City of Saratoga Springs Commssion
OFFICE OF COMMISSIONER OF ACCOUNTS

474 Broadway - City Hall MAIRE MASTERSON
Saratoga Springs, New York 12866 DEPUTY COMMISSIONER

Telephone 518-587-3550
Fax 518-587-6512

Award/Extension of Bid Sign-Off Form

Award of Bid
Prior to an award of bid being placed on Commissioner Franck's agenda for a City Council meeting, this form
must be completed and the following must occur:
o A memo from your department's commissioner/mayor requesting the award of bid be placed on
Commissioner Franck’s agenda; and
o A copy of the bid tabulation sheet with all vendors names, addresses, and contact person; and
o the Assistant Purchasing Agent must review that the purchasing policy was followed in the selection of the
vendor and indicate such by signing below; and
o the Director of Risk and Safety must be provided a copy of the vendors certificate of insurance (i
applicable) for review and indicate by signing below that the vendor meets all insurance requirements for
the City of Saratoga Springs; and
o approved certification of funds by the Finance Department (if applicable) must be obtained and a copy
must be attached to request an award of bid; and
o budget line item must be identified and indicated below.

Extension of Bid
Prior to an extension of bid being placed on Commissioner Franck’s agenda for a City Council meeting, this form
must be completed and the following must occur:
o A memo from your department's commissioner/mayer requesting the extension of bid be placed on
Commissioner Franck’s agenda; and
o A copy of the page from the previous year’s bid showing the bid can be extended; and
o the Assistant Purchasing Agent must review that the purchasing policy was followed in the selection of the
vendor and indicate such by signing below; and
o the Director of Risk and Safety must be provided a copy of the vendor's certificate of insurance (if
applicable} for review and indicate by signing below that the vendor continues to meet all insurance
requirements for the City of Saratoga Springs; and
o approved certification of funds by the Finance Department (if applicable) must be obtained and a copy
must be attached to request an extension of bid; and
o budget line item must be identified and indicated below.

Depariment That Owns Award/Extension of Bid: Risk and Safety: Department of Accounts

Project or ltem Being Awarded: RFP 2015-21 insurance Brokerage Services

Vendor Who Won the Bid: Adirondack Trust Insurance Agency

Budget Line ltem: Budqget Lines 54773

Assistant Purchasing Agent: Purchasing,poticy has / has not been followed in the selection of the
winner of the bid or bid extension. _ ' 8{;32 / S

Assistant Purchasing Agent Date
Direcior of Risk and Safety: Vendor being awarded the bid or the bid being/extended has a not
met all insurance requirements of the City of Saratoga Spiings arg/has provided a copy ﬁth cerificate
of insurance for review by the Director of Risk and Safety. \S—B

Director of Risk and Safety ate




