Procurement Desktop Glossary of Terms

The following terms define Procurement Desktop documents and describe their use.
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 Solicitation A request for vendors to submit bids or information to provide goods or services for the Commonwealth.  Approved Solicitation documents automatically post to the Finance and Administration Cabinet’s e-Procurement Web site where vendors can view and download.  The vendor may then respond to the solicitation by submitting a hardcopy bid, or in some instances the vendor can submit an on-line bid.  Currently, only the Division of Material and Procurement Services can authorize a Solicitation for on-line bidding.  

There are three types of solicitations used within Procurement Desktop:

1. Invitation for Bids (IFB): a formal request to prospective vendors soliciting price quotations or bids; contains, or incorporates by reference, the specifications or scope of work and all contractual terms and conditions. This subtype is used for all competitive sealed bidding including Non-Professional Services and Building Maintenance.

2. Request for Proposal (RFP): all documents, whether attached or incorporated by reference, utilized for soliciting competitive proposals.  This subtype is used when soliciting Professional Services.

3. Request for Information (RFI): a solicitation method to obtain information when market conditions are unknown.

A fourth type of solicitation can be utilized outside PD:

4. Request for Quotation (RFQ): an informal solicitation for price quotations, where written or oral quotes are obtained from vendors, without receiving sealed bids.  This is used where statutes do not require formal sealed bids, such as small or emergency purchases, but when price competition is desired.  Do not create a PD Document for this type of solicitation.
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 Bid Eval (Bid Evaluation) A Bid Eval document is used to analyze the provisions of a solicitation, for the purpose of comparing strengths and weaknesses of the bids received based on pricing, requirements and best value criteria.  

A Bid Eval document can be created by highlighting either a Purchase Request/Purchase Request Mod or Solicitation/Solicitation Mod.  However, in order for contracts to appear in the View Awards section of the e-Procurement web site, the Bid Eval document must be created based upon the latest version of the Solicitation document.  If awarding multiple awards, each individual award should be awarded through the Bid Eval document, in order for all contracts to appear in the View Awards section.
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   Contract (Encumbers funds)

A Contract is used to record the terms and conditions of a legal agreement between the Commonwealth and 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 specified time.
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 Purchase Order (Encumbers funds)
A Purchase Order is used to record the terms and conditions of a one-time purchase agreement with an internal vendor (a Commonwealth agency that uses MARS) AND to encumber funds for the value of the agreement.  

This type of document should only be used if goods or services cannot be obtained from a Catalog Master Agreement or Master Agreement.  Purchase Orders should reference FAP 111-08-00-08 Cooperative purchases as the cited authority and should not be used for professional services or memoranda of agreements.  This document only has one subtype: Internal.  
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 Catalog Master Agreement or Master Agreement (Does NOT encumber funds)
The Master Agreement or Catalog Master Agreement records the terms of the agreement and does not encumber funds.  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 an option to renew.   

A Catalog Master Agreement or Master Agreement is used for placing multiple orders or for making multiple payments for an ongoing need.  These documents are not used for one-time purchases. 

The creation of Master Agreements is limited to the following: 

(1.) All agencies are authorized to create Master Agreements for Personal Service Contracts and Memoranda of Agreement within the guidelines of Kentucky Revised Statutes, Kentucky Administrative Regulations, the Finance and Administration Cabinet Manual of Policies and Procedures (FAP)s, and the Legislative Research Commission. 

(2.) All agencies are also authorized to create Master Agreements for Small Purchase Non-Professional Services and Special Authority Agreements as directed by the Division of Material and Procurement Services.

(3.) A few agencies have been given authorization to create Revenue Generating Master Agreements.

(4.) The Finance and Administration Cabinet’s Division of Material and Procurement Services and Division of Contracting and Administration as well as the Transportation Cabinet’s Division of Purchases can create Master Agreements for all goods and services within their delegated authorities.  

(5.) 
Only the Finance and Administration Cabinet’s Division of Material and Procurement Services and Division of Contracting and Administration, and the Transportation Cabinet’s Division of Purchases have the authority to create Catalog Master Agreements. 
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 Catalog Delivery Order or Delivery Order (Encumbers funds)
A Catalog Delivery Order is an encumbered order generated against a Catalog Master Agreement. A Delivery Order is an encumbered order generated against a Master Agreement. 

The following terms apply to all document subtypes:
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 Lines

If a contract subtype indicates “w/lines,” the contract will print with signature lines.  However, all PSC or MOA contracts will print with lines whether or not the “w/lines” is part of the description.  The signature lines have been labeled to accommodate Personal Service Contracts, but may be used with other types of contracts.
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 External

An “external vendor” refers to any vendor that provides goods or services for the Commonwealth, but does not receive payment through the MARS system.  For example, state universities are associated with state government, however, because they have their own accounting systems other than MARS, they are considered external vendors.
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 Internal

An “internal vendor” refers to a state agency that provides goods or services to other agencies and who utilizes MARS as the means of receiving payment.  When a user chooses an “Internal” subtype, the system filters the Vendor Search based on agencies who have supplied the Division of Statewide Accounting Services with Revenue Accounting information.  Agencies that have no Revenue Accounting identified on their vendor record should submit the information to Statewide Accounting prior to contracting with another agency.

The following terms apply only to Master Agreements and Catalog Master Agreements:
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 Fixed

Unit Prices cannot be changed on Delivery Orders, Catalog Delivery Orders and Invoices that reference a Master Agreement or Catalog Master Agreement that is a “Fixed” subtype.   In addition, if the dollar value of the line item is entered into the Miscellaneous field, users will not be allowed to process invoices with an accumulative total of more than this Miscellaneous cost.  
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 Fluctuating


Fluctuating subtypes were designed for use in conjunction with tolerances. When a Catalog Master Agreement or Master Agreement is marked as a fluctuating price subtype, the user may increase unit prices on a referencing Delivery Order up to the designated tolerance amount on the Master Agreement, providing they decrease the tolerance amount on the pricing tab by the unit price increase. If an Invoice references a Delivery Order, the unit price of the Invoice can only be increased up to the designated tolerance on the Delivery Order.  If an Invoice directly references a fluctuating MA, the unit price can be increased up to the tolerance amount of the MA.  When a fluctuating MA contains Miscellaneous costs, the system will not allow the accumulative payments to exceed the Miscellaneous cost plus tolerances.
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 Capped

Users are required to assign a “Not to Exceed” dollar limit on Master Agreements and Catalog Master Agreements when the subtype has been designated as “Capped.”   The “Not to Exceed” limit should equal the total amount of the contract.  If the contract has been specified as Capped and the User has entered a dollar limit, the system will prevent Invoices and/or Delivery Orders (or CDOs) from being created in excess of that dollar limit.  In addition, the MA Usage Report tabulates balances of agreements that have a “Not to Exceed” dollar limit identified.

RFQ Solicitation Type





Please note: RFQ solicitation type will be removed from Procurement Desktop September 13, 2002.





Orders to Correctional Industries





Please note: Orders to Correctional Industries should be created via the Market Basket and reference C-01006755.








