Non-Professional Services Master Agreement Set-Up

Effective October 24, 2003, all Non-Professional Master Agreements will require a "Not to Exceed" amount in the header of the contract.  Because the current dollar limit associated with FAP111-55-00-06 Non-Professional Services restricts each Master Agreement to $20,000.00, regardless of renewal options, the Finance and Administration Cabinet is implementing this change to allow for multi-year renewal options.  The monetary limit for FAP111-55-00-06 Non-Professional Services will be increased, and the "Not to Exceed" dollar value in the MA header will be used to restrict expenditures.

In order to make this work, there are five steps that MUST be followed.

1. All Non-Professional master agreements must be created with or modified to either MA-NP Small Purch/Fixed or MA-NP Small Purch/Fixed w/lines (prints with signature lines).

2. Only Non-Professional master agreements should be created with or modified to either MA-NP Small Purch/Fixed or MA-NP Small Purch/Fixed w/lines.     

3. All  MA-NP Small Purch/Fixed or MA-NP Small Purch/Fixed w/lines subtypes must be created with or modified to cite the authority FAP111-55-00-06 Non-Professional Services.  

NOTE:  If a solicitation was posted on the eProcurement website, PD will default to the Solicitation cited authority.  Close the document, reopen it, and change the cited authority to FAP111-55-00-06.

4. Only MA-NP Small Purch/Fixed or MA-NP Small Purch/Fixed w/lines subtypes should be created with or modified to cite the authority FAP111-55-00-06 Non-Professional Services.   

5. All MA-NP Small Purch/Fixed or MA-NP Small Purch/Fixed w/lines subtypes must include a "Not to Exceed" limit.  The "Not to Exceed" limit should be set as follows:

· The first year of the contract should equal the first year payments rounded up to the nearest dollar plus a dollar (the MA Usage report is still having rounding issues, so add a dollar to prevent future issues).

· The second year "Not To Exceed" amount should equal the first two years of payments rounded up to the nearest dollar plus a dollar.

· Each additional renewal year should be include all previous years + current year rounded up to nearest dollar plus a dollar.   

Basically, the formula for the "Not To Exceed" amount is this:  previous year payments (rounded up to nearest dollar) + current year payments (rounded up to the nearest dollar) + one dollar = "Not To Exceed" amount.  

Important:  Do not add non-referencing (free-form) lines to Delivery Orders or Invoices, although MRDB reports only record referencing lines, the MA Usage report deducts the entire document amount from the "Not To Exceed" amount whether or not the lines reference the MA.

