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Topic Description  

Agency Submission of  
Contract Transactions to OSC 

• Submission of contract, amendment transactions, and supporting documents is in electronic format rather than the tradi-
tional paper format (Note, references to and requirements for “paper format” in Chapter XI of the NYS Guide to Financial 
Operations are not applicable to electronic submissions)  

• Office of the State Comptroller (OSC) requirements and State Finance Law requirements remain unchanged 

*New* 
 

Attorney General  (AG) Approval • Attorney General review and approval of Grants Gateway (Gateway) transactions will be completed electronically within 
the Gateway 

• AG approval guidelines remain unchanged 

*New* 
 

Contract Transmittal Form/AC-3308-S  
 

• The AC-3308-S replaces the Single Transaction Summary (STS) or Contract Encumbrance Request Form (AC-340-S) for 
Gateway transactions 

• The AC-3308-S is generated in the Gateway and submitted electronically, along with the contract transaction and support-
ing documents, from the Gateway to OSC’s e-Documents System 

*New* 

 

*New* 

Contract Numbering 
 

• The Gateway will append a “GG” suffix to new contracts entered into the Gateway System 
• Contracts created prior to Gateway implementation or outside of the Gateway will not have a GG suffix Numbering guidance 

is available in the Guide to Financial Operations (GFO), Section XI.2.B 

*New* 
 

 

Audit Type Values 
 

The Audit Type Value selected when entering a contract or amendment transaction in the Statewide Financial System (SFS) de-
termines whether the transaction is routed to OSC for prior approval.  The following Audit Type Values are valid for use with 
Grants transactions: 
• GGA: Gateway generated contracts and associated amendments subject to OSC approval; Routes Grants transactions en-

tered into the Grants Gateway System to BOC’s Grants team 
• GGN: Gateway generated contracts and associated amendments not subject to OSC prior approval; Grants transactions 

entered into the Grants Gateway System that are not routed to OSC for approval 
• TGG: Grant contracts and amendments in paper format subject to OSC approval; Routes transaction to BOC Grants team 
• TNT: Contracts and amendments in paper format not subject to OSC prior approval; Not routed to OSC for approval 

 

 

 

*New* 
 
*New* 

 

Vendor Responsibility Review Process 
and Required Documents  

 

• The review process and forms remain unchanged 
• Required documents submitted electronically as part of contract record for contracts submitted through Gateway 
• OSC strongly encourages Agency and Vendor use of OSC’s online VendRep System to enable direct, immediate, easy access 

to current standardized vendor disclosures 

 
*New* 

BOC Auditor Contacting Agency Staff 
to Resolve Transaction Issues 

Process remains unchanged; BOC primary auditor and/or VendRep Auditor will continue to contact designated Agency Staff to 
resolve transactional Issues 

 

 

OSC (BOC) Approval of Contract 
 Transactions 

• OSC approved contract document is electronically signed in e-Documents system and transmitted electronically to the 
Gateway  

• OSC approval occurs in the SFS 

*New* 
 

OSC (BOC) Non-Approval of  
Contract Transactions 

• OSC Non-Approval letter will be in electronic format and transmitted from e-Documents system to the Gateway 
• OSC non-approval of contract transaction occurs in the SFS 

*New* 
 

http://www.osc.state.ny.us/agencies/forms/ac3308s_f.pdf
http://www.osc.state.ny.us/agencies/guide/MyWebHelp/
http://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/2/b.htm
http://www.sfs.ny.gov/sfstools/jobAids/jobaids/JAA-PO000-008.doc
http://www.osc.state.ny.us/vendrep/info_vrsystem_vendor.htm
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Agency Viewing of Approval and Non-
Approval Statuses 

• Online SFS Agencies can view SFS status changes, including approval and non-approvals,  in real time 
• Bulkload SFS Agencies can view transaction statuses in Gateway  (due to the bulkload schedule,  there will be a time delay 

between when OSC changes a transaction status within the SFS and when the status is available for viewing in Gateway) 
 

 

*New* 
 

OSC Fund Reservation/ 
Encumbrance  Policy 

• OSC Fund Reservation (Encumbrance) Policy remains unchanged  
• OSC encumbrance policy can be reviewed in GFO Section XI.2.C 

 

Authorized Signature Policy 
 

• OSC will continue to use the Bureau of Contracts Authorized Signature Form (AC 1782-S) to verify authorized signatures on 
contracts, amendments, change orders, purchase orders, purchase authorizations, and vendor responsibility determinations  

• Additional information on authorized signatures is located in GFO Section XI.2.K 

 

Procurement Record (PR) Agencies should continue the current process of submitting PRs directly to OSC  

Contract Reporter Exemption  
Request (CRER) 

Agencies should continue the current process of submitting CRERs directly to OSC  
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http://www.osc.state.ny.us/agencies/guide/MyWebHelp/
http://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/2/c.htm
http://www.osc.state.ny.us/agencies/forms/ac1782s_fe.pdf
http://www.osc.state.ny.us/agencies/guide/MyWebHelp/
http://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/2/K.htm

