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*** Prior to submitting ANY paperwork, the Member Agency must conduct their market analysis and demonstrate knowledge of the states’ purchasing practice for this particular item. In addition to this, the Member Agency must indicate how it is going to be packaged and shipped (the Freight Form to be completed and approved by Tim Mott in advance of submitting any additional paperwork to NYSID’s Contract Administration Department). ***
**Effective 09/01/2011**
New Commodity Paperwork
  NYSID Forms & definitions can be found at www.nysid.org
I. Statewide 
a. Item available to all State Customers
b. Supply NYSID with a minimum of three (3) quotes from suppliers to ensure price competitiveness
II. Freight Form
a. The Freight Form is the  first form to be completed and approved by Tim Mott before any additional paperwork is submitted to NYSID
III. Commodity Application & Renewal Form
IV. Commodity Cost Analysis
a. Detailed description of item (this will be used on our website)
b. Detailed description of labor steps
V. Picture of item
a. In a JPEG or PNG format
b. No less than 1 MG


Product Line Extension Commodity Paperwork
  NYSID Forms & definitions can be found at www.nysid.org
I. Statewide 
a. Item available to all State Customers
b. Supply NYSID with a minimum of three (3) quotes from suppliers to ensure price competitiveness
II. Freight Form
a. The Freight Form is the  first form to be completed and approved by Tim Mott before any additional paperwork is submitted to NYSID
III. Commodity Application & Renewal Form
IV. Commodity Cost Analysis
a. Detailed description of item (this will be used on our website)
b. Detailed description of labor steps
V. Picture of item
a. In a JPEG or PNG format
b. No less than 1 MG


Price Revision Commodity Paperwork
  NYSID Forms & definitions can be found at www.nysid.org

I. Statewide 
a. Item available to all State Customers
b. Supply NYSID with a minimum of three (3) quotes from suppliers to ensure price competitiveness
II. Freight Form
a. The Freight Form is the  first form to be completed and approved by Tim Mott before any additional paperwork is submitted to NYSID
III. Copy of invoice demonstrating change in raw material price
IV. Commodity Application & Renewal Form
V. Commodity Cost Analysis
a. Detailed description of item (this will be used on our website)
b. Detailed description of labor steps
VI. Picture of item
a. In a JPEG or PNG format
b. No less than 1 MG


** All applications are to be prepared for statewide use.  Single User acceptance will be determined on a case by case basis and approved by the NYSID Commodity Committee.  Approved Single User items may only be sold to one customer under fifty thousand dollars per year. ** 


NOTE: If you have questions or need assistance completing or submitting any of these forms, please contact NYSID’s Contract Administration Department at (518) 463-9706.
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