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Report Highlights

Audit Objective
Determine whether District officials used a 
competitive process to procure goods and 
services.

Key Findings
  District officials did not use a request 
for proposals (RFPs) process or seek 
competition for three professional service 
providers paid $220,748.

  Four vendors were paid $48,816 for goods 
procured without a competitive bid as 
required by District policy.

  Due to the District’s inconsistent 
purchasing policies, officials do not have 
clear guidelines to follow when making 
purchases and therefore, officials may 
not be procuring goods and services as 
intended by the Board. 

Key Recommendations
  Review and update purchasing policies to 
clarify guidelines for procuring professional 
services and quote thresholds. 

  Comply with District policies by ensuring 
professional service providers have been 
selected using RFPs and purchases over 
$5,000 are competitively bid. 

  Adequately support all purchase decisions 
including those goods and services 
obtained from a sole source vendor.

District officials disagreed with certain aspects 
of our findings and recommendations but 
indicated they have begun to implement 
corrective action. Appendix B includes our 
comments on issues raised in the District’s 
response letter.

Background
The Sayville Union Free School District 
(District) is located in the Town of Islip in 
Suffolk County. 

The District is governed by an elected seven-
member Board of Education (Board) which is 
responsible for the general management and 
control of the District’s financial affairs. 

The Superintendent of Schools is the 
District’s chief executive officer and is 
responsible, along with other administrative 
staff, for the District’s day-to-day 
management under the Board’s direction. The 
Assistant Superintendent for Business (ASB) 
has authority to prepare, advertise and open 
bids.

The purchasing agent approves purchase 
requisitions ensuring the purchasing policy 
has been followed. The Board-appointed 
claims auditor ensures purchases follow 
purchasing policy and informs the Board of all 
exceptions.

Audit Period
July 1, 2017 – June 30, 2018

Sayville Union Free School District

Quick Facts
2017-18 General Fund 
Expenditures $87.6 million

Vendors Paid from 
General Fund 1,224

Total Paid to General 
Fund Vendors $28.4 million
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How Should a School District Purchase Goods and Services?

School districts must have purchasing policies and procedures for the 
procurement of goods and services. Procedures should include methods 
to determine whether a procurement is subject to competitive bidding and 
exceptions to competitive bidding requirements. When competitive bidding is not 
required, alternative proposals or quotations should be secured. 

The Board-adopted purchasing policies require District officials to obtain request 
for proposals (RFPs) when obtaining professional services or services with 
special skill. Additionally, purchases over $5,000 that do not require special skill 
or professional services require formal bidding. For purchases below $5,000, the 
District’s purchasing policies require a specific number of quotes based on dollar 
thresholds. 

The ASB is responsible for overseeing preparing, advertising and opening bids 
when formal bidding is required. The purchasing agent is responsible for ensuring 
that policies are followed when approving purchase orders. The Board-appointed 
claims auditor is responsible for monitoring compliance with these policies and 
procedures when auditing claims and approving them for payment.

The District Did Not Always Seek Competition for Professional 
Services 

District officials did not always solicit competition when procuring professional 
services. The purchasing policy requires RFPs when specialized skills or training 
such as audit, medical, legal or insurance services are needed. The policy 
refers District officials to another policy for details on the specific documentation 
required. However, when asked for the other policy, officials indicated it did not 
exist.   

We selected five vendors, who received payments totaling $371,484, and 
reviewed the supporting documentation on file to determine if District officials 
issued RFPs for their service. District officials did not use an RFP process 
or seek competition for three professional service providers1 paid $220,748. 
District officials said these vendors have a long history of providing services to 
the District, they are familiar with the District and the District is satisfied with the 
service provided in the past so they decided to use them again because they 
believe it would be too costly to change.

Without the use of RFPs or some other form of competition, District officials have 
no assurance that professional services are being procured without favoritism, in 
the most economical way and in the best interest of taxpayers.

 

Purchasing

1 An architect, a doctor, and a law fi rm
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The District Did Not Always Follow Policy for Purchases Over $5,000

Although the Board adopted a purchase policy that required bidding when 
purchasing either a single item or group of similar items over $5,000, competitive 
bidding was not always used.

We reviewed selected payments made to 20 vendors, who were paid a total of 
$738,486, for goods and services exceeding the bidding thresholds. We selected 
one invoice for each vendor reviewing 20 invoices totaling $207,550. District 
officials purchased goods from four of the 20 vendors paid $48,816 without using 
a competitive bid process. The purchases were for maintenance supplies from 
a hardware store ($23,057), computer cases ($13,722), carpeting ($5,287) and 
award plaques ($6,750).

District officials agreed that the purchases made from the hardware store totaling 
$23,057 should have been bid. However, they indicated that the other three 
vendors paid $25,759 were sole source providers.2  Documentation provided for 
these purchases did not adequately support this assertion. For example: 

  The District paid $6,861 for computer cases without using a bidding process. 
Supporting documents provided indicate the purchase was for 275 laptop 
cases and included a letter indicating the vendor was the sole source of 
the specific case purchased because it retains “exclusive distribution/
marketing rights” of that brand product. The documentation did not include 
any explanation or reason why other cases were excluded as a possible 
alternative and did not indicate the purchase was unique or out of the 
ordinary. 

  The District paid $5,287 for carpeting without using a bidding process. 
Supporting documentation included a letter indicating that the vendor was 
the “sole source provider” of all carpet and rugs found on their website. 
The documentation did not include any explanation or indication as to what 
was unique or out of the ordinary about the carpeting or why there was no 
possibility that another vendor could provide carpeting similar in nature. 

Because the District purchased goods and services without following District 
policy and without adequately supporting purchase decisions, officials spent 
$48,816 without assurances that they obtained goods and services of the required 
quantity and quality at competitive prices. 

2 Sole source means a procurement in which only one vendor is capable of the required commodities or 
service.
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The District Had Inconsistent Policies for Quote Thresholds  

The District has two Board-approved purchasing policies each requiring quotes. 
Both policies state that quotes are to be documented on a District form for 
purchases under $5,000 made between certain dollar thresholds. However, these 
policies have inconsistent thresholds and District officials are using different dollar 
thresholds to determine which purchases require quotes. 

One policy, adopted in April 1990 and last reviewed in February 2011, states all 
items or groups of items whose total exceeds $500 but is less than $5,000 require 
quotes documented on a prescribed form while another policy, last adopted 
and reviewed in April 2017, indicates the threshold for quotes is $1,000. The 
purchasing agent informed us that he approves purchases based on the policy 
requiring quotes for purchases over $500 but the ASB stated the District obtains 
quotes for purchases over $1,000.

Because of the inconsistent policies and procedures used, we reviewed 62 
invoices totaling $64,527. We found that the District is not obtaining quotes for 
purchases between $500 and $1,000. The District did not obtain quotes for 24 
purchases totaling $16,476, each less than $1,000. We also reviewed the claims 
auditor reports and determined that all reported issues with purchases requiring 
quotes were for purchases in excess of $1,000, indicating that the claims auditor 
also reviews claims in accordance with the $1,000 policy threshold.  

Inconsistent purchasing policies have provided District officials with unclear 
guidelines. Therefore, officials may not be procuring goods and services as 
intended by the Board. 

What Do We Recommend?

The Board should:

1. Review and update the current purchasing policies to clarify guidelines for 
procuring professional services and the quote thresholds. 

District officials should:

2. Comply with District policies by ensuring professional service providers 
have been selected using RFPs and purchases over $5,000 are 
competitively bid. 

3. Adequately support all purchase decisions including those goods and 
services obtained from a sole source vendor. 
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Appendix A: Response From District Offi cials

See
Note 1
Page 12
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See
Note 2
Page 12
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See
Note 3
Page 12

See
Note 4
Page 12

See
Note 5
Page 12
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See
Note 5
Page 12

See
Note 6
Page 13

See
Note 7
Page 13

See
Note 8
Page 13
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Note 1

During fieldwork and at the exit conference, District officials did not identify, 
discuss or provide support for any mitigating controls that result in procuring 
goods and services in the most cost-effective manner. Instead, all discussions 
and support provided were specifically related to the Board-adopted policies and 
regulations.

Note 2

The District’s purchasing policy regulation (6700-R) adopted April 19, 2017 states, 
in part, “The district will utilize RFP’s to engage professional service providers 
in accordance with policy 6741.” General Municipal Law Section 104-b requires 
the District to adopt, by resolution, internal policies and procedures governing all 
procurements of goods and services which are not required to be made pursuant 
to competitive bidding requirements. Our audit report does not address non-
compliance with the Law because the Board has adopted purchasing policies and 
procedures. However, as indicated in the report, District officials did not always 
follow the guidelines required by the policy.

Note 3

During fieldwork and at the exit conference, District officials did not provide any 
support for their assertion that working with the same architect saved taxpayers 
any money nor did they provide evidence that they obtained the best possible 
price and quality of service.

Note 4

Because District officials did not procure professional services using an RFP 
process in accordance with the Board-adopted policy, there is no evidence to 
support that providers were procured without favoritism, in the most economical 
way and in the best interest of taxpayers. 

Note 5

Board-adopted regulations (6720-R) require bidding when the cost of any single 
item or group of similar items is in excess of $5,000. There is no stipulation in the 
policy or in the regulations that would allow District officials to use a “local vendor” 
to expedite the timely completion of an immediate service or repair. Further, 
during fieldwork and at the exit conference District officials did not identify, discuss 
or provide support for any emergency circumstances that existed in relation to the 
$23,057 spent for hardware items, an amount which is more than four times the 
$5,000 bidding threshold required by Board policy.

Appendix B: OSC Comments on the District’s 
Response
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Note 6

The District’s purchasing policy regulation (6700-R) states, in part, “…when 
there is only one possible source from which to procure goods and services….
the district will maintain written documentation of the unique benefits of the 
item or service purchased as compared to other items or services available in 
the marketplace; that no other item or service provides substantially equivalent 
or similar benefits. In addition, the documentation will provide that there is no 
possibility of competition for the procurement of the goods.” Other than a letter 
from the vendor indicating it was the sole source of the specific case purchased 
because it retains “exclusive distribution/marketing rights” of that brand product, 
District officials could provide no documentation to indicate why other cases were 
excluded as a possible alternative and supporting documentation provided did not 
indicate the purchase was unique or out of the ordinary. Further, neither during 
fieldwork nor at the exit conference did District officials provide any support for 
their assertion that the procurement of this product achieved budgetary savings.

Note 7

District officials provided no written documentation outlining the unique benefits 
of the item purchased as compared to other items available in the marketplace 
nor did they provide any details indicating why no other item could provide 
substantially equivalent or similar benefits. Other than a letter from the vendor 
indicating that they are the “sole source provider” of all carpet and rugs found 
on their website, District officials provided no documentation to support their 
assertion that there is no possibility of competition for the procurement of these 
goods. 

Note 8

District officials provided no written documentation outlining the unique benefits 
of the item purchased as compared to other items available in the marketplace 
nor did they provide any details indicating why no other item could provide 
substantially equivalent or similar benefits. Other than a letter from the vendor 
indicating that they are the sole source of the specific item being purchased, 
District officials could provide no documentation to support their assertion that 
there is no possibility of competition for the procurement of these goods.
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Appendix C: Audit Methodology and Standards

We conducted this audit pursuant to Article V, Section 1 of the State Constitution 
and the State Comptroller’s authority as set forth in Article 3 of the New York 
State General Municipal Law. To achieve the audit objective and obtain valid audit 
evidence, our audit procedures included the following:

  We interviewed District officials and employees to gain an understanding of 
the District’s purchasing practices.

  We obtained and reviewed the District’s purchasing policies and procedures.

  We obtained electronic cash disbursement data and quantified the number 
of vendors and the dollar amount paid to each. From the population of 1,224 
vendors collectively paid $28,356,222 for the audit period, we identified 
627 vendors paid $1,277,938 as the quote population, 206 vendors paid 
$25,825,229 as the bidding population and 29 vendors paid $1,181,714 as 
the professional service provider population. In addition, 362 vendors paid 
$71,341 were each paid less than $500 and were therefore eliminated from 
the population. 

  For the professional service testing, we selected five vendors (17 percent) 
paid $371,484 representing different types of services. For each vendor 
in the sample, we requested support documentation for how they were 
selected. For those where documentation was provided, we verified that the 
District issued an RFP.  

  For the bid testing, we selected 20 vendors (10 percent) paid $738,486 for 
the audit period. We reviewed one invoice with a total over $5,000 for each 
vendor. If there were no invoices over $5,000, we chose the invoice for the 
largest amount, for a total sample dollar amount of $207,550. We requested 
bid documents for the selected invoices. If officials indicated bidding was not 
required, we requested documentation to support that the purchase was an 
exception to the bidding policy.

  For the quote testing, we selected 59 vendors (9 percent) who were paid 
$132,427. We chose one invoice from 56 vendors and two invoices from the 
remaining three vendors. We requested the claim packets for the selected 
invoices to determine if quotes were attached. If the quote form was not 
attached or complete, we followed up with personnel to determine the reason 
why.

We conducted this performance audit in accordance with GAGAS (generally 
accepted government auditing standards). Those standards require that we 
plan and perform the audit to obtain sufficient, appropriate evidence to provide a 
reasonable basis for our findings and conclusions based on our audit objective. 
We believe that the evidence obtained provides a reasonable basis for our 
findings and conclusions based on our audit objective.
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Unless otherwise indicated in this report, samples for testing were selected 
based on professional judgment, as it was not the intent to project the results 
onto the entire population. Where applicable, information is presented concerning 
the value and/or size of the relevant population and the sample selected for 
examination.

A written corrective action plan (CAP) that addresses the findings and 
recommendations in this report must be prepared and provided to our office within 
90 days, pursuant to Section 35 of General Municipal Law, Section 2116-1(3)
(c) of New York State Education Law and Section 170.12 of the Regulations of 
the Commissioner of Education. To the extent practicable, implementation of the 
CAP must begin by the end of the fiscal year. For more information on preparing 
and filing your CAP, please refer to our brochure, Responding to an OSC Audit 
Report, which you received with the draft audit report. We encourage the Board to 
make the CAP available for public review in the Clerk’s office.
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Appendix D: Resources and Services

Regional Office Directory
www.osc.state.ny.us/localgov/regional_directory.pdf

Cost-Saving Ideas – Resources, advice and assistance on cost-saving ideas
www.osc.state.ny.us/localgov/costsavings/index.htm

Fiscal Stress Monitoring – Resources for local government officials 
experiencing fiscal problems
www.osc.state.ny.us/localgov/fiscalmonitoring/index.htm

Local Government Management Guides – Series of publications that include 
technical information and suggested practices for local government management
www.osc.state.ny.us/localgov/pubs/listacctg.htm#lgmg

Planning and Budgeting Guides – Resources for developing multiyear financial, 
capital, strategic and other plans
www.osc.state.ny.us/localgov/planbudget/index.htm

Protecting Sensitive Data and Other Local Government Assets – A non-
technical cybersecurity guide for local government leaders 
www.osc.state.ny.us/localgov/pubs/cyber-security-guide.pdf

Required Reporting – Information and resources for reports and forms that are 
filed with the Office of the State Comptroller 
www.osc.state.ny.us/localgov/finreporting/index.htm

Research Reports/Publications – Reports on major policy issues facing local 
governments and State policy-makers 
www.osc.state.ny.us/localgov/researchpubs/index.htm

Training – Resources for local government officials on in-person and online 
training opportunities on a wide range of topics
www.osc.state.ny.us/localgov/academy/index.htm

http://www.osc.state.ny.us/localgov/regional_directory.pdf
http://www.osc.state.ny.us/localgov/costsavings/index.htm
http://www.osc.state.ny.us/localgov/fiscalmonitoring/index.htm
http://www.osc.state.ny.us/localgov/pubs/listacctg.htm#lgmg
http://www.osc.state.ny.us/localgov/planbudget/index.htm
http://www.osc.state.ny.us/localgov/pubs/cyber-security-guide.pdf
http://www.osc.state.ny.us/localgov/finreporting/index.htm
http://www.osc.state.ny.us/localgov/researchpubs/index.htm
http://www.osc.state.ny.us/localgov/academy/index.htm
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