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TOWN OF AMHERST
CONTRACT MANAGEMENT POLICY

PURPOSE

The purpose of this policy is to advise Town of Amherst department heads and other department
personnel of Town contract administration procedures that should be followed. Adherence to the
procedures outlined in this policy will allow contracts to be administered properly, and to smoothly
and efficiently complete the contract routing process.

SIGNATURE REQUIREMENTS

Pursuant to Town Law 864, only the Supervisor has the authority to enter into a contract, after
obtaining Town Board approval, and must be the signatory on all contracts. This includes ALL
contracts that require a signature. The only exception to this is for Contracts under $5,000, as
outlined below. ALL contracts should be routed through the Amherst Contract Management
System (ACMS).

AMHERST CONTRACT MANAGEMENT SYSTEM (ACMS)

The Town IT Department, in conjunction with the Contract Compliance and Administration
Department, developed the Amherst Contract Management System (ACMS). The purpose of the
system is to route all Town contracts electronically to streamline the approval process and allow
employees to view the status of Town contracts at any point during that process. There are two
sides to the system — the Contract Routing System (CRS) and the Contract Management System
(CMS). Contracts are entered into CRS, and automatically move over to CMS once routing
approval is complete and the contract has been approved by the Town Board.

Contracts are entered into the system by the initiating department or by Contract Compliance for
items that require bids, RFPs or RFQs. The following information is required to be entered into
CRS:

e The type of contract (general contract, piggyback, professional services, etc.)

Whether the contract is Town-wide (for use by any Town department) or pertains to an
individual department

Requested Town Board meeting date for placement on agenda

Start and end dates (these should be included for all contracts)

Whether the contract allows for extensions, and if so, how many, and the length of each
Org, Object, and amount of the contract (for budgetary approval)

Whether prevailing wage applies, and if so, the link to the prevailing wage schedule must
be uploaded into CRS
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Contracts are reviewed and approved as outlined below. Each step of the process may take several
days, depending on the schedules of each department. In order for contracts to receive full
approval prior to the agenda deadline, all documentation should be entered into ACMS one to two
weeks prior to that deadline. Each reviewing department shall review in a timely manner to ensure
contracts are processed as efficiently as possible.

e Contract Compliance shall review for compliance with General Municipal Law, applicable
Federal and State Laws, the Town’s Procurement Policy, and to ensure that all required
paperwork has been included in the submittal

e Comptroller shall review for compliance with the Town budget and sufficiency of
information related to the audit of claims

e Attorney shall review for legal requirements and insurance

Once all the appropriate documentation is uploaded into CRS, each reviewing department will be
notified, and will review the contract in the routing system. The originating department is notified
via system emails at each step of the process. Once fully approved, the system notifies the
originating department that the contract can be placed on the Town Board agenda. The originating
department is responsible for uploading the contract to the agenda for Town Board approval.

If there is an issue with the proposed contract during the process and the contract cannot be
approved, the contract is rejected by the applicable reviewing department and a note is entered into
CRS identifying the reason for the rejection. An email is generated through CRS to both the
initiating department and Contract Compliance notifying those parties that additional information
is required. The appropriate party can then respond to the issue, upload additional documentation
(if necessary) and resubmit for approval. Once a contract has received all approvals in CRS, a
resolution must be placed on the Town Board agenda by the originating department for approval.
All correspondence related to the contract should be done within ACMS.

The CRS # must be included in all Town Board resolutions, both in the header and in the body of
the resolution. For a contract extension, amendment, change order, etc., the original CRS # should
also be included in the resolution. Once approved by the Town Board, the initiating department
sends three original contracts, signed by the vendor, to the Attorney’s office. The Attorney’s office
has the contracts signed by the Supervisor, marks the contract as signed in CRS, and the contract
then moves from the contract routing side of the system (CRS) to the management side of the
system (CMS). The fully executed contract is then scanned into CMS by the Attorney’s Office.
The applicable departments are notified by an email from CMS when this has happened, and the
contract is then available for use. Initiating departments must then go into CMS to enter insurance
documents, insurance expiration dates, and start and end dates for the contract. It is the initiating
department’s responsibility to monitor these expiration dates, obtain updated insurance
certificates, and enter them into CMS. Two sets of the original contract are sent back to the
initiating department. The third set goes to the Town Clerk’s Office where it is kept as an official
Town record. The originating department then sends one fully executed contract to the vendor,
and keeps the other for its records.

Contracts should not be placed on the Town Board agenda until they have received all CRS
approvals, unless absolutely necessary. Placement on the agenda prior to completion of routing
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makes contracts more difficult to track to ensure timely completion of all requirements. If a
contract must be placed on the agenda prior to completion of contract routing due to time
sensitivity, the resolution must state “pending successful completion of the contract routing
system”, and must also include an explanation of the time sensitivity and state the reason the
contract routing system process was not completed prior to the meeting; this is required as per the
Ambherst Town Board Rules of Order. Purchases should not be made under the contract until the
contract has completed routing and a valid contract has been signed by the Supervisor and
uploaded into CMS. Initiating Departments are notified by an email from CMS when this has
happened.

CONTRACT TERMS

1) Start/End Dates

Almost all contracts should include start/end dates, and the dates should be entered into CRS. In
limited situations, a contract may not have start/end dates. If this is the case, dates should be
entered into ACMS for notification purposes. The start date should represent the date the contract
was approved by the Town Board, unless stated otherwise in the contract. The appropriate end
date should be entered into ACMS.

The following types of contracts may not have start/end dates:

Professional services contracts related to a specific project
Construction contracts

Telephone and utility contracts

Inter-municipal agreements

Certain lease agreements

In these cases, start/end dates should still be entered in ACMS to trigger review of the contracts in
future years. Please consult with Contract Compliance or the Town Attorney if you have
questions.

2) Auto-Renewal Clauses

Auto-renewal clauses should not be included in any contracts. If there are existing contracts with
auto-renewal clauses, they should be reviewed and modified as soon as practical, to remove
references to auto-renewal.

3) Effective Date

Contracts shall be effective as of the date of Town Board approval. However, the contract must
have successfully completed contract routing system and all insurance must be in place prior to
use. Note: If the vendor is coming on the premises for anything other than simple delivery, the
department having the work completed must have a fully executed contract in their possession
prior to anyone coming on site. This is to ensure that insurance is in effect, as some certificates of
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insurance state “as per written contract”. If the contract is not fully executed, the insurance is
essentially not in place, and the Town is not protected.

4) Extensions

Contracts typically may be extended twice for a term equivalent to the initial term of the contract
(i.e. a 3-year contract can have two 3-year extensions). The terms of the contract must remain the
same during the extension period as in the original contract, unless the contract states otherwise.
The allowance for extensions should be built into the bid or RFP, when desired.

5) Short-Term Extensions

Short-term extensions are allowable provided wording is included in the original contract.
Suggested wording is as follows: “In the event a replacement contract has not been issued, this
Contract may be extended unilaterally by the Town for an additional period of up to one month,
upon notice to the Vendor with the same terms and conditions as the original Contract including,
but not limited to, quantities (prorated for such one-month extension), prices, and delivery
requirements. With the concurrence of the Vendor, the extension may be for a period of up to
three months in lieu of one month. However, this extension terminates should a replacement
contract be issued in the interim.”

Existing contracts that do not have extension clauses may be extended upon agreement by both
the Town and the Vendor, subject to Town Board approval. Wording in the extension must state
that the contract is extended as of the first date the previous contract expired (i.e. if the contract
expired on December 31, the extension should be effective as of January 1).

All extensions must be routed through ACMS and approved by the Town Board.

6) Ownership Changes

From time to time, a company’s ownership may change. The new company may assume the
existing contract provided all terms remain the same. Such changes should be processed through
ACMS, as insurance and other pertinent items may change. This is done by entering an
amendment to the original contract. The following items should be included in the amendment:
Written notification of the change of ownership (reassignment letter) and willingness to abide by
the terms of the original contract, an addendum, the Iran Divestment form, and updated certificates
of insurance. Once the Town Board has approved the contract, the IT Department should be
notified to change the name of the company in ACMS; the name will be entered as “New Company
Name (formerly Old Company Name)”. Please reference the original contracts CRS# in the new
resolution.

PURCHASES SUBJECT TO COMPETITIVE BIDDING

Departments should work with the Contract Compliance Department to develop a bid
specification. Contract Compliance will ensure that the bid is properly noticed in the Town’s
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newspaper of record through use of a legal notice. All bids are to be submitted to the Contract
Compliance Department and will be opened on the advertised date and time. The Supervisor
approves bid-opening dates for bids in writing. Departmental bids must have the bid opening date
approved by Contract Compliance prior to publishing the legal notice. Approval for the bid
opening date will then be requested of the Supervisor through the Contract Compliance
Department. Any vendor contacting individual departments with questions that arise during the
bid process must be referred to the Contract Compliance Department so that responses may be
generated through an addendum that is communicated with all potential bidders. If this does not
happen and some bidders are given information that others are not, the bid may need to be thrown
out and rebid, which causes purchasing delays. Bids are also posted electronically on BidNet
Direct (bidnetdirect.com), a government bid website, by the Contract Compliance Department. In
order to ensure as much competition as possible, it is the policy of the Town of Amherst that the
bid holders list not be released until after the bid opening. The bid opening will be completed by
the Contract Compliance Department. All bids must be publicly opened and read aloud.

Sealed bids done through the Highway Department or Engineering Department will be opened at
Town Hall by the Contract Compliance and Administration Department. Signed contracts,
including bid amounts, must be entered into ACMS so they are accessible town-wide. A CRS#
should be obtained and should be referenced in the Town Board resolution awarding the contract.

The following information should be entered into CRS:
e The original complete bid specification
e The bid tabulation
e The submission by the vendor/contractor being awarded the bid including the Addendum,
Non-Collusive Bidding Certification and Iran Divestment Certification
e Certificates of insurance including workers compensation and NY'S disability

PURCHASES NOT SUBJECT TO COMPETITIVE BIDDING

Purchases for goods and services under the competitive bidding threshold may or may not involve
a contract. Any legally binding document must be approved by the Town Board and signed by the
Supervisor prior to being used for purchasing. If a purchase does not involve a contract, and the
proper procurement procedures have been followed, the purchase may be made. All
documentation required under the Procurement Policy must be submitted with the PO/Invoice for
payment. This includes verbal and written quotes.

NYS OGS PURCHASES

Purchases may be made under NYS OGS contract without going through a formal Town bid or
RFP process. In some cases, NYS requires that purchases are made using a mini-bid process
(typical for vehicles) or bid/RFP process (typical for some computer equipment) through OGS
awarded vendors only. If this is required, it will be shown on the OGS website under the contract
in a file named “How to Use”. All information related to OGS purchases is on the NYS OGS
website — https://ogs.ny.gov/procurement. This site is open to the public, and all current contracts
are available for viewing. Purchasers are encouraged to negotiate a price lower than state bid when
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possible; please see the Town of Amherst Procurement Policy regarding OGS or Less. All NYS
OGS procedures must be followed when purchasing through OGS. Please contact the Contract
Compliance Department if you have questions.

1) Commodity Purchases with “Simple” Delivery

Commodity purchases through NYS OGS that do not require the vendor to come onto Town
property outside of a simple delivery can be made with a PO. There is no contract paperwork
necessary, and nothing needs to be routed through ACMS. Town Board approval is not required,
unless the purchase is for equipment, and as long as there is sufficient budgetary funding available.
Information from the NYS OGS contract showing the pricing of items purchased must be included
when the PO is submitted to the Comptroller’s Office so that the claim (voucher) can be audited.

2) Commodity Purchases with “Extensive” Delivery Requirements

Some deliveries are more extensive, and require the same paperwork as vendors who are doing
physical work (see below). If you are unsure, please check with Contract Compliance. These
types of vendors include, but are not limited to, the following:

Fuel delivery

Salt delivery

Vehicle delivery via flatbed

Any delivery utilizing heavy equipment (crane, high lift, etc.)

3) Purchases that Include Physical Work

For vendors that come onto Town property to do physical work, the following are required:

e Town of Amherst Agreement. When applicable include reference to New York State OGS
Contract

e Addendum to Contract

e Prevailing Wage Schedule from NYSDOL (if applicable) — must include a link to the
schedule

e Acord Certificate of Liability Insurance, naming the Town of Amherst as additional
insured, including any endorsements

e Proof of Workers Compensation Insurance C-105.2, SI-12 GSI-15.2 or U-26.3 (or
exemption documentation)

e Proof of NYS Disability- DBL-120.1 or DB-055 (or exemption documentation)

e Original contract between the vendor and OGS (used to confirm pricing upon audit of
invoices) — this should include all terms and pricing information

Samples of most of the above documents are included in the appendices to this policy, and further
information is available on the Town Intranet.

PURCHASES FROM COUNTY CONTRACT
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Purchases made using County contracts can also be used without going through a formal Town
bid or RFP process. These purchases are typically made from Erie County contracts, but can be
made from other counties as well. Information on Erie County contracts can be found on the Erie
County  website at http://www?.erie.gov/purchasing/index.php?q=available-contracts.
Unfortunately, only the award information is published on the County website, and not the entire
contract. In order to obtain the entire contract, the department wishing to use the contract must go
down to the Erie County Purchasing Department to obtain copies. The entire County contract,
along with the bid tab, is required by the Comptroller’s Office in order to audit the claim (voucher).
Please note: Erie County contracts have certain MWBE and other legal requirements that are not
necessarily required by the Town; this is addressed in the Town Addendum.

1) Commodity Purchases with “Simple” Delivery

Commodity purchases through Erie County that do not require the vendor to come onto Town
property outside of a simple delivery can be made with a PO. There is no contract paperwork
necessary, and nothing needs to be routed through ACMS. Information from the County contract
showing the pricing of items purchased must be included when the PO is submitted to the
Comptroller’s Office so that the claim (voucher) can be audited.

2) Commodity Purchases with “Extensive” Delivery Requirements

Some “deliveries” are more extensive, and require the same paperwork as vendors who are doing
physical work (see below). If you are unsure, please check with Contract Compliance. These
types of vendors include, but are not limited to, the following:

Fuel delivery

Salt delivery

Vehicle delivery via flatbed

Any delivery utilizing heavy equipment (crane, high lift, etc.)

3) Purchases that Include Physical Work

For vendors that come onto Town property to do physical work, the following are required:

e Town of Amherst Agreement for Participation in Erie County Contract

e Addendum to Contract

e Prevailing Wage Schedule from NYSDOL (if applicable) — must include a link to the
schedule

e Iran Divestment Certification

e Acord Certificate of Liability Insurance, naming the Town of Amherst as additional
insured, including any endorsements

e Proof of Workers Compensation Insurance C-105.2, SI-12 GSI-15.2 or U-26.3 (or
exemption documentation)

e Proof of NYS Disability- DBL-120.1 or DB-055 (or exemption documentation)
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e Original contract between the vendor and Erie County (used to confirm pricing upon audit
of invoices) — this should include all terms and pricing information

Samples of most of the above documents are included in the appendices to this policy.

PIGGYBACK PURCHASES/COOPERATIVE AGREEMENTS

Purchases using the Piggyback Law (GML 8103-16) may be made off contracts issued through
other municipalities or with Cooperative Agreements (Omnia Partners, Sourcewell, etc.). The
contract must be let either to the lowest responsible bidder or on the basis of best value, provided
that the local municipality has authorized the use of Best Value (which the Town of Amherst has
for contracts let by the US, any agency of the US, or any state or political subdivision or district
thereof). Because of this requirement, piggyback contracts may not be used for RFPs.
Additionally, NYS OSC has determined that piggyback contracts can only be used for purchase
contracts, and not for contracts for public work (which are primarily labor). If you have questions
regarding a specific piggyback contract, please contact Contract Compliance. Please note:
piggyback contracts may have certain MWBE and other legal requirements that are not
necessarily required by the Town; this is addressed in the Town Addendum.

All piggyback purchases require the following documentation:

e Town of Amherst Agreement for Participation in Piggyback Contract

e Addendum to Contract

e Prevailing Wage Schedule from NYSDOL (if applicable) — must include a link to the
schedule

e Iran Divestment Act Certification

e Acord 25 Certificate of Liability Insurance, naming the Town of Amherst as additional
insured (see sample certificate attached to this Policy), including any endorsements

e Proof of Workers Compensation Insurance C-105.2, SI-12 GSI-15.2 or U-26.3 (or
exemption documentation)

e Proof of NYS Disability- DBL-120.1 or DB-055 (or exemption documentation)

e Original bid document from the governmental agency, which must include piggyback
language (language that allows other municipal entities to use the contract)

e Original contract between the vendor and agency holding the contract (used to confirm
pricing upon audit of claims) — this should include all terms and pricing information

e Cost-benefit analysis comparing piggyback contract pricing to other pricing, which shows
that the piggyback contract is beneficial to the Town. As per the piggyback law: “This
analysis should be used to demonstrate whether “piggybacking” is cost effective and
should consider all pertinent cost factors, including any potential savings on the
administrative expense that would be incurred if the local government initiated its own
competitive bidding or best value process.” A simple tabulation showing the piggyback
cost v. cost under another procurement method is acceptable as the cost-benefit analysis.
Please contact Contract Compliance and Administration if you have questions.

Samples of most of the above documents are included in the appendices to this policy.
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CONTRACTS UNDER $5,000

Town Board adopted resolutions 2017-206, 2017-691 and 2017-946 related to purchases under
$5,000. The effect of these resolutions is summarized below.

The Supervisor is authorized to sign contracts, proposals, quotes, estimates, agreements, and leases
for the one time purchase of equipment, goods, supplies, and personal services in an amount of
less than Five Thousand Dollars ($5,000), so long as GML 8103(1) is complied with as to
aggregation, without obtaining prior approval of the Town Board. Contracts under $5,000 should
be routed in ACMS for review as to proper insurance, prevailing wage requirements, potential
aggregation, duplication, etc. ACMS review goes through the normal procedure, but Town Board
review and approval is not required.

MODIFICATIONS TO CONTRACTS

All modifications to contracts, with the exception of term task orders, must be entered into ACMS
and go through the normal routing and Town Board approval process. This is done by going into
the original contract and entering an extension. Term task orders must be entered into ACMS, but
go through a modified routing process; they do not need to be placed on a Town Board agenda for
approval.

When modifications to contracts are placed on the Town Board agenda for approval, the original
contract’s CRS or CMS # must be put in the resolution, along with the justification for the
modification. This will allow all departments to more easily reference the original contract.

1) Contract Amendments

Contract amendments must be entered into ACMS through the process described above, and go
through the normal routing process. Amendments must be approved by the Town Board and
signed by the Supervisor.

The following documentation is required for contract amendments:

e Amendment agreement or proposal (varies based on the contract and type of purchase)

2) Contract Change Orders

Contract change orders must be entered into ACMS through the process described above, and go
through the normal routing process. Change orders must be approved by the Town Board and
signed by the Supervisor.

The following documentation is required for contract amendments:

e Change order documentation (varies based on the contract and type of purchase)
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3) Contract Extensions

Contract extensions must be entered into ACMS through the process described above, and go
through the normal routing process. If multiple vendors have been awarded a contract, all must
agree to accept the extension or the contract must be re-bid. Change orders must be approved by
the Town Board and signed by the Supervisor.

Contract extensions should be processed and approved prior to the expiration of the original
contract. If a contract must be extended after it has expired, the following wording should be
included in the extension paperwork: “the contract which expired on (date) is hereby being
extended for a term of (description of term), following the same terms and conditions as the
original contract”. The new contract term should begin the day after the previous contract ended,
to allow for continuity. The original contract’s CRS# should be stated in the resolution approving
the extension.

The following documentation is required for contract amendments:
e Extension paperwork (varies based on the contract and type of purchase)

4) Term Contracts / Task Orders

Term contracts are contracts that cover a specified period of time, but are not related to a specific
project. These tend to occur with attorneys, engineers, planners, grant writers, and in certain other
situations. Term contracts are executed for a set term, and require task orders for each specific
job/project they are used for. The initial contract should be entered into ACMS and complete
routing, and each task order related to a job/project should be entered into ACMS as a Term Task
Order through the process described above.

Term task orders must complete routing before being used, but do not require Town Board
approval. The term task order is entered by the department, and reviewed by the Comptroller for
budget compliance. As with the normal CRS process, term task orders shall be reviewed in a
timely manner. Once approved by the Comptroller, the task order should be sent to the
Supervisor’s Office in triplicate for signature by the Supervisor. The ACMS email received
notifying the originating department that the contract has been approved must be attached to the
contracts as the cover page. Once signed, the document is marked as approved in ACMS by the
originating department. The fully executed document is then scanned into ACMS by the
originating department, the department retains two originals, and the third original is given to the
Clerk’s Office.

The following documentation is required for term contracts:

e Cover Sheet (Planning), and any other documents required/listed on the cover sheet
e Term contract documentation or project proposal
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INSURANCE REQUIREMENTS

Proof of insurance is required for all contracts, unless the purchase is for goods only, and the
vendor is not coming on to Town property at all, or the goods are simply being delivered by the
vendor or a 3" party delivery service. In all other instances, insurance is required according to the
insurance matrix attached to this policy. Any endorsements must be included with the
AcordCertificate.

PREVAILING WAGE

All work performed on Town property requires prevailing wage to be paid. Prevailing wage
schedules should be obtained by the department responsible for the contract for all jobs requiring
that prevailing wage be reported to the Town, and a link to the schedule entered into ACMS. This
is required for the contract to begin routing. Requests are made through an online application on
the New York State Department of labor (NYS DOL) website:
https://www.labor.ny.gov/workerprotection/publicwork/PWReqforOWS.shtm

Departments are also responsible for reporting to NYS DOL as follows:

e When a contract is awarded, the Notice of Award form PW16 should be filled out and
submitted to NYS DOL

e When the contract is complete, or if it has been cancelled, the Notice of
Completion/Cancellation of Contract form PW200 should be filled out and submitted to
NYS DOL

If you have any questions regarding prevailing wage, please contact Contract Compliance.

SOLE SOURCE PURCHASES

Sole source purchases are those that can only be obtained from one source. Written documentation
regarding sole source procurement must be obtained and approved by Contract Compliance, and
entered into CRS when the contract is routed. The Town Board must approve the vendor as sole
source by resolution in conjunction with the contract approval. A contract must be in place
outlining the terms of the purchase agreement; this will also assist in Comptroller review and
approval of claims (vouchers).

EMERGENCY PURCHASES

Emergency purchases are allowable with approval from the Supervisor. In most cases, the
circumstances surrounding emergency purchases typically do not allow enough time to put a
contract in place. A proposal should be obtained from the vendor prior to the purchase or work
being performed. An addendum and insurance must be obtained if physical work is being
performed. When the PO/voucher is submitted to the Comptroller’s Office, the proposal and
Emergency Purchase Form (signed by the Supervisor) should be attached. Town Board
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notification is required at the first Town Board meeting following the purchase authorization. If a
signed contract is obtained, it should be routed through ACMS. A note should be placed in the
comment section indicating that it was an emergency purchase. The Emergency Purchase
Documentation Form should be entered into ACMS.

See the Procurement Policy for additional information regarding emergency purchases.
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WITHDRAWAL OF CONTRACTS

If a contract has been entered into ACMS and needs to be withdrawn prior to completion of routing,
the initiating department should submit a request to the IT Department, and copy the Contract
Compliance Department. Once Contract Compliance approves the withdrawal, IT will mark the
contract as withdrawn.
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APPENDIX A

Town of Amherst Agreements

NYS OGS Contract
Erie County Contract

Piggyback / Cooperative Contract

Please see following pages
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TOWN OF AMHERST AGREEMENT
PARTICIPATION IN
NYS OGS CONTRACT

Let this document stand as an agreement between (Vendor Name) and the Town of Ambherst,
permitting the Town of Amherst to participate in the (Contract Name) with (Vendor Name)
under the New York State Office of General Services Contract (Contract Number), for the
contract term (start date) through (end date).

Agreed to and Accepted by: Agreed to and Accepted by:
(VENDOR NAME) TOWN OF AMHERST
By: By:
Signature Brian J. Kulpa, Supervisor
Date:

Printed Name

Title

Date:
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TOWN OF AMHERST AGREEMENT
PARTICIPATION IN
ERIE COUNTY CONTRACT

Let this document stand as an agreement between (Vendor Name) and the Town of Amherst,
permitting the Town of Amherst to participate in the (Contract Name) with (Vendor Name)
under the Erie County Bid Contract (Contract Number), for the contract term (start date) through
(end date).

Agreed to and Accepted by: Agreed to and Accepted by:
(VENDOR NAME) TOWN OF AMHERST
By: By:
Signature Brian J. Kulpa, Supervisor
Date:

Printed Name

Title

Date:
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TOWN OF AMHERST AGREEMENT
PARTICIPATION IN
PIGGYBACK / COOPERATIVE CONTRACT

Let this document stand as an agreement between (Vendor Name) and the Town of Amherst,
permitting the Town of Amherst to participate in the (Contract Name) with (Vendor Name)
under Contract (Contract Number), for the contract term (start date) through (end date). The
original contract was bid out by (municipality or cooperative contract name).

Agreed to and Accepted by: Agreed to and Accepted by:
(VENDOR NAME) TOWN OF AMHERST
By: By:
Signature Brian J. Kulpa, Supervisor
Date:

Printed Name

Title

Date:
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APPENDIX B
Addendums

Minor Construction and Maintenance
Major Construction and Maintenance
Vendor On-Site — Minor
Vendor On-Site — Major
Vendor Not on Site
Professional Services Consultant — Minor

Professional Services Consultant — Major

Please see Town Intranet

The Addenda listed are the current forms to be used and are available on the Contract
Compliance page of the Town Intranet. These Addenda coincide with the Insurance Matrix in
Appendix E.

The Insurance Matrix, Addenda, and sample Certificates of Insurance are subject to change by
the Town Attorney.

The most current versions will be kept up to date on the Intranet.
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APPENDIX C
Sample Prevailing Wage Schedule

= Slate Agencies

PRCY: 2019015126
Type of Contracting Agency: Town

New York State Department of Labor

Prevailing Wage

B Search all of NY gov

Wage Schedule + Submitl Notics Of Award « Submif Notice Of Project Comple ion

Acceptance Status: Accapled Arfice 8

Contracting Agency

Bend Reply To

Tawn of Amhar Maw Yadk
Thiamas Barillari
Tadhnical Sardcss Officar

500 Jahn James Auduban Parkesay
AmhamtHY 14225

(7169391227
baillaiFapdny.og
Project Information
Project Title
Description of Waork
Confract id Ho.

Project Locations|s)
Route No ! Street Address
Village ! City

Town

State ! Zip

Mature of Projoct
Approximaie Bid Date
Checked Occupationds)

Aocass Contrd at Palce

Adding access contral ta doors at Palics HO
Y2

Palica HO

500 Jahn James Audubon Parosay
Ambherst

Ambherst

MY 14225

Ohar Naw Camstruction {Explain)
12032014

Camstruction (Buildng, Heavy & Highway, Sewer, Water, Tunnal)

Applicable Counties

Erim

Town of Amherst Contract Management Policy
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APPENDIX D

Iran Divestment Certification Form

Please see following page
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IRAN DIVESTMENT ACT CERTIFICATION

As a result of the Iran Divestment Act of 2012 (Act), Chapter 1 of the 2012 Laws of New
York, a provision was added to the State Finance Law (SFL), Section 165-a, effective April 12,
2012. Under the Act, the Commissioner of the Office of General Services (OGS) will develop a
list (prohibited entities list) of “persons” who are engaged in “investment activities in Iran” (both
are defined terms in the law). This list is posted on the OGS website.

By submitting a response to this solicitation, or by assuming the responsibility under a
Contract/Lease awarded hereunder, Bidder/Contractor/\VVendor (or any assignee) certifies that it
will not utilize on such Contract/Lease any subcontractor that is identified on the prohibited entities
list.

Additionally, Bidder/Contractor/Vendor is advised that any Bidder/ Contractor/VVendor
seeking to renew or extend a Contract/Lease (or assume responsibility of a Contract/Lease awarded
must certify at the time the Contract/Lease is renewed, extended or assigned that it is not included
on the prohibited entities list.

During the term of the Contract/Lease, should the Town of Amherst (Town) receive
information that a person is in violation of the above-referenced certification, the Town will offer
the person an opportunity to respond. If the person fails to demonstrate that it has ceased its
engagement in the investment which is in violation of the Act within 90 days after the
determination of such violation, then the Town shall take such action as appropriate including, but
not limited to, imposing sanctions, seeking compliance, recovering damages or declaring the
Bidder/Contractor/Vendor in default.

The Town reserves the right to reject any Contract/Lease or request for assignment for an
entity that appears on the prohibited entities list prior to the award of a Contract/Lease, and to
pursue a responsibility review with respect to any entity that is awarded a Contract/Lease and
appears on the prohibited entities list after Contract/Lease award.

Company Name:

Signature:

Print Name:

Title:

Date:
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APPENDIX E

Insurance Matrix

Please see following page
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INSTRUCTIONS FOR TOWN OF AMHERST STANDARD INSURANCE CERTIFICATE

L. Insurance shall be procured and certificates delivered hefore commencement of work or delivery of merchandise or

equipment.

1. CERTIFICATES OF INSURANCE

A.  Shall be made to the "Town of Amherst, 5583 Main 5t, Williamsville, NY 142217
B. Coverage must comply with all specifications of the contract.

C.  Must be executed by an insurance company, agency or hroker, which is licensed by the Insurance Department of the

State of New York. If executed by a broker, notarized copy of authorization to bind or certify coverage must be

attached.

lll. Forward the completed certificate to: Town of Amherst, [Department or Division) responsible for entering into the

agreement for construction, purchase, lease or service.
I¥. Minimum coverage with limits are as follows:

A B [ il E F [
—— Major Minor Vendor ea Site - Vindor en Sie - Vindor s as Professional Fralesssanal
il Csnstruction Casmiruction Minor Major sl Servitis Serviis
Chaisilezation
aiid el Cosullant - Comiultant -
Mainlstanis Wlakibag fici Minor Majis
50,000,000 pis
Cominsgidlal Gia Lish.[CGL) L. $1.0¢0 000 §1,000008 C5L 51,000,000 C5L HiA 31000 000 C5L | §1,000.000 C5L
Ceneral Aggregate 53 00 i0d 32 (dud 10 53 000000 $2 0l (100 Nid 5.1 000 53 000,000
Fredwets Completed Operations
Liabiliny §2.004,000 $2.000,000 §2.004,000 $2.000,000 HfA §1,004,000 §2.004,000
Elanket Broad Fers Contractual
T—— INCLUDE INCLUDE INCLUDE INCLUDE INCLUDE
Contrictual Liability INCLUDE INCLUDE INCLLIDE INCLUDE NjA INCLLIDE INCLLIDE
Ercad Form B0 INCLUIDE [NCLUDE INCLUIDE INCLUDE
KL [eaploskss, callipss,
INCLUDE
Undsgraund] IHCLUDE INCLUDE
Liguo Law HiA IMCLUDE
Auto Lish. §1,060.008 C5L $1.0¢0 000 HiA 51,000,000 C5L HiA 31000 000 C5L | §1,000.000 C5L
s INCLUDE [HCLUDE INCLUDE INCLUDE INCLUDE
Hirwd INCLUDE INOLUDE INCLUDE INCLUDE INCLUDE
Mu-Duwined INCLUIDE IHCLUDE INCLUDE INCLUDE INCLUDE
Enciri s lla Lish. 35 00000 32 (dud 10 Wik 5 i 5.1 000 35 000,000
Workir's Compessation STATUTORY STATUTORY STATUTDRY STATUTORY STATUTORY STATUTORY
& Employer's Liskiany
Disabilivy Benefits STATUTORY STATUTORY STATUTDRY STATUTORY STATUTORY STATUTORY
Pl ssbaial Luabilicy £5,000 000
Cimp. G Lub, Broad Farm
Torwiti of AmBseril, To Be Mamiad Ao Vandors Miy Gia Lk, Asto G, Ll Auls i, Laab., Aiite G Laah, Aiito
Additionad leuriad Liib, & Fxeis Bt Raquired Lia%, & Exgiss Liah, & Exdi Ll & Excéss Laih, & Excess

V.  Construction contracts reguire excess Umbrella Liability limits of 55,000,000

Wi Coverage must be provided on a primary-nencontributory bases,

Wil. Designated Construction Project General Aggregate Limit Per Project Endorsement 6 25 03 is required.
Will.  Inthe event the concesslonalre & required to have a N.Y_5. license to dispense alcoholic beverages an endorsement for liquor

llakility Is reguired.

IX.  Walver of Subrogation: Required on all lines unless noted
¥ Transportation of people in buses, vans or station wagons requires 55 000,000 excess lability.

¥l.  Workers Compensation

Waorkeis Compeniation Fesss

: State Workers' Compensation,/Disabllity Benefits Law. Use Applicable Certificates Below:

DBL [Disabilivy Benefis L] Pessi

CE-200 Esir i jrl e CE-200 Eseimplion
Cigs3 (Do roial Insurer DB-120.1 Insmrars
Sl-12 Sull-liiur i DB-155 St |f- | giiirand
GEl-105.2 Group Sell Insured

U-2&3 Norw Vork State Dnsurasee Fund

XIL The "ACCORD" form certificate may be used in place of the Town of Amherst Standard Insurance Certificate, provided
that all of the above referenced requirements are incorporated into the "ACCORD” form certificate.

Town of Amherst Contract Management Policy
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APPENDIX F

Sample Certificate of Liability Insurance (Acord 25)

_ CONTRACTDR SAMPLE

Broker Name

ACORD CERTIFICATE OF LIABILITY INSURANCE

DATE [MECONY YY)

TE IS ISSUED A5 A MATTER OF INFORMATION |
UPON

CERTIFICA
ONLY AND CONPERS NO RI

GHTS

THE CERTIFICATE
uomea THIS CERTIFICATE DOES NOT AMEND,

EXTEND OR

Address ALTER THE COVERAGE AFFORDED BY THE POLICIES mow

Address

Phone INSURERS AFFORDING COVERAGE NAIC #
HSURED

Insured Name | MSURSIx  Insurance Company

Address wmvrsRe  Tnsurance Company

Address pexe=c Ingurance Company

hone PSUREA O

F DISUREA &

_COVERAGES

ANY REQUIREMENT, TERM OR
MAY PERTAIN. THE INSURANCE AFFORDED BY THE POUCIES mmlno HEREIN IS SUBJECT TO ALL THE TERMS,
POLICIES. NGGREGATE LIVITE SHOWN MAY HAVE BEEN REOUCED BY PAID CLAS.

OTHER DOCUMENT WiTH

ﬂE POLICIES OF MSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED. MOTWTHSTANO!
CONDITION OF ANY CONTRACT OR mmmmSCERTFICAIE'MYBEIMOR
EXCLUSIONS AND CONDITIONS COF SUCH

non-contributory basis.

DESCRFTION OF OPERATIONS ( L OCATIONS F VEHICLES JEXCLUSIONS ADDED §Y ENDOREEVENT / SPECU L PROVIGIONS

= POLEY NUNEER A . Linarrs
GENERAL LASEITY EACH OCCURASNCE 51,000,000
ITAUAEE YO REQYED
ol x COMMERCIAL GENERAL LIASILITY o=rencs)  |S 50,000
ewmemce [X | ocox| FU#8F mm/dd/yy | mm/dd/yy |[MED®wrivwseazensm s 10,000
jiss) PERsoNa g aovikary (s . 000,000
R S | GERLRAL AGGRECGATE £2,000,000
GENLAGGREGATE UMY APEUES FER PROCUCTS.COMRORACC 1£2 000,000
1y Im LOC
AMUTOROULS LI RLITY
o e (Enmcciimty " |S1,000,000
ML OWNED AUTOS
[ | soeouzomuros Py S
|-} SREDMBO DODILY INIRY s
3| vowowneDsoe FEEE wm/dd/yy | mm/dd/yy Fo
— FACGFERTY DAMACE s
|Paracogary
| CARACE LIABILITY FEITO DMLY - EAACCIOENT [ $
= FANR D DTHER THaN Lo &
MITO CriLY: auG | s
RGN N A MY LA LIADILITY CAGH OCCLRRERCE ’ﬁ' ‘.
Al x ocsir ciawsuae | BESEE Fm/dd/yy mm/dd/yy |soeReoaTe 5,000,000
s
oepusTIOLE s
REWNTON 5 —— s
AU OTH.
o 5 R N e
OFFICE RIVEMEER EXCLUDED? =1L ous=ase-ma svpoves| 5100, 000
o &L os=ase-rovcyuun | s500, 000
B|omer Professicnal Liability F#48# mo/dd/yy |mm/dd/yy | $¥,000,000/$2,000,000
c Pollution Liabilitiy
{if required) df008 mn/ddfvy | ymidd/vy | 000

The Town of Amherst is named as an additional insured on a primary and
Workers Compensaticn includee owners.

CERTIFICATE HOLDER

CANCELLATION

Town of Amherst
5583 Maln Street

SIHOULD ANY OF THE ASOVE OESCRIDED POLICES BE CANCELLED BEFOAER THE EXPIRATION
DATE THEREOF, THE ISIUNG IRSUREH WiLt enoeavor To wes 10 oavs wiirren
RATCE 70 THE CERTINCATE HOLDER MARED TG THE LEST, BUT FARUSE T0 DO S0 SHALL
TROAE NO OOLIGATION OR LAZLITY OF ANY IND UFON THE INSURER, ITS AGENTS OR

Williamsville, RY 14221
REP TVES.
AUTHORZED REFRESENTATIVE
Brol

!
ACORD 25 (2001108)

Town of Amherst Contract Management Policy
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APPENDIX G

Sample Certificate of Workers Compensation

Yo gfwhm CERTIFICATE OF
"“‘F'"““““ NYS WORKERS' COMPENSATION INSURANCE COVERAGE
| Ta. Leged Mame & Addrass of Insured (usa streat adgdrass caly) ] 1b. Businesa Telephena Mumbar of Insured
GF LAND AND CARPET CORP {EB3)381-39G9
mﬁ?:&:ﬁm lfam Lingmpicymant Insurance Employer Ragisiration Mumber of

Wiark Location of Insured (Only required if coverage is specificall Tmited & | 44 £oneral Employar Identification Mumber of Insurad or Social Seculty
BETIDO5E

cartain Mocadions in Mew Yok State, Le., & Wreg-LUio Poilcy) Mirnber 1
Tower af Ammherst
Buifcing Malnfenance Dapt
LS528 Aaln 51
2. Hame and Address af Entity Reguesting Pracd of Coverage 3a. Meme of Ireurancs Carriar

{Entiy Baing Listed as thea Carficate Heldar)
Salective Insurance of Soulh Carallna

db. Palicy Mumiber of Enlily Listed in Box "1a™
Town of Amherst WICEISE002

uilding Maintenance Dapt 3. Polcy alfectiva pariod
5328 Main Bt 1812018 to A2E12019 _
Willismawillie, WY 14Z31

13d. Thes Prroprietor, Partners or Exegutive Cificers ane
[ imciuded, (onhy check bos ¥ all parinersioficas indudsd)
[ all @xchuded or certain parinarsificers
exclided

This carlifies that the insurance carmer indicated ... . inbox “3" insuréa the businesa referenced abowve i box "1a” for workars”
compensation under the Mew York Stale Workers Compensation Law, [To use this form, New York (NY) must be listed under item 38
on the INFORMATION PAGE of the workers' compensation Insurance policy). The Insurance Carrler or s licensed agent will send
this Cerlificate of Insurance to the entity listed above as the certificate holder in box "2",

Will the carriar notify the certificate holder within 10 daye of a policy being cancelled for nan-payment of premium ar within 30 days i
cancelbad for any other reason or il the inswed is otherwise eiminated from the coverage indicated on this certificate prior to the and of tha
palicy effective pardod? [ |ves [ X No

This cerilicate is issued as a matier of informaion only and conders no rights upan the cadiicate holder. This cerificate doas not amand,
axlend or aller the coverage alfordad by the palicy lisked, nor does it confar any rights or responsibiities beyond those conlained in the
referencad polboy.

This cerificate may be used as avidence of a 'Workers' Compensation contract of ingurance only whils the underlying policy is in effect.

Please Note: Upon cancellalion of the workers' compensation policy indicated on this form, if the business continues 1o be
named on a permil, Heense or contract issued by a certificate holder, the business must provide that cerificate holder with a
new Certificate of Workers' Compensation Coverage or other authorized proof that the business is complying with the
mandatory coverage requirements of the New York State Workers' Compensation Law.

Under penalty of perjury, | certify that | am an authorized represeniative or licensad agent of the insurance carrier referenced
above and thal the named insured has the coverage as depicted on this farm.

Approved by: David 5. Boyce
(Primt name of autherzed representaliee or loensed agent of Insuorance carnrer)

Appraved by: et S, Xyoe- 01/04/2019

(Signatara) (D)
Tille: Prasident = CEO
Telephong Mumber of authorized represantative or Bcensed agenl of inswance carrier: 1-888-229-6151

Ili'lsaali- Mote: Only insurance carfiers and thair licensed agants are authorized o issue Form C-108.2 Insurance brokars arme NOT authoerized to
=aLa N,

C-105.2 (9-15) WA WED. NY.gav
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APPENDIX H
Sample Certificate of NYS Disability Insurance

STATE OF NEW YORK
WORKERS' COMPENSATION BOARD

CERTIFICATE OF INSURANCE COVERAGE UNDER THE NYS DISABILITY BENEFITS LAW

[ PART 1. To be completed by Disability Benefits Carrier or Licensed Insurance Agent of that Carrier

la. Legal Name and Address of Insured (Use street address only) | 1b Business Telephone Number of Insured

Ic. NYS Unemployment Insurance Employer Registration
Number of Insured

1d Federal Employer Identification Number of Insured or
Social Security Number

2. Name and Address of the Entity Requesting Proof of 3a Name of Insurance Carrier
Coverage (Entity Being Listed as the Certificate Holder)

State University of New York 3b Policy Number of entity listed in box “1a™:
Room 302
1400 Washington Avenue

Albany, NY 12222 3c. Policy effective period:

1)

4. Policy covers:
a ] Allof the employer's employees eligible under the New York Disability Benefits Law
b. [] Only the following class or classes of the employer’s employees:

Under penalty of perjury, I certify that T am an authorized representative or licensed agent of the insurance carrier referenced above and
that the named insured has NYS Disability Benefits insurance coverage as described above

Date Signed By

(Si, of i carrier's authori; P ive o1 NYS Licensed Insurance Agent of that insurance carrier)

Telephone Number Title

IMPORTANT: If box “d4a” is checked, and this form is signed by the insurance carrier’s authorized representative or NYS Licensed Insurance Agent of that
carrier, this certificate is COMPLETE. Mail it directly to the certificate holder.
If box “4b™ is checked, this certificate is NOT COMPLETE for purposes of Section 220, Subd. 8 of the Disability Benefits Law. It must be mailed

for completion to the Workers' Compensation Board, DB Plans Acceptance Unit, 20 Park Street, Albany, New York 12207,
PART 2. To be completed by NYS Workers’ Compensation Board (Only if box “4b” of Part 1 has been checked)
State Of New York
Workers' Compensation Board

According to information maintained by the NYS Workers' Compensation Board, the above-named employer has complied with the NYS
Disability Benefits Law with respect to all of his/her employees

Date Signed By

(Signature of NYS Workers' Comy ion Board Employee)

Telephone Number, Title,

Please Note: Only insurance carriers licensed to write NYS disability benefits insurance policies and NYS licensed insurance agents of
those insurance carriers are authorized to issue Form DB-120.1. Insurance brokers are NOT authorized to issue this form.

DB-120.1 (5-06)
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