Document Subtypes In Procurement Desktop 
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Subtypes that have been added since November 2001 are denoted by the symbol.

[image: image6.wmf] Catalog Master Agreements and Master Agreements And Their Modifications (Do Not Encumber Funds) 

The following document subtypes are available for Catalog Master Agreement (CMA), Master Agreements (MA), CMA modification and MA modification documents.

(Please note that if more than one subtype line appears for a definition below, the top line represents the description that the user views in the drop-down list in Procurement Desktop.  The second line shows the 

entire subtype description/entry into the system.  If only one subtype line appears, the entire description/entry is displayed in the drop-down list.)

Catalog Master Agreement Subtypes

The Finance and Administration Cabinet’s Divisions of Material and Procurement Services, and Contracting and Administration along with Transportation Cabinet’s Department of Purchases are the only agencies authorized to create Catalog Master Agreements and their Mods.   CMAs are generally created for commodities that can be utilized by all state agencies, however some exceptions apply.  A Catalog Search function is available for all CMAs on the Finance and Administration’s e-Procurement Web site: 

https://Ky-Purchases.com
CMA-Blanket Agreement/Fixed/Capped

This subtype should be used when there are no tolerances allowed in the contracted price and when the contract requires a “Not to Exceed” limit for the entire life of the contract.
CMA-Fixed Price or CMA-Standard/Fixed

Either document subtype can be used when a Catalog Master Agreement contains unit prices that are fixed, where the market prices are not volatile; and is for the purchase of goods and services that are not defined as professional services.   This subtype does not have signature lines.

CMA-Fluctuating Price

This document subtype is used when a CMA contains unit prices that are not fixed, e.g. commodities where the market is volatile; and when the purchase of goods and services are not defined as professional services.  Fluctuating contracts are the only type of contract that allows for the capability to exceed a unit cost. 

CMA-Internal Fixed

This subtype allows the Division to set up a price agreement with an internal vendor (i.e. Correctional Industries) for supplying specific items at specific unit prices at any time during a specified time period, typically one year. 

CMA-Internal Fluctuating

This subtype allows the Division to set up a price agreement with an internal vendor (i.e. Correctional Industries) where the CMA contains unit prices that are not fixed, e.g. commodities where the market is volatile; and when the purchase of goods and services are not defined as professional services.  Fluctuating contracts are the only type of contract that allows for the capability to exceed a unit cost.

CMA-Rev Generating Fixed

This subtype is used when there is an agreement between the Commonwealth and a vendor where the Commonwealth is receiving fixed revenue from the vendor. Example: a soft drink Catalog Master Agreement where they agree to pay the Commonwealth a set price per case of drinks sold at a state park.

Master Agreement Subtypes

MA-Fluctuating Price

This document subtype is used when a MA contains unit prices that are not fixed, e.g. commodities where the market is volatile; and when the purchase of goods and services are not defined as professional services.  Fluctuating contracts are the only type of contract that allows for the capability to exceed a unit cost. 

MA-Internal/Fixed
The Finance and Administration Cabinet’s Division of Material and Procurement Services can use this document subtype.  This subtype allows the Division to set up a price agreement with an internal vendor (another 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. 

MA-Revenue Generating/Fix 

MA-Revenue Generating/Fixed  
This subtype is used when there is an agreement between the Commonwealth and a vendor where the Commonwealth is receiving fixed revenue from the vendor. Example: a soft drink Master Agreement where the vendor agrees to pay the Commonwealth a set price per case of drinks sold at a state park.

MA-Rev Generating/Fluctuati 

MA-Rev Generating/Fluctuating
This subtype is used when there is an agreement between the Commonwealth and a vendor where the Commonwealth is receiving fluctuating revenue from the vendor. Example: a vendor may have a concession sales Master Agreement where the vendor agrees to pay the Commonwealth 20% of their sales. 

MA-Special Authority Fixed
This document subtype is used for only those special authorities that require a prior approval from the Director of Division of Material and Procurement Services (i.e. FAP 111-10-00-05 Proprietary service and maintenance agreements).  The authorizing policy should be the cited authority referenced in Procurement Desktop.  This document subtype does not have signature lines.

MA-Spec Auth Fixed w/lines
This subtype is the same as the one above except this subtype has signature lines.

MA-Special Authority/Fluct (KCI 

MA-Special Authority/Fluct (KCI only)
The Kentucky Correctional Industries uses this document subtype for those special authority Master Agreements that require fluctuating prices.  KCI is the only agency other than DMPS, C&A or KYTC-Purchases that is authorized to create fluctuating Master Agreements.

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

MA-Std Fixed Price w/lines

This document subtype is used when a Master Agreement contains unit prices that are fixed, where the market prices are not volatile; and is for the purchase of goods and services that are not defined as professional services.  This subtype has signature lines. 

MA-Constr/Bldg Maint/Fixed

MA-Constr/Bldg Maint/Fixed
This subtype is used for Construction Projects or Building Maintenance, where the project has fixed pricing.  Only the Division of Contracting and Administration has the authority to award Construction or Building Maintenance contracts that exceed $40,000. However, agencies are allowed to create modifications to these contracts, but the modification documents require the director of the Division of Contracting and Administration approval.

Agencies may use this subtype for projects less than or equal to $40,000.  If the service falls within their agency’s construction services small purchase, they should cite FAP 220-10-00 as the authority. Division of Contracting and Administration approval is not required on construction services small purchase documents.  

If a construction or building maintenance service falls between an agency’s construction services small purchase limit and $40,000, an agency may award a Master Agreement for the service only if the solicitation was posted to the Commonwealth’s procurement Website.  In addition, when a construction contract solicitation is in excess of twenty-five thousand dollars ($25,000), please refer to requirements in KRS 45A.185 and KRS 45A.190.

http://www.lrc.state.ky.us/KRS/045A00/185.PDF; http://www.lrc.state.ky.us/KRS/045A00/190.PDF 

Solicitation Authority defaults as the cited authority on Master Agreements that are awarded through the Solicitation process and should not be changed. The agency shall forward all procurement documents or modification documents that exceed their construction small purchase authority to the director of the Division of Contracting and Administration for approval prior to the purchase of the services.
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MA-Constr/Fixed/Capped 

MA-Constr/Fixed/Capped (C&A Only)
This subtype is used for Construction Projects that are solicited in the Finance and Administration Cabinet’s Division of Contracting and Administration, when the project has a specific dollar limit.  Modifications to these documents may be created by the using agency; however, these Modification documents must be routed to and approved by the Division of Contracting and Administration.
MA-NP Small Purch Fixed
This subtype is used to process Small Purchase Non-Professional Services Master Agreements (i.e., Janitorial Services) less than $20,000.  Agencies should cite FAP 111-55-00-06 as the authority and should solicit small purchase quotes as described in the Finance and Administration Cabinet’s Manual of Policies and Procedures. Refer to “Procurement How-To’s” at the following link for complete instructions. http://www.state.ky.us/agencies/adm/mars/procurementhowto.htm This subtype does not have signature lines.

MA-NP Small Purch Fixed w

MA-NP Small Purch Fixed w/lines
This subtype is the same as the one above except this subtype has signature lines.

MA-MAN Std (PPR Use Only)

MA-MAN Std (PPR Use Only) Fixed/Cap
The Public Protection and Regulation Cabinet uses this subtype for environmental agreements where the vendor is another state agency.  These are exempt from LRC review. 

MA-MAN Internal (PPR Use 

MA-MAN Internal (PPR Use Only) Fixed/Cap
The Public Protection and Regulation Cabinet uses this subtype for environmental agreements.  These are exempt from LRC review. 

MA-Internal LRC Exempt/Fix

MA-Internal LRC Exempt/Fixed/Capped
This subtype should be used for exceptions of Memoranda of Agreements as defined in KRS 45A.690 (1 d) where the vendor is another state agency.  These are exempt from LRC review. 

MA-External LRC Exempt/Fix

MA-External LRC Exempt/Fixed/Capped
This subtype should be used for exceptions of Memoranda of Agreements as defined in KRS 45A.690 (1 d) where the vendor is not a state agency.  These are exempt from LRC review. 

MA-Universities/Fixed/Cappe

MA-Universities/Fixed/Capped 

This subtype should be used for Agreements that are set up with a University as the second party.  These are exempt from LRC review. 

MA-Provider Agreements/Fix

MA-Provider Agreements/Fixed/Capped
This subtype 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 the administration of any Medicaid managed health care services program or system established by law or by agreement with the Cabinet for Health Services.  Approvals from LRC and the Finance and Administration Cabinet are not required.

MA-MOA-Internal/Fixed/Capped
This subtype should be used for all master agreements created for memoranda of agreements, memorandums of understanding with internal vendors, such as Auditor of Public Accounts, as defined by KRS 45A.690. Internal vendors are agencies that utilize MARS as their payment system.  These documents must be routed to and filed with the Finance and Administration Cabinet and/or LRC as required.
MA-MOA-Standard/Fixed/Ca

MA-MOA-Standard/Fixed/Capped
All master agreements created for memoranda of agreements, memorandums of as defined by KRS 45A.690 should use this document subtype.  These must be filed with the Finance and Administration Cabinet and/or LRC as required.

MA-MOA-Contingency Fee 
MA-MOA-Contingency Fee/Fluct
This subtype should be used for all memoranda of agreements, memorandums of understanding as defined in KRS 45A.690 which 1)should not encumber funds, 2) does not meet the definition of other master agreement subtypes, and 3) where the agency is paying a vendor based upon collection services. These must be filed with the Finance and Administration Cabinet and/or LRC as required.

MA-PSC Std Fixed/Capped
This subtype should be used for all personal service contracts as defined in KRS 45A.690 where the agency desires to enter into biennium (two-year) contracts (except for legal services).  (*PSC’s cannot cross over a biennium).  

A delivery order (which encumbers the document) for the first fiscal year must be established once the Master Agreement is approved and released in PD.  Payments for the first fiscal year must be made against the delivery order and NOT the Master Agreement.  A second delivery order for the balance of the Master Agreement must then be established for the second fiscal year. (Note:  The price on a referencing Delivery Order or Invoice cannot exceed the price listed on the Master Agreement.)  

This subtype may also be used for Multi Provider Agreements.  These agreements are entered into when the agency is contracting with a group of vendors to perform the same services but is unable to determine the amount to encumber for each contract.  These must be filed with the Finance Cabinet and LRC.

MA-PSC-Legal/Fixed/Capped
This document subtype is used for Personal Service Contracts for legal services for two-year biennial contracts.  Legal contracts must use this subtype to accommodate the additional approvals required by statute. These must be filed with Finance and/or LRC as stipulated. (*PSC’s cannot cross over a biennium). 

 A delivery order (which encumbers the document) for the first fiscal year must be established once the Master Agreement is approved and released in PD.  Payments for the first fiscal year must be made against the delivery order and NOT the Master Agreement.  A second delivery order for the balance of the Master Agreement must be established for the second fiscal year. (Note:  The price on a referencing Delivery Order or Invoice cannot exceed the price listed on the Master Agreement.)
MA-PSC Fluctuating/Capped
This subtype should be used for personal service contracts as defined in KRS 45A.690 that should not encumber funds and does not meet the definition of other master agreement subtypes.  (Note:  Only on rare occasions are personal service contracts not encumbered.)  

This subtype may be used in situations where the agency is contracting with a vendor for services such as pharmaceuticals, and the contract is based upon number of medications ordered which continuously fluctuates.   

Currently, the unit price or miscellaneous cost for each line item on a referencing Delivery Order or Invoice can be increased to an amount within your “Not to Exceed” amount.  (However, with the release of PD Version 4.9, price increases will be limited for each line item to the Unit Price or Miscellaneous Cost listed on the Detail tab, plus any tolerance listed on the Pricing tab.) Documents with these subtypes must be filed with the Finance and Administration Cabinet and/or LRC as required.

MA-PSC-Contingency Fee/Fl

MA-PSC-Contingency Fee/Fluct
This subtype 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 subtypes, where the agency is paying a vendor based on collection type services. These must be filed with the Finance and Administration Cabinet and/or LRC.


MA-Architectural/Eng/Fluct/C

MA-Architectural/Eng/Fluct/Capped
This document subtype is used by the Division of Contracting and Administration to create contracts that are not to be encumbered and that are procured under the Finance and Administration Cabinet’s authority granted by KRS 45A.825 and KRS 45A.837 (engineering services). These must be filed with LRC.

MA-Grant Agreement/Fixed/Capped
Agreements with sub-recipients of Federal grant funds should use this subtype.  These must be filed with the Finance and Administration Cabinet and/or LRC. 
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Catalog Delivery Orders/Delivery Orders And Their Modifications (Encumber Funds)

The following document subtypes are available for catalog delivery orders/delivery orders and their modification documents.

Delivery Order - Standard

This document subtype is used for procurements from external vendors that reference a Master Agreement.  

Delivery Order - Internal

This document subtype is used for procurements from other state agencies that use MARS to receive payments and that reference a Master Agreement.  

Catalog Delivery Order

This document subtype is used for procurements from external vendors that reference a Catalog Master Agreement.  The system automatically assigns this subtype when the order is generated from a Market Basket and the CMA is with an external vendor.

Catalog Delivery Order – Internal

This document subtype 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 subtype when the order is generated from a Market Basket and the CMA is with an internal vendor.
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Contracts And Their Modifications (Encumbers Funds)
The following document subtypes are available for contract and contract modification documents.

Contract-Construction

This document subtype is used for construction projects that includes agency small construction (FAP 220-10-00).  The proper cited authority must be referenced. 

Only the Division of Contracting and Administration has the authority to award Construction or Building Maintenance contracts that exceed $40,000.

Agencies may use this subtype for projects less than or equal to $40,000.  If the service falls within their agency’s construction services small purchase, they should cite FAP 220-10-00 as the authority. Division of Contracting and Administration approval is not required on construction services small purchase documents.  

If a construction or building maintenance service falls between an agency’s construction services small purchase limit and $40,000, an agency may award an Award/Contract for the service only if the solicitation was posted to the Commonwealth’s procurement Website.  In addition, when a construction contract solicitation is in excess of twenty-five thousand dollars ($25,000), please refer to requirements in KRS 45A.185 and KRS 45A.190.

http://www.lrc.state.ky.us/KRS/045A00/185.PDF http://www.lrc.state.ky.us/KRS/045A00/190.PDF 

The agency shall forward the electronic procurement document to the director of the Division of Contracting and Administration for approval prior to the purchase of the services. Solicitation Authority defaults as the cited authority on Master Agreements that are awarded through the Solicitation process and should not be changed. Any modification documents that exceed the agencies construction services small purchase limit must be routed to and approved by the Division of Contracting and Administration.


Contract-Property Rental

This document subtype is used for those contracts that result in the lease of space for an agency from an external vendor. 

Contract-Special Authority 

(Transportation Cabinet use DOT Special Authority)
This document subtype is used for special authorities that require a prior approval from the Director of Division of Material and Procurement Services.  The authorizing policy should be the cited authority reference in Procurement Desktop: (i.e. FAP 111-08-00, FAP 111-09-00, and FAP 111-10-00).

Contract-Standard 

This document subtype is used for general procurements for other types of contracts not defined above, such as small purchase, sealed bids.

DOT Emer Purchase

Transportation Cabinet uses this subtype when citing the authority FAP 111-39-00 Emergency Purchase.

DOT Rpr. Parts

The Transportation Cabinet uses this subtype when purchasing Repair Parts.

DOT Small Construction
The Transportation Cabinet uses this subtype when citing the authority FAP 220-10-00 Construction Small Purchase.

DOT Small Purchase

The Transportation Cabinet uses this subtype when citing the authority FAP 111-55-00 Small Purchase.

Encumbered Professional Services and Memorandum of Agreement Subtypes

Contract-MOA External 

This document subtype is used for encumbered memoranda of agreement, memoranda of understanding, program administration contracts and inter-local agreements where the vendor does not receive payment though the MARS system.  These agreements should meet 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).

Contract-MOA-Internal

This document subtype is used for encumbered memoranda of agreements with state agencies that receive payment though the MARS system. These agreements should meet 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). 

Contract-PSC-Legal

This document subtype is used for personal service contracts for legal services.  Legal contracts must use this subtype for the additional approvals required by statute.  These must be filed with the Finance and Administration Cabinet and/or LRC.

Contract-PSC-Standard

This document subtype is used for all personal service contracts other than legal services. These must be filed with the Finance and Administration Cabinet and/or LRC.

Contract-Universities w/lines

This subtype should be used for encumbered contracts that are set up with a university as the second party.  These are exempt from LRC review.


Contract-Grant Agreement


Encumbered Agreements with sub-recipients of Federal grant funds should use this subtype.  These must be filed with the Finance and Administration Cabinet and/or LRC. 


Internal Document Subtypes





Please note: If the subtype description does NOT contain the word “Internal”, then the subtype is “External.”





Also note that documents created with Internal Subtypes cannot be modified to allow agencies to select external vendors.














� EMBED MS_ClipArt_Gallery  ���








Construction/Building Services Subtype > $40,000





A Purchase Request should be routed to the Division of Contracting and Administration for any Construction or Building services that exceed $40,000.00.





Non-Professional Services Subtypes > $20,000





A Purchase Request should be routed to the Division of Material and Procurement 


Services for any Non-Professional services that exceed $20,000.00.





Master Agreements For Two-Year MOAs





Two-year MOAs within a biennial budget period should be processed as Master Agreements.  Please be sure to select the correct subtype when creating the Master Agreement for your two-year MOA. 





Master Agreements For Two-Year Personal Service Contracts





Two-year Personal Service Contracts within a biennial budget period should also be processed as Master Agreements.  Please be sure to select the correct Subtype when creating your Master Agreement.  For example, if your personal service contract is standard and fixed price, you would choose the MA-Personal Service Contract Standard Fixed subtype; 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. 





Construction/Building Services Subtype > $40,000





A Purchase Request should be routed to the Division of Contracting and Administration for any Construction or Building services that exceed $40,000.00.
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Procurement Desktop Tips…for Document Subtypes





Approval Templates are linked to document subtypes; if the appropriate approval template is not available for selection, the user may have selected an incorrect subtype.





AND





If a contract has been created with the incorrect subtype, the user will NOT be able to copy the contract; but instead must create a new contract.  The system does not allow a user to select a new subtype if the document has been copied.
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