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Defining Document Sub-Types

In Procurement Desktop

[image: image20.png]e Item Detail for Award 7 Contract - C-00122345 [
Detal | Descrpton | pichs | fuedng | dwess | mtuctens | Acceptance |
Line Item Detail Global Chg

Line Number 01| Cortract Type [0t Appicae [z [¥) Pricedtem —
Delivery Date Project Number [V Received tem
Desertion
> extencen
Description Add Line
add
Quaty Unit Unit Price. Miscellaneous Line ftem Cost lncord
[T | 60000] 0] 000 Sbine
SartDde _EndDate Freigt Charges | w000
peronofpertormance | [ Taes[ o
Type of tem [ Good (" Service | Total Line iem Cost [ $0.00
Code Lenath Detete
Jcommodty Cose[ | © 5-06 @ 11-Dit —
Descriton]
Close





This Administrative Services Update is devoted to a request by MARS Users Group participants for clarification of document sub-types used in Procurement Desktop.  In some cases, you will notice that certain document sub-types are being removed and/or replaced.  This is being done in an effort to reduce the confusion some MARS users have reported in choosing from so many different sub-types that, in fact, differ very little. 

Procurement Desktop: Documents with Sub-Types:

· Contract (encumbers funds)
A Contract is used to record the terms and conditions of an agreement with a vendor AND to reserve (encumber) funds for the value of the agreement.  This type of document is established to purchase a specific quantity or amount at a specific price for delivery at a specific time(s).

· Purchase Order (encumbers funds)
A Purchase Order is used 1) to record the terms and conditions of an agreement with an internal vendor (the term “internal vendor” refers to agencies who provide goods or services to other agencies and who utilize MARS as their means of receiving payments) AND 2) to reserve (that is, “encumber”) funds for the value of the agreement.  This type of document is established to purchase a specific quantity or amount at a specific price for delivery at a specific time(s).  It is not to be used for professional services.  This document only has one sub-type:  Internal.

· Master Agreement (does not encumber funds)
The Master Agreement records the terms of the agreement BUT does not reserve (encumber) funds. This is one document that replaces the Commonwealth’s prior price contracts.  This type of document must be used to establish price agreements with vendors for supplying specific items at specific unit prices at any time during a specified time period, typically one year, with renewal option(s).   A Master Agreement is used for placing multiple orders or for making multiple payments for an ongoing need.   This document is not to be used for one-time purchases.

· Delivery Order (encumbers funds)
A Delivery Order is used to generate an encumbered order against a Master Agreement.

Procurement Desktop: Document Sub-Type Definitions

(Subtitles as they appear on-screen are listed under each bullet.)
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Contracts And Their Modifications (Encumbers Funds)
The following document sub-types are available for contract and contract modification documents.

· Construction 

Award/Contract Sub Type:  Contract-Construction
This document sub-type is used for Construction projects to include agency small construction.  The proper cited authority must be referenced. 

· Memorandum Of Agreement (Encumbrance) 

Award/Contract Sub Type:  Contract-MOA (encumbered)
This document sub-type is used for memoranda of agreement, memoranda of understanding, program administration contracts and interlocal agreements meeting the definition of a memorandum of agreement in KRS 45A.690.  Other statutory authorities may also apply.  These must be filed with the Finance and Administration Cabinet and/or the Legislative Research Commission (LRC).

· Property Rental 

Award/Contract Sub Type:  Contract-Property Rental
This document sub-type is used for those contracts that result in the lease of space for an agency from an external vendor. 

· Personal Service Contract – Legal 

Award/Contract Sub Type:  Contract-PSC-Legal
This document sub-type is used for personal service contracts for legal services.  Legal contracts must use this sub-type for the additional approvals required  by statute.  These must be filed with the Finance Cabinet and/or LRC.

· Personal Service Contract – Standard 

Award/Contract Sub Type:  Contract-PSC-Standard
This document sub-type is used for all personal service contracts other than legal services. These must be filed with the Finance Cabinet and/or LRC.

· Special Authority 

Award/Contract Sub Type:  Contract-Special Authority
This document sub-type is used for only those special authorities that require a prior approval by the Director of Division of Material and Procurement Services, e.g. all documents using BO-111-10-00 that are over $5000.  The authorizing policy should be the cited authority reference in Procurement Desktop.

· Standard 

Award/Contract Sub Type:  Contract-Standard
This document sub-type is used for general procurements for other types of contracts not defined above, such as small purchase, sealed bids.
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  Master Agreements And Their Modifications (Do Not Encumber Funds) 

The following document sub-types are available for master agreement and master agreement modification documents.

· Architectural/Engineering 

Master Agreement Sub Type:  MA-Architectural/Engineering
This document sub-type is used for contracts that are not to be encumbered and are procured under the Cabinet’s authority granted by KRS 45A.825 and KRS 45A.837 (engineering services). These must be filed with LRC.  

· Fluctuating Price 

Master Agreement Sub Type:  MA-Fluctuating Price
This document sub-type is used when a master agreement contains unit prices that are not fixed, e.g. commodities where the market is volatile, and is for the purchase of goods and services that are not defined as professional services.  Fluctuating contracts are the only type of contract that allows the ability to exceed a unit cost.  The user is also able to pay less than the unit cost.    When a master agreement is designated as a fluctuating price sub-type the user can change the unit prices shown on the master agreement when the delivery order or invoice is created  from the master agreement.  If changes are not made to the unit cost on a delivery order, however, unit costs cannot be increased on an invoice referencing the delivery order.  A delivery order modification would have to be created before paying the invoice.

· Internal 

Master Agreement Sub Type:  MA-Internal
This document sub-type is used by the Finance Cabinet’s Division of Material and Procurement Services.  This sub-type allows the Division to set up a price agreement with an internal vendor (such as Kentucky Correctional Industries or any other agency that utilizes MARS as their means of receiving payments) for supplying specific items at specific unit prices at any time during a specified time period, typically one year. 
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· Memorandum of Agreement- Internal 

Master Agreement Sub Type:  MA-MOA-Internal
All master agreements created for memoranda of agreement, memoranda of understanding and program administration contracts with internal vendors, such as Auditor of Public Accounts, as defined by KRS 45A.690 should use this document sub-type. The internal vendors would be agencies that utilize MARS as their payment system.  These documents must be filed with the Finance Cabinet and/or LRC.
· Memorandum of Agreement- Standard 

Master Agreement Sub Type:  MA-MOA-Standard
All master agreements created for memoranda of agreement, memoranda of understanding and program administration contracts as defined by KRS 45A.690 should use this document sub-type.  These must be filed with the Finance Cabinet and/or LRC.
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· Memorandum Of Agreement- Grant Agreement 

Master Agreement Sub Type:  MA-Grant Agreement
Memoranda of Agreements with sub-recipients of Federal grant funds should use this sub-type.  These must be filed with the Finance Cabinet and/or LRC. 

· Memorandum Of Agreement – Universities

Master Agreement Sub Type:  MA-MOA with Universities 

This sub-type should be used for Memoranda of Agreement that are set up with a University as the second party.  These are exempt from LRC review. 

· Personal Service Contract Standard Fixed (Not encumbered) 

Master Agreement Sub Type:  MA-PSC Std Fixed (not encumbered)  

This sub-type should be used for all personal service contracts as defined in KRS 45A.690 that should not encumber funds and do not meet the definition of other master agreement sub-types. (Note:  Only on rare occasions are personal service contracts not encumbered.)  This sub-type may be used in situations where the agency is contracting with a group of vendors to perform the same services and is unable to determine the amount to encumber for each contract.  These must be filed with the Finance Cabinet and/or LRC.
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· Provider Agreement 

Master Agreement Sub Type:  MA-Provider Agreements
This sub-type is used to set up an agreement with a provider of direct Medicaid health care to individuals.  Exceptions include any health maintenance organization or other entity primarily responsible for administration of any program or system of Medicaid managed health care services established by law or by agreement with the Cabinet for Health Services.  This does not need to go through LRC or the Finance Cabinet. 

· PSC- Contingency Fee 

Master Agreement Sub Type:  MA-PSC-Contingency Fee
This sub-type should be used for all personal service contracts as defined in KRS 45A.690 that should not encumber funds and do not meet the definition of other master agreement sub-types, where the agency is paying a vendor based on collection type services. These must be filed with the Finance Cabinet and/or LRC.

· Personal Service Contract – Legal

Master Agreement Sub Type:  MA-PSC-Legal
This document sub-type is used for personal service contracts for legal services.  Legal contracts must use this sub-type for the additional approvals required by statute. (Note:  Only on rare occasions are personal service contracts not encumbered.) These must be filed with Finance and/or LRC.  (This sub-type used to be set for fluctuating. This has been changed since Personal Service Contracts should never be set up with fluctuating unit costs, and should always have a “not to exceed” amount set on them.)
· Revenue Generating 

Master Agreement Sub Type:  MA-Revenue Generating
This sub-type results in an agreement with a vendor where the Commonwealth is receiving revenue from, rather than making payments to the vendor, e.g. a vendor may have a concession sales master agreement where they agree to pay the Commonwealth 20% of their sales. 

· Special Authority Fixed 

Master Agreement Sub Type:  MA-Special Authority Fixed
This document sub-type is used for only those special authorities that require a prior approval by the Director of Division of Material and Procurement Services, e.g. all documents using BO-111-10-00 that are over $5000.  The authorizing policy should be the cited authority reference in Procurement Desktop.

· Special Authority Fixed w/Lines

Master Agreement Sub Type:  MA-Spec Auth Fixed w/lines
This document sub-type is used for only those special authorities that require a prior approval by the Director of Division of Material and Procurement Services, e.g. all documents using BO-111-10-00 that are over $5000.  The authorizing policy should be the cited authority reference in Procurement Desktop. This sub-type has signature lines.
· Standard Fixed Price 

Master Agreement Sub Type:  MA-Standard Fixed Price
This document sub-type is used when a master agreement contains unit prices that are fixed, and where the market prices are not volatile, and is for the purchase of goods and services that are not defined as professional services.   This sub-type does not have signature lines.

Standard Fixed Price w/lines 

Master Agreement Sub Type:  MA-Std Fixed Price w/lines
This document sub-type is used when a master agreement contains unit prices that are fixed, and where the market prices are not volatile, and is for the purchase of goods and services that are not defined as professional services.  This sub-type has signature lines. 
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  Delivery Orders And Their Modifications (Encumber Funds) 

The following document sub-types are available for delivery orders and delivery order modification documents.

· Delivery Order - Standard 

Delivery Order Sub Type: Delivery Order - Standard
This document sub-type is used for procurements from external vendors that reference a Master Agreement.  

· Delivery Order – Internal

Delivery Order Sub Type: Delivery Order - Internal
This document sub-type is used for procurements from other state agencies that use MARS to receive payments and that reference a Master Agreement.  

· Catalog Delivery Order

Catalog Delivery Order Sub Type: Catalog Delivery Order
This document sub-type is used for procurements from external vendors that reference a Catalog Master Agreement.  The system automatically assigns this sub-type when the order is generated from a Market Basket and the CMA is with an external vendor.

· Catalog Delivery Order - Internal

Catalog Delivery Order Sub Type: CDO – Internal

This document sub-type is used for procurements with other state agencies that use MARS to receive payments and that reference a Catalog Master Agreement.  The system automatically assigns this sub-type when the order is generated from a Market Basket and the CMA is with an internal vendor.

The following Master Agreement sub-types are being removed:
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MA- PSC-Fluctuating (No Cap)- this was not replaced as Personal Service Contracts should never be set up with fluctuating unit costs, and should always have a “not to exceed” amount set on them.
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MA- Program Administration Contracts- this was not replaced.  If anyone used this sub-type previously, they would now use MA-MOA-Standard. 
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MA-MOU- Standard Fixed- this was not replaced.  If anyone used this sub-type previously, they would now use MA-MOA-Standard. 
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MA-Leases (Non-Real Property)- If anyone used this sub-type previously, they would now use MA-Std Fixed Price w/lines. 
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MA-RFP (Non-PSC) fixed- If anyone used this sub-type previously, they would now use MA-Std Fixed Price w/lines.

If you need assistance, be sure to contact the Customer Resource Center (CRC) by email (Finance.CRCgroup@mail.state.ky.us) or phone (502-564-9641 or 877-973-HELP).  The Help Desk is open from to 8:00AM until 5:30 PM EST Monday through Friday.  
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Extended Line Description for Contract Review
Please be sure to include concise, accurate descriptive information for contracts/agreements that will be reviewed by the LRC Government Contract Review Committee.  That information should be included in the first lines of the Extended Description field, which appears on the Line Item Detail Tab of the Line Item Detail Window in Procurement Desktop.

Legislative Research Commission staff frequently retrieve this information to help communicate the nature of the contract with state legislators during contract review.  Since the number of lines that can be retrieved is limited, please avoid hard returns when you enter your description.  LRC staff offered the following as an example of a well-written extended description for a personal service contract ~ “Provide assistance in managing the workloads of field staff by completing past due child protective services investigations, out-of-care home care plans, case closures, and backup for initial intake interviews.”  
To help move your document through the LRC Government Contract Review process, please remember to: 
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Enter the fund code and fund code percentage on Master Agreements, at a minimum.  Complete funding strips are always required on contracts that encumber.  
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Choose the correct commodity codes for services
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Submit a Proof of Necessity (PON) attachment with your award document to LRC

These items are all used by LRC to help generate the meeting agendas for the subcommittee to review. 


Need Help?

The Customer Resource Center Help Desk can field your questions and work with staff in the Finance and Administration Cabinet to get answers to your questions about MARS or other administrative services functions.  Contact the Help Desk by phone (502-564-9641 or 877-973-HELP), email Finance.CRCgroup@mail.state.ky.us, or via the web at:

http://www.state.ky.us/agencies/adm/resource/.
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Internal Document Sub-Types





Please note that Internal Sub-Types cannot be modified to allow agencies to select external vendors.
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Master Agreements For Two-Year MOAs





In our March 16 Administrative Services Update, “Contract Procedures and Document Tracking”,  we indicated that two-year MOAs within a biennial budget period should be processed as Master Agreements.  Please be sure to select the correct Sub-Type when creating the Master Agreement for your two-year MOA. In other words, if you are creating a standard MOA, you will use the MA- MOA- Standard Sub-Type; if you are entering into a Grant Agreement, you would want to choose the MA- Grant Agreement subtype, etc.  





Master Agreements For Two-Year Personal Service Contracts





Two-year contracts within a biennial budget period should also be processed as Master Agreements.  Please be sure to select the correct Sub-Type when creating your Master Agreement for personal service contracts.  For example, if your personal service contract is standard fixed price, you would choose the MA-Personal Service Contract Standard Fixed (Not encumbered) sub-type; if you are creating a Master Agreement for a two-year personal service contract related to legal services, you would choose the MA-PSC–Legal subtype. 








Procurement Tip…Purchasing Policies and Procedures





Commonwealth procurement laws, policies and procedures (including all of the BOs and KRS references cited in this Update) are posted at:


 


� HYPERLINK http://www.state.ky.us/agencies/adm/mars/statempl.htm#Laws ��http://www.state.ky.us/agencies/adm/mars/statempl.htm#Laws�
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