out of Bid Notifications - If you no longer wish to receive email or fax announcements from the
system click on the View link for the Contact, click on the Edit button for the Contact, and check the box
"I wish to opt out of Bid Notifications”. You will still be able to log in but will no longer receive system

messages.

Changing Passwords {Company Administrator only) - If a Contact has forgotten their password or you
want to change the existing password for a Contact, click the Reset Password button at the bottom of
the page. This will send an email message to the Contact, requiring themn to change their password.

3.3 Categories

Categories are used to define the products and services that your company provides, These Categories
are used in matching bid opportunities with vendors that provide relevant products and services.

if the Categories feature is enabled, a Categories link will appear under the Registration tab. Only
Company Administrators can edit Company Categories.
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You must have the Permission Role of Company Administrator to add or delete Categories. Make sure
to Save your selections after checking the relevant Categories.

34  Service Areas

Service Areas are used to define the geographic areas in which Your company provides it s products and
services. These Service Areas are used in matching bid opportunities with vendors that provide relevant
products and services in those areas, Service Areas are presented in an expandable tree view of
geographic subdlvisions.

If the Service Areas feature is enabled, a Service Areas link will appear under the Registration tab, Only
Company Administrators can edit Company Service Areas.

LChecking the parent Service Area will automatically include all child Service Areas.

35 Documents

If the Documents feature is enabled, a Documents link will appear under the Registration tab, You must
have the Permission Rote of Company Administrator to add or delete Documents.

On the Documents page, you will be presented with fields for one or more optional or required
documents to be submitted as part of the registration process. To upload a document, click on Browse
button, navigate to the folder that contains your document, highlight the document and click the Open
button on the dialog box, and click the Save button to upload your documents,

If successful, the page will refresh and you will see an Account information updated fessage at the top
of the screen. Your document filenames will appear as hypertinks on the page, along with the date
uploaded and the name of the user who uploaded the documents.

You can upload a new document that will overwrite the existing document file previously uploaded {you
cannot delete a document}. Follow the procedure for entering a new document.

3.6 Approval

if the Account Approval function has been enabled, you wilf see an Account Approval section and status
near the top of the Company page. Your Account will be imtially given Pending status until the site
owner has reviewead and approved your request to be an Active vendor in their system.

You will receive an email message when your Account has been Approved which will be reflected in the
Account Approval Status on the Company page. If you receive an emait message indicating that your
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4.0 SOLICITATIONS
4.1 Solicitation Ust

Solicitations are Invitations to Bid, Requests for Information, Requests for Quote, or Requests for
Proposal that are posted by the website owner. You can sort the listing by clicking on a column heading.
i you are viewing the jist Prior to logging in, You will see a list of Pubiie solicitations. After logging in,
this list will also display Private Soficitations to which you have been specifically invited,

Solicitations shown may have the following Statuys:

Open - 8ids are being received up to the [isted Closing Date/Time.

Closed ~ The Date/Time for receiving Bids has passed.

Pending Award - Bids have been received and are being evaluated,
Awarded - One or more Vendors have been selected to recejve 3 contract.
Cancelled - The bidding process for this Solicitation was stopped.

..l..

4.2 Solicitation Description and Events

The Description Page contains geners| information about the bid opportunity, and may also contain
information on one or more scheduled Events,

list of prospective Event attendees.
After you click the Register link, the message in the Registration Status field wil) change to Registered |

Unregister. If your plans change and you will be unable to attend the Meeting, after you login, click the
Unregister link to remove your name from the list of prospective attendees.
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43 Documents

If you are not logged in or if your account has not been approved, you can view the document filenames
on this page, if present. However, download buttons and document hyperlinks are disabled.

Project Role

If the Project Role feature has been enabled by the site owner and you have not already made a
selection for this Solicitation, a yellow message box will appear at the top of the page asking you to
detlare your intended role on the project, such as Prime Contractor, Subcontractor, Supplier, or Other.
Make a choice from the flipdown box. You must contact the Solicitation Contact if you need to change
your Project Role for this Soficitation.

Viewin cumen

Documents are presented in a hierarchical, expandable “treeview” of document folders and hyperlinks.
You can expand or collapse the folders by clicking on the + or — symbol adjacent to a document folder.

Clicking on the document fileaname hyperlink will open the document using the viewing application that
is associated with this document type on your computer, such as Adobe Acrobat.

Clicking on a file with the .TIf and .DWF extension will prompt you to download the free Brava Viewers
that are available for each drawing type. This is a free viewer that is especially useful for viewing and

doing takeoffs from drawings. After you download and install the Brava Viewer, each time you click on
document link with these extensions, it will autornatically be displayed in a new Brava Viewer window.

If you are logged In and you have not viewed a file, the word NEW in red font wil! appear to the left of
the filename,

Downigading Documents

Downloading documents to your computer and viewing them locally is the most efficient way to work
with documents provided online,

To download ali listed documents:

¢ Click the Download Al as Zip File button.

* Afile Download dialog box will open.

» Click Save and a Save As dialog box will open.

* Navigate to the folder where you wish to save the documents.
* Optionally change the default filename and hit Save.

10
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» A Download complete dialog box will open.
#  Click Qpen to view the documents or Close if you wish to work with the documents later.

+ The documents are now stored on your local computer.
To download selected documents:

Check the box next to the document you wish to downioad

Click the Download Selected as Zip File button

A File Download dialog box will open.

Click Save and a Save As dialog box will open.

Navigate to the folder where you wish to save the documents.

Optionally change the default filename and hit Save.

A Download complete dialog box will open,

Click Open to view the documents or Close if you wish to work with the documents later.
The documents are now stored on your local computer.

Qrdering Documents

if the Document Ordering feature has been enabled, you will see Order Instructions and buttons for
ordering document prints on the Documents page. Either click the Order Complete Set Prints button, or
to Order Selected Prints, first check the individua! prints you wish to Order, and then follow the on-
screen instructions to place your order.

You will receive ant email message confirming the placement of your document order. if you selected a
reprographics company, they witl contact you regarding payment. Once the reprographics company has
received payment and processed your document order, you will receive a message when your
documents have shipped or are available for pickup.

4.4 Bidders (Planholders) List

If public pasting of the bidders list has been enabled by the site owner (Bidders link is present on the
Solicitations tab), your company name and contact information will be automatically added to the
Bidders List (also called Plan Holders List) when you downioad a document or order documents.

The Bidders list dispiays the Company address and specific points of contact for Companies that are on
the Bidders List.

4.5 Bidder Questions and Responses

The Questions feature altows vendors to ask questions about a Solicitation and view Answers posted by
the site owner. If the Questions feature has been enabled, you will see a Questions link on the
Solicitations tab.

11
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If you are not logged in or if your account has not been approved, you can view the Questions and
Answers on this page, if present. However, you will not be able to submit new Questions.

To ask a question about the solicitation, click the Ask Question button, enter your Question in the text
box provided, and click Save.

Note that Questions must be submitted before a cutoff date is displayed adjacent to the Ask Question
button.

Questions are presented in a tabular format showing the Question asked, a posted Answer {if available),
and the Posted Date of the Answer. When an Answer to your Question has been posted, you may also
receive an email message with the Quastion and Answer. At the discretion of the site owner, you may
also view online Answers to Questions posted by other Vendors and receive this information by email.

4.6 intent to Bid

The Intent feature {short for Intent to Bid) allows Vendors to submit a Will Bid or No Bid response as an
early indication of their intent to submit a bid or proposal in response to a Solicitation.

if you are not logged in or if your account has not been approved, the Edit button allowing you to submit
an Intent to Bid will be disabled,

To submit an Intent to Bid response, click the Edit button, select either the Will Bid or No Bid response,
enter any comments in the text box provided, and click Save.

if you have been invited to bid on specific categories of work, you can submit a separate intent to Bid
response for each category of work.

4.7 Online Bidding

Only users with online access to your company information can add, edit, or withdraw an electronic bid
for your company. 8id information you submit is transmitted by secure connection, If designated as a
Sealed Bid, the receiving organization will not be able to see submitted information until the Bids Due
Date/Time has passed.

The time that you logged into the website will be displayed in the upper right. Note that this is the time
zone for the website owner. Please be aware that ime zone may be different for each Solicitation. You
will need to convert your local time to that of the website to ensure that your information is submitted

on time,

12
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The Bid feature allows Vendors to submit an online Bid. Bids may consist of 3 combination of Lump Sum
Price, 8id Document, Comments, Answers to Bid Questlons, and Unit Prices for multiple line items. If
the Bid feature has been enabled, you will see a Bid link on the Solicitations tab after you have selected
a specific Solicitatlon.

If you are not logged in, your account has not been approved, or the Salicitation has Closed or been
Cancelled, the Enter Bid button allowing you to submit a Bid will be disabled.

Entering a Big

Click the Enter Bid link to enter your bid information. Depending on the information required in
response to the Solicitation, you will be required to provide one or more types of information described
below.

Lump Surn Bid - Enter a single price into the field provided.

Bid Questions - You may be asked to answer specific Bid Questions posed by the buying organization.
Enter an answer to each specific question in the field provided,

Line Item Bids - You may be required to enter prices for several specific items. If requested you will be
presented with an online Bid Form. In this form you will have a field for entering your unit price for that
item and any comments you wish to provide regarding your bid. Your comments could include
information on alternate item specifications, availabiiity, shipping, or other information you want the
buyer to consider.

Note: You will never be asked to submit both a Lump Sum and Unit Prices. When you enter your Unit
Prices, the system will automatically extend the prices and total your Bid. Also, you must enter a Price
for all items in the Bid Form. Enter zero to No Bid an item.

Bid Documents

With any Bid, you will have the opportunity to attach a single Bid document to your Bid that contains
additional optional or required information regarding your Bid. After you upload a document, your
document filename will appear as a hyperlink in the Current Bid Document field along with the date
uploaded and the name of the user who uploaded the documents.

13
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Certification Statement

Near the bottom of the screen is a Certification Statement that you must check before submitting your
online bid information. This will signify an acknowledged bid. if the client organization then makes a
change to the bid form, your acknowledgement may be reset until you view and confirm it again,

Editing or Withdrawing a Bid

You can edit a Bid at any time up to the stated closing date and time. Click the Withdraw button to
delete all 8id information that you have submitted, This also applies to bids that need to be
acknowledged again.

5.0 NOTIFICATIONS

Messages may be dellvered to you via emall or fax, depending on the preference of the website owner
and whether you have email and/or fax addresses in the system database.

Email messages will contain a link to the website where you can get more information. Fax messages
will typically have separate instructions on how to respond.

Some emall messages may request that you “Acknowladge Receipt” of that message by clicking on a link
in the message. Once you click on the link, you will see a message acknowledging that the system has
recorded your response. [f the system cannot acknowledge your response for some reason, you will see
an error message displayed. If this happens you should call your point of contact on the Solicitation to
let them know of the problem and to confirm your receipt of the message,

6.0 BIDS/AWARDS

If enabled by the client organization, the Bids/Awards feature allows Vendors to view Bid Results and
Contract Awards. if enabled, you will see a Bids/Award tab at the top of the page to the right of the
Solicitations tab.

After first clicking on the Bids/Awards tab, you will be presented with a tabular listing of Solicitations for
which Bid Results and Contract Award information is being made available for viewing by Vendors. This
information will be displayed for a certain time period determined by the website owner.

* Pending Award Status - Bids have been received and are being evaluated.
¢ Awarded Status - One or more Vendors have been selected to receive a contract.
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Clicking on the View link will provide additional information about the status of the Bid. Such
information may include the Vendors who Bid, 8id Results, Awards, and comments from the buying
organization.

70 CONTACT US

Use the Contact Us form to contact the web site owner if you have questions about using the web site.
if you are not registered and logged in, you will need to fill out ali of the fields on the form. Click the
Submit button to send Your request. ¥ you are logged in, the form will be pre-populated with your
contact information. You need only filf out the Message field with specific information about your
request for assistance.

8.0 FAQS

The FAQs feature provides 2 list of frequent questions and answers from Vendors, organized by subject
category.

15
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Extipit C

RFP EVALUATION COMMITTEE
NO KNOWN OR FORESEEABLE
CONFLICT OF INTEREST OR BiAS
AND
CERTIFICATION OF CONFIDENTIALITY

Please read this document in its entirety, complete as directed, initial each page, sign where indicated
and return the original document to the Purchasing Agent, Beverly Aveni Please retain a copy of the
completed document for your records.

RFP Description

Evalustor Name

Project Mznager

To protect the integrity of the City of Stamford’s procurcment processes, it is essential that responses to
Requests for Proposals be evaluated in an unbiased manner and without conflict of interest, and that the
contents of proposals remain confidential throughout the evaluation process. You have been selected as
an evaluator/subject matter expert not only because of your managerial/technical expertise, but also
because the Purchasing Agent, your supervisor and the Project Manager are not aware of any bias,
business or family relationships, or any other conflicts that could affect, or which could be perceived to
affect, your fair, honest and impartial participation in the evaluation of proposals.

As an evaluator/subject matter expert you are expected to: 1) discharge your duties impartially so as to
assure fair, competitive access to City of Stamford procurement needs by responsible contractors, and 2)
conduct yourself in a manner which fosters public confidence in the integrity of the City’s procurement
process.

Part 1 - No Known or Foreseeable Conflict of Interest or Bias

| certify that [ have read the Purchasing Ordinance attached hereto.

| certify that |, and to the best of my knowledge, members of my immediate family, as defined in the City
of Stamford Code of Ethics, Chapter 19 of the Code of Ordinances:

I Are not current employees of or a consultant to any of the firms that have submitted a
proposal.

2. Are not directors, officers, owners, partners, agents, or representatives of any of the firms
that submitted a proposal.

3. Do not hold any stock or any financial interest in any of the firms that submitted a praposal.

RFP EVALUATION COMMITTEE CERTIFICATION Initials
OF CONFIDENTIALITY AND NO CONFLICT OF INTEREST Page 1 of 3



I certify that I will not during the RFP process:

L. Solicit or accept, directly or indirectly, any promise of future employment or business
opportunity from, or engage, directly or indirectly, in any discussion of future employment or
business opportunity with, any director, officer, owner, partner, employee, representative,
agent or consultant of an offeror that submits a proposal, or their proposed subcontractors.

2. Ask for, demand, exact, solicit, seek, accept, receive, or agree to receive, directly or
indirectly, any money, gratuity, or other thing of value from any director, officer, owner,
partner, employee, representative, agent, or consultant of an offeror that submits a proposal,
or their proposed subcontractors for this project. | will advise my immediate family that the
acceptance of any such gratuity may be imputed to me as a violation, and must therefore be
avoided by them.

I understand that my obligations under this certification are of a continuing nature. I will immediately
seek the advice of the Office of Legal Affairs and report the circumstances (within 48 hours of it being
brought to my attention) to my supervisor, to the Project Manager and to the Purchasing Agent if at any
time during the RFP process;

1. I receive a contact from an offeror that submits a proposal, or their proposed subcontractors,
concerning employment or other business opportunity.

2, I receive an offer of a gift from an offeror that submits a proposal, or their proposed
subcontractors.

3. 1 encounter circumstances where my participation might result in a real, apparent, or
potential conflict.

Part II - Confidentiality

L. [ certify that I will not divulge nor make known, in any manner whatsoever, to any person,
other than a member of the RFP evaluation committee or other individual who has a
confidentiality statement for the same procurement, or to an investigatory or law enforcement
authority, after consultation with the City’s Office of Legal Affairs, any information (which
has not already been made available to the public or all interested offerors) pertaining to any
and all aspects of the RFP, including but not limited to, the contents of offerors’ proposals,
the scoring method, points sllotted, evaluator scores, costs, or any other confidential
information regarding the RFP process.

2. | understand that unauthorized sharing of information may give an offeror an unfair
advantage over another offeror and thereby render the process invalid.

RFP EVALUATION COMMITTEE CERTIFICATION Initials
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Part I - Exceptions

Any exceptions to the certifications that | have made in completing this certification are listed below.
If additional space is needed, attach additional pages and initial eack page of the addition.

Check here [ ] if there are no exceptions to the certifications.

Part 1V . Signature

Name (please print)

Signature (Must be an original ink signature) Date

RFP EVALUATION COMMITTEE CERTIFICATION Initialg
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§ Acdress (numbar, gtreet, BnG 2D1. of 3Uite NO.) Raquesier's name and address [optional

4 City, state, and ZiP code

Forrn W-9 Request for Taxpayer Give F°'.‘r“ g’o"n’;t
B ot e oy Identification Number and Certification o 't'ot.,,'. RS,
intarmal Revenue Servics
1 Name (a3 showt on your income tax retum). Name is required on this ine: do not leeve this line blank,

i 2 Business nama/disregerded entity narme, if different from above

g 3 Check appropriate box for federal tax classification; check only one of the following seven boxes: 4EHWM(M“M°W|O

& ] incivickaakisoie ﬁogﬁtcror [T ccomoration [ SComoration [] Partnership 7] Toustiastate ;“mm?n;; ay thand
é [] Uivited kabitty companry. Enter tha tax classification (C=C comoration, $=5 corporation, P=partnershy) b Exernpt payee code { any)

. . e o | Exemption from FATCA reporting
Note. For a single-member LLC that is disregarded, do not check LLC; check the box e the §ne above 1

E mla&mmno!mmwmm. tppropriste boxn “ code {if any)
g i Dmm'wwp iAnpiies 10 scCounty remintiingd outsice e U 3 }

7 Ust account humber(s) here (optional

m Taxpayer identification Number (TIN)

Entar your TIN in the appropriate box. The TiN provided must match the nama given on line 1 to avoid

backup withholding. For individuals, this is gensrally your social security number (SSN). However, for a
rasiclent alien, sole propriator, or disreganded entity, sea the Part | instructions on page 3, For other - -

entitias, it is your employer identification number [EIN}. H you do not bave a number, see How to geta
TIN on page 3. or

Note. If tha account Is in more than one name, 308 the instructions for line 1 and the chart on page 4 lor
guidelines on whose number to enter.

Part 1! Certification

Under penatties of perjury, | certify that;

1. The numbar shown on this form is my comect taxpayar identification number (or | am waiting for a number o be issued to me); and

2. 1 am not subject to backup withholding becausa: (a) | am exemp! from backup withholding, or {b) | have not been notifiad by the Intemal Ravenue
Service (IRS) that | am subject to backup withholding as a resuit of a failure to report all interest or dividends, or {c) the IRS has notified me that | am
no longer subject to backup withholding; and

3. | am a LS. citizen or other U.5. person (defined below); and

4. The FATCA code(s} entarsd on thia form (i any} indicating that | am exempt from FATCA reporting is corract.

Certification instructions. You must cross out ltem 2 above if you have been notified by the IRS that you are currentty subject to backup withhokding
because you have failed to report all interest and dividends on your tax retum. For real estate transactions, ilem 2 does not apply. For mortgage
interast paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retiremant arrangsinent (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the

instructions on page 3.

Sign Signature of
Here U.% person

Date »

General Instructions

Section referencas are to the (ntermnal Revenue Code uniess otherwise noted

Future developments infammation about developments atfecting Form W-3 {such
23 legisiation anacted aftor we relesse it) i at www irs. goviwg

Purpose of Form

An individul o entity (Form W-3 requestert who is required 16 fle an miormation
returm with (he IRS must obtan your comact taxpayer kientificalion number (TINY
whiich may be your social securty number (SSN). individual taxpayer identifcation
number {{TIN}, adoption taxpayer idantification number (ATIN}, or employer
identdication nurmber {EIN). 0 report on an information return the amount paxd to
you, of other amount reporishie on an infoarmation retumn. Examples of indormation
roturns include but are not fimited to, the foliowing.

= Form 1099-INT {imerest emmed or paid)

= Form 1099-DIV (dividends. inchading thase from stocks or mutual furds)

« Form 1099-MISC (vanous types of mcome, prizes, awards, or gross proceeds)

« Forrn 1099-B {stack or mutual fund sales and certain other tramsachians by
brokers)

* Form 1099-S (proceads from real estste transactions)

= Form 10@9-K {morchan card and 1hwd party natwork transacthons)

= Form 1098 (homa mortgage interest), 1098-E {student foan interast), 1038. T
[tuition)
« Form 1093-C {cancalod debt)
= Form 1095-A [acquesthion or sbandonment of Secured property}

Lise Form W-g onty #f you sre a U 5 person (including & resident afien), 1o
provide your conrect TN,

f you do pot return Farm V-2 10 the requester with & TIN, you might be subyect
o backup withhokding See V/hat is backup withholchng? on page 2.

By signing 1he klled-out form, your

1 Certity that the TIN you are giving 13 correct [or you are waiting lor a number
to be s3uech,

2 Cerlily that you are not subject 10 backup withnoldmng. o

3 Ctaim exomption ‘rom backup withholding if you are 8 L.5. sxempt payes. If
apphcable. you ane also certilying that as a U.S person, your alocabie share of

any parthershup mceme from a U S. irade of busmess & not subed! 10 1he
withholding tax on foregn pariners’ share of affectively connected income. and

4 Caertity that FATCA codels) eriered on this form Gif any) ndicating that you ara
exampt from the FATCA reporting, 13 cormroct. See VWhat i FATCA reporiing? on
page 2 lor furthor information

Cat No 10231X

Eorm W=9 Rov 12-2014)
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Form W-8 (Rev. 122014

Page 2

Kote. If you are 2 U.S. porson ancd s requester gives you a form other than Form
W-9 to request your TIN, you must use tha requester’s lonn i it is substantialy
similar to this FormW-9.

Definition of & U.8. parson. For federa) tax purposes, you ane considersd a U S,
person if you are:

« An individual who is a U.S. citizen or U.S. residient atier;

« A partnorship, COMOrehion, CoMpany, of associrtion craated or organized in the
United Stetes or under the lrws of the Linted States;

* An estate (other then a foreign estate); or
» A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or business in
the Uinited States ars Qenerally required to pay a withhokding tax under section
1446 on any foreign partners' share of effeciively connected laxable income from
such business, Further, In cartsin cases where a Form W-9 has not been received,
the rules under Secton 1446 require & Pantnership 1o presume that 2 patneris &
forgign person, and pay the section 1446 withholding tax. Thareforw, i you are a
U.S, person that is a partrer in & partnership conducting a trade or buginess in the
Uned States, provide Form W-8 {6 the parinership to sstablish your U.S. status
and avold section 1448 on your shans of partnership income,

In the cases belcw, the following parson must give Form W-0 to the partnership
for purposes of establishing Its U.S. status and evoiding withholding on its
ahocabie share of net Income from the partrnershi
i the Untted States:

* In the case of & cisregarcc! entity with a U.S. owner, the U.S. owner of the
cisregarced entity 8 not the entity,

 In the case of A grantor trust with 2 11.S. grantor or other UL.S, owner, generally,
the U.S. gramtor or othar ULS. awnar of the grantor rust and not the trust; and

» in the case of & U.S, trust (other than a grantor trust], the U.S. trust (cther than &
grantor trust) and not the benaficiares of the trust.

Foralgn: person, Hf you ara & foreign person oc tha U.S. branch of a forsign bank
that has elected 1o be treatad as a U.S, person, do not use Form W-9. Instead, use
the appropriate Form W-8 or Form 8233 (see Pubiication 515, Withholding of Tax
on Nonresicdent Allens and Foreign Entities).

Nonresicen: aller who becomes s resident aller. Genecally, only B nonresident
atien Indivichual may use the terms of a (ax treaty to reduce or elirminate U.S. tax on
certakt types of Incormne. However, most tax treaties contain 8 provision known as
& "saving ciause.” Exceptions specified in the saving clause may permit an
exemption from tax to continue for certain types of income even after the payse
has otherwise become a U.5. resident slien fof ax purposes.

H you mre 8 U.S. resident afien who Is relying on an axception contained in the
saving clausa of a tax troaty to claim an exemption from U.S, tax on certain types
of incoma, you must attach a statemen! to Form W@ that spacifies the folkwing
fiva Roms:

1. The treaty country, Generafly, this must be the same ety under which you
claimed axemption from tax as a nonresidont atien,

2, The treaty artice addressing the income.

4. The article rnumber (or location) in the tax treaty that containe the saving
clause and HE exceptions.

4. The type and amount of income thal Gualifies for the sxerngtion from tax.

£, Sufficient {acts to justily the exsmption from tax under the terms of the treaty
article.

Exomple. Article 20 of the U.S.-China income Lax treaty aficws an sxemnption
from tax for schotarship incomes mecseived by a Chiness student temporarily present
n the United States. Under U.S. faw, thia student will becorme & resident alien for
tax purposes if his or her stay in the United States exceeds 5 Calendar years.
Howsver, paragraph 2 of the first Protocol to the U S -China treaty (dated April 30,
1984) aliows the provisions of Article 20 to continue 10 apply even aftec the
Ghiness student bacomes a resident afien of the United States. A Chinese student
who qualifies foc this sxception (under paragraph 2 of the first protocol and is
retying on this sxception 10 claim an oxemplion from lax on his of her scholarship
or feliowship income would attach to Form W-0 B siaternent that mcludes the
nformation described above 1o support that sxemption.

It you ars a nonresident alien or a loreign entity, giva the requeste the
appropriate completed Form W.8 or Form 8233,

Backup Withholding

What Ia beckup withholding? Persons making certain payments 10 you must
uncler certain conditions withho!d and pay to the IRS 28% of such payments Thrs
s catted "backup withholding.” Payments that may be sutyect 1o backup
withhoiding inchude interest, tax-exempt nterest, dividendts, broker and barter
exchange transachons. rants. royaltios, nonamployee pay. paymants made in
setiiement of card and thad party network fransactions, and certain
paryrnents from fishing boat cperators. Real eatats transachons are nol sulyect to
backup withholding

Youu will not be subject 10 backup withholding on payments you recerve if you
give the roquester your cormect TIN, make the proper certfications, and repor all
your 1axable interest and dridends on your tax return.

Payments you receive will be subject to backup withhokding if:

1 You do not hrrush your TiM 10 the requester,

2. 'fou 0o not cantity yous TIN when required {see the Part {l instructions on p2ge
1 lor cetads),

3. The IRS 1ells the raquester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject 10 Backup withhokiing bacauss you did
not report alf your interest and dindends on your tax return (for reportabie intersst
and dividends only), or

§. You do not certity 10 the requester that you are not subject to backup

; ing under 4 above {for repovtabie erest and dividand accourts opened
after 1983 only),

Cartsin payses and payments are axempl from backup withholding Sea Exempt
payes coce on page 3 and the saparate Irstructions for the Requester of Form
W-2 for more information,

A0 300 Special rutes for partnerships above.

What is FATCA reporting?

The Forsign Account Tax Compilance Act (FATCA) requires a participating forsign
financial institution to report afl United States account hoiders that are specified
Urited States persans. Certain payees are sxempt from FATCA reporting. See
Examption fram FATCA reporting code on page 3 and the Instructions, for the
Requester of Form W-0 for more information,

Updating Your Information

You must provide updated mformation to any person 1o whom you claimed to be
an axempt payes if you are no longer an exempt payes and enficipate receiving
raportable payments in the luture from this person. For exampie, You may need to
pravide updated information 1 you are 3 G corporation that slectatobe an S
corporation, or if you no longer ane 1ax exempt, In addition, you muat fumish & new
Form W-§ if the name or TIN changes {or the account; for exampla, if the grantor
of & grantor trust dies.

Ponaities

Fallure to furnish TIN. ! you fail to furmsh your comect TIN {0 a requester, you are
sudiect 10 2 penaity of $50 for each such failurs uniess your faiure is dueto
reasonable cause and not to wiltul neglect.

Chvil penalty for faise information with respect to withholding. if you make s
false statemnenm with no reasonabie basis that results in no backup withholding,
you are subject to 2 $500 penalty.

Criminai penalty for faisitying information, Wilfuy falsitying certifications or
affirrnations may subject you to criminal penaiies including fines anor
Imprisonment. ’

Misuse of TiNg. If tha requester disciosas or uses TINS in viotation of tederal law,
e requester may be sublect to civil and criminal penalties.

Specific Instructions

Line 1

You must enter one of 1he following on this line: do not [save this line blank. The
riama 3hould match the name on your tax retum,

I this Form W3 is for 8 joint accourd, list first. and then circie, tha nama of the
person or entty whose number you entered in Part | of Form W-9.

a. individuat. Generally, enter the name shown on your tax retum. i you have
changed your tast rame without informing the Social Secunity Adminmtration (SSA)
of the name change, entar your first name, the [ast name a3 shown on your soclal
security card, and your naw last name,

Nots. ITIN applicant: Enter your individual name a5 1 was ertered on your Form
W-7 appiication, ine 1a. This should aiso be the same ag the name you entered on
the Form 1040/10404/1040EZ you filed with your application

b Sols proprietor or singls-membar LLC. Erter your indavichial narme o8
shicram o0 youl 104071040A/1040E 7 o line 1, You may enter your busingss, Iréde.
or “doing business as” (BA) name on ine 2

c Partnership, LLT that iy no? a single-member LLC, C Corporaiion, or 3
Comporation. Enter the entity's name as shown on the entity s tax returmn on line 1
and any business, trade. or DB name on kne 2

d. Other sntities. Entor your name at shown on required U S federal 1ax
documants on ine 1 This name shoukd matcn the name shown on the cnarter or
otner tegal document creating the entdy, You may enter any buginess, trade, or
DBA name on ime 2.

o. Digrogardad entity. For U S federal 1ax purposes, an oty that s
disregardad as an entty separate from s owner is treated a3 a “d
antity © See Ragulations section 301 7701-2(CH2)i4). Enter the owner's name on
kne { The name of the antily entered on ind 1 Shouid Pever be & disregarded
anity The name on line 1 should be the name shown on the income tax retum on
which the incoma shouid be reported. For example, if a foneign LLC that is trexted
as a drsreparded entity lor U.5 federal 1ax purposes has o singls owner that 5 8
U S person, 1he U S owner's name 18 required to be provided on line 1 i the
direct owner of the sntity 18 2180 a disreqarded entity, enter 1he first owner that is
ot chsrogarded for federal tax purposes. Enter the disregarded entily’s name on
ling 2, *Business name/disregarded sntity name * if the ownee of the disregardad
antity 1 o foreign person, the owner must complete a4 appropniate Form W-8
nistend of a Form W-8. This 18 the case even d the foregn person has a 4.8 TIN

oy
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Fage 3

Line 2

it you have a busingss name, trade name, DBA name, of disregardect entity name,
you may srter i on tin 2.

Line 3
Chack tha xpproprints box in ina 3 for the U.S. federal tax classification of the
perscn whose nama is entared on line 1. Check only one box in fne 3.
Umited Lishiity Compeny (LLC). If the name on ne 1 is &n LLC trexted a5 a
partnarship for .S, federal tax purposes, check the “Limded Lisbitity Company™
box and enter “P™ in the space provided. I the LLC has filed Forms 8832 or 2553 to
be taxed as & corporation, chack the “Limited Liab#ty Company™ box and in the
space provided enter “C” for C corporation or “5" for S corporation. If Ris a
singia-member L1.C that ia a disregardad antity, do not check the “Limited Liabillty
box; instead chack the firsl box in fine 3 “Indtviduay'sols proprietor or
single-member LLC."

Line 4, Exemptions

# you are exempt from backup withhoiding and/or FATCA reporting. enter in the
sppropriate specain lina 4 any codels that may apply to you.

Exempt payes code.

. G«wﬂy. individuals (inchading sole proprietors) are not exempt from backup

withholding
Excop!uprwund are sxampt from backup withholding
dividends,

, Corpexations

fammmbdmhtmmd

* Corporations are not exemnpt from backup withhokding for paymants made in
settiement of peyment card or thind party network tranaactions.

* Corporations are not exenpt from backup withholding with respect to attornays”
foen or gross procasds pakd to attormeys, and corporations that provide medical or
haalth care services are nol sxempt with respaect to payments repoctabls on Form
1090-MISC.

The lofiowing codes identify payees that ure exempt from backup withholding.
Enter the appropriate code in the space in line 4,

1 —An organization axempt from tax under saction 501(a), any IRA, or a
custodial account undar saction 403b)7) ¥ the scoount satisfies the requirsrments
of section 4012}

2="The Unitod States or any of its agencies o instrumentalities

3—A state, the District of Columbia, a L).5. commonweslth or posasssion, of
any of their polttical subdivisions or instrumentaiities

4—A foreign government of any of its poitical subdivislons, agencies, or
instrumantalitios

S—A corporation
6=—A dealer in securities or commacities raquired to ragister in the Linited
States, the District of Cohmibia, or a2 U.S. comrmonwsalth or poasession

T—=A futures commission merchant registared with the Commodity Futures
Trading Commizsion
8 = A roal esiate investment trust

9—An entity registered at all times during the tax year under 1ha Investment
Company Act of 1940

10-—-A common trusd lund operated by a bank under saction 584(z)
11~A financlal institution

12 =— A middieman known in the investment community &3 a nomines or
custodion

13~ A, trust exempt from tax under section 654 or described in section 4347

The lollowing chart shows types of payments that may ba sxemnpt from backup
withholding. The char applies to tha exampt payoces §sted above, 1 through 13

{F the psyment is for . ., THEN the payment is oxempt for.. .

Interes) and dindend payments All exempt payess except
for 7

Broker ransactions Exempt payees 1 through 4 and 6
1nrough 11 and all C corporations. S
corporations must not enter an exempl
payes cocie because thay are exempl
only lor aales of noncovered sacuntes
acquired pnor to 2012

Barter axchange ransactions and Exempt payees 1 ihrough 4

palronage dwvidends

Payments cver $600 required 1o be Generaly, exempt payses

reportod and direct sales ovor $5.000° | 1 trough 5°

Payments macke » sofllament of Exempt payees 1 (hrougn 4

payrnem card or thed party notwork

transactons

' Soe Form 1099-MISC. Miscatanecus Income, and ds matructions

T However, the following paymants made to a corporation and reportable on Form
1000-MISC are not axempt from backup withhokiing: medica) and health cara
payments, sttomeys’ fees, gross procaeds paid to an attomey reporiable under
saction 6045{7). snd payments for services paid by a tacleral execulive agency,

Exemption from FATCA reporting code, The following codes identify payees

that are exempt from reporting under FATCA, Theas codes apply to parsons

submitting this form for accounts maintained outside of the United States by
cartain foreign financial institutions. Therefors, if you are only submitting thig torm
for an account you hold in 1he United States. you may leve this faeld blank,

Consult with the person requesting this form i you are uncertain i the Tinancial

mstitution & subyect 1o thess requirements. A requester may nciicale that a code is

not recquaned by providing you with & Form W-8 with *Nat Applicabie” lor any
simsdar indication) written or printed on the [ine for a FATCA exemption code,

A=—An omganization sxempt from tax under section 501(a) or any indivicual
retiroment plan as defined in ssction 7703(aK37)

B—The Unitec! States or arty of its agencies or instrumentalities

C—A state, the District of Columbia, & U.S. commonwealth or possesaion, or
any of their political subdivisions or instrumentatities

D—Acapomﬂon&nstockofwhichhrm’ymdodonomum
utabl1 02“( muﬂmmﬂkm &3 described in Regulations section
F472-1(cX

E—- Awpormmthtblmbuolmmexpmdoddﬂimodmun
corporstion described in Regulstions section 1.1472-1(c)1){)

F—A desier in securities, commodities, or derivative financisl instruments
{including notional principal contracts, futures, forwands, and options) that s
registered & such under 1he laws of the United States or any state

G—A read estate investment trust

H—A regutated rwestmant company as defined in section 851 or an entity
regiatared at aff timas during the lax year under the Investment Company Act of
16840

I=A common trus! fund as dafined in section 584(a)
J=A bank as defined in section 581
K =A broker
L= A trust exempt from tax under section 664 or described in saction 4947 (a)1)
M—A tax exsmpt trust urder a section 403(b) plan or section 457(g) plan
Note. You may wish to consult with the financial kvstitution requasting this form to
dﬁrnh;whoﬂmhFATCAcodoand’ormmcod.shmﬂdbo

Line 5

Enter your address (number, street, and apariment of suite namber), This ks where
the recuester of this Form W-8 will mail your information rsturmns.

Line 8
Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)

Enter your TiM in the spproprists boa. [ you sre a resident alien and you do not
have snd are not eligible to get an SSN, your TIN s your IRS Individual taxpayer
wentification number {ITIN). Erter it in the social security number box I you do not
have an (TR, see How lo gel & TIN below.

H you are & s0le proprietor and you have an EIN, you may enter sither your SSN
of EIN. However, the IRS prefers that you use your SSN,

if you are a single-member LLC 1hat is dimregarded &3 an eniity separate from fts
orwner (sea Limited Labilty Company (LLC} on this page), enter the owner's SSN
{or EIN, if the owner has ohe). Do not enter the disregarded snidy's EIN If the LLG
13 classfinG A8 A corporalion o partnership. enter the entity's EIN.

Note. See the chart on page 4 for further clarification of name and TIN
combingtons.

How to get 3 TIAL if you 0o not have & TIN, apply for one immediately To apply
for an SSN, get Form S5.-5, Application for a Social Secunty Card. from youwr local
SSA office Or get Uus form onfing Al www.AS8.00v YOu mey ais0 get thes form by
calling 1-800-772-1213. Use Form W- 7, Apgplication for IRS indwdual Taxpayer
identitication Number, to apply for 21 (FIN, or Form S5-4, Application for Empioyer
idantification Number. to apply for an EIN  You can apply tor an EIN online by
accoasing the IRS webete at www 3 gov/businesses and clicking on Employer
Igentification Number {EIN) under Starting 3 Business You can get Forms W-7 and
S5-4 trom tha 'RS by wisding IRS.gov or by calling §-800-TAX-FORM
{1-800-829-3676)

il you ara asked 10 complele Form W-9 but do not have a TIN, apply for 8 TIN
and writs “Applied For™ in the space for the TIN, sign and date the form, and give
to the requester. For irterest and drncend payments. and certoin payments macde
with respec) to readily tracable instruments. generally you wi! have 50 days 10 get
a TIN and give it {0 the requester betors you are Submct 1o backup withhokding on
payrmants, The 60-day rula doos not 2pply 10 cther [ypes of paymanis You wilt be
sub:ect T backup withholding on ol 3UGH Daymerts until you provios your TIN to
he requester

Note. Entening "Applied For” means that you have alrsady applind for a TIN or that

you mieed to apply for one soon
e Y
!

Cation: A drsmgarded U S ondity that has 8 foregn Swier must yvie the
ApOrophste Foam W8
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Page 4

Part li. Certification

To establish to the withholding agent that you are & U.S. parson, or resident alisn,
sign Form W-9, Ywmthwloslmhyhmﬂmwmﬂ
tems 1, 4, or 5 below indicate otherwise.

For a joint sccount, onyhpusonmmushmmanIMdslqn

mﬂtd)lnﬂwcmdamaﬂky the person identified on ina 1

mmillgn Exempt payees, 3se Exemp! payes coda sarfler.
Signature requirements. Compigte the certification as indicated in iterms 1
through 5 below.

1. intereet, dividend, and berter exchangs sccounts opened before 1984
and broker stcounts considersd active during 198X You must give your
correct TIN, but you do not have to sign the certification.

2. interest, dividend, broker, and bacter axchange accounts openad after
1983 and broker sccounts considered inactive during 1863, You must sign the
certification or backup withholding wil appty, If you ane sublect to backup
withhoiting and you are mersly provicing your cormect TIN to the requester, you
must cross out Hem 2 in the certification befors signing the form,

3. Real sstate transactions. You must 3ign the certification. You may cross out
Rkem 2 of the certification.

4, Other peyments. You must give your comect TIN, but you do not have 1o sign
the certification uniess yout have bean notified that you have an
TN "Other " incluce s made in the courss of the

, canceltation of debt,

o not have 1o sign the certification.
What Name and Number To Give the Requester

For thia type of scosunt Qlve name and SSN of:
1. individual The indivicual
2, Two or more individuais (oirt The actual cwner of the account or,
account) il combined funds, the first
Indivicksal on the accourt’
3. Custodian account of 2 minor Tha minord
Uniferrn Gift to Minors Azt)
4, g The usual revocable The gramior-trustee’
trust (grantor is mm"a’-w.—.
b. So-called trust account t actus! ,
not & legal or valki trust under e owner
state law
5. Sole proprietocship or disregarded | The cwner'
sntity owned by an indivicusl
6. Grantor trust filing under Optional The gramor”
Form 1098 Flling Method 1 (see
Regutations section $ 67 1-4bY2)
A}
For thia type of account: Qive name snd EIN of;
The cwoer

7. Disregardad entity not owned Gy an
indhvicual

8. A valicd trust, ostate, of pension trust | Legal entity”

8. Corporation or LLC shecting The comporation
corporate atatus on Form B832 or
Form 2553

10. Association, club), religous. Tha organization

i1, Partnorghip or multi-member LLC
12 A broher or registered nomines

13 Account with the Departrment of
Agricutture in the name of a pubtic
antity such as a state or local

. schoot district, or
person) that recenves agricuttural
Program Dayments

14, Grantor tnust ing under the Form
1041 Filing Mathod or the Optional
Form 1099 Fiiing Method 2 (see
Asguintions section 1 671-4DX2XD)
L)

The parirership
The broker or nomines

The public entrty

Tha 1rust

'uuwmmmmwwmmww.km 1 onty ore peraonon
yomt scoourt has an SSN that person's number must be fumished

? Gacts the mnce's name wdt Ramran Ma rovr's S5V

YNMMWWWMMWMWWWGDBAWm
e "Busiress neme/deregirded satity™ nams ne  You may ues sther your SSN o EN § you
have onel, but the IS encourages. you 1o ube your SSN.
* Lt st mndl cirche (e nerme of tre trusd, estate, or pereon tnal, (DO nat fumvah the TN of the
POrEONSt represantalrve Or trukted urdess the legal entity tsall ki not demgneted 1 the account
Hou} Nuo see Specied rules for partnersiips on pege 2.
"N, Goantor sisg must provade 8 Form W-9 o troskes of trust.
Hots. I no name Is circled when more fhan orme name s listed, the number will ba
consiclarad to be that of the first namae Gsted.

Secure Your Tax Records from ldentity Theft

Idertity theft occurs when somecns uses your personal information such as your
rame, SSN, or gther ertitying information, without your permission, to commit
treud or other crimes. An idantity thief may use your SSN 1o get a job or may file a
tax return using your SSN 1o receive a refund.

To raciuce your risk:
» Protect your SSN,
» Ensure your empioyer is protecting your SSN, and
* Ba careful when choosing & tax preporer.

1f your tax records are affected by identity theft and you receive a notice from
the [RS, respond right eway to the name and phone number printed on the IRS
notice or ietter.

If your tax records sre not currently aMacted by iderstity theft but you think you
are st sk due 1o a Jost or stolen purse or wallet, questionable cradit card activity
gu%goﬂ contact the IRS identity Theft Hothre at 1-800-908-4480 or submit

orm 1 X

For mors information, see Publication 4535, identity Theft Prevention and Victim
Assistance,

Victims of identity theft who are axperigncing sconomic ham of & system
probiem, or are seeking help in resolving Lax problems that hava not been resotved
through nofmat channels, mey ba eligible lor Taxpayer Advocate Service (TAS)
assistance. You can reach TAS by caliing the TAS tofl-free case inteke kne at
1-377-777-4778 o TTY/TDD 1-800-829-4050.

Protect yourss!! from suspicious smalls or phishing schemes. Phishing is the
craation and use of email and websikes designed to mimic legitimets business
ommits arcd websites, The most common act 13 sending an email to & user falsety
claiming 1o be an estabished legitimate emterprise in an attempt to scam the user
into surendenng private information that will be used for identity theft,

The IRS does not initiste contacts with taxpayers via emails. Also, the IRS does
not request persona! detaied information through amai! or ask taxpayers for the
PIN numbaers, passwords, or similar sacret access information for thedr credit card,
bank, or other financis! sccounts.

H you receive an ursciicited smail clalming to be from the IRS, forward this
massage (o phishing@irs_ gov. You may abso report misuse of the IRS name, loga,
or other IRS proparty to the Treesury inspector Generald for Tax Administration
(TKGTA) at 1-800-366-4484. You can forward suspicious emaits to the Federsf
Trade Commission at: spam@uce. gov or contact them at www. fic.govicdihes? or

1-877T-IOTHEFT {1-877-438-4338),

Visit IRS.gov to lsam more abou! identity thaft and how to reduce your risk,

Privacy Act Notice

Saction 6100 of ihe rtemal Revenus Code requires you 1o provide your comect
TiN to persont (including federal agencies) who are required to file nfomation
retums with the 1RS to report interest, dividends, or certain other income paid to
you; mortgage nterest you paid, the acquisition or sbandonmant of secured
property; tha cancelishon of dett; or contributions you made to an IRA, Archer
MSA, or HSA The person collecting this form uses the information on the form 1o
fite information retums with the IS, reporting the above nifcrmation. Routing usos
of this nformateon melude ghang it to the Department of Justice for col and
crminal Uigation ana to cities, s1ates, the District of Cotumbia, and U.S,
commaonwerihs and posSessions for use mn adminstering ther laws The
nlormation also may be disciosed (o other countrides undar a troaty. to ledoral and
state agencies 10 onforce civil and criminal laws., or to Tecteral law enforcerment and
mlaitgence agencies (o combat terrorsm You must provde your TIN wnether or
Mot you are required 1o file a tax refurn. Under section 3406, payers must goreraly
wiihhold & percentage of taxabie interest, dvidend, and Cenain Othr paymetis o
& payee who does nal give a TiN to Ine payer Cerlam peralties may also apply lor
prowcing falsa or trautuient information.

Ak



City of Stamford

Substitute IRS form W-9

For protection of confidential information, please send completed fax or scanned pdf email form to- ;

Attention: City of Stamford, Purchasing Department
(Fax) 203-977-5253

(Email) @stamfordCT.gov /OPM ‘ |

| Vendor information (Please complete this section) ]

IRS Legal Business Name:
Business Nama (if differs from above)

Street Address:; City: State; Zip:
Main Business Contact: Phone:; ' Fax;
Main Business Contact email- - COS Depariment Contact:
[ Vendor Type (Please put an “X” when selecting the following entity types) B
Individual/Sole proprietor Partnership Corporation
Government Entity Association/Estate/Trust Tax-Exempt Organization (501-C)
Limited Liability Company {LLC, LLS or LLD) Other [ _ ]
[ Tax Status and Exemption ]

Check box and enter your Taxpayer Identification Number (TIN) and indicate if this is a SS # (for individuals) or an EIN #
(Employer Identification Number {for other entities). Your TiN number must match the name provided above and agree with
IRS records.

Social Security Number {SS#) Employer Identification Number {EIN#)

| ] L ]

L Certification ]
Under the penalties of perjury, | certify that;

1. The information supplied herein, includes all altachments, and is correct to the best of my knowledge, and

2, lam aU.S8, citizen or other U.S. person, including a U.S. resident alien, and

3. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be
issued to me), and

4. |am not subject to backup withholding because (a)  am exempt from backup withholding, or (b} | have not been
notified by the Internal Revenue Service (IRS that | am subject to backup withholding as a result of failura to report
all interest or dividends, or {c) the IRS has notified me that | am no longer subject to backup withholding; and

5. My vendor status with the City of Stamford has no relation with any empioyment | may have at COS or | certify that |
am not an employee of the City of Stamford.

Signature of Authorized person with vendor: Date:
Name and Title of Authorized persan with vendor: Telaphone:
For COS Internal Use Onty _ M
Vendor ID: Is this vendor an COS Employee: _ _Yes No
* if yes, seek approval from Payroll Supervisor:
¢ Entered by: Entered Date: Payrolt Approver Date;
i TIN Matched? Yes No Reviewed by: Date:

| Comments:







City of Stamford Audit Committee
Executive Summary of Internal Purchasing Audit Results FYE (2012-2014)
Date: Wednesday, October 07, 2015

* Amended on 10-7-15, item 6&7 below from OPM & Purchasing Agent,

ltem #

Priority
Level

Internal Audit Recommendations

City's Department Responses

OPM & Purchasing Agent

Controller's Office

a.) Best practice would be to request from
all vendors in conjunction with input of the
vendor master file changes or updates a
completed and signed "IRS W-9" or
"Substitute W-9" forms. Incomplete forms
should not be entered.

b.) City should consider implementing a
process to authenticate vendor provide "IRS
W-9" or "Substitute W-9" forms through IRS
TIN matching program website.

Only fully completed new
vendor forms are fo be
processed. Incomplete
forms should not be entered.
We will remind all parties of
the need to be diligent in this
process.

N/A

Process change should be implemented on
the purchasing checklist form fo indicate
alternative payment accommodation and
evaluated regularly.

Inactive contract appears to
be an error and will work to
ensure contract information
is current.

Issue will be reviewed
in conjunction with
fransition process to
alternative payment,
including ACH.

6&7

The Purchasing Agent should work with
City's Controller and Legal Department to
propose an amendment to current policy and
procedure manual to permit under certain
circumstances up to a 10% variance in the
dollar amount of invoices submitted to
accounts payable to avoid being in violation
of the purchasing ordinance threshold
amounts.

* Amounts above purchase
order need to be authorized
by the Purchasing Agent.

System controls
within H.T.E software
application require
matching of amounts
received and ordered
before purchase order
can be closed.
Purchasing agent can
always revise the PO
to accommodate
minimal overages that
are acceptable to the
Department Manager.

Specific language on responsibilities/duties
of committee members who are asked to
serve on behalf of the city in evaluating any
proposals received should be required to
disclose any potential for "conflict of
interest".

We do agree with an
acknowledgement or
"ground rules” form and will
work with the legal
department to develop such
a form for future RFP
selection committees for
participant to sign. Note as
of 8-18-2015, the City's
Purchasing Agent has been
using the "RFP Evaluation
Committee Conflict of
Interest Certification” form
which requires evaluation
committee participants to
certify that they have no
known or foreseeable
conflicts of or bias and
include certification of
confidentiality for all RFP.

N/A







