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Office of Operations 2022 Fall Conference

Vendor Responsibility 
How to Assess and Document Information
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Vendor Responsibility (VR)

• Vendor Responsibility Basics
• Vendor Review & Assessment
• Document Responsibility Review
• Best Practices
• Resources
• Q & A

Agenda
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Vendor Responsibility 
Basics
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Components of a Responsible Vendor
• Financial and Organizational Capacity

– able to fully perform contractual obligations

• Legal Authority
– to do business with the State

• Integrity
– can be trusted with the award of public dollars

• Past Performance
– has good record of past performance
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Why is Vendor Responsibility 
Important?

• Protects the Agency and State against failed 
contracts

• Pro-actively solves and mitigates problems 
• Avoids contracting with non-responsible 

vendors
• Protects public funds and promotes fairness
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Vendor Review and 
Assessment
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• Review of the vendor’s disclosures

• Independent research relating to the 
vendor’s financial and legal standing, 
integrity and past performance

• Assessment of all issues

Components of an
Agency Responsibility Review
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Considerations for Adverse Findings

• Is vendor legally prohibited from contracting with NYS?

• Any concerns regarding vendor's ability to meet and 
adhere to contract requirements?

• What were the vendor's actions to resolve/mitigate the 
issue(s)?

• Is your Agency willing to proceed with this vendor?
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Whenever...

• The vendor discloses an issue
• Your Agency finds an issue
• OSC finds an issue requiring assessment

When to Assess an Issue
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Documenting
Responsibility Review
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Vendor Responsibility Profile
http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf

http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf
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Vendor Responsibility Profile
http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf

http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf
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Documenting the Agency Review

• Detailed summary of each 
issue resolution

• Contributing factors
• Vendor actions
• Issue status
• Agency explanation & 

resolution
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Issue Description State Contracting Entity Resolution
1. Internal control issues Vendor implemented corrective action 

plan

2. OSHA violations Closed

3. Question 7.0 Ongoing

Issues Documented on Profile

Item 1: Issue Detail
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Issue Description State Contracting Entity Resolution
A search of the OSHA website 
found 2 current serious violations 
for the vendor with a total penalty 
amount of $5,660.

Violations corrected on site, penalties 
paid, and case is closed. Vendor 
updated safety procedures to prevent  
future incidents. This has no impact on 
the overall responsibility determination 
for this vendor contract
BECAUSE…

Issues Documented on Profile

Item 1: Issue Detail
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Issue Description State Contracting Entity Resolution
While searching the NYS Department 
of State Tax Warrant Notice System, 
an unpaid tax warrant was found for 
$2,674.93 belonging to a Jane Smith, 
which is the name of the vendor’s 
Vice President of Finance.

Vendor supplied information (address 
history, affidavit statement, emailed 
confirmation, etc.) confirming the 
individual named on this warrant is not 
associated with this vendor. This issue has 
no impact on the responsibility 
determination
BECAUSE...

OR

Issues Documented on Profile
Item 1: Issue Detail
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Issue Description State Contracting Entity Resolution
While searching the NYS Department 
of State Tax Warrant Notice System, 
an unpaid tax warrant was found for 
$2,674.93 belonging to a Jane Smith, 
which is the name of the vendor’s 
Vice President of Finance.

Vendor has verified the person is an 
employee and has provided proof of a 
payment plan (see attached).
This issue has no impact on our vendor 
responsibility determination BECAUSE...

Issues Documented on Profile

Item 1: Issue Detail
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Issue Description State Contracting Entity Resolution
A review of the vendor’s 
financials in Grants Gateway 
shows the vendor's IRS 990 for 
fiscal year 2020 has a reported 
net loss of $20,432 and a negative 
fund balance of $1,290,000.00.

Vendor has provided an explanation of 
loss [provide summary detail] and has 
put into place a corrective action plan 
[summarize plan].
This issue has no impact on our vendor 
responsibility determination for this 
vendor
BECAUSE...

Issues Documented on Profile
Item 1: Issue Detail
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Issue Description State Contracting Entity Resolution
A Google search revealed a 2021 
lawsuit alleging patent 
infringement. The vendor 
explains the case is ongoing.

The vendor denies these allegations and 
continues to contest the case during ongoing 
legal proceedings.
The Agency will continue to monitor this issue 
and provide updates to OSC when 
appropriate.
We find this issue to have no impact on our 
current responsibility determination
BECAUSE...

Issues Documented on Profile
Item 1: Issue Detail
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Issue Description State Contracting Entity Resolution
The vendor disclosed a 
government audit that was  
conducted within the last 3 years 
which reported material 
weaknesses.

Vendor has initiated the following 
corrective plan [provide specifics] to 
prevent future occurrences.
We find this issue has no impact on 
our responsibility determination
BECAUSE...

Issues Documented on Profile
Item 1: Issue Detail
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Issue Description State Contracting Entity Resolution
Vendor disclosed on its 
questionnaire that it withdrew its 
bid for a recent state contract 
[identify state agency and contract 
number]

The vendor requests to withdraw its bid 
due to a math error. We find this issue 
has no impact on our responsibility 
determination for this contract
BECAUSE…

Issues Documented on Profile

Item 1: Issue Detail
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Issue Description State Contracting Entity Resolution

WARN notice issued to the NYS 
Department of
Labor (NYS DOL) on 8/10/20, 
alerting the NYS DOL
of the layoff of 76 employees 
located in the "Revenue
Excellence Departments."

Most colleagues were offered the opportunity 
to transfer to similar role in system office in
Michigan -- with some being able to work
remotely in Albany. 
Our agency believes this issue will not impact 
the vendor’s ability to fulfill the requirements 
of this contract
BECAUSE…

Issues Documented on Profile

Item 1: Issue Detail
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Best Practices
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It’s the Little Things

• Completed Documents

• Current Information

• Required Signatures

Why Details Matter



25

Vendor Responsibility Profile

http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf

http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf
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Vendor Responsibility Profile

http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf

http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf
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Vendor Responsibility Profile

http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf

http://osc.state.ny.us/vendrep/documents/vendrep/ac3273s.pdf
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State Contracting Entity Process

.

Item 2: State Contracting Entity Process 

Describe the steps taken by the State contracting entity to determine 
vendor responsibility including consideration of the vendor disclosures 
and the independent State contracting entity research, including but 
not limited to, internet sources, contracting entity records, and 
internal or external communication. If a Resource Checklist was used, 
it is acceptable to submit the completed list in lieu of describing the 
process.

Note: Do not submit copies of website search results or information 
found on the VendRep System. 
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State Contracting Entity Process

Item 2: State Contracting Entity Process

Vendor’s Responsibility Questionnaire
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State Contracting Entity Process

Item 2: State Contracting Entity Process

Reviewed questionnaire and confirmed responses by 
conducting searches on the following websites:

Google, NYS DOS Warrants, NYS DOS Corporations, 
Workers’ Comp Board, OSHA, NYS AG, OGS, OSC, OPWDD, 
and checked WCB/DOL Debarments.

In addition, our Agency has worked with this vendor on 
numerous occasions over the past 5 years, no service 
concerns.
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Vendor Responsibility Questionnaire

XXXXXXXXX
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Vendor Responsibility Questionnaire
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Vendor Responsibility Questionnaire

Look back timeline
- 3 years for government audits
- 5 years general information
- 7 years for bankruptcies
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Subcontractors
• Known at the time of award and valued at 

$100k or more over the life of the contract
• WC/DB coverage required if vendors perform 

work in NY
• Subject to the same vendor review 

requirements
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Resources
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Resources
http://osc.state.ny.us/vendrep/webresources.htm

http://osc.state.ny.us/vendrep/webresources.htm
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Workers' Compensation Board Employer 
Coverage Search

http://www.wcb.ny.gov/content/ebiz/icempcovsearch/icempcovsearch_overv
iew.jsp

• Vendor’s name and Federal employee 
identification number (FEIN) must match 
the vendor’s information on the contract 
record

• Period of coverage must be current
• Forms must be signed

http://www.wcb.ny.gov/content/ebiz/icempcovsearch/icempcovsearch_overview.jsp
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Resources
https://nyslearn.ny.gov/

https://nyslearn.ny.gov/
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Contact Us

OSC Vendor Responsibility Team
VendRepauditor@osc.ny.gov

OSC Help Desk
866-370-4672 or 518-408-4672

ITServiceDesk@osc.ny.gov

mailto:VendRepauditor@osc.ny.gov
mailto:ITServiceDesk@osc.ny.gov
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Vendor Responsibility Team Contacts

Team Members Phone Number Email Address
Gregory Knox - Team Lead 838-910-4086 gknox@osc.ny.gov

Craig Coutant - Supervisor 838-910-4079 ccoutant@osc.ny.gov

Carmen Story - Supervisor 838-910-4071 cstory@osc.ny.gov

Renee Tilley-Goyette 838-910-4125 rtilley-goyette@osc.ny.gov

Nicole Macy 838-910-4114 nmacy@osc.ny.gov

Danial Small 838-910-4080 dismall@osc.ny.gov

Tammie Sobieraj 838-910-4133 tsobieraj@osc.ny.gov

Kerri Brannigan 838-910-4099 kbrannigan@osc.ny.gov

Stephen Soldani 838-910-4131 ssoldani@osc.ny.gov

Vanessa Hartnett 838-910-4134 vhartnett@osc.ny.gov

mailto:gknox@osc.ny.gov
mailto:ccoutant@osc.ny.gov
mailto:cstory@osc.ny.gov
mailto:rtilley-goyette@osc.ny.gov
mailto:nmacy@osc.ny.gov
mailto:dismall@osc.ny.gov
mailto:tsobieraj@osc.ny.gov
mailto:kbrannigan@osc.ny.gov
mailto:ssoldani@osc.ny.gov
mailto:vhartnett@osc.ny.gov
mailto:vhartnett@osc.ny.gov
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Questions
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