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GLOSSARY 

ADDENDUM/ 
ADDENDA A written change or correction to a solicitation; often used to address 

technical questions received from interested vendors 
 
ADMINISTRATIVE 
CHANGE A minor change, such as change of address, correction of preparation, etc. 
 
BEST VALUE 
CRITERIA This method of scoring a bid emphasizes value over price by using objective 

and quantifiable criteria for scoring including price. The best evaluated bid 
may not be the lowest cost. 

 
BID (noun) A response submitted by a vendor to a request for bid (RFB) 
 

(verb) To submit a response to a RFB; gives the buyer legal power to create 
a contract 

 
BID BOND An insurance agreement accompanied by a monetary commitment where 

a third party (surety) accepts liability and guarantees the bidder will not 
withdraw the bid; accompanies the bid response 

 
BID TABULATION A spreadsheet listing all vendors who submitted bids and their unit prices; 

may also include total prices, delivery terms, etc.; includes best value 
criteria scoring and Determination and Findings 

 
BIENNIUM A period of 2 fiscal years, beginning in an even year, for example, July 1, 

2008 – June 30, 2010 
 
BREACH OF CONTRACT Failure by the vendor to carry out a contract per the terms and conditions 

without legal reason for the failure 
 
BUYER KYTC or Finance and Administration Cabinet employee who issues 

solicitation documents and created contracts and agreements in eMARS 
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CANCELLATION OF A 
SOLICITATION A solicitation may be cancelled or all bids rejected if it is determined to be 

in the best interest of the Commonwealth. 
 
CLARIFICATION Written communication with a bidder during the evaluation process, for 

the sole purpose of eliminating minor irregularities or apparent clerical 
mistakes 

 
COLLUSION When two or more parties secretly work together in an attempt to win a 

contract; an unlawful practice in regards to competitive sealed bidding 
procedures 

 
COMMODITY A product or good that is being purchased 
 
COMMODITY CODE A number assigned to a commodity or service that is organized by classes 

and subclasses; necessary to complete a RQS 
 
COMPETITIVE 
SEALED BIDDING Preferred method for acquiring commodities or services in which award is 

made to responsible, responsive bidder with highest evaluated score 
 
CONFLICT OF 
INTEREST A situation where public officials may obtain a benefit from a public 

contract potentially resulting in breach of ethics 
 
CONSTRUCTION Building, altering, repairing, improving, or demolishing any public 

structures, buildings, or any real property. Vendor is required to include 
labor and materials. 

 
CONTRACT A legal agreement between parties to exchange goods or services for 

payment 
 
CONTRACT (CT) eMARS document used for a one-time purchase of goods or services 
 
CONTRACT 
MANAGEMENT The management of all actions, after the award of a contract, that must 

be taken to assure compliance with the contract, such as timely delivery, 
acceptance of goods received, inspection of services performed, 
payment, closing contract, etc. 

 
CONTRACT 
MANAGER An employee from the program agency responsible for the performance 

to be achieved through the contract; responsible for enforcing 
performance of the contract terms and conditions and serving as a liaison 
with the contractor 
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CONTRACTOR An individual or business that holds a contract for commodities or services 
 
CONVENIENCE OF THE 
COMMONWEALTH The Commonwealth’s ability to terminate a contract if it is in its best 

interest 
 
COST PROPOSAL Response to a solicitation that outlines a vendor’s cost 
 
DEBARMENT An action taken by Finance and Administration Cabinet to prohibit a 

vendor or contractor from bidding for a certain period of time 
 
DEFAULT BY VENDOR Failure by the vendor to fulfill a contract per the terms and conditions 
 
DELEGATED Commodities and services assigned to KYTC Division of Purchases by the 

Finance and Administration Cabinet 
 
DELIVERY ORDER (DO) An eMARS document (detailing commodity, quantity, ship/bill to 

addresses, etc.) used to place an order against an existing master 
agreement 

 
DETERMINATION & 
FINDINGS Documentation made by buyer of record justifying decisions made during 

evaluation process 
 
EMARS The Commonwealth’s electronic procurement system 
 
EMERGENCY PURCHASE A purchase created due to a threat or impending threat to public health, 

welfare, or safety 
 
EPROCUREMENT The website portion of eMARS where vendors can register as a vendor, 

download bids, and see award information 
 
EVALUATION Process of reviewing bids, creating bid tabulation, and making an award 
 
EVALUATION 
COMMITTEE Committee formed to evaluate technical proposals submitted by vendors 

in response to a request for proposal (RFP); composed of members with 
advanced knowledge of the technical requirements of the commodity or 
service being requested 

 
EVALUATION CRITERIA Criteria used to score a bid; most often includes price and delivery (or 

completion); can include references, years in business, and others; in RFP, 
based on technical criteria 
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FISCAL YEAR 12-month period used for accounting purposes; for Kentucky state 
government, July 1–June 30 

 
FREE ON BOARD (FOB) 
DESTINATION The vendor or shipper owns all goods in transit and is liable for delivery to 

the point of destination.  They are responsible for filing any claims with the 
deliver carrier for breakage or other losses, and for any damage resulting 
from said transportation. 

 
INVOICE Document submitted by the vendor requesting payment for a commodity 

or service 
 
IRREGULARITY An easily correctable defect in a bid response–a matter of form and not of 

substance–that has no effect on price, quantity, delivery or terms and 
conditions 

 
LIQUIDATED DAMAGES Damages agreed to by both parties and are due by party who breaches 

contract; typically used when delivery exceeds guaranteed time 
 
MASTER AGREEMENT 
(MA) An eMARS document that is a term contract; established with vendors for 

supplying specific items at a specific unit price for a definite period; also 
called a price contract 

 
MAY VS. SHALL May denotes the permissive in a contract clause or specification. Shall 

denotes the imperative in a contract clause or specification. 
 
MEMORANDUM OF 
AGREEMENT (MOA) Any agreement or contract relating to services between a state agency and 

any other governmental body or political subdivision of the 
Commonwealth that involves an exchange of resources or responsibilities 
to carry out a governmental function 

 
METHOD OF AWARD Solicitation clause that details how an award will be made; includes 

evaluation criteria, calculation formula, and any information regarding 
vendor’s eligibility for award 

 
MISTAKE This is a minor error in the bid. Clerical mistakes may be corrected with 

verification from the bidder. 
 
MODIFICATION A written alteration to a document; on contracts, can only be done with 

mutual agreement by all parties 
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MULTI-STEP 
COMPETITIVE SEALED 
BIDDING A competitive sealed bidding method for acquiring commodities or 

services using a two-part process. The first phase consists of submission of 
an unpriced technical offer. The second phase consists of submission of 
pricing. This method is also referred to as a reverse auction. 

 
NONPROFESSIONAL 
SERVICE Any service that does not require a professional skill, judgment, license, or 

certification 
 
NOTICE OF AWARD Email notification sent to the successful bidder 
 
NOT PRACTICAL 
TO BID (NPTB) A letter written by unit to give justification for not competitively bidding 
 
OFFEROR Person submitting a proposal in response to a RFP 
 
PAYMENT REQUEST 
(PRC) eMARS document used to pay a vendor’s invoice; can reference a delivery 

order, contract, or can be created as a stand-alone document; authorizes 
the Division of Accounts to issue a check or electronic transfer of funds 

 
PERFORMANCE BOND An insurance agreement accompanied by a monetary commitment where 

a third party (surety) accepts liability and guarantees the vendor will 
complete the contract as agreed; requested after evaluation process, 
before award of contract; returned upon successful completion of contract 

 
PERSONAL SERVICE 
CONTRACT (PSC) An agreement whereby an individual, firm, partnership, or corporation is 

to perform certain services requiring professional skill or professional 
judgment for a specified period of time at a price agreed upon 

 
POLITICAL 
SUBDIVISIONS Political entities within a state which have been delegated certain 

functions of a local government; may include counties, cities, towns, etc. 
 
PROOF OF NECESSITY 
(PON2) A contract type in eMARS used for personal service contracts or MOAs; 

requires legislative review and approval 
 
PREVAILING 
WAGE RATE The rate of wages, including fringe benefits, paid to workers in a 

geographic area for the same type of work; required on contracts using 
federal funds. 
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PROCUREMENT Purchasing or otherwise acquiring commodities and services; includes all 
parts of the process from requisition to payment 

 
PROCUREMENT CARD A payment method using a credit card; administered through the Division 

of Accounts 
 
PROFESSIONAL SERVICE Any service that requires a professional skill, judgment, license, or 

certification 
 
PROOF OF NECESSITY A form that must be completed by requesting unit for a PON2 document 
 
PROTEST An objection to a solicitation or award; filed to the Secretary of the Finance 

and Administration Cabinet 
 
PUBLIC BID OPENING Public opening and reading of bids received at a time and place specified 

in the solicitation 
 
PURCHASE ORDER (PO) An eMARS document used after obtaining 3 quotes under small purchase 

authority 
 
PURCHASE ORDER FOR 
REAL PROPERTY 
(CTRP1) An eMARS document used for the rental or lease of real property 
 
QUOTE An informal process of soliciting pricing from several vendors 
 
RECYCLED CONTENT Portion of a product made from post-consumer waste or recovered 

material; required on certain commodities purchased by the state 
 
REQUEST FOR BID (RFB) A document used to solicit bids for commodities and nonprofessional 

services; also called solicitation 
 
REQUEST FOR 
INFORMATION (RFI) A document used to ascertain interest in a particular professional or 

personal service; also called solicitation 
 
REQUEST FOR 
PROPOSAL (RFP) A document used to solicit proposals for professional services; also called 

solicitation 
 
REQUEST FOR QUOTE 
(RFQ) A document used to informally solicit quotes for commodities and 

nonprofessional services; can be done through eMARS or using TC 73-102 
form, Agency Request for Quotation 
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REQUESTING UNIT Any KYTC entity requesting a purchase of a commodity or service 
 
REQUISITION (RQS) A document created to outline the needs of a unit; a RQS in eMARS; sent 

to Division of Purchases for approval and processing 
 
RESPONSIBLE BIDDER A vendor who is financially and technically able to complete the contract 

as required 
 
RESPONSIVE BIDDER A vendor who conforms to all material and substance requirements of the 

RFB 
 
SALIENT QUESTION Question of notable significance, whose answer would have a bearing on 

the interpretation of the specifications or terms and conditions of a 
solicitation or contract 

 
SCOPE OF WORK A written description of the contractual requirements for materials and 

services contained within a request for proposal (RFP) 
 
SERVICE Labor, time, or effort required on the part of the vendor; service contracts 

focus more on labor than on delivery or supply of products 
 
SERVICE CONTRACT (SC) A contract type in eMARS used for MOA and PSC exceptions and grants; 

does not require legislative review and approval 
 
SMALL PURCHASE 
AUTHORITY A delegation from the Finance and Administration Cabinet or KYTC Division 

of Purchases authorizing requesting units to procure any good or 
nonprofessional service up to a specified dollar amount without going 
through a formal competitive process; some exceptions may apply 

 
SOLE BRAND A commercial product or service described by a brand name, make, or 

model number; may be offered for sale by more than one source (such as 
manufacturer, producer, or distributor) 

 
SOLE SOURCE Only one known capable supplier of a commodity or service 
 
SOLICITATION Document used to solicit bids, proposals, and quotes to provide a 

commodity or service; also known as request for bids (RFB), request for 
proposals (RFP), and request for quote (RFQ) 

 
SPECIFICATIONS Listing of requirements for goods and services that details dimensions, 

types of materials, performance, functions, minimum and basic 
requirements, functional features and variables, and measurable 
performance criteria 
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SPLIT 
PURCHASE Occurs when an individual or single buying entity intentionally divides or 

appears to divide a single purchase requirement into two or more separate 
purchases to avoid exceeding their Procard limit, small purchase limit, 
and/or the competitive bid process requirements, for example splitting 
requirements among merchants, splitting requirements among 
cardholders, or splitting requirements over time 

 
STRATEGIC 
PROCUREMENT 
REQUEST (SPR1) The eMARS document used to request permission to make a purchase 

considered strategic in nature or will have enterprise impact that exceeds 
$1,000 

 
STANDARDS An established measure of extent, quality, or value; examples include 

Kentucky Department of Highway’s standard specifications and drawings, 
ASTM standards, and AASHTO requirements 

 
TECHNICAL PROPOSAL Response to a solicitation outlining what the vendor intends to furnish 
 
TERM CONTRACT Established with vendors for supplying specific items at a specific unit price 

for a definite period; also called price contracts or master agreements 
 
TERMINATION When a contract is cancelled for breach of contract by vendor, 

convenience of the Commonwealth, or if funds are no longer available 
 
TERMS & CONDITIONS Standard language attached to solicitations and contracts; includes all 

standard clauses and rules for competitive bidding process 
 
TIE BIDS Bids from two or more vendors with identical pricing 
 
UNIT OF MEASURE Unit assigned to each commodity line used to determine unit pricing; 

examples include, each (EA), linear feet (LFT), lump sum (LMP), hour (HR) 
 
UNIT PRICE Price assigned to one unit of a commodity line; governs over extended 

price in the event of a discrepancy on a bid 
 
VENDOR A supplier or seller of goods or services; also called a contractor 
 
VENDOR COMPLAINT Documentation of performance issues with a contracted vendor; includes 

complaint documentation from the requesting agency, cure notices sent 
from the Division of Purchases, show cause letters, and any vendor 
responses to Division of Purchases correspondence; used in conjunction 
with performance evaluations (PE) to document vendor’s performance 
history which aids in determining vendor responsibility 
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VENDOR/CUSTOMER 
NUMBER A number assigned to a vendor by eMARS based on the vendor’s federal 

identification (FEIN) number or social security number 
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Chapter 
 

INTRODUCTION 

Subject 
 

Design of This Manual 

 
ORGANIZATION & 
NUMBERING Chapters—The subject matter in the manual is divided into chapters.  The 

chapter title appears in the upper right-hand corner of the first page of a 
subject and in the upper left-hand corner of any subsequent page. 

 

Sections—Some chapters may be divided into sections.  Each section 
title, instead of chapter title, appears in the upper right-hand corner of 
the first page of a subject and in the upper left-hand corner of any 
subsequent page. 

 

Subjects—Chapters and sections are arranged by subjects. 
 

Subject Number—Each subject is assigned a number, which appears in 
the upper right-hand corner of each page of the subject.  For example, 
Chapter 300 includes subject 303 followed by subject 304. 

 

“PUR” Prefix—Preceding each subject number, this prefix stands for the 
manual title Purchases. 

 

Subject Title—The title of a subject appears in the upper right-hand 
corner of the first page of a subject and in the upper left-hand corner of 
any subsequent page. 

 

Date—The latest issuance date of a subject appears at the bottom of 
each page of the subject.  This date agrees with the latest issuance date 
shown for the subject in the Table of Contents (PUR-01). 

 

Page Numbering—Each subject has its own page numbering, which 
appears at the bottom of each page. 

 

LOCATING 
INFORMATION Indexes—One index appears at the front of the manual, and two indexes 

appear at the back: 
 

 Table of Contents (PUR-01)—This index at the front lists the titles of 
the manual’s chapters and sections and their subjects, as well as 
other information, in numerical order.  It includes the latest issuance 
dates of all the subjects.  As the manual matures, these dates change. 



INTRODUCTION 

Design of This Manual PUR-101 
 

 

03/19  Page 2 of 2 

LOCATING 
INFORMATION (CONT.) 

 Glossary (PUR-02)—This index at the back gives a brief but detailed 
description of commonly used terms and subjects pertaining to the 
Cabinet’s procurement process to obtain goods and services. 

 
 Table of Exhibits (PUR-9000)—This index at the back lists the 

manual’s exhibits. 
 
QUESTIONS Whom to Contact—For answers to questions about the contents of the 

manual, please contact the Division of Purchases at (502) 564-4630. 
 

For copies of the manual, please contact: 
 

Organizational Management Branch 
Transportation Cabinet Office Building 
6th Floor West 
200 Mero Street 
Frankfort, KY 40622 
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Chapter 
 

INTRODUCTION 

Subject 
 

Manual Objective & Purpose 

 
OBJECTIVE The primary objective of the Transportation Cabinet’s (KYTC’s) 

procurement policy is to meet KYTC needs at the best value possible 
through efficient planning, standard specifications, purchasing in large 
quantities, and open competition. 

 
PURPOSE The KYTC procurement policy has been established to obtain: 
 

 Availability of commodities and services to fulfill KYTC’s mission 
 

 Uniform enforcement of contractual obligations of persons or firms 
contracting with KYTC 

 
 Opportunities for fair and open competition for all responsible 

vendors who can furnish commodities and services meeting stated 
specifications 

 
 An understanding of procurement policies and procedures by both 

KYTC personnel and prospective vendors 
 
MANUAL 
AUDIENCE This manual is written for KYTC personnel directly responsible for 

processing procurement documents in eMARS, and their management.  
In addition to this manual, these employees shall also be familiar with: 

 
 KRS 45A, The Kentucky Model Procurement Code, located at: 

 
https://apps.legislature.ky.gov/law/statutes/ 
     chapter.aspx?id=37250 

 
 Finance and Administration Cabinet Manual of Policies and 

Procedures (FAP), located at: 
 

http://finance.ky.gov/services/policies/Pages/default.aspx 
 

https://apps.legislature.ky.gov/law/statutes/chapter.aspx?id=37250
https://finance.ky.gov/services/policies/pages/default.aspx


INTRODUCTION 

Manual Objective & Purpose PUR-102 
 

 

03/19  Page 2 of 2 

 
MANUAL 
AUDIENCE (CONT.) Division of Purchases’ personnel shall have an intermediate-to-advanced 

level of understanding of KRS 45A and FAP requirements.  All other KYTC 
personnel with procurement duties shall have at least a basic level of 
understanding of KRS 45A and FAP requirements. 

 
 

 

https://finance.ky.gov/services/policies/pages/default.aspx
https://apps.legislature.ky.gov/law/statutes/chapter.aspx?id=37250


       PUR-103 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

03/19  Page 1 of 1 

 

Chapter 
 

INTRODUCTION 

Subject 
 

Statutory & Regulatory Authority 

 
MODEL PROCUREMENT 
CODE Statutory authority governing Kentucky procurement and contracting is 

established by the Kentucky Model Procurement Code, KRS Chapter 45 
and 45A, as further implemented by 200 KAR 5 (Purchasing) and KRS 57 
(Public Printing and Distribution of Public Documents). 

 

The policies and procedures of this manual are an expanded 
implementation of these authorities to assist units in meeting their 
purchasing requirements by the most economical and effective means. 

 

The Kentucky Model Procurement Code is located at: 
 

https://apps.legislature.ky.gov/law/statutes/chapter.aspx?id=37250 
FINANCE 
ADMINISTRATIVE 
POLICY (FAP) Policies and procedures detailed in the Finance and Administration 

Cabinet Manual of Policies and Procedures (FAPs) were developed in 
accordance with KRS 45A.045 and are incorporated by reference as an 
administrative regulation pursuant to 200 KAR 5:021.  FAPs are located 
at: 

 

http://finance.ky.gov/services/policies/Pages/default.aspx 
 

KENTUCKY SALES 
& USAGE TAX KRS 139.470 (7) provides that the sales and use tax does not apply to 

purchases of tangible personal property or services made by KYTC.  KYTC 
procurement staff shall supply a copy of the State of Kentucky Exemption 
from Kentucky Sales & Use Tax Letter (Exhibit 9010) to vendors to be 
retained in their records as evidence of nontaxable sales. 

 

KYTC’s exemption number is ST-37-107. 
 

FEDERAL 
EXCISE TAX KYTC is exempt from federal excise tax.  States and local governments do 

not have federal excise tax exemption numbers. See FAP 110-10-00 (4)(i). 
 

 

https://apps.legislature.ky.gov/law/statutes/chapter.aspx?id=37250
https://apps.legislature.ky.gov/law/statutes/chapter.aspx?id=37242
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/law/statutes/chapter.aspx?id=37285
https://apps.legislature.ky.gov/law/statutes/chapter.aspx?id=37250
https://finance.ky.gov/services/policies/pages/default.aspx
https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
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Chapter 
 

INTRODUCTION 

Subject 
 

Division of Purchases’ Delegation 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.035, KRS 45 A.045 (3), 200 KAR 5:302 
 
DELEGATION The Finance and Administration Cabinet (FAC) is charged by statute with 

the general responsibility and authority for procurement of items for all 
state agencies.  A provision within the statute allows delegation of 
purchasing authority to other state agencies. 

 
The authority and responsibility for the procurement function in KYTC is 
assigned to the Division of Purchases.  These responsibilities include: 

 
 Enforcing purchase regulations 

 
 Acting as liaison for KYTC with FAC’s Office of Procurement Services 

 
 Advising and assisting all KYTC organizational units on matters of 

procurement 
 

This delegation includes the authority to advertise for bids, open bids, 
and award contracts. 

 
The FAC has granted the KYTC Division of Purchases a $20,000 delegated 
authority on all commodity and nonprofessional service purchases and a 
$40,000 delegated authority for small construction procurements.  An 
additional unlimited dollar delegation has been granted for various 
commodities and services unique to KYTC.  The FAC has also delegated 
the authority for KYTC to permit political subdivisions to use our Master 
Agreements if the vendors agree. (See Exhibit 9012, “KYTC Division of 
Purchases Small Purchase Authority,” Exhibit 9011, “KYTC Revised 
Purchasing Delegation,” and Exhibit 9018, “KYTC Supplemental Revised 
Purchasing Delegation.”) 

 
 

https://apps.legislature.ky.gov/lrcsearch
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DELEGATION (CONT.) Note:  Commodities and services outside this delegation route to the FAC 
for processing.  Examples include small construction projects with an 
estimated cost over $40,000, hand-held radios, and IT commodities and 
services over $20,000. 

 
IMPROPER 
TRANSACTIONS Improper or irregular transactions are not valid or binding on the state.  

Any person making such a purchase can be held personally liable for the 
amount of the transaction.  For example, if a requestor authorizes a 
vendor to send goods and the Cabinet has no legal method (such as a 
contract) to pay for the items, the requestor could be forced to pay for 
those goods. 

 
A legislative claim may be required if goods or services were obtained 
without following proper procurement procedures.  The Accounts 
Guidance Manual (ACC-608) details the procedures to process a 
legislative claim. 

 
Efficient communications can prevent most irregularities and reduce 
misunderstanding.  The Division of Purchases invites inquiries concerning 
doubtful transactions. 

 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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Chapter 
 

INTRODUCTION 

Subject 
 

Division of Purchases’ 
Structure & Responsibilities 

 
GENERAL The Division of Purchases (composed of the Procurement Branch and the 

Contract Oversight Branch) provides guidance, support, and uniformity in 
the interpretation and administration of purchasing laws, policies, 
procedures, and regulations for KYTC. 

 
PROCUREMENT 
BRANCH The Procurement Branch is responsible for procuring commodities and 

nonprofessional services and: 
 

 Assisting KYTC units in preparing bid specifications and the proper 
method of procurement for each need or request 

 
 Implementing programs and practices for purchases of supplies, 

equipment, materials, and services 
 

 Reviewing bid specifications, preparing solicitation terms and 
conditions, issuing requests for bid (RFBs), and creating contracts for 
all delegated items 

 
 Assisting KYTC units in processing emergency and special authority 

purchases 
 

 Advising KYTC units of current market trends and product availability 
 

 Notifying requesting units of contract expiration and renewal 
deadlines 

 
 Processing performance evaluations (PE) documents throughout the 

contract period and at expiration (including responding to vendor 
complaints) 

 
 Modifying existing contracts as necessary 
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CONTRACT 
OVERSIGHT BRANCH The Contract Oversight Branch is responsible for all memoranda of 

agreement (MOAs), memoranda of understanding (MOUs), and personal 
service contracts (PSCs). 

 
The Contract Oversight Branch also: 

 
 Completes the request for proposal (RFP) process for establishment 

of PSCs, excluding those for professional engineering and related 
services 

 
Note:  The Professional Services Guidance Manual details contracting 
policies and procedures for professional engineering and engineering-
related services. 

 
 Facilitates proposal evaluation committees 

 
 Acts as negotiator for the evaluation committee 

 
 Awards contracts based on the evaluation committee’s 

recommendation 
 

 Provides oversight of MOAs and MOUs between KYTC and other 
governmental entities and political subdivisions 

 
 Acts as a resource during Government Contract Review Committee 

meetings when requested 
 

 Modifies contracts as necessary 
 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Professional%20Services.pdf
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Chapter 
 

INTRODUCTION 

Subject 
 

Responsibilities of KYTC Requesting Units 

 
REQUESTING UNIT 
RESPONSIBILITIES The requesting units shall: 
    

 Require eMARS and procurement training for all employees that 
process procurement documents (RQS, PO, DO, PRC, etc.) in eMARS 

 

The Finance and Administration Cabinet has established the Kentucky 
Procurement Institute (KPI) to: 
 
 Provide procurement training specific to Kentucky statute, 

regulation, and policies for all individuals performing procurement 
actions on behalf of a state agency.   
 

 Offer a certificate program that will certify basic levels of training 
accomplished by an agency procurement professional 
 

 Create a clear framework to delegate small purchase authority to 
agencies in a meaningful way 

Details about KPI, including descriptions of the requirements, a class 
schedule, and other related information, can be found at:  
 

http://finance.ky.gov/services/eprocurement/Pages/Kentucky-
Procurement-Institute-Training-and-Certificate-Program.aspx 

 
 Maintain strict ethical standards 

 
 Never accept gifts from vendors that have an annual value in excess 

of $25. 
 

 Refrain from communicating with vendors during the formal 
procurement process (from the time the RQS is submitted until an 
official award of contract is made).  During this time the buyer of 
record is the sole point of contact for both the vendor and the 
requesting unit. 

 

https://finance.ky.gov/services/eprocurement/pages/kentucky-Procurement-institute-training-and-certificate-program.aspx
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REQUESTING UNIT 
RESPONSIBILITIES 
(CONT.) 

 Do not allow vendors to write specifications for commodities or 
services.  Specifications shall always be written to encourage 
maximum competition.  (PUR-302) 

 
 When administering a request for quote, ensure all vendors receive 

the same information.  (PUR-201) 
 

The General Administration and Personnel Manual (GAP-808) details 
the KYTC code of ethics and conflict of interest policies.  For answers 
to specific ethics questions or for additional training to ensure 
professional ethics standards are met, contact the Division of 
Professional Development and Organizational Management. 

 
 Ensure adequate funding for all requested procurements 

 
 Work with the Division of Purchases to administer all requested 

contracts and shall also: 
 

 Monitor contract usage to ensure SPR1 (if required) and prevailing 
wage rate compliance.  

 
 Submit a new RQS at least 45 days prior to master agreement 

contract expiration and 4 months prior to personal service contract 
expiration. Failure to do so may create a lapse in contract service. 

 
Note: Failure to submit a new RQS in a timely manner is not a valid 
reason to extend an expiring contract. 

 
 Monitor contract compliance and verify that goods and services 

received meet specifications and that all delivery and completion 
times are achieved. 

 
 Make all payments according to FAP 111-45-00.  

 
 Communicate all vendor performance-related issues to the 

Division of Purchases buyer of record as issues arise.  PUR-504 
discusses vendor performance policies and procedures.  Do not 
wait until the end of the contract period to submit a complaint.   

 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/General%20Administration%20and%20Personnel.pdf
https://finance.ky.gov/services/policies/pages/default.aspx
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REQUESTING UNIT 
RESPONSIBILITIES 
(CONT.) Communication shall include all relevant documentation (such as, 

letters and emails to the vendor, dates and times of meetings and 
phone conversations with the vendor, vendor responses to letters 
and emails, etc.). 

 
Note:  Vendor performance will not be held against a vendor in 
future procurements without adequate documentation. 

 
 Maintain records according to the General Administration and 

Personnel Manual (GAP-1002) 
 

 Prior to any procurement, check eMARS for master agreements issued 
by the Transportation Cabinet, Division of Purchases, and the Finance 
and Administration Cabinet, Office of Procurement Services 

 
Note:  Requesting units shall purchase items covered by master 
agreements from the contract, unless the vendor cannot supply the 
items and the Division of Purchases grants approval, or unless 
otherwise specified by the contract terms and conditions (for example, 
minimum order).  PUR-502 provides information regarding delivery 
orders. 

 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/General%20Administration%20and%20Personnel.pdf
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Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

SPR1 Document 

 
PURCHASES 
REQUIRING AN 
SPR1 DOCUMENT All procurements considered strategic in nature or that have an enterprise 

impact exceeding $1,000 require an approved SPR1 document in eMARS. 
All SPR1 documents are reviewed by the business expertise agency. An 
SPR1 document must receive approval before proceeding with any 
applicable purchase in excess of $1,000.  The approved SPR1 shall be 
attached to the associated requisition, purchase order, and all payments. 

 
 
REQUIRED CATEGORIES/ 
REVIEWING AGENCY 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Architecture & Engineering (A&E) – 
only Not Practical to Bid and Sole 
Source  

Finance Division of Engineering and 
Contract Administration (DECA) 

IT Hardware, IT Maintenance, IT 
Services, IT Software, and IT Task 
Orders 
 

Commonwealth Office of 
Technology (COT) 

Postal Services and Equipment 
 

Finance Division of Postal Services 

Printing Kentucky Design & Print Services 

Personal Service Contracts - Only  
Not Practical to Bid, Sole Source, 
Start Date Requests, or Contracts 
with Individuals 

Finance Office of Procurement 
Services (OPS) 

Vehicles and Vehicle Parts Finance Division of Fleet 
Management 
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REQUESTING AN 
SPR1 The requesting unit must fully complete the following fields in eMARS for 

an SPR1 to receive FAC approval: 
 

 Requesting Department 
 

 Requestor ID 
 

 Category/Sub-Category—Pick list allows the following choices: 
 

♦ Architectural and Engineering 
• A&E PSC Not Practical to Bid 
• A&E PSC Sole Source 

 

♦ IT 
• IT Hardware 
• IT Maintenance 
• IT Services 
• IT Software 
• IT Task Orders 

 

♦ Personal Service Contracts 
• PSC – Start Date 
• PSC – Sole Source 
• PSC – Not Practical to Bid 
• PSC – Contract with Individual 

 

♦ Postal 
• Postal 

 

♦ Printing 
• Printing 

 

♦ Vehicles 
• Vehicle Repairs and Parts 
• Vehicles 

 
 Document Name (of goods and services to be purchased) 

 
 Vendor Name 

 
 Cost—Enter one of the following: 

 

♦ Estimated cost for purchase 
♦ Estimated annual cost if establishing a new master agreement 
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REQUESTING AN 
SPR1 (CONT.) 

 Purpose & Justification—Requesting unit needs to provide full, but 
concise information on the exact nature of the purchase or contract, 
its relation to specific program requirements, and its impact on 
providing delivery of services or necessary ongoing operations. The 
requesting unit also needs to detail any impacts on their requirements 
if the purchase is not made.  Requests for Sole Source or Not Practical 
to Bid Personal Service contracts should include appropriate 
justification in this section. 

 
SPR1 APPROVAL 
PROCESS The following details the SPR1 approval process: 
 

1. The requesting unit prepares the SPR1 document in eMARS and 
submits it for approval. 

 
2. The requesting unit’s office head applies first-level approval in eMARS. 

 
Note:  If the office head does not apply approval in eMARS, an original 
hard copy with approval signature must be retained in the requesting 
office. 

 
3. The Division of Purchases reviews the SPR1 for compliance ensuring: 

 
 All necessary information is included 

 
 Signatures are attached 

 
4. Division of Purchases prints the SPR1 and routes to Office of Budget 

and Fiscal Management and the Office of the Secretary for signatures. 
 

5. Division of Purchases applies final approval in eMARS. 
 

6. Depending on the type of request, the SPR1 will route to the 
appropriate agency for final approval. 

 
7. Once the SPR1 document is “FINAL” the requesting unit may proceed 

with the purchase following proper procurement rules. 
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MODIFYING AN 
SPR1 Requesting units shall complete the following steps to modify an existing 

SPR1: 
 

1. Open the SPR1 in eMARS and click “Edit.” 
 

2. At the beginning of the “Purpose and Justification” field, enter 
“MODIFICATION” and the current date. Explain the reason for the 
modification, including a reason for additional funds if applicable. 

 
3. Revise applicable fields. 

 
4. Submit the SPR1 for review and approvals. 

 
The SPR1 will be reviewed and approved as explained above. 
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Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

Required Affidavit for Bidders, Offerors, 
& Contractors 

 
AUTHORITY KRS 45A.110 
 
PURCHASES REQUIRING 
AN AFFIDAVIT The following purchases require submittal of the Annual Affidavit for 

Bidders, Offerors, and Contractors (Exhibit 9015): 
 

 Competitive bids for goods, commodities, nonprofessional services, or 
professional services (signed by all bidders and notarized) 

 

 Noncompetitively negotiated contracts (such as any sole source, not 
practical or feasible to bid, or emergency contracts) (signed by 
contractor, since no bid, and notarized) 

 

 Small purchase awards, to include transactions without a written 
contract (over $1,000) (if taking quotes, signed by awarded contractor 
only and notarized) 

 

 Stand-alone payments (PRCs) (signed by the authorized company 
representative and notarized) 

 
All affidavits shall be notarized in all circumstances, as the notary is 
witnessing the signature of the individual who is swearing under penalty 
of perjury. 

 

PURCHASES NOT 
REQUIRING AN 
AFFIDAVIT The following purchases do not require an affidavit from bidders, offerors, 

or contractors: 
 

 Stand-alone payments for GAX, such as utilities, court-ordered 
payments, or postage 

 

 Procard payments 
 

 Agreements between governmental agencies 
 

 Payments for dues and subscriptions 
 

 TPs for reimbursements to employees 
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PURCHASES NOT 
REQUIRING AN 
AFFIDAVIT (CONT.) 

 Purchases off master agreements (MAs) 
 

Note:  MAs require an affidavit when they are established; therefore, 
agencies do not need to obtain affidavits for each individual purchase 
off an existing MA. 

 
 Purchases or stand-alone payments in amounts less than or equal to 

$1,000 
 

Note:  Procurement requirements shall not be parceled, split, divided, 
or scheduled over a period of time in order to subvert the intent of this 
procedure. 

 
See Exhibit 9004 for Frequently Asked Questions for Affidavit for Bidders, 
Offerors, and Contractors. 

 
ACCEPTABLE 
SUBMITTAL FORMATS The Cabinet will accept signed affidavits from in-state vendors by fax or 

email; however, affidavits from out-of-state vendors require an original 
notary seal. 

 
ANNUAL AFFIDAVIT Effective March 1, 2018 – A signed and notarized Annual Affidavit for 

Bidders, Offerors, and Contractors (Exhibit 9015) is valid for one year from 
signature date. 

 
To locate a valid vendor affidavit using eMARS: 

 
1. Go to the VCUST page. 
2. Enter the Vendor/Customer Number or search by name. 
3. Look under Business Type. 
4. If the Business Type AFF is listed, a valid annual affidavit is on file and 

there is no need to request another one. 
 

KYTC Central Offices can file annual affidavits to the following shared 
network drive for other offices to use: 

 
N:\Annual Affidavit for Bidders and Contractors 

 
If a valid affidavit is required but not located, the requesting office shall 
obtain one from the vendor before proceeding with the procurement. 
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Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

Bonding & Insurance 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.185–KRS 45A.195, 200 KAR 5:305, FAP 111-27-00 
 
BID BONDS The Division of Purchases may require a bid bond when advertising for bids 

as surety that a bidder will hold his or her offer firm for a specified period 
of time.  The bid bond must be received with the bid or prior to the bid 
opening or the bid will not be considered. The following also apply to bid 
bonds: 

 
 The amount of the bond must be specified in the solicitation. 

 
 In addition to signing the bid bond as principal, the bidder must have 

the bond signed by a surety company licensed in the Commonwealth 
of Kentucky.  A list of such companies may be obtained from the 
Kentucky Department of Insurance.  If the surety on a bond has its 
authority to do business in Kentucky revoked, or if for any reason it 
ceases to do business in this state, the bidder must promptly obtain 
another surety on the bond. 

 
 The bond must be conditioned on full performance of all obligations 

imposed on the bidder by the solicitation.  This includes the obligation 
to keep the bid price firm for as long as specified in the solicitation, and 
the obligation to file a “performance bond” when required by contract.  
The bid bond shall provide that upon failure to perform any such 
obligations, the Commonwealth of Kentucky may recover from the 
bidder and the surety, or either, any and all damages suffered because 
of such failure. 

 
 If a bidder is not the successful bidder, the bond will be returned 

promptly after the award is made.  The successful bidder’s bond shall 
be returned after the contract is awarded or as soon as such bidder has 
filed a performance bond, provided one is required. 

 

https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
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PERFORMANCE 
BONDS The Division of Purchases may require the successful bidder to file a 

performance bond in a designated amount with the Division of Purchases 
or requesting unit when it appears to be in the best interest of the 
Commonwealth. The bond, if required, shall be submitted prior to the 
award of the contract.  Failure to submit a bond when required shall result 
in rejection of the bid. The following apply to performance bonds: 

 
 The performance bond may be required up to 100 percent of the 

amount of the contract, depending upon the nature of the transaction. 
 

 The successful bidder must have the bond signed by a surety company 
licensed in the Commonwealth of Kentucky.  A list of such companies 
may be obtained from the Kentucky Department of Insurance.  If the 
surety’s license in Kentucky is revoked, the bidder must promptly 
obtain another surety on the bond. 

 
 The bond shall be conditioned on the bidder’s complete performance 

of all obligations imposed by the contract.  The bond shall provide that 
if the bidder fails to perform any such obligations, the Commonwealth 
may hold the bidder and his or her surety jointly and severely liable for 
any and all damages resulting from the breach of contract. 

 
 If the bidder does not have stock of the commodity or equipment to 

be purchased in the amount sought, nor the facilities to produce the 
item in such an amount, to guarantee satisfactory service, the Division 
of Purchases or requesting unit may require the bidder’s source of 
supply to file a performance bond with surety, conditioned on such 
source supplying the bidder as stated in the bid. 

 
INSURANCE 
REQUIREMENTS All service procurements, including memoranda of agreements with other 

governmental entities providing a service to KYTC, require the following 
language in the solicitation and/or contract: 

 
The successful bidder shall be responsible for maintaining this coverage 
through the entire contract term: 

 
1. Contractor’s General Liability Insurance with limits of liability of 
$1,000,000.00 per occurrence. 

 
2. Kentucky worker's compensation insurance in accordance with 
the requirements of KRS 45A.480 and KRS Chapter 342. 
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INSURANCE 
REQUIREMENTS (CONT.) 

The successful bidder shall furnish an ACORD Certificate within ten (10) 
days of notice of intent to award with: 

 
A. The certificate holder listed as: 

 
Kentucky Transportation Cabinet 
Division of Purchases 4th Floor East 
200 Mero Street 
Frankfort, KY  40622 

 
B.  The Endorsement indicating the Commonwealth and its agents 
as an Additional Insured for the contract resulting from this 
solicitation. 

 
C. The contract number in the Description of Operations box. 

 
Failure to furnish said certificates or to indicate the contract number 
shall be grounds for cancellation of the contract. 

 
The successful bidder shall provide an up-to-date copy of the certificate 
upon renewal of the policy.  Failure to do so shall result in cancellation 
of the contract. 

 
The insurance shall be endorsed to state that coverage shall not be 
suspended, voided, cancelled by either party, reduced in coverage 
limits, except after thirty (30) days prior written notice by certified mail, 
return receipt requested, has been given to the agencies. 

 
The insurance coverage shall be in compliance with the laws of the 
Commonwealth of Kentucky and shall be placed with a licensed 
resident or non-resident agent who represents insurance companies 
authorized to do business in Kentucky.  A list of authorized companies 
can be found at http://insurance.ky.gov/company.  Failure to meet this 
requirement may result in the bid being deemed non-responsive. 

 
The insurer shall have an AM Best rating of B+ or higher.  Visit 
www.ambest.com for verification. Failure to meet this requirement 
may result in the bid being deemed non-responsive. 

 
 

 

http://insurance.ky.gov/company
http://www.ambest.com/
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Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

EEO 

 
STATUTORY 
AUTHORITY KRS 45.550-640, Kentucky Equal Employment Opportunity Act of 1978 
 
DOCUMENTS 
REQUIRING VENDOR 
EEO CERTIFICATION All contracts using general funds and exceeding $500,000, over the life of 

the contract, require the vendor to be EEO certified through the Finance 
and Administration Cabinet, Office of Equal Employment Opportunity and 
Contract Compliance (EEOCC). 

 
 

 

https://apps.legislature.ky.gov/lrcsearch
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Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

Requirements for Federally 
Funded Projects 

 
STATUTORY & 
REGULATORY 
AUTHORITY Title 23 of the United States Code (USC) and Code of Federal Regulations 

23 CFR, 26 CFR, 29 CFR, and 49 CFR. 
 
POLICY The Division of Purchases buyer shall evaluate all procurements and 

consult with the requesting office to determine if federal funds may be 
used. If federal funds may be used, the buyer shall attach FHWA 1273 
(Exhibit 9006) and Buy America (Exhibit 9008) to the solicitation and shall 
advertise for a minimum of 21 days. 

 
If the procurement is for a service, the buyer shall include applicable Davis 
Bacon wage rates.  Davis Bacon wage rates are based on current industry 
wages within specific geographic localities.  Current rates can be found 
online at: 

 
https://www.wdol.gov/dba.aspx 

 
 

 

https://www.wdol.gov/dba.aspx
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Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

Recycled Content 

 
STATUTORY & 
REGULATORY 
AUTHORITY 200 KAR 5:330 
 

 Section 1–Definitions 
 

 Section 2–Goods, supplies, equipment, materials, or printing 
 

 Section 3–Construction, repair, renovation, and demolition of public 
facilities 

 
 Section 4–Projects financed with Commonwealth bond proceeds 

 
POLICY Any entity entering into a contract for one of the above referenced 

commodities or services shall consult 200 KAR 5:330. 
 

For goods, supplies, equipment, materials, or printing, requesting units 
shall determine if there is a minimum recycled content required for the 
item being purchased.  If the list in Section 2 includes the commodity 
being purchased, the requesting units shall attempt to obtain a product 
meeting the recycled content requirement. (Exhibit 9001) 

 
If some suppliers are able to provide the required recycled content and 
others are not, the requesting unit shall only evaluate the complying 
vendors’ quotes or bids.  If none of the vendors can comply, the 
requesting unit shall document the attempt and continue with evaluation 
of all vendors’ quotes or bids. 

 
 

 

https://apps.legislature.ky.gov/lrcsearch
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Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

Standards 

 
GENERAL Requesting units shall include any standard requirements in their 

specifications for any and all purchases. 
 

Examples of common standards include, but are not limited to: 
 

 AASHTO—American Association of State Highway and Transportation 
Officials 

 

 ANSI—American National Standards Institute 
 

 ASTM—American Society for Testing and Materials 
 

 FHWA—Federal Highway Administration 
 

 Kentucky Standard Specifications 
 

 Kentucky Standard Drawings 
 

 Kentucky Approved Materials List 
 

 Manual on Uniform Traffic Control Devices (MUTCD) 
 
 

 

https://mutcd.fhwa.dot.gov/kno_2009r1r2.htm
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Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

Preference Laws 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.465(3), KRS 45A.470(1), KRS 45A.490-494, 200 KAR 5:400, 200 

KAR 5:410 
 
OVERVIEW Effective February 4, 2011, all requests for bid (RFBs) and requests for 

proposal (RFPs) using best-value scoring criteria are subject to the 
reciprocal preference of Kentucky resident bidders and preferences for 
Kentucky Correctional Industries; Kentucky Industries of the Blind, 
Incorporated; and any other “qualified” bidder. 

 
RECIPROCAL 
PREFERENCE Any individual, partnership, association, corporation, or other business 

entity claiming resident bidder status shall submit along with its response 
the Required Affidavit for Bidders, Offerors, and Contractors Claiming 
Resident Bidder Status (Exhibit 9020). The bidding agency reserves the 
right to request documentation supporting a bidder’s claim of resident 
bidder status.  Failure to provide such documentation upon request shall 
result in disqualification of the bidder or contract termination. 

 
A nonresident bidder shall submit, along with its response, its certificate 
of authority to transact business in Kentucky as filed with the Kentucky 
Secretary of State.  The location of the principal office identified therein 
shall be deemed the state of residency for that bidder.  If the bidder is 
not required by law to obtain said certificate, the state of residency for 
that bidder shall be deemed to be that which is identified in its mailing 
address as provided in its bid. 

 
QUALIFIED BIDDER 
PREFERENCE Pursuant to 200 KAR 5:410, and KRS 45A.470, Kentucky Correctional 

Industries will receive a preference equal to 20 percent of the maximum 
points awarded to a bidder in a solicitation. 

 
 

https://apps.legislature.ky.gov/lrcsearch
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QUALIFIED BIDDER 
PREFERENCE (CONT.) In addition, the following “qualified bidders” will receive a preference 

equal to 15 percent of the maximum points awarded to a bidder in a 
solicitation: 

 
 Kentucky Industries for the Blind, Incorporated 

 
 Any nonprofit corporation that furthers the purposes of KRS 163 

 
 Any qualified nonprofit agencies for individuals with severe 

disabilities as defined in KRS 45A.465(3) 
 

Other than Kentucky Industries for the Blind, Incorporated, a bidder 
claiming “qualified bidder” status shall submit along with its response to 
the solicitation the Required Affidavit for Bidders, Offerors, and 
Contractors Claiming Qualified Bidder Status (Exhibit 9021) which affirms 
that it meets the requirements to be considered a qualified bidder. If 
requested, failure to provide documentation to a public agency proving 
qualified bidder status may result in disqualification of the bidder or 
contract termination. 

 
 

 



       PUR-107-9 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

03/19  Page 1 of 1 

 

Section 
 

GENERAL PROCUREMENT 
REQUIREMENTS & RESTRICTIONS 

Subject 
 

Secretary of State Registration 

 
STATUTORY AUTHORITY KRS 45A.480; KRS 14A 
 
OVERVIEW Effective July 29, 2011, the Division of Purchases shall verify that any 

vendor considered for an award (contract) is registered and in good and 
active standing with the Secretary of State’s office.  Any vendor 
registered as a foreign entity shall submit a Certificate of Authorization 
(Exhibit 9029) before an award can be made.  “Foreign entity” is defined 
as a business organized in a state outside of Kentucky. 

 
Some types of vendors are exempt from registration by the Secretary of 
States’ office including sole proprietorships and partnerships. 

 
PROCEDURE All requests for bid (RFBs) and requests for proposal (RFPs) shall include 

the following language: 
 

“Pursuant to KRS 45A.480(1)(b), an agency, department, office, or 
political subdivision of the Commonwealth of Kentucky shall not 
award a state contract to a person that is a foreign entity unless 
that foreign entity, on the records of the Secretary of State, holds 
a certificate of authority or statement of foreign qualifications. If 
the foreign entity is not required to obtain a certificate as 
provided in KRS 14A.9-010, the foreign entity should identify the 
applicable exception in its solicitation response.  Foreign entity is 
defined within KRS 14A.1-070.” 
 

ONLINE 
REGISTRATION Businesses may register with the Secretary of State online at: 
 

https://secure.kentucky.gov/sos/ftbr/welcome.aspx 
 
 

 

https://apps.legislature.ky.gov/lrcsearch
https://fscit.ky.gov/adfs/ls/?wtrealm=https%3a%2f%2fonestop.portal.ky.gov%2fOneStopPortal%2f&wctx=WsFedOwinState%3dhZkVS47u3X4_h_B3T8Fjmohh2N6_s3zjJGpXNxKEDg1rj4MKV-aW0_9v15NYNdpnbg-4kl74L2BF6PTzmWRqDB5QlHhs3630VDXWecWhe8Ad_GdvOPl9cxbGebJ_v5wETekSABkVwIBX296yjndYrQ&wa=wsignin1.0&brand=https%3a%2f%2fonestop.portal.ky.gov%2fOneStopPortal%2f%2fimages%2fonestop-sims-logo.png
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Chapter 
 

SMALL & NONCOMPETITIVE 
PROCUREMENTS 

Subject 
 

Small Purchase Procedures 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.100 (2), FAP 111-43-00, FAP 111-55-00, FAP 111-58-00 
 
GUIDELINES Requesting units may use the small purchase procedure when the total 

procurement requirement for a good or nonprofessional service is 
estimated not to exceed $10,000.  Requesting units shall not use this 
procedure when restricted by other provisions of this manual, for example 
goods and services covered by Finance and Administration Cabinet (FAC) 
master agreements and KYTC master agreements. 

 
Note:  All professional services, regardless of dollar amount, are required 
to go through the competitive process unless an approved exemption has 
been received from FAC’s Office of Procurement Services (PUR-202). 

 
Note:  Requesting units shall send all furniture requests to the Office of 
Support Services to procure the requested items.  Office of Support 
Services is responsible for inventory of all furniture valued at $500 or 
greater. 

 
Note: Requesting units shall coordinate all equipment purchases with the 
Division of Equipment.  All equipment $500 or greater shall be inventoried 
by the Division of Equipment. 

 
Procurement requirements shall not be parceled, split, divided, or 
scheduled over a period of time in order to subvert the intent of this 
procedure.  Requesting units shall purchase goods and services based on 
sound business planning with the goals of economy and efficiency in mind 
and shall consider storage capacity and product shelf life when purchasing 
commodities.  If a requesting unit’s projected needs for like items will cost 
more than what it can purchase under its small purchase limit, the 
requesting unit shall submit a purchase requisition (RQS) to the Division of 
Purchases. 

 

https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
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GUIDELINES (CONT.) The Division of Purchases or Division of Accounts may conduct post audits 
at any time and without notice.  Each buying entity is accountable and 
responsible for all their purchasing transactions (PUR-106). 

 
 

Small Purchase Requirements 
Expected Total Cost < $5,000 $5,000 - $10,000 
Required Quotes 1 3 
Document Required PRC PO 

 
Note:  For purchases greater than $10,000, requesting units shall submit a 
RQS (PUR-301). 

 
ETHNIC MINORITY 
VENDOR/SDVOSB Effective February 1, 2013, requesting units utilizing their small purchase 

authority in excess of their one-quote limit will solicit at least one quote 
from an ethnic minority vendor.  The term “ethnic minority" means African 
American, Hispanic American, Asian Pacific American, Subcontinent Asian 
American, or Native American. 

 
Effective April 1, 2017, requesting units utilizing their small purchase 
authority in excess of their one-quote limit will solicit at least one quote 
from a service-disabled veteran owned small business. The term “service-
disabled veteran owned small business" (SDVOSB) means a business 
owned by a service-disabled military veteran. 

 
To find these vendors: 

 
1. Go to VENDCMBT, a table in eMARS. 

 
2. On the VENDCMBT table, search B060 for ethnic minority and B080 

for SDVOSB in the Business Type ID field. 
 

3. Enter a commodity code in the Commodity Code field. 
 

4. A list of Vendor/Customer numbers for businesses that have 
registered for those business types and commodity will return. 

 
5. Find the Vendor/Customer number in the VCUST table to access 

contact information. 
 

6. Send the quote form to the identified vendors, if any. 
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ETHNIC MINORITY 
VENDOR/SDVOSB 
(CONT.) Requesting units shall document the following information on the Excel 

spreadsheet, “RFQ Determination & Finding” (D&F) (Exhibit 9026): 
 

 Quote issue date and quote due date 
 Names, addresses, and contact information for solicited vendors  
 Indication of which vendors are ethnic minority vendors 
 All prices quoted 
 A comment if no minority or SDVOSB vendors were available 
 Justification for award 

 
PROCUREMENT 
CARD KYTC employees may use a procurement card for both the purchase and 

payment of goods and services.  The use of a procurement card is another 
authorized payment option to the one-price quotation procedure for small 
purchases. 

 
KYTC Division of Accounts is responsible for administration of the 
procurement card program for KYTC. 

 
The Accounts Guidance Manual (ACC-604) and the KYTC Procurement Card 
User Guide detail the policies and procedures for the procurement card 
program. 

 
STAND-ALONE 
PAYMENT (PRC) 
DOCUMENTS Authority to purchase goods or nonprofessional services on a single quote 

with an estimated total cost under $5,000 is delegated to requesting unit 
office heads when goods or services are not available on a master 
agreement. 

 
Requesting units may process these purchases with a procurement card or 
stand-alone payment request (PRC) referencing the appropriate cited 
authority. 

 
Requesting units shall not use this purchasing method to procure any 
service defined as a professional service (PUR-203) or printing-related 
items (PUR-307-2). 

 
Some frequently used cited authorities include: 

 
 Subscriptions fees (paper or electronic format)—FAP 111-08-00-06 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
https://finance.ky.gov/services/policies/pages/default.aspx
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STAND-ALONE 
PAYMENT (PRC) 
DOCUMENTS (CONT.) 

 Copyrighted material (reference books)—FAP 111-08-00-07 
 

 Advertising fees—FAP 111-09-00-03 
 

 Registration fees—FAP 111-10-00-01 
 

 Dues and organization fees—FAP 111-10-00-06 
 

Note:  The Annual Affidavit for Bidders, Offerors, and Contractors (Exhibit 
9015) is required for all purchases exceeding $1,000, with the exception of 
dues and organization fees (PUR-107-2). 

 
The Division of Purchases will assist requesting units with their questions 
regarding proper use of small purchase stand-alone payments. 

 
PURCHASE 
ORDERS (PO) Requesting units shall create a purchase order (PO) document in eMARS 

for any purchase between $5,000 and $10,000.  PUR-403-1 details PO 
document components and procedure. 

 
 

 

https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
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Chapter 
 

SMALL & NONCOMPETITIVE 
PROCUREMENTS 

Subject 
 

Competitive Bidding Exceptions 

 
AUTHORITY KRS 45A.095, 200 KAR 5:309, FAP 111-08-00, FAP 111-09-00, FAP 111-10-00 
 
POLICY All special authority purchases shall require prior approval by the Division 

of Purchases and the Finance and Administration Cabinet’s (FAC’s) Office 
of Procurement Services before proceeding with the purchase. 

 
AUTHORIZED 
EXCEPTIONS All procurements over an agency’s small purchase authority shall be 

competitively bid, unless covered in the referenced FAC’s policies and 
procedures listed below: 

 
 Exceptions Specified by Law or Regulation, FAP 111-08-00 

 
Note:  Prior approval is not required. 

 
 Not Practicable or Feasible, FAP 111-09-00 

 
Note:  Exemptions 1—11 under FAP 111-09-00 do not require prior 
approval.  FAP 111-09-00-12 (other goods and services) requires prior 
approval if the total purchase is over $5,000. 

 
 Sole Source, FAP 111-10-00 

 
Note: FAP 111-10-00 requires prior approval for any purchase over 
$5,000. Dues and Organizational Fees only requires internal approval. 

 
SHORT-TERM 
EQUIPMENT RENTAL Short-term equipment rental (without an operator and for no more than 

6 months) falls under FAP 111-09-00(6). There is no threshold to the 
requirement; however, if the total amount is over $5,000, a purchase order 
(PO) document should be processed in eMARS before equipment is picked 
up.  Otherwise the requesting office can proceed with a stand-alone 
payment request (PRC).  The Division of Purchases encourages the end 
user to obtain quotes on equipment before renting to ensure good 
stewardship of taxpayer money. 

https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
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SHORT-TERM 
EQUIPMENT RENTAL 
(CONT.) The requesting unit shall also complete a TC 74-552 form, Equipment 

Rental Agreement Information (Exhibit 9025), for every piece of rented 
equipment before the equipment is obtained from the vendor. 

 
The Division of Equipment will coordinate with the FAC’s Division of State 
Risk and Insurance Services to obtain all liability and physical damage 
coverage needed for rental equipment obtained by requesting units.  
When equipment is returned, the requesting unit shall notify the Division 
of Equipment in order for the insurance to be discontinued. 

 
PROCEDURE The following details the procedure to process procurement requests with 

competitive bidding exceptions: 
 

1. The requesting unit’s office head submits a set of memoranda 
requesting approval to the Division of Purchases.  Both memoranda 
can contain the same information, but shall give a brief description of 
the item/services requested, cost, vendor, dates of service (if 
applicable), and specific justification as to why the procurement should 
be exempt from the competitive bidding process. 

 
Each approval request shall include: 

 
a. Cover memorandum (Exhibit 9007 or Exhibit 9005)—Routed from 

the requesting unit’s office head through the Division of Purchases’ 
Director to the Transportation Cabinet Secretary 

 
b. Official memorandum (Exhibit 9007 or Exhibit 9005)—Routed from 

the Transportation Cabinet Secretary to the FAC’s Executive 
Director of the Office of Procurement Services 

 
c. If applicable, sole source documentation provided by the vendor 

 
2. The Division of Purchases’ Director will evaluate the request for proper 

justification. 
 

If information is missing or adequate justification is not given, the 
director will reject the request back to the requesting unit for 
correction. 

 
If adequate justification is given, the director will then evaluate the 
request to ensure it meets the requirements of the appropriate FAP. 
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PROCEDURE (CONT.) If the request appears to meet the requirements of the applicable FAP, 
the director will sign the cover memorandum and forward the packet 
to the Transportation Cabinet Secretary’s Office for further approval. 

 
3. The Transportation Cabinet Secretary’s Office will evaluate the request 

for approval.  Once approved, the Secretary’s Office returns the 
request packet to the Division of Purchases. 

 
4. The Division of Purchases emails the memoranda to the FAC’s Office of 

Procurement Services for their review.  The FAC’s Office of 
Procurement Services will return approved memoranda to the Division 
of Purchases, who will forward them to the requesting office to be 
attached to a purchase order (PUR-201 and 403-1). 

 
5. The requesting unit will submit the PO in eMARS.  After review and 

approval of the Division of Purchases, the document will route to the 
FAC for approval in eMARS.  After FAC approval, then and only then is 
the procurement authorized.  The PO document status should read 
“FINAL.” 

 
Procurements requiring exemption from the competitive bidding 
process shall not be made prior to a complete and final contract 
document processed in eMARS, unless otherwise provided for in KRS 
45A.095. 

 
Note: The request can be rejected at any point in this process if it does 
not meet the requirements and or goals of the Commonwealth.  If 
rejected, the Division of Purchases will suggest an alternative method of 
procurement. 
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Chapter 
 

SMALL & NONCOMPETITIVE 
PROCUREMENTS 

Subject 
 

Memoranda of Agreement (MOA) 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.300, KRS 45A.660, KRS 45A.690, KRS 45A.695, KRS 158.782, KRS 

174.058, KRS 176.400, KRS 176.410, KRS 177.035, KRS 177.106, KRS 
177.280, KRS 179.265, KRS 180.300, KRS 277.065, FAP 111-44-00 

 
POLICY Memoranda of agreement (MOA) are any agreements or contracts relating 

to services between a state agency, any other governmental body or 
political subdivision of the Commonwealth, or 501(c)(3) nonprofit 
organization that involve an exchange of resources or responsibilities to 
carry out a governmental function. 

 
Requesting units shall procure MOA in compliance with Finance and 
Administration Cabinet (FAC) policies.  MOA procured under specific 
statutory authority procedures other than KRS 45A (see list below) are an 
exception to this policy.  MOA shall be created in eMARS per FAP 111-44-
00 and, if required, are filed with the Legislative Research Commission’s 
(LRC) Government Contract Review Committee (GCRC). No work shall 
begin prior to final approval of the SC or PON2 document in eMARS. 

 
TYPES OF 
KYTC MOA KYTC utilizes the following types of MOA: 
 

 PON2—Agreements that require GCRC approval.  This includes all MOA 
that are not specifically listed as exempt per KRS 45A.690 1 (d) or one 
of the KRS that provides an exemption for certain KYTC agreements.  
See the definitions for “PON2” in PUR-02. 

 
 SC—The following agreements are exempt from approval by the GCRC 

per KRS 45A.690 1 (d) and therefore processed on a SC document: 
 

 Agreements between KYTC and any political subdivision of the 
Commonwealth for road and road-related projects 

 
 

https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
https://apps.legislature.ky.gov/lrcsearch
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TYPES OF KYTC 
MOA (CONT.) 

 Agreements between the Auditor of Public Accounts and any other 
governmental agency or political subdivision of the 
Commonwealth for auditing services 

 

 Agreements between state agencies as required by federal or state 
law 

 

 Agreements between state agencies and state universities or 
colleges if the subject of the agreement does not result in the use 
of an employee or employees of a state university or college by a 
state agency to fill a position or perform a duty that an employee 
or employees of state government could perform if hired 

 

 Agreements between state universities or colleges and employers 
of students in the Commonwealth work-study program sponsored 
by the Kentucky Higher Education Assistance Authority 

 

 Agreements involving child support collections and enforcement 
 

 Agreements with public utilities, providers of direct Medicaid 
health care to individuals except for 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 and Family Services, and transit authorities 

 

 Nonfinancial agreements 
 

 Any obligation or payment for reimbursement of the cost of 
corrective action made pursuant to KRS 224.60-140 

 

 Exchanges of confidential personal information between agencies 
 

 Agreements between state agencies and rural-concentrated 
employment programs 

 

 Any other agreement that the committee deems inappropriate for 
consideration 

 
Agreements based on the following statutes are exempt from GCRC 
review and approval and therefore processed on a SC document: 

 
 KRS 174.058 – Shortline railroad assistance fund 

 

 KRS 176.400 – Covered wooden bridges 
 

 KRS 176.410 – County or multicounty covered wooden bridge 
authority 

https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch


SMALL & NONCOMPETITIVE PROCUREMENTS 

Memoranda of Agreement (MOA) PUR-203 
 

 

03/19  Page 3 of 7 

TYPES OF KYTC 
MOA (CONT.) 

 KRS 177.035 – Cost of relocation of publicly and privately owned 
utility equipment and appliances to be borne by department 

 

 KRS 177.106 – Highway encroachment permit 
 

 KRS 177.280 – Agreements of local governmental units respecting 
facilities 

 

 KRS 179.265 – Cost of relocating utility facilities paid by public 
 

 KRS 180.300 – Contract with other governmental agencies for 
acquisition and maintenance of bridges and tunnels 

 

 KRS 277.065 – Allocation of costs of eliminating grade crossings 
between railroad and governmental unit 

 
Note:  SC documents using these cited authorities may be created in 
offices outside of the Division of Purchases; however, they must 
follow the same guidelines. 

 
MAIN COMPONENTS 
OF PON2 DOCUMENTS All memoranda of agreement (PON2) documents shall contain: 
 

 Header Section: 
 

 Document Description 
 Procurement Type - 10 
 Cited Authority, such as: 

• FAP 111-44-00 Memorandum of Agreement 
• FAP 111-44-00NP Memorandum of Agreement—Non Profit 

501(c)3 
 Requesting Office Contact Information (requestor) 
 Issuing Office Contact Information (buyer/issuer) 

 

 Vendor Section—Select Vendor/Customer number for the 
governmental entity or nonprofit organization.  

 

 Terms and Conditions 
 

 Line 1 – Enter FREE.  Attach any specific Terms and Conditions for 
the agreement 

 Line 2 – Enter MOA.  This will attach the required MOA clauses as 
outlined by the FAC’s Office of Procurement Services. 

 

 Commodity/Service Line Item(s)—This section provides the following 
for each requested item: 

https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
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MAIN COMPONENTS 
OF PON2 DOCUMENTS  
(CONT.) 

 Commodity Description and Code 
 Line Item Description 
 Line Type – Service 
 Contract Amount 
 Service From and To Dates 
 Ship to/Bill to Addresses 

 
 Supporting Documents 

 

 Blank Signature Page 
 

 Proof of Necessity—This tab is used for reporting to the GCRC. 
 

♦ General Information 
♦ Source of Funds 
♦ Contract Cost Information 
♦ Justification 
♦ Contact Information 

 
 Forms/Attachments at the Header—Examples of documents found in 

this section are: 
 

 Completed Signature Page 
 Annual Affidavit for Bidders, Offerors, and Contractors (Exhibit 

9015); required only for 501(c)(3) nonprofit organizations 
 501(c)(3) documentation, if applicable 

 
PON2 
PROCEDURES The following details PON2 procedures: 
 

1. A requesting unit submits a RQS to the Division of Purchases in eMARS 
that includes: 

 

 Funding information 
 Scope of Work (SOW) (PUR-303) 
 Proof of Necessity (Exhibit 9027) 

 

Note: Requesting units shall not gather signatures from secondary 
parties (vendors). 

 
2. A Division of Purchases’ buyer prepares the PON2 document in eMARS 

and routes the original hard copy for signatures by all parties. 
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PON2 
PROCEDURES (CONT.) 

 Office of Legal Services (3-5 working days) 
 Vendor/Other Party (2-3 weeks) 
 Cabinet Secretary (2-3 weeks) 

 

3. PON2 document is submitted and routed for approvals in the eMARS 
system. 

 

4. Upon final approval the contract is automatically filed with GCRC. 
 

5. GCRC meets once a month to review contracts submitted during the 
previous month.  GCRC has the authority to approve or deny the 
contract.  If the contract is denied by GCRC, no payments can be 
processed unless FAC overrides the denial. 

 

6. The buyer emails the finalized contract to the requesting unit and mails 
a copy to the vendor. 

 
The Division of Purchases maintains the original contract files (following 
records retention policies and procedures). The General Administration 
and Personnel Manual (GAP-1002) details Cabinet record retention 
policies and procedures. 

 
MAIN COMPONENTS 
OF SC DOCUMENTS All MOA and PSC exceptions (SC) documents shall contain: 
 

 Header Section: 
 

 Document Description 
 Procurement Type - 11 
 Cited Authority – KRS reference giving authority; these statutes are 

listed above 
 Requesting Office Contact Information (requestor) 
 Issuing Office Contact Information (buyer/issuer) 

 

 Vendor Section—Select Vendor/Customer number for the 
governmental entity 

 

 Terms and Conditions 
 

 Line 1 – Enter FREE.  Attach any specific Terms and Conditions for 
the agreement. 

 Line 2 – Enter MPEXC.  This will attach the required MOA/PSC 
exception clauses as outlined by the FAC’s Office of Procurement 
Services. 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/General%20Administration%20and%20Personnel.pdf
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MAIN COMPONENTS 
OF SC DOCUMENTS 
(CONT.) 

 Commodity/Service Line Item(s)—This section provides the following 
for each requested item: 

 

 Commodity Description and Code 
 Line Item Description 
 Line Type – Service 
 Contract Amount 
 Service From and To Dates 
 Ship to/Bill to Addresses 

 
 Supporting Documents 

 

 Blank Signature Page 
 

 Forms/Attachments at the Header—Examples of documents found in 
this section are: 

 

 Completed Signature Page 
 
SC PROCEDURES The following details SC procedures: 
 

1. A requesting unit submits a RQS to the Division of Purchases in eMARS 
that includes: 

 
 Funding information 
 Scope of Work (SOW) (PUR-303) 

 
Note: Requesting units shall not gather signatures from secondary 
parties (vendors). 

 
2. A Division of Purchases buyer prepares the SC document in eMARS and 

routes the original hard copy for signatures by all parties. 
 

 Office of Legal Services (3-5 working days) 
 Vendor/Other Party (2-3 weeks) 
 Cabinet Secretary (2-3 weeks) 

 
3. SC document is submitted and routed for approvals in the eMARS 

system. 
 

4. The buyer emails the finalized contract to the requesting unit and mails 
a copy to the vendor. 
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SC PROCEDURES 
(CONT.) The Division of Purchases maintains the original contract files (following 

records retention policies and procedures).  The General Administration 
and Personnel Manual (GAP-1002) details Cabinet record retention 
policies and procedures. 

 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/General%20Administration%20and%20Personnel.pdf
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Chapter 
 

SMALL & NONCOMPETITIVE 
PROCUREMENTS 

Subject 
 

Purchasing from the Department of 
Corrections & the Office for the Blind 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.470, KRS 197.210, KRS 197.220 
 
POLICY Requesting units shall give first preference to the Department of 

Corrections when purchasing commodities or services.  Second 
preference shall be given to any products produced by Kentucky 
Industries for the Blind, Inc. or any other nonprofit corporation with 
which the Office for the Blind contracts under KRS 163.480(2). 

 

Items may be purchased directly from such entities without competitive 
bids.  There are no dollar limitations on these purchases. 
 

Note:  Requesting units shall send all furniture requests to the Office of 
Support Services to procure the requested items.  Office of Support 
Services is responsible for inventory of all furniture valued at $500 or 
greater.   

 

Note: Requesting units shall coordinate all equipment purchases with the 
Division of Equipment.  All equipment $500 or greater shall be 
inventoried by the Division of Equipment. 

 

PROCEDURES When purchasing from the governmental agencies and organizations 
defined above, requesting units shall adhere to the following: 

 
1. The requesting unit prepares a delivery order (PUR-502) against the 

current master agreement and submits to the vendor. 
 

2. The vendor will ship goods as requested. 
 

3. Upon receipt of a correct invoice, the requesting unit verifies receipt 
of material and submits a PRC or PRCI document in eMARS for 
payment. The Accounts Guidance Manual details invoice processing 
procedures. 

 

 

https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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Chapter 
 

SMALL & NONCOMPETITIVE 
PROCUREMENTS 

Subject 
 

Purchase of Used Equipment & Products 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.095, KRS 45A.380, 200 KAR 5:309 
 
POLICY Pre-owned, reconditioned, and demonstrator-type equipment and 

products may meet the needs of an agency, when available at current fair 
market prices.  Value analysis may determine that “factory-seconds” 
products are feasible. 

 
Requesting units desiring to obtain such products or equipment shall 
comply with FAP 111-53-00. 

 
Requesting units shall coordinate all equipment purchases with the 
Division of Equipment.  The Division of Equipment shall inventory all 
equipment costing $500 or greater. 

 
PROCEDURE The following details the procurement procedure to obtain used 

equipment and products: 
 

1. The requesting unit submits a purchase order (PO) document in 
eMARS. 

 
2. The Division of Purchases and the Finance and Administration 

Cabinet, Office of Procurement Services reviews the PO for the 
following information: 

 
 Justification 

 
 Proven value to the requestor 

 
 Bona fide statement of the condition of the materials 

 
 
 

https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
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PROCEDURE (CONT.) 
 Data with descriptions, model numbers, serial numbers, brand 

names, accessories, and independent appraisals of all equipment 
and other materials attesting to current market values 

 
 Feasibility of purchase as compared to purchase of new or first-

quality products 
 

3. If these requests are determined to be in the best interest of the 
requesting unit with reasonable purchase costs, the Finance and 
Administration Cabinet, Office of Procurement Services’ Director 
approves the PO. 
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Chapter 
 

COMPETITIVE PROCUREMENTS 

Subject 
 

Purchase Requisition (RQS) 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 111-38-00 
 
LEAD-TIME To obtain maximum competition and the subsequent lowest unit prices, 

agencies shall submit requisitions in a timely manner to allow the Division 
of Purchases sufficient time to process the requirement and award a 
contract. Lead time is normally 45 days for a delegated sealed bid (RFB); 
60 days for a delegated sealed bid (RFB) if federal funds are being used; 
and 120 days for a request for proposal (RFP). 

 
Procurements for non-delegated commodities and services require 
additional lead time to allow for processing by the Finance and 
Administration Cabinet (FAC). 

 
The Division of Purchases does not assume responsibility for the time 
taken within a district, division, or office for preparing, processing, 
submitting, and applying the first-level approval of the requisition 
document (RQS) in eMARS. 

 
REQUIRED 
INFORMATION After SPR1 approval (if required), the RQS is the first official step in the 

procurement process for the purchase of commodities or services, above 
a requesting unit’s small purchase authority. 

 
The RQS must provide complete information on the transaction and 
receive approval by the requesting unit’s head, or their authorized 
representative, in eMARS. 

 
Each RQS must include: 

 
 Description 

 
 Requestor information 

https://finance.ky.gov/services/policies/pages/default.aspx
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REQUIRED 
INFORMATION (CONT.) 

 Type of procurement requested (one time, term) 
 

 Delivery requirements—Vendors are generally given the opportunity 
to submit guaranteed delivery days as part of the best value evaluation 
criteria. If the requesting unit requires a specific delivery period, they 
should attach a document comment to the requisition stating the 
requirement. 

 
 Commodity line (CL) information to include: 

 

♦ CL Description 
 

 Commodity Code—The following FAC website provides an Excel 
spreadsheet (via the link, “Commodity Class Codes and 
Descriptions”) that includes all possible commodity codes: 

 
http://finance.ky.gov/services/eprocurement/Pages/doingbus

iness.aspx 
 

♦ Estimated or Actual Quantity (Commodities)—If submitting a RQS 
for the establishment of a master agreement, enter an estimated 
annual amount for the quantity. 

 

♦ Estimated Contract Amount & Service Dates (Services) 
 

♦ Unit of Measure—Be specific and consider how the product is 
generally sold.  If the industry usually sells an item by the square 
foot, do not ask for a lane-mile price. 

 

♦ Extended Description—Enter short specifications or specifications 
that only pertain to a particular line. 

 

♦ Ship To/Bill To Addresses 
 

 Specification/scope of work (SOW)—See PUR-302, “Specifications,” or 
PUR-303, “Scope of Work,” for details. 

 
 Accounting information 

 
 Suggested vendors—Agencies are encouraged to recommend 

suggested vendors, including the firm’s name, address, phone number, 
and email as part of the request.  This information can be supplied 
using the “Free Form Vendor” tab on the requisition document (RQS) 
or on an attached Word document. 

https://finance.ky.gov/services/eprocurement/pages/doingbusiness.aspx
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REQUIRED 
INFORMATION (CONT.) Since solicitations are sent via email, requesting units are strongly 

encouraged to provide email addresses for all suggested vendors. 
 

Requesting units are encouraged to direct vendors to the 
Commonwealth’s electronic procurement website to register any 
commodities and services that they wish to provide.  Exhibit 9017 
details website instructions for vendors. 

 
 Approved SPR1 (if required) (See PUR-107-1 for details.) 

 
 Proof of Necessity (Exhibit 9027) for all personal service contracts and 

memoranda of agreement 
 

 Any other pertinent information regarding the procurement 
 

Complete and accurate RQSs allow the Division of Purchases to identify the 
best procurement method to meet requesting units’ needs. 

 
The Division of Purchases will return any RQS that discourages maximum 
competition or is inaccurate, unclear, or unnecessarily restrictive to the 
requesting unit for correction. 

 
PROCESSING THE 
RQS DOCUMENT The RQS document is processed as follows: 
 

1. The requesting unit prepares the RQS document in eMARS and submits 
it for approval. 

 
2. The requesting unit’s office or department head, or their designee, 

applies first-level approval in eMARS. 
 

The first-line approver shall ensure the availability of funds and the 
accuracy of the funding codes for all lines submitted.  The Division of 
Purchases is not responsible for funding information. 

 
3. The Division of Purchases carefully reviews the RQS for compliance 

with the following: 
 

 Is an approved SPR1 attached to the header if required? 
 

 Is purchase in compliance with purchasing procedures? 
 

 Are the required fields accurately completed? 
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PROCESSING THE RQS 
DOCUMENT (CONT.) 

4. If all required information is provided accurately, the Division of 
Purchases will apply approval to the RQS.  If information is missing or 
incorrect, the Division of Purchases will reject the RQS.  If rejected, the 
Division of Purchases will add an explanation as a document comment 
to the RQS. 

 
Note:  Failure by requesting units to regularly monitor their worklist for 
rejected documents may slow the procurement process considerably. 

 
5. The RQS routes to FAC’s Office of Procurement Services for final 

approval. 
 

6. The Division of Purchases will review each RQS to determine if the 
commodity or service is delegated to the Transportation Cabinet, 
Division of Purchases.  Exhibit 9011 lists KYTC’s delegated 
commodities. PUR-104 provides more information concerning 
purchases delegation. 

 
If the commodity or service is delegated to the Division of Purchases, 
the RQS will be assigned to the appropriate buyer for processing. 

 
If the commodity or service is not delegated to the Division of 
Purchases, the RQS is assigned to FAC for processing. 

 
7. The assigned buyer (for either delegated or non-delegated purchases) 

thoroughly reviews submitted information.  If all information provided 
is correct, the buyer will proceed with the competitive bidding process.  
See PUR-305, “Requests for Bid,” or PUR-306, “Requests for Proposal.” 

 
If additional information is needed, the buyer may require the 
requesting unit to process a requisition modification or supply 
additional documents directly to the buyer. 

 
 

 



       PUR-302 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

03/19  Page 1 of 2 

 

Chapter 
 

COMPETITIVE PROCUREMENTS 

Subject 
 

Specifications 

 
GENERAL 
SPECIFICATIONS To meet the minimum requirements of the Commonwealth, requesting 

units shall address the following relevant characteristics when preparing 
extended descriptions and specifications: 

 
 Common industry terminology 

 

 Kind of material (such as type, grade, alternatives, etc.) 
 

 Principles of operation 
 

 Justifiable restrictive conditions (such as entrance clearance 
requirements, replacement parts for compatibility, etc.) 

 

 Dimensions, minimum and maximum sizes, or capacity 
 

 Intended use, including location and essential operating conditions 
 

 Compatibility with existing equipment 
 

 Acceptable brand name or an approved equal 
 

 Other pertinent information that further describes the item, material, 
or service required (such as Standard Specifications or Standard 
Drawings, required inclusion on the Division of Materials’ List of 
Approved Materials, etc.) 

 

 Scope of work (for memoranda of agreement and personal service 
requests) 

 
RESTRICTIVE 
SPECIFICATIONS In most cases, the Division of Purchases will not approve procurement 

items with purchase descriptions written in a manner that specifies a 
product or a particular feature of a product specific to one manufacturer 
or vendor.  Restrictive descriptions will only be accepted when it is 
determined that the particular feature is essential to the 
Commonwealth’s requirements and other vendors lack the essential 
features necessary to meet the Commonwealth’s need. 
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RESTRICTIVE 
SPECIFICATIONS (CONT.) Some examples of restrictive descriptions include: 
 

 Brand name or equal—Generally, the minimum acceptable purchase 
description is the identification of a requirement by the use of a 
brand name followed by the words “or an approved equal.”  
Requesting units should only use this technique when they know of 
one brand that meets specifications and are unsure if any other 
brands can meet the required characteristics.  Requesting units shall 
not model specifications after one product. 

 
 Use of “Or An Approved Equal”—To receive approval for this option, 

requesting units must describe those characteristics of the referenced 
products essential to meet the needs of the agency (for example, 
“interchangeability of parts is required”). Purchase descriptions 
should contain the following information: 

 
 Complete common generic identification 

 
 Applicable model, make, or catalog number for each brand name 

product 
 

 Name of the manufacturer, producer, or distributor of each brand 
name product 

 
 An adequate commercial catalog description, or extracts thereof, 

to identify the item being required 
 

 Sole Brand—Requesting units use this option for commercial 
products or services described by brand names, makes, or model 
numbers.  These may be offered for sale by more than one source 
(such as manufacturer, producer, or distributors). 

 
When selecting “no substitutions” or “commodities must be compatible 
and interchangeable with existing equipment” as a restrictive 
specification, the requesting unit must provide full explanations in a 
document comment or attachment to receive procurement approval. 
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Chapter 
 

COMPETITIVE PROCUREMENTS 

Subject 
 

Scope of Work (SOW) 

 
SCOPE OF WORK 
CONTENTS Requesting units submitting requisitions for professional services shall 

attach a clear and comprehensive scope of work (SOW).  The SOW is 
designed to promote full and open competition by clearly defining KYTC’s 
expectations of the services to be provided and shall include (when 
applicable): 

 
 Functions and responsibilities of the second party 

 

 Performance requirements 
 

 Any valid and reliable benchmarks or test methods for determining if 
the offered services meet the functional need 

 

 Dates of service 
 

 Language to exclude any and all services that cannot meet the 
functional need 

 

 Description of costs that the vendor shall provide (What is included? 
Is anything excluded?) 

 

 List of all information and data required to be included in the 
vendor’s technical proposal (such as certifications, etc.) 

 

 List of any mandatory requirements 
 

 Renewal options 
 

 KYTC’s responsibilities and any invoice and payment requirements 
 

 Evaluation factors with points assigned to each (as shown in the 
following example table) and an explanation detailing the scoring 
criteria for responsive proposals. Cost shall be the primary evaluation 
factor whenever appropriate. 

 

Evaluation Factor Points 
Previous Experience 40 

Qualifications and Experience 15 
Sample Training Program 5 

Cost 40 
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REVIEWING THE 
SCOPE OF WORK When reviewing a submitted SOW, the buyer shall ensure that the SOW 

fully details all factors of the service an effect on the technical or cost 
proposal. To ensure valid competition between vendors, no aspect of 
desired service should be assumed. 
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Chapter 
 

COMPETITIVE PROCUREMENTS 

Subject 
 

Competitive Sealed Bidding 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.080, 200 KAR 5:306, 200 KAR 5:375 
 
COMPETITIVE BID 
REQUIREMENTS Competitive sealed bids shall be solicited using the state’s electronic 

procurement system.  Competitive sealed bidding shall be required for all 
purchases except those made in accordance with KRS 45A.100 or KRS 
45A.085. 

 
MULTI-STEP  
COMPETITIVE SEALED  
BIDDING Multi-step competitive sealed bidding is a method for acquiring 

commodities or services using a two-part process. The first phase consists 
of submission of an unpriced technical offer. The second phase consists of 
submission of pricing. This method is also referred to as a Reverse Auction. 

 
COMPETITION AMONG 
VENDORS A solicitation shall be distributed to the vendor community by posting it to 

the Commonwealth’s eProcurement website.  Exhibit 9017 provides 
website instructions for vendors and details how to access bids. 

 
BEST-VALUE 
PROCUREMENT Contracts issued in response to competitive sealed bids shall be awarded 

on the basis of best-value criteria, as defined in KRS 45A.070(3).  A 
solicitation shall clearly identify the procurement as a best-value award, 
shall contain the measurable best-value criteria, and shall clearly explain 
how the criteria shall be used in the evaluation and award process.  Best 
value shall be based on objective and quantifiable criteria that includes 
price. 

 
 
 
 

https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
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MINIMUM TIME 
ALLOWED FOR 
BID RESPONSES Standard procedure is to advertise solicitations 14 days on the 

eProcurement website.  When circumstances dictate a quicker response 
time, a minimum of 7 days to advertise solicitations is required by law.  A 
minimum of 21 days is required when the awarded contract may use 
federal funding. 

 
SOLICITATION 
ADDENDUMS If a solicitation addendum is needed, the solicitation closing date must be 

a minimum of 7 days after the posting of the final addendum. 
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Chapter 
 

COMPETITIVE PROCUREMENTS 

Subject 
 

Requests for Bid (RFB) 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 110-10-00, FAP 111-35-00 
 
GENERAL The request for bid (RFB) is the document used to communicate between 

the buyer from the Division of Purchases and any prospective vendors. The 
information included in a RFB depends on the type of contract to be 
awarded, the commodity or service requested, and any other special 
requirements requested by the requesting unit. 

 
MAIN COMPONENTS 
OF RFB DOCUMENTS All RFB (solicitation) documents shall include: 
 

 Signature Page—This is an eMARS-generated page that contains: 
 

♦ RFB number 
♦ Document Description 
♦ Issued Date 
♦ Closing Date and Time 
♦ Buyer Name and Contact Information 
♦ Vendor Address and Contact field 
♦ Remit To Address and Contact field 
♦ Signature, Federal ID, and Date fields 

 
 Price Page(s)—This section provides the following for each requested 

item: 
 

♦ Line Item Description 
♦ Unit of Measure (UOM) 
♦ Quantity (estimated or actual) 
♦ Unit Price Field 
♦ Extended Total Field 
♦ Extended Description (for information specific to that line item) 
♦ Ship to/Bill to Addresses 

https://finance.ky.gov/services/policies/pages/default.aspx
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MAIN COMPONENTS OF 
RFB DOCUMENTS 
(CONT.) 

 Specifications—The requesting unit submits this portion with the 
requisition document.  PUR-302 details specification requirements. 

 
 Terms and Conditions—This is standard language incorporated into 

the contract and addresses: 
 

♦ Proposed Contract Effective and Expiration Dates 
♦ Renewal Period, if applicable 
♦ Authorized Division/District 
♦ Delivery or Completion Date 
♦ Invoice and Payment Requirements 
♦ Price Adjustments 
♦ Registration with Secretary of State by a Foreign Entity 

 
 General Information—This section gives the vendor information on 

the solicitation process.  Information found in this section may include 
but is not limited to: 

 
♦ Restriction on Communications 
♦ Tentative Schedule of RFB Activities 
♦ Instructions on Locating any Addenda 
♦ Instructions on Bid Submission 

 
 Rules of Procurement—This section details some of the 

Commonwealth’s legal rights for both the vendor and the contracting 
agency pertaining to the bidding process.  Reference is made to FAP 
110-10-00, “General Conditions and Instructions for Solicitation and 
Contracts.” 

 
 Method of Award—This section explains how the bids will be 

evaluated.  Examples include: 
 

♦ Price 
♦ Delivery 
♦ Warranty 
♦ References 

 
 
 
 

https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
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MAIN COMPONENTS OF 
RFB DOCUMENTS 
(CONT.) 

 Supporting Documents—Examples of documents found in this section 
include: 

 
♦ Annual Affidavit for Bidders, Offerors, and Contractors (Exhibit 

9015) 
♦ Recycled Content Certification Form (Exhibit 9014) 
♦ Affidavit for Illegal Immigrants (Exhibit 9023) 
♦ Affidavit for Subcontractors (Exhibit 9024) 
♦ Required Affidavit for Bidders, Offerors, and Contractors Claiming 

Resident Bidder Status (Exhibit 9020) 
♦ Required Affidavit for Bidders, Offerors, and Contractors Claiming 

Qualified Bidder Status (Exhibit 9021) 
 

 Attachments—Examples of documents found in this section include: 
 

♦ Prevailing Wage Rates 
♦ Plans and Drawings 
♦ Work Location Sheets 
♦ FHWA 1273 
♦ Buy American 

 
PROCESSING THE RFB The RFB is processed as follows: 
 

1. The requesting unit submits all required information with the 
requisition document in eMARS to the Division of Purchases. 

 
2. The Division of Purchases’ assigned buyer reviews all information 

submitted with the requisition document for correctness and 
completeness. 

 
3. If the submitted information complies with procurement 

requirements, the buyer will assemble the RFB and submit it in eMARS 
for approval by Division of Purchases’ management. 

 
If the submitted information is incomplete or incorrect, the buyer 
emails or calls the requesting unit for corrected information. 

 
4. The Division of Purchases’ Director, or designee, approves the RFB in 

eMARS. 
 

5. RFB posts to the Commonwealth’s Vendor Self Service website for 
public notification.  (Exhibit 9017) 
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PROCESSING THE 
RFB (CONT.) 

6. eMARS Vendor Self Service sends an email notification to all vendors 
registered for the commodity being solicited. 

 
Note:  The Division of Purchases’ buyer may elect to send an email to 
suggested vendors and those vendors who have expressed an interest 
in bidding the commodity or service being solicited.  Such an email is 
not required. 

 
7. Generally, the RFB posts for 14 calendar days.  However, with proper 

justification a requesting unit may request a 7- or 10-calendar-day 
posting.  For federally funded contracts, the RFB must post for a 
minimum of 21 days. For complex procurements, longer postings can 
also be requested. 

 
8. Vendors may submit written questions to the buyer of record prior to 

a deadline specified in the solicitation document.  Salient questions will 
be addressed in the form of a solicitation addendum.  The solicitation 
closing date shall be a minimum of 7 calendar days following the last 
addendum post date. 

 
9. On the closing date, the Division of Purchases’ bid clerk publicly opens 

and reads any bid responses received for the RFB at the Transportation 
Cabinet Office Building (TCOB).  Information read at this time includes: 

 
 Vendor Name 
 Responses to any scored criteria (e.g. price, delivery, etc.) 

 
Note: During Phase 1 of a multi-step competitive bid, only the vendor 
name is read publicly.   

 
10. Following the bid opening, the Division of Purchases’ bid clerk enters 

all solicitation responses into eMARS. 
 

11. The bid clerk then gives the bid file to the assigned buyer for the 
solicitation to begin the evaluation process. PUR-401 details the RFB 
evaluation process. 

 
REFERENCES Exhibit 9017 provides instructions to access the Commonwealth’s Vendor 

Self Service website which offers numerous examples of solicitations that 
requesting units can use as guidance. 

 
 

 



       PUR-306 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

03/19  Page 1 of 4 

 

Chapter 
 

COMPETITIVE PROCUREMENTS 

Subject 
 

Requests for Proposal (RFP) 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 111-57-00 
 
GENERAL The request for proposal (RFP) is the document used to communicate 

between the Division of Purchases’ buyer and any prospective vendors for 
a professional service. The RFP contains information regarding the 
requested services along with the scope of work (SOW), the requesting 
unit’s contact information, the buyer’s contact information, the terms and 
conditions of the resulting contract, the evaluation criteria, and the 
instructions for submitting a proposal. 

 
MAIN COMPONENTS 
OF RFP DOCUMENTS All RFP (solicitation) documents shall include: 
 

 RFP Cover Page with Signature—This eMARS-generated page 
contains: 

 

 RFP number 
 Document Description 
 Issued Date 
 Closing Date and Time 
 Buyer Name and Contact Information 
 Vendor Address and Contact Field 
 Remit To Address and Contact Field 
 Signature, Federal ID, and Date Fields 

 

 Price Page or Bid Page—This section may include but is not limited to: 
 

 Line Item Description 
 Unit of Measure (UOM) 
 Quantity (estimated or actual) 
 Unit Price Field 
 Extended Total Field 
 Extended Description (for information specific to that line item) 
 Ship to/Bill to Addresses 

https://finance.ky.gov/services/policies/pages/default.aspx
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MAIN COMPONENTS OF 
RFP DOCUMENTS  
(CONT.) 

 Purpose and Background—The requesting unit provides explanation 
of the RFP’s purpose and a description of the current solution. 

 
 Scope of Work—The requesting unit submits this portion with the 

requisition document as detailed in PUR-303. 
 

 General Information—This section gives the vendor information on 
the solicitation process.  Information in this section may include, but is 
not limited to: 

 
 Evaluation Criteria—This section explains the technical and cost 

proposal scoring criteria. 
 Schedule of RFP Activities—This section provides dates for RFP 

distribution, written questions, and proposal submission. 
 Proposal Submission—This section explains what the vendor shall 

provide in their responses. 
 

• Signed original proposal by mail or hand delivery 
• Signed addenda (if applicable) 
• Name, Social Security or FEIN number, address, email address, 

and telephone number 
• Any mandatory requirements 

 
Note:  These requirements differ on each RFP depending on the 
requesting unit’s needs. 

 
• Technical Proposal 
• Cost Proposal 
• Annual Affidavit for Bidders, Offerors, and Contractors (KRS 

45A.485 Certification Form) (Exhibit 9015) 
• Required Affidavit for Bidders, Offerors, and Contractors 

Claiming Resident Bidder Status (if applicable) (Exhibit 9020) 
• Required Affidavit for Bidders, Offerors, and Contractors 

Claiming Qualified Bidder Status (if applicable) (Exhibit 9021) 
 

 Evaluation Process 
 

 Contract Terms and Conditions—This is standard boilerplate language 
incorporated in the contract and addresses: 
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MAIN COMPONENTS OF 
RFP DOCUMENTS (CONT.) 

 Proposed Contract Term 
 Renewal Period (if applicable) 
 Contract Modifications 

 
 Personal Service Contract Standard Terms and Conditions—The FAC 

provides the following required clauses: 
 

 Social Security and Violation of Tax and Employment Laws 
 Protest Information 
 Cancellation Clause 
 LRC Policies 
 Campaign Finance 
 Funding Out Provision 
 Discrimination 

 
 Attachments—Examples of documents found in this section include: 

 
 Required Affidavit for Bidders or Offerors 
 Cost Proposal form (if applicable) 

 
RFP PROCESS Requests for proposal shall be processed as follows: 
 

1. The requesting unit submits all required information with the 
requisition document in eMARS to the Division of Purchases. 

 
2. The Division of Purchases’ assigned buyer reviews all information 

submitted with the requisition document for correctness and 
completeness. 

 
3. If the submitted information complies with procurement 

requirements, the buyer will assemble the RFP and submit it in eMARS 
for approval by Division of Purchases’ management. 

 
4. The Division of Purchases’ Director, or designee, approves the RFP in 

eMARS. 
 

5. RFP posts to the Commonwealth’s Vendor Self Service website for 
public notification.  (Exhibit 9017) 

 
6. eMARS Vendor Self Service sends a system-generated email 

notification to all vendors registered for the commodity or service 
being solicited. 
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RFP PROCESS (CONT.) 
Note: The Division of Purchases’ buyer may elect to send a courtesy 
email to suggested vendors and those vendors who have expressed an 
interest in bidding the solicited commodity or service.  This email is not 
required. 

 
7. Generally, the RFP posts for a period of 14 calendar days.  However, 

with proper justification a requesting unit may request a shorter 7- or 
10-calendar-day posting.  For complex procurements, longer postings 
can also be requested. 

 
Note:  Procurements utilizing federal funds require posting for a 
minimum of 21 calendar days. 

 
8. Vendors may submit written questions to the buyer of record prior to 

a deadline specified in the solicitation document.  The Division of 
Purchases will address salient questions in the form of a solicitation 
addendum.  The solicitation closing date shall be a minimum of 7 
calendar days following the last addendum post date. 

 
9. Following the closing time, the buyer reviews any responses received 

for the RFP.  Proposals that are deemed responsive will be further 
evaluated by the Evaluation Committee. 

 
Note:  RFPs are not opened and read publicly. 

 
PUR-402 details the RFP evaluation process.  PUR-403-3 details RFP final 
processing. 
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Section 
 

SPECIALIZED PROCUREMENTS 

Subject 
 

Air Charters 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 174.504, KRS 174.506 
 
AIR CHARTERS As provided in KRS 174.504, the Capital City Airport Division is the only 

agency in state government authorized to procure and arrange for air 
charters. 

 
If another agency has a need for an air charter, that agency shall email 
the Capital City Airport Division Assistant Director a request that includes: 

 
 Description of the need for the air charter 
 Dates of service 
 Funding strip to which the interaccount should be charged 
 Other pertinent information 

 
 

 

https://apps.legislature.ky.gov/lrcsearch
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Section 
 

SPECIALIZED PROCUREMENTS 

Subject 
 

Printing Procurement 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 111-12-00, KRS 57.011, KRS 57.091 
 
PRINTING All printing requests shall follow the following procedure: 
 

1. The requesting unit submits a completed Design/Print Request to 
Kentucky Design and Print Services (KDPS) for all printing services.  
KDPS either processes the request or sends an email denying the 
request as a service not provided by their division (GAP-1006). 

 
2. The requesting unit completes an SPR1 (PUR-107-1) for the printing 

service.  The requesting unit selects “Printing” in the “Type of 
Request” field, notes whether or not KDPS is able to provide the 
requested services in the “Purpose and Justification” section of the 
SPR1 document. The submitted SPR1 routes to KDPS for approval. 

 
3. If KDPS can perform the requested service in their office, they 

approve the SPR1 and process the request.  If the SPR1 is denied, 
KDPS adds a document comment that provides additional information 
and instructions to the requesting unit. 

 
4. If KDPS cannot perform the requested printing service, they approve 

the SPR1 for outside printing. The requesting unit then proceeds with 
the purchase either by using the small purchase authority or by 
submitting a purchase requisition (RQS) for the requested services 
and attaches the approved SPR1. 

 
Requesting units shall not procure printing services, for any amount, 
with an external vendor without approval from Kentucky Design and 
Print Services. 

 
 

 

https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/General%20Administration%20and%20Personnel.pdf
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Section 
 

SPECIALIZED PROCUREMENTS 

Subject 
 

Lease or Rental of Equipment 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 111-52-00, FAP 111-09-00 (6), FAP 111-35-00 
 
SHORT-TERM 
LEASE OR RENTAL Short-term equipment rental or lease of nonproprietary equipment 

without operator for no more than 6 months is a standing determination 
of not practicable or feasible to bid as defined in FAP 111-09-00 (6).  
Although short-term equipment meets the procurement requirement as 
a “standing determination of not practical or feasible to bid,” the Cabinet 
strongly encourages requesting units to follow sound procurement 
practices when making these purchases, including: 

 
 Taking quotes if the needed equipment is available from more than 

one vendor in the local area 
 

 Basing the decision to purchase on lowest prices and availability of 
equipment 

 
For these purchases, the requesting unit prepares a purchase order 
document per PUR-403-1. 

 
LONG-TERM 
LEASE OR RENTAL Any requirement for equipment rental greater than 6 months shall be 

competitively bid, unless otherwise directed by the Division of Purchases’ 
Director. 

 
COPIER LEASES Copier leases are based on all state agency master agreements 

established by the Finance and Administration Cabinet, Office of 
Procurement Services.  These leases may contain a buy option at the end 
of the lease. Copier leases are generally for a 5-year term and can include 
maintenance and other supplies, such as toner.  Paper and staples would 
not be included in the lease agreement.  All copier leases are procured 
through Kentucky Design and Print Services.  

https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
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REFERENCES FAP 111-52-00 further details policies and procedures for the lease and 
rental of equipment and services.  For short-term equipment rental, see 
FAP 111-09-00 (6). 

 
 

 

https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
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Section 
 

SPECIALIZED PROCUREMENTS 

Subject 
 

Meeting- & Travel-Related Expenses 

 
STATUTORY & 
REGULATORY 
AUTHORITY 200 KAR 2:006 Section 6 
 
MEETING- & 
TRAVEL-RELATED 
EXPENSES Procurements for meeting rooms and group lodging for official Cabinet 

business may be made through the authority provided within 200 KAR 
2:006, Section 6. 

 
Prior to the procurement of meeting rooms and group lodging, 
employees shall obtain approval in accordance with the Accounts 
Guidance Manual, ACC-402, “Authorization to Travel” and ACC-408, 
“Meeting-Related Expenses.” 

 
KYTC employees may independently contract with hotels, motels, and 
other establishments for the occupancy and use of one or more rooms by 
a group of four or more state employees engaged in official business 
away from their official workstations.  However, regardless of the 
amount, all group lodging requires prior approval from KYTC Office of 
Budget and Fiscal Management. 

 
If the total cost of the group lodging or meeting rooms exceeds $5,000, 
three price quotes must be obtained in advance of the meeting.  The 
requesting unit shall create a PO (PUR-201) with travel approval and 
quotes attached.  If less than three quotes are obtained, justification 
documentation shall be attached.  Hotels and motels generally require a 
PO (regardless of the amount of purchase) to hold the reservation. 

 
The Accounts Guidance Manual (ACC-400, “Travel”) details KYTC travel 
policies. 

 
 

 

https://apps.legislature.ky.gov/lrcsearch
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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Section 
 

SPECIALIZED PROCUREMENTS 

Subject 
 

Copier Procurement & Disposal 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 111-13-00 
 
COPIER 
PROCUREMENT 
& DISPOSAL Kentucky Design and Print Services coordinates any additions or 

reductions in the number of copy machines.  Refer to the General 
Administration and Personnel Manual (GAP-1305). 

 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/General%20Administration%20and%20Personnel.pdf
https://finance.ky.gov/services/policies/pages/default.aspx
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Section 
 

SPECIALIZED PROCUREMENTS 

Subject 
 

Small Construction 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.030 (4), KRS 45A.035 
 
POLICY Small purchases for construction, as defined under KRS 45A.030 (4), may 

be made in accordance with these procedures without prior approval of 
the Finance and Administration Cabinet. 

 
Procurements under the small construction purchase procedures must 
include both labor and materials. 

 
All small construction, excluding rest area construction projects, must be 
coordinated through the Division of Facilities Support, as detailed in the 
General Administration & Personnel Manual (GAP-1211, “New Cabinet 
Facilities Construction”). 

 
Rest area construction projects must be submitted through the Division 
of Maintenance, as detailed in the Maintenance Guidance Manual 
(MAIN-603, “Rest Areas, Truck Rest Havens, & Weigh Stations”). 

 
Exhibit 9012 shows KYTC Division of Purchases’ dollar limitations for 
small construction purchases. PUR-107-3 details bonding requirements. 

 
For small construction purchases, requesting units shall: 

 
 Follow the procedures outlined in PUR-201 if the request amount is 

less than $10,000 
 

 Follow the procedures outlined in PUR-301, if the request exceeds 
$10,000 

 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/General%20Administration%20and%20Personnel.pdf
https://apps.legislature.ky.gov/lrcsearch
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Maintenance.pdf
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Section 
 

SPECIALIZED PROCUREMENTS 

Subject 
 

Technology 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 111-10-00 (7), FAP 111-15-00 
 

PURCHASE APPROVAL A SPR1 document is required for all Information Technology purchases 
exceeding $1,000.  (PUR 107-1) 

 

PROCURING SOFTWARE 
AND HARDWARE- & 
SOFTWARE-RELATED 
SERVICES All procurement requests for the purchase, lease, licensing, or rental of the 

following, regardless of cost, must be reviewed and approved by the KYTC 
Office of Information Technology prior to purchase: 

 
 Software 

 
 Computer hardware- and software-related services as defined in FAP 

111-15-00 (such as training, programming support service, 
maintenance agreements, etc.) 

 
PROCURING 
TECHNOLOGY-RELATED 
EQUIPMENT All procurement requests for the purchase, lease, licensing, or rental of 

computers, computer-related equipment, and office automation 
equipment greater than $500 must be reviewed and approved by the KYTC 
Office of Information Technology (OIT) prior to purchase. 

 

Requesting units shall follow the procurement procedures in PUR-201 to 
obtain the above equipment procurements for amounts less than $500. 

 

Due to security implications, all procurement requests for thumb drives 
and external storage devices, regardless of cost, must be reviewed and 
approved by OIT prior to purchase.  In addition to procurement, OIT is 
responsible for the maintenance, distribution, inventory, and disposal of 
these devices. 

https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx


SPECIALIZED PROCUREMENTS 

Technology PUR-307-7 
 

 

03/19  Page 2 of 2 

IT REQUESTS Each division has an assigned IT requestor, through which all IT requests 
shall be made. 

 
1. The IT requestor shall submit a request via the Heat Request System 

for review and approval.  Each request should include proper 
justification and technical specifications for items and services 
requested and funding if applicable. 

 
2. Upon approval, OIT will prepare the necessary procurement 

documents in eMARS following the procedures detailed in PUR-201 
(for amounts less than $5,000) or in PUR-301 (for amounts greater 
than $5,000). OIT then forwards the documents to the Division of 
Purchases. 

 
3. The Division of Purchases will forward the documents to the Finance 

and Administration Cabinet, Office of Procurement Services, as 
appropriate for review and processing. 

 
4. OIT will notify the requesting office of a request’s approval or denial. 

 
FAP 111-15-00 provides further details for technology procurements. 

 
 

 

https://finance.ky.gov/services/policies/pages/default.aspx
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Chapter 
 

COMPETITIVE PROCUREMENTS 

Subject 
 

Emergency Purchases 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.095, 200 KAR 5:309, FAP 111-39-00 
 
DEFINITION Emergency Purchase per 45A.095—A situation which creates a threat or 

impending threat to public health, welfare, or safety such as may arise by 
reason of fires, floods, tornadoes, other natural or man-caused disasters, 
epidemics, riots, enemy attack, sabotage, explosion, power failure, energy 
shortages, transportation emergencies, equipment failures, state or 
federal legislative mandates, or similar events. 

 

Poor planning does not constitute an emergency. 
 

PROCESS The following details emergency purchases procedures: 
 

1. When an emergency occurs per FAP 111-39-00, the requesting unit 
contacts the Division of Purchases immediately or on the next business 
day if the emergency occurs on a weekend or holiday.  The requesting 
unit documents the pertinent facts concerning the emergency, 
including but not limited to: 

 

 Description of emergency 
 When did the situation become an emergency 
 Specific location (including road or route number, name, milepoint, 

etc.) 
 Digital pictures, when possible 

 

2. When feasible, the requesting unit keeps the Division of Purchases 
informed throughout the process. 

 

3. Per FAP 111-39-00, the requesting unit gets quotes to the extent 
practical (depending upon the impending threat to the public) and uses 
the TC 73-102 form, “Agency Request for Quotation” (Exhibit 9002) to 
enable the Division of Purchases to have all the necessary information 
from the vendor (including their quote and signature). 

 

https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
https://apps.legislature.ky.gov/lrcsearch
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PROCESS (CONT.) The quote form shall state all requirements specific to the quote 
including, but not limited to: 

 

 Certificate of General Liability and Worker’s Compensation 
Insurance 

 Required Affidavit for Bidders, Offerors, or Contractors 
 Note that the successful vendor will be contacted and may be 

required to provide a performance bond and payment bond in the 
amount of the contract prior to performing any work 

 Note that the vendor may be required to pay employees prevailing 
wage rates (PUR-107-5) 

 

4. The requesting unit shall send quotes and certificates of insurance to 
the Division of Purchases for review prior to notifying the contractor to 
begin work, if possible. 

 

5. If the emergency occurs during the work week, the Division of 
Purchases reviews the quotes and authorizes the requesting unit to 
contact the successful vendor.  If required, the vendor provides 
performance and payment bonds at that time.  Following receipt of the 
appropriate bonds, the vendor can be authorized to begin work. 

 

If the emergency occurs during nonworking hours, the requesting 
unit’s office or department head (or their designee) reviews the quotes 
and authorizes work. 

 

6. Per FAP 111-39-00(4), the requesting unit’s office or department head 
sends a letter to the Division of Purchases’ Director that includes 
(Exhibit 9003): 

 

 An explanation of the emergency condition (with specifics 
included, such as name of road, etc.) 

 All documentation gathered in Step 1 above 
 Name of vendor selected 
 Estimated cost of total purchase 
 Other price quotes that were obtained 
 Basis for selection of vendor 

 

7. Using the information provided in the letter, the Division of Purchases 
drafts a memorandum to the Finance and Administration Cabinet (FAC) 
Secretary from the Transportation Cabinet Secretary requesting 
permission to process the purchase as an emergency purchase.  After 
obtaining the Transportation Cabinet Secretary’s signature, the 
Division of Purchases sends the memorandum to the FAC Secretary for 
review and approval. 

 

Note:  The requesting unit’s office or department head forwards their 
signed memorandum to the Division of Purchases and emails the 
original word document to the Division of Purchases’ Director. 

https://finance.ky.gov/services/policies/pages/default.aspx
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PROCESS (CONT.) 
8. After receiving approval from FAC, the Division of Purchases notifies 

the requesting unit to prepare a purchase order (PO) document in 
eMARS (using FAP 111-39-00 as the cited authority for the PO) with 
approval letters, and required affidavit scanned and attached at the 
header. 

 
9. When the PO is in final status, the requesting unit mails or emails a 

copy of the PO to the vendor. 
 

10. After all work is completed and the vendor submits a proper invoice, 
the requesting unit makes payments against that PO contract. 

 
 

 

https://finance.ky.gov/services/policies/pages/default.aspx
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Chapter 
 

CONTRACT AWARDS 

Subject 
 

Request for Bid (RFB) Evaluation Process 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.325, KRS 45A.340, KRS 45A:345, KRS 45A.455, KRS 11A.040 (4), 

200 KAR 5:306, FAP 111-35-00 
 
GENERAL Contracts shall be awarded to the qualified responsible, responsive 

bidder whose bid is the best-evaluated bid as designated in the 
solicitation as the basis for award.  The objective, measurable criteria to 
be utilized shall be set forth in the solicitation. 

 
RESPONSIBLE BIDDER As defined by KRS 45A:345 (19) "Responsible bidder or offeror" means a 

person who has the capability in all respects to perform fully the contract 
requirements, and the integrity and reliability which will assure good 
faith performance. 

 
RESPONSIVE BIDDER As defined by KRS 45A:345 (20) "Responsive bidder" means a person who 

has submitted a bid under KRS 45A.365 which conforms in all material 
respects to the invitation for bids, so that all bidders may stand on equal 
footing with respect to the method and timeliness of submission and as 
to the substance of any resulting contract. 

 
REJECTION OF BIDS The buyer of record responsible for the procurement shall examine bids 

for any clerical or technical errors, review them for technical compliance 
with the terms of the solicitation, and evaluate the supplies or services 
bid for conformity with the specifications in the solicitation. 

 
Any questions the buyer of record may have about any matter shall be 
clarified in writing by the bidder.  Any bidder who fails or refuses to give a 
written clarification or explanation shall not be considered for award on 
that solicitation.  The written clarification or explanation of a bid, or a 
part of a bid, shall become part of the bid file and any contract awarded 
from that bid. 

 
 

https://finance.ky.gov/services/policies/pages/default.aspx
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
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REJECTION OF BIDS 
(CONT.) The following items are cause for immediate rejection of a bid: 
 

 Conflict of interest—Contracts with the Commonwealth, in which 
members of the General Assembly, certain state officers, or state 
employees have interests, are limited by the state constitution and 
statutes governing conflict of interest. 

 
No vendor or anyone who submits or intends to submit a bid shall 
give or offer to give, directly or indirectly, any money, article, or other 
things of value to any officer or employee of the Commonwealth 
involved in the procurement process. 

 
 Collusive bids—As defined by KRS 45A.325, “any agreement or 

collusion among bidders or prospective bidders which restrains, tends 
to restrain, or is reasonably calculated to restrain competition by 
agreement to bid at a fixed price, or to refrain from bidding, or 
otherwise, is prohibited.” 

 
 Other causes for rejection—A bid shall be rejected for any of the 

following reasons: 
 

 A bid fails to conform to the essential requirements of a 
solicitation. 

 
 A bid does not conform to the specifications contained or 

referenced in a solicitation, unless the solicitation authorized the 
submission of alternative bids and the items offered as 
alternatives meet the requirements specified in the solicitation. 

 
 A bid fails to conform to a delivery schedule established in a 

solicitation. 
 

 A bid imposes conditions that modify the terms and conditions of 
the solicitation or limit the bidder’s liability to the Cabinet on the 
contract awarded on the basis of such solicitation. 

 
 A bidder fails to furnish guarantees or warranties as required by 

the solicitation. 
 
 
 
 
 

https://apps.legislature.ky.gov/lrcsearch
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CURABLE 
DEFICIENCIES The following items are deficiencies that would not necessarily cause a 

bid to be rejected: 
 

 Technicalities or irregularities in bids—Technicalities, minor 
irregularities, or immaterial deviations or variations in the precise 
requirements of the solicitation that have trivial, negligible, or no 
effect on price, quality, quantity, or delivery of supplies or 
performance of the service being performed may be waived by the 
purchasing official if it is determined to be in the Cabinet’s best 
interest.  This waiver may be permitted only if it does not affect the 
material substance of a bid and is not prejudicial to other bidders.  
The buyer of record may give a bidder an opportunity to cure any 
deficiency resulting from a technicality or minor irregularity in the 
bid. 

 
 Mistakes—Per 200 KAR 5:306, if a mistake in a bid is claimed, and the 

buyer of record determines that a material mistake was made in the 
bid and that due to this mistake, the bid submitted was not the bid 
intended, the bidder shall be permitted to withdraw the bid. 

 
If a mistake in a bid is claimed after the award and execution of a 
contract, the contractor shall be required to perform according to the 
terms and conditions of the contract, unless it is determined in 
writing by the Finance and Administration Cabinet that a material 
mistake had been made in the original bid and the contractor will 
sustain a financial loss if required to perform the contract according 
to its terms. 

 
RFBS RECEIVING 
NO BIDS When an RFB receives no bids, the bid clerk gives the file to the assigned 

buyer. The buyer then contacts the requesting unit to notify them no bids 
were received.  The requesting unit can then check their specifications 
for accuracy, verify vendor selection, and submit a new RQS.  Each 
situation is different and the Division of Purchases will work with the 
requesting unit to determine the best method of procurement. 

 
EVALUATION PROCESS Once the buyer receives the bid file back from the bid clerk following the 

public bid opening, the following procedure occurs: 
 

1. The buyer creates an evaluation document in eMARS. 
 

2. The buyer evaluates each bid for vendor responsibility and bid 
responsiveness. 

https://apps.legislature.ky.gov/lrcsearch
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EVALUATION PROCESS  
(CONT.) Note: Prior to contract award for any federally funded procurement 

of $100,000 or more, the buyer of record ensures that the successful 
vendor is not debarred from doing business with federal agencies.  An 
agency may access the List of Parties Excluded from Federal 
Procurement and Nonprocurement Programs on the United States 
General Services Administration (GSA) website 
(https://www.epls.gov) to verify that the vendor is not debarred.  See 
FAP 111-59-00. 

 
3. The buyer generates a bid tabulation and scores each bid based on 

the evaluation criteria established in the RFB document. 
 

4. The buyer contacts the requesting unit with the highest evaluated 
bidder’s information. 

 
5. The requesting unit reviews the product or service information 

provided to ensure the bid conforms to the solicitation specifications. 
 

6. The buyer creates a Determination and Finding (D&F) to document 
decisions and findings made during the evaluation process. 

 
7. If the bid is accepted, the buyer creates the contract or master 

agreement and submits it for approval.  If the bid is not accepted due 
to failure to meet specifications, the next highest evaluated bidder’s 
information is sent for approval.  If no responsible, responsive bids 
are received, all bids may be rejected. 

 
PUR-403-1 details completion procedures for one-time contracts.  
PUR-403-2 details completion procedures for master agreements. 

 
A solicitation may be cancelled if determined to be in the 
Commonwealth’s best interest by the buyer of record. If cancelled, a new 
solicitation may be issued containing the same or revised specifications.  

 
Note:  The buyer may request written clarification regarding any part of 
the bid, if at any time during the evaluation process it is determined 
necessary. 

 
 

 

https://finance.ky.gov/services/policies/pages/default.aspx
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Chapter 
 

CONTRACT AWARDS 

Subject 
 

Request for Proposal (RFP) 
Evaluation Process 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.085, KRS 45A.340, KRS 45A.345, KRS 45A.370, KRS 45A.375 KRS 

45A.455, KRS 11A.040 (4), 200 KAR 5:307, FAP 111-57-00, FAP 111-43-00 
 
GENERAL Contracts shall be awarded to the responsible offeror whose proposal is 

determined in writing to be the most advantageous to the 
Commonwealth, taking into consideration price and the evaluation factors 
set forth in the requests for proposals (RFPs). 

 
RESPONSIBLE OFFEROR As defined by KRS 45A:345 (19), "Responsible bidder or offeror" means a 

person who has the capability in all respects to perform fully the contract 
requirements, and the integrity and reliability which will assure good faith 
performance. 

 
REJECTION OF 
PROPOSALS The buyer of record responsible for the procurement shall examine 

proposals for any clerical or technical errors and ensures all necessary 
components were included. 

 
Any questions the buyer of record may have about any matter shall be 
clarified in writing by the offeror.  Any offeror who fails or refuses to give, 
within a reasonable time, a written clarification or explanation of the 
proposal, shall not be considered for further award on the basis of that 
solicitation.  The written clarification or explanation of a proposal, or a part 
of a proposal, shall become part of any contract awarded on the basis of 
that proposal. 

 
The following items are cause for immediate rejection of a proposal: 

 
 Conflict of interest—Contracts with the Commonwealth, in which 

members of the General Assembly, certain state officers, or state 
employees have interests, are limited by the state constitution and 
statutes governing conflict of interest. 

https://finance.ky.gov/services/policies/pages/default.aspx
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
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REJECTION OF 
PROPOSALS (CONT.) 

No vendor or anyone who submits or intends to submit a proposal shall 
give or offer to give (directly or indirectly) any money, article, or other 
things of value to any officer or employee of the Commonwealth 
involved in the procurement process. 

 

 Other causes for rejection—A proposal shall be rejected for any of the 
following reasons: 

 

 A proposal fails to conform to the essential requirements of a 
solicitation. 

 

 A proposal imposes conditions that modify the terms and 
conditions of the solicitation or limit the offeror’s liability to the 
Cabinet on the contract awarded on the basis of such solicitation. 

 
EVALUATION PROCESS After the closing date and time, proposals are opened by the buyer of 

record. 
 

1. When required, the buyer of record verifies that offerors are on a 
prequalification list supplied by the requesting unit. 

 

2. The buyer of record verifies that the submitted proposal includes a cost 
proposal (if required), a technical proposal, and all other required 
information.  Proposals that are deemed responsive will be further 
evaluated by the Evaluation Committee. 

 

3. The requesting unit shall provide a technical evaluation committee 
comprised of at least 2 subject matter experts (SMEs); however, the 
Division of Purchases recommends 3—5 SMEs. 

 

4. The buyer of record has each evaluation committee member sign a TC 
73-138 form, Solicitation Evaluation Procedure and Confidentiality 
Statement (Exhibit 9013), and TC 73-137 form, RFP Evaluator 
Acknowledgment (Exhibit 9028), and then distributes copies of each 
technical proposal received and an evaluation score sheet to each 
member. 

 

5. Prior to the evaluation committee meeting, the buyer of record 
completes the cost proposal evaluation. 

 

6. A meeting of the evaluation committee is held to reach a consensus 
score for all evaluation criteria for each offeror and to provide 
comments to support scores.  The buyer of record compiles the scores 
and comments on a spreadsheet.  Each evaluator shall sign the printed 
evaluation sheet. 
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EVALUATION PROCESS 
(CONT.) 

7. The buyer of record reveals the cost evaluation to the committee after 
determining the technical consensus scores. 

 

8. If the cost is acceptable and the head of the requesting unit is in 
agreement, an award is made to the offeror with the highest evaluated 
score. 

 

9. If the cost is unacceptable, negotiations may take place. 
 

Note:  Negotiations shall begin with the highest evaluated vendor first. 
Negotiations do not have to be face to face.  For price negotiations, it 
is best to have the vendor propose a lower price rather than asking for 
a certain price.  If the vendor does not wish to negotiate or if the parties 
cannot reach an agreeable price, negotiations discontinue, and buyer 
of record moves to the next highest scoring vendor. 

 

10. The buyer of record gives the proposals to the bid clerk to enter into 
eMARS. 

 

11. The buyer creates a Determination and Finding (D&F) to document 
decisions and findings made during the evaluation process. 

 

12. The buyer of record creates an EV document in eMARS and attaches 
the signed evaluation documents, the determination and findings, and 
the cost proposal score sheet. 

 

13. Then the buyer of record creates a personal service contract (a PON2 
document in eMARS) and routes for appropriate signatures and 
approvals. 

 
PUR-403-3 details the components of PON2 documents and the process 
completion. 

 

A solicitation may be cancelled if determined to be in the Commonwealth’s 
best interest by the buyer of record. If cancelled, a new solicitation may be 
issued containing the same or revised scope of work. 

 

Note:  The buyer of record may request written clarification regarding any 
part of the proposal, if at any time during the evaluation process it is 
determined necessary. 
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Section 
 

CONTRACT TYPES 

Subject 
 

One-Time Contracts 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.135 
 
ONE-TIME PURCHASE Requesting units develop one-time contracts to obtain commodities and 

nonprofessional services ordered on a one-time basis.  Purchase contracts 
are originated when the Cabinet obligates itself to purchase a specific 
quantity or amount at a specific price.  All references to a specific purchase 
contract shall include the applicable contract number.  These contracts 
may begin with the letters PO or CT. 

 
Requesting units create purchase order (PO) documents following the 
official quote process and review by the Division of Purchases for final 
approval.  PUR-201 provides more information on POs. 

 
Following the submittal of a purchase requisition (RQS) from a requesting 
agency, the Finance and Administration Cabinet’s (FAC’s) Office of 
Procurement Services (OPS) or Division of Engineering and Contract 
Administration (DECA) creates contract documents (CT) for non-delegated 
commodities and services over KYTC’s small purchase authority. 

 
Following the submittal of a RQS from a requesting agency, the Division of 
Purchases creates contract documents (CT) for delegated commodities 
and services. (PUR-104) 

 
PURCHASE ORDER The purchase order (PO) is the contract document used to award from 

quote following the small purchase procedure for procurements between 
$5,000.00 and $10,000.00, as detailed in PUR-201. 

 
Requesting units shall not use a PO to obtain goods or nonprofessional 
services covered by an existing contract. 

 
 
 

https://apps.legislature.ky.gov/lrcsearch
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PURCHASE ORDER 
(CONT.) Requesting units also use POs for competitive bidding exceptions, as 

detailed in PUR-202: 
 

 FAP 111-08-00 Specified by Law or Regulation 
 

 FAP 111-09-00 Standing Determination of Not Practicable or Feasible 
 

 FAP 111-10-00 Sole Source 
 

Completing the TC 73-102 form, Agency Request for Quotation (Exhibit 
9002) is the first step in the procurement process to purchase those 
commodities or services exceeding a requesting unit’s single quote small 
purchase authority. 

 
Usage of the TC 73-102 ensures consistency in all the quotes and 
guarantees all vendors are given the same information.  It also requires 
vendors to abide by KYTC’s terms and conditions and clearly instructs 
potential vendors to include delivery charges in their unit price. 

 
After receiving the quotes, the requesting unit evaluates the quotes and 
then prepares a PO document in eMARS. 

 
MAIN COMPONENTS 
OF PO DOCUMENTS All PO documents shall contain: 
 

 Header Section: 
 

 Document Description 
 Procurement Type (see Exhibit 9019 for list) 
 Cited Authority, such as: 

 
• FAP 111-55-00-S for small purchase for services 
• FAP 111-55-00-G for small purchase for goods 
• FAP 111-08-00 thru FAP 111-10-00 for noncompetitive 

procurements 
• KRS 45A.100-RFQ(M)-G  (goods) 
• KRS 45A.100-RFQ(M)-S  (services) 

 
 Agency Contact Information (requesting unit) 

 
 Vendor Section—Vendor field is populated with the vendor from 

which the requesting unit wishes to make the purchase.  This is 
generally the vendor that submitted the lowest price unless other 
factors were identified on the quote form for determining the award. 

https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx


CONTRACT TYPES 

One-Time Contracts PUR-403-1 
 

 

03/19  Page 3 of 6 

MAIN COMPONENTS OF 
PO DOCUMENTS (CONT.) 

 Terms and Conditions—Enter SMAWRD in the T&C field.  This is 
standard boilerplate language incorporated into the contract in full 
text. 

 

 Commodity/Service Line Item(s)—This section provides the following 
for each requested item: 

 

 Line Item Description 
 Commodity Code 

 

Note:  The following FAC website provides an Excel spreadsheet 
(via the link, “Commodity Class Codes and Descriptions”) that 
includes all possible commodity codes: 

 

http://finance.ky.gov/services/eprocurement/Pages/doingbus
iness.aspx 

 

 Unit of Measure (UOM) (Commodity) 
 Quantity – actual (Commodity) or Service Dates (Service) 
 Unit Price Field (Commodities) or Contract Amount (Service) 
 Extended Total Field 
 Extended Description for information specific to that line item 
 Ship to/Bill to Addresses 

 

 Accounting Information—This section requires the valid and accurate 
accounting string for the requesting office. 

 

 Forms/Attachments at the Header—Examples of documents found in 
this section are: 

 

 All quotes received 
 Determination & Finding for Small Purchase Spreadsheet (Service 

Disabled Veterans & Ethic Minority Business Process) (PUR-201) 
(Exhibit 9026) 

 Annual Affidavit for Bidders, Offerors, and Contractors (Exhibit 
9015) 

 Approved SPR1 (PUR-107-1), if required 
 Recycled Content Form (Exhibit 9014), if required per 200 KAR 

5:330 (PUR-107-6) 
 

Note:  The requesting unit shall attach all received quotes to the 
header when submitting the PO document for approval. If there are 
fewer than three quotes, the requesting unit shall add a document 
comment justifying the reason for fewer than three quotes. 

 

https://finance.ky.gov/services/eprocurement/pages/doingbusiness.aspx
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PROCEDURE Once it is determined that a PO needs to be created, the following 
procedure applies: 

 
1. The requesting unit prepares the PO document in eMARS and submits 

it for approval. 
 

2. The requesting unit’s office head or designee applies first-level 
approval in eMARS. 

 
Note:  The first-line approver shall ensure accurate funding codes for 
all lines submitted and the availability of funds.  The Division of 
Purchases is not responsible for funding information. 

 
3. The Division of Purchases reviews the PO and ensures: 

 
 An approved and current SPR1 is attached to the header if 

required. 
 

 The purchase complies with purchasing procedures. 
 

 The requesting unit obtained a minimum of three quotes or 
attached a document comment with justification for fewer than 
three quotes. 

 
 The required fields are accurately completed. 

 
 Appropriate documentation is attached to header. 

 
4. If all the required information is provided accurately, final approval will 

be applied to the PO.  If information is missing or incorrect, the PO will 
be rejected to the requesting unit. 

 
Note:  Some PO documents for noncompetitive procurements require 
final approval by the FAC’s Office of Procurement Services. 

 
Note:  It is the requesting unit’s responsibility to regularly monitor their 
work list for any documents that may have been rejected.  Failure to 
do so may slow the procurement process considerably. 

 
5. Once the PO is in “final” status, the requesting unit is responsible for 

getting the contract or order to the vendor (by email, fax, regular mail, 
etc.). 

 
The PO is the “official” contract document. 
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MAIN COMPONENTS OF 
CT DOCUMENTS All CT documents shall contain: 
 

 Header Section: 
 

 Document Description 
 Procurement Type (see Exhibit 9019 for list) 
 Cited Authority, such as: 

 
• FAP 111-35-00-G Competitive Sealed Bids – Goods 
• FAP 111-35-00-S Competitive Sealed Bids – Services 

 
 Requesting Office Contact Information (requestor) 
 Issuing Office Contact Information (buyer/issuer) 

 
 Vendor Section—Vendor field is populated with the vendor selected 

on the evaluation (EV) document with the best evaluated score for that 
RFB. 

 
 Terms and Conditions—This is standard language incorporated into 

the contract in full text. 
 

 Commodity/Service Line Item(s)—This section provides the following 
for each requested item: 

 
 Line Item Description 
 Commodity Code 

 
Note:  The following FAC website provides an Excel spreadsheet 
(via the link, “Commodity Class Codes and Descriptions”) that 
includes all possible commodity codes: 

 
http://finance.ky.gov/services/eprocurement/Pages/doingbus

iness.aspx 
 

 Unit of Measure (UOM) (Commodity) 
 Quantity –actual (Commodity) or Service Dates (Service) 
 Unit Price Field (Commodities) or Contract Amount (Service) 
 Extended Total Field 
 Extended Description for information specific to that line item 
 Ship to/Bill to Addresses 

 
 Accounting Information—This section requires the valid and accurate 

accounting string for the requesting office. 
 
 

https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/eprocurement/pages/doingbusiness.aspx
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MAIN COMPONENTS OF 
CT DOCUMENTS (CONT.) 

 Forms/Attachments at the Header—Examples of documents found in 
this section are plans, drawings, or photos. 

 
PROCEDURE After the evaluation of a RFB for a one-time contract has been finalized, 

the following procedure applies: 
 

1. The buyer copies information from the evaluation (EV) document to 
create a CT using the requesting office’s department and unit codes. 

 
2. The buyer prepares the CT in eMARS and submits it for approval. 

 
3. The buyer applies first-level approval in eMARS. 

 
4. A manager from the Division of Purchases checks the document for 

accuracy and applies final approval. 
 

5. Once the CT is in “final” status, the buyer is responsible for sending a 
copy to the vendor, the requesting office, and printing a copy for the 
bid file. 

 
6. The buyer should also attach the bid tabulation and determination and 

findings documents to the header of the EV document and submit to 
final.  

 
7. Upon receipt of a CT, the vendor is authorized to ship any commodities 

or begin work. 
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Section 
 

CONTRACT TYPES 

Subject 
 

Master Agreements 

 
STATUTORY 
AUTHORITY KRS 45A.135 
 
TERM CONTRACTS Master agreements (MAs) are a type of term contract in eMARS. 
 

Following a requesting unit’s submittal of a purchase requisition (RQS), 
the Finance and Administration Cabinet’s (FAC’s) Office of Procurement 
Services or the KYTC Division of Purchases establishes term contracts 
(price agreements) with vendors for supplying specific items or services 
at a definite price for a definite period, but normally without a guarantee 
of specific quantity. 

 
The following requirements and restrictions apply to term contracts: 

 
 The basic reason for the issuance of a term contract is the continuing 

need by any unit or units for a specific service or commodity over a 
fixed period.  It is mandatory upon all state units to buy from a term 
contract unless exemption is made optional in the contract. 

 
 A single-agency term contract may be issued by either FAC’s Office of 

Procurement Services or KYTC’s Division of Purchases for a specific 
commodity or service if the annual estimated expenditure justifies 
establishing a term contract. 

 
 Requesting units shall purchase items covered by term contracts only 

from the contract, unless the vendor cannot supply the items and the 
Division of Purchases grants approval, or unless otherwise specified 
by the contract terms and conditions (such as minimum order 
required, etc.). 

 
 Procurement requirements shall not be parceled (split) over a period 

of time in order to avoid the dollar limitations of this policy. 
 
 

https://apps.legislature.ky.gov/lrcsearch
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TERM CONTRACTS 
(CONT.) 

 Requesting units shall issue a delivery order before a delivery can be 
made against a master agreement. Requesting units shall not add 
additional items to the delivery order that are not listed on a 
specific master agreement. 

 
 Master agreements shall be written by and obtained from FAC’s 

Office of Procurement Services or the KYTC Division of Purchases. 
 
MAIN COMPONENTS 
OF MA DOCUMENTS All master agreement (MA) documents shall contain: 
 

 Header Section: 
 

 Document Description 
 Procurement Type 
 Cited Authority, such as: 

 
• FAP 111-35-00-G Competitive Sealed Bids – Goods 
• FAP 111-35-00-S Competitive Sealed Bids – Services 

 
 Requesting Office Contact Information (requestor) 
 Issuing Office Contact Information (buyer/issuer) 

 
 Renewal Period—This section shows how many renewal options are 

available and the dates for each period. 
 

 Authorized Department—This tab allows the Division of Purchases to 
enter the departments allowed to use this contract.   

 
 Authorized Unit—This tab is used when the Division of Purchases 

needs to limit use of a contract to a district or division. 
 

 Vendor Section—Vendor field is populated with the vendor selected 
on the evaluation (EV) document with the best evaluated score for 
that RFB. 

 
 Terms and Conditions—This is standard language incorporated into 

the contract in full text. 
 
 
 
 

https://finance.ky.gov/services/policies/pages/default.aspx
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MAIN COMPONENTS 
OF MA DOCUMENTS 
(CONT.) 

 Commodity/Service Line Item(s)—This section provides the following 
for each requested item: 

 
 Line Item Description 
 Commodity Code 

 
Note:  The following FAC website provides an Excel spreadsheet 
(via the link, “Commodity Class Codes and Descriptions”) that 
includes all possible commodity codes: 

 
http://finance.ky.gov/services/eprocurement/Pages/doingbus

iness.aspx 
 

 Unit of Measure (UOM) (Commodity) 
 Quantity 

 
Note:  Quantity will be zero, as there is no guaranteed quantity on 
MAs. 

 
 Unit Price Field 
 Extended Total Field 
 Extended Description for information specific to that line item 
 Ship to/Bill to Addresses 
 Delivery Days 

 
Note:  Some MAs with large numbers of items are created as catalog 
master agreements.  These documents will not have individual 
commodity lines, but instead a catalog will be attached to one of the 
commodity lines.  This catalog is an Excel spreadsheet with the list of 
all available items, unit prices, and delivery days. 

 
 Forms/Attachments at the Header—Examples of documents found in 

this section are: 
 

 Plans, Drawings, or Photos 
 Prevailing Wage Rates (if applicable) 

 
 
 
 
 

https://finance.ky.gov/services/eprocurement/pages/doingbusiness.aspx


CONTRACT TYPES 

Master Agreements PUR-403-2 
 

 

03/19  Page 4 of 4 

PROCEDURE After the evaluation of a RFB for an MA has been finalized, the following 
procedure applies: 

 
1. The buyer copies information from the evaluation (EV) document to 

create an MA document using Division of Purchases’ department and 
unit codes. 

 
2. The buyer prepares the MA document in eMARS and submits it for 

approval. 
 

3. The buyer applies first-level approval in eMARS. 
 

4. A manager from Division of Purchases checks the document for 
accuracy and applies final approval. 

 
5. Once the MA is in “final” status, the buyer is responsible for sending a 

copy to the vendor and the requesting office and for printing a copy 
for the bid file. 

 
6. The buyer should also attach the bid tabulation and determination 

and findings documents to the header of the EV document and 
submit to final. 

 
7. The vendor should not deliver any goods or perform any services until 

issuance of a delivery order.  (PUR-502) 
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Section 
 

CONTRACT TYPES 

Subject 
 

Personal Service Contracts 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.690, KRS 45A.695, KRS 45A.700, KRS 45A.705, KRS 45A.725, 200 

KAR 5:307, 200 KAR 5:309, FAP 111-43-00 
 
PERSONAL SERVICE 
CONTRACTS "Personal service contract" means an agreement whereby an individual, 

firm, partnership, or corporation is to perform certain services requiring 
professional skill or professional judgment for a specified period of time at 
a price agreed upon. It includes all price contracts for personal services 
between a governmental body or political subdivision of the 
Commonwealth and any other entity in any amount.  Small purchase 
authority does not apply to professional services. 

 
Personal service contracts (PSCs) are a type of term contract; they are 
processed as PON2 documents in eMARS.  These documents are subject to 
review by the Legislative Government Contract Review Committee (GCRC). 

 
Most PSCs are competitively negotiated through the request for proposal 
(RFP) process (PUR-306).  Other PSCs may be processed as “sole source” 
or “not practicable or feasible to bid.”  These exemptions are requested 
through the SPR1 process described in PUR-107-1. 

 
MAIN COMPONENTS 
OF PON2 DOCUMENTS All personal service contract (PON2) documents shall contain: 
 

 Header Section: 
 

 Document Description 
 Procurement Type (see Exhibit 9019 for list) 
 Cited Authority, such as: 

 
• FAP 111-43-00-STD Personal Service Contracts Standard 
• FAP 111-43-00-L Personal Service Contracts Legal 

https://finance.ky.gov/services/policies/pages/default.aspx
https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
https://finance.ky.gov/services/policies/pages/default.aspx
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MAIN COMPONENTS OF 
PON2 DOCUMENTS (CONT.) 

• FAP 111-43-00-03-STD PSC Sole Source or Emergency 
Exemption Standard 

• FAP 111-43-00-03-L PSC Sole Source or Emergency Exemption 
Legal 

• FAP 111-09-00-12 PSC Not feasible to bid 
• FAP 111-09-00-12-L PSC Legal Not feasible to bid 

 
 Requesting Office Contact Information (requestor) 
 Issuing Office Contact Information (buyer/issuer) 

 
 Vendor Section—Vendor field is populated with the vendor selected 

on the evaluation (EV) document with the best evaluated RFP. 
 

 Terms and Conditions 
 

 Line 1 – Enter FREE.  Attach any specific Terms and Conditions for 
the agreement. 

 Line 2 – Enter PSC.  This will attach the required PSC clauses as 
outlined by the Finance and Administration Cabinet’s (FAC’s) Office 
of Procurement Services. 

 
 Commodity/Service Line Item(s)—This section provides the following 

for each requested item: 
 

 Commodity Description and Code 
 Line Item Description 
 Line Type – Service 
 Contract Amount 
 Service From and To Dates 
 Ship to/Bill to Addresses 

 
 Supporting Documents 

 
♦ Annual Affidavit for Bidders, Offerors, and Contractors (Exhibit 

9015) 
♦ Signature Page 

 
 Proof of Necessity—This tab is used for reporting to the GCRC. 

 
♦ General Information 
♦ Source of Funds 
♦ Contract Cost Information 

https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
https://finance.ky.gov/services/policies/pages/default.aspx
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MAIN COMPONENTS 
OF PON2 DOCUMENTS 
(CONT.) 

♦ Justification 
♦ Contact Information 

 
 Forms/Attachments at the Header—Examples of documents found in 

this section are: 
 

 Completed Signature Page 
 Annual Affidavit for Bidders, Offerors, and Contractors (Exhibit 

9015) 
 Determination and Findings, if a RFP process was conducted 
 Approved SPR1, if required 

 
PON2 
PROCEDURES The following details PON2 procedures: 
 

1. A requesting unit submits to the Division of Purchases a RQS in eMARS 
that includes: 

 
 Funding Information 
 Scope of Work (SOW) (PUR-303) 
 Approved SPR1, if required (PUR-107-1) 
 Proof of Necessity (Exhibit 9027) 

 
Note: Requesting units shall not gather signatures from secondary 
parties (vendors). 

 
2. A buyer issues the RFP and evaluates the proposals, if needed.  PUR-

306 and PUR-402 provide further details on this process. 
 

3. A Division of Purchases’ buyer prepares the PON2 document in eMARS 
either from the evaluation (EV) document if RFP was issued or directly 
from RQS if sole source or not practicable to bid. 

 
4. The buyer routes the original hard copy for signatures by all parties. 

 
 Office of Legal Services (3-5 working days) 
 Vendor/Other Party (2-3 weeks) 
 Cabinet Secretary (2-3 weeks) 

 
5. PON2 document is submitted and routed for approvals in the eMARS 

system. 
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PON2 PROCEDURES 
(CONT.) 

6. Upon final approval, the contract is automatically filed with GCRC. 
 

Note:  Work shall not begin until the contract is fully approved, unless 
the contract amount is less than $10,000, which allows KYTC 30 days 
to finalize and file the contract with GCRC. 

 
7. GCRC meets once a month to review contracts submitted during the 

previous month.  GCRC has the authority to approve or deny the 
contract.  If the contract is denied by GCRC, no payments can be 
processed unless FAC overrides the denial. 

 
8. The buyer emails the finalized contract to the requesting unit, mails a 

copy to the vendor, and files the signed copy and finalized copy in the 
bid file. 

 
 

 



       PUR-501 
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Chapter 
 

POST AWARD 

Subject 
 

Contract Administration 

 
DEFINITION Contract administration is the management of all actions after the award 

of a contract that must be taken to assure compliance with the contract, 
such as timely delivery, acceptance of goods received, inspection of 
services performed, payment, contract closing, etc. 

 
CONTRACT 
MANAGER Every requesting unit should designate a programmatic contract manager 

for each contract.  The contract manager is responsible for: 
 

 The performance to be achieved through the contract 
 

 Enforcing adherence to the contract terms and conditions 
 

 Serving as a liaison with the contractor 
 

The contract manager is the agency’s front-line resource to ensure 
proper performance and that the Cabinet is paying for what was required 
in the contract. 

 
BUYER The buyer is the point of contact within the Division of Purchases for all 

communications related to the contract.  Renewals, modifications, or 
terminations must come through the buyer to be valid and enforceable. 

 
PROCEDURE For all types of contracts, the contract manager shall: 
 

1. Read and understand the contract, including but not limited to: 
 

 KYTC’s responsibilities for that contract 
 

 All applicable delivery and service requirements and any penalty 
clauses 
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PROCEDURE (CONT.) 
2. Ensure proper documentation is collected and maintained, including 

but not limited to: 
 

 Emails and letters 
 

 Notes of telephone conversations that include date, time, vendor 
representative’s name, and brief summary of call 

 
 Notes and minutes for any meetings with the vendor 

 
3. Initially communicate with the vendor to clearly establish 

expectations and reiterate expectations and requirements 
throughout the life of the contract to the vendor as applicable 

 
4. Communicate any problems or any need for a modification with the 

buyer (PUR-507) 
 

5. Issue delivery orders and inspect deliveries received or services 
performed (PUR-502 and PUR-503) 

 
6. Measure performance as detailed in PUR-504 

 
7. Review vendor invoices and issue payment (PUR-505 and PUR-508) 

 
 

 



       PUR-502 
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Chapter 
 

POST AWARD 

Subject 
 

Purchases against Master Agreements 

 
POLICY Procurements against term contracts can be made using the following 

methods: 
 

 Delivery Order (DO)—Delivery orders are the recommended method 
to order commodities or services from a master agreement (MA).  A 
delivery order is an official order and encumbers funds to ensure 
available funds for the payment.  It authorizes the vendor to deliver 
and invoice the specified commodity or service. 

 

Key components of a delivery order include: 
 

 Quantity 
 Referenced MA Commodity Line 
 Ship To/Bill To Addresses 

 

 Procurement Card—A procurement card (Pro-Card) allows immediate 
payment to a vendor for a commodity or service (for example, office 
supplies ordered and paid through Cardinal Office Supplies’ website). 

 

The Accounts Guidance Manual (ACC-604) and the KYTC Procurement 
Card User Guide detail the policies and procedures for the 
procurement card program. 

 

 Payment Request (PRC)—This method is used for some service master 
agreements when services are provided without a delivery order.  For 
example, janitorial services MAs clearly outline the services to be 
performed and their frequency.  The vendor performs the service and 
submits invoices as outlined in the MA terms. 

 
FINAL PAYMENT ON 
SERVICE MASTER 
AGREEMENTS To make final payment on a service MA, the requesting unit creates a DO 

and ensures all approvals are applied and the DO is in “Final Status” prior 
to the MA expiration. 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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FINAL PAYMENT ON 
SERVICE MASTER 
AGREEMENTS (CONT.) Additionally, for all service MAs where services are provided without a 

delivery order (such as janitorial services, dumpster services, pest control, 
liquid waste disposal, and scrap metal removal), the requesting unit 
notifies the vendor of the final service date at least one month prior to the 
MA expiration date. 

 
If a requesting unit fails to create a DO prior to the MA expiration date and 
a payment must be made, the requesting unit performs one of the 
following: 

 
  If remaining invoices are less than the small purchase authority, 

payment can be made on stand-alone PRC. 
 

 If remaining invoices exceed the small purchase limit, the requesting 
office must draft Not Practical to Bid memos and issue a Purchase 
Order as explained in PUR 202.  

 
ACC-603-1 details KYTC’s stand-alone PRC guidelines. 

 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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Chapter 
 

POST AWARD 

Subject 
 

Delivery & Receiving 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 111-41-00 
 
GENERAL Delivery shall follow all guidelines established by FAP 111-41-00.  The 

contract document shall clearly indicate how and when a delivery shall be 
made. 

 
POLICY The requesting agency shall be responsible for monitoring the delivery 

schedule, receipt, and verification of all requested products and services. 
 
PROCEDURE The requesting unit shall: 
 

1. Check the condition of the commodity and explain exposed or 
apparent damage on the freight bill before accepting delivery 

 
2. Ensure that the commodity is the same as specified in the order 

 
3. Verify that the quantity received corresponds with the quantity 

ordered 
 

4. Notify the common carrier and vendor of any concealed damage 
within 15 days after receipt of delivery 

 
5. Notify the vendor of any other problems concerning the shipment 

 
6. Care for the commodity until delivery is made to the end user 

 
7. Prepare the proper records of receipt (ACC-603-1) 

 
 

 

https://finance.ky.gov/services/policies/pages/default.aspx
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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Chapter 
 

POST AWARD 

Subject 
 

Vendor Performance 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 45A.110, 200 KAR 5:315 
 
DOCUMENT TYPE The Division of Purchases and the Finance and Administration Cabinet 

use the eMARS-generated Performance Evaluation (PE) document to 
evaluate the performance of vendors. 

 
WHEN TO USE Renewal—The Division of Purchases sends requesting units a standard 

Vendor Performance Survey (Exhibit 9016) at the time of renewal for all 
master agreements and catalog master agreements.  The Division of 
Purchases use responses to the Vendor Performance Survey to process a 
Performance Evaluation (PE) in eMARS. 

 
Vendor Complaint—Requesting units experiencing problems with vendor 
performance during any given contract period may submit a vendor 
complaint TC 73-139 (Exhibit 9009) to the buyer of record on the 
contract via email. 

 
COMPLAINT 
RESOLUTION PROCESS The following details vendor complaint resolution procedures: 
 

1. When a requesting unit first experiences a minor problem with a 
vendor, they should contact the vendor directly and attempt to 
resolve the problem. 

 
2. If the vendor does not act promptly and satisfactorily, the requesting 

unit should immediately contact the buyer of record with the 
complaint form. 

 
Requesting units should immediately submit the Vendor Complaint 
Form for all major problems to the Division of Purchases via email 
and attach any existing written documentation. 

 

https://apps.legislature.ky.gov/lrcsearch
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COMPLAINT RESOLUTION 
PROCESS (CONT.) It is important that requesting units report issues and problems on a 

timely basis and with full documentation as to the nature of the 
problems.  Do not allow vendor problems to accumulate or go 
unreported until a crisis exists. 

 

3. Upon receipt of the Vendor Complaint Form, the buyer of record 
drafts a letter detailing the complaint, the unit’s desired outcome, 
and a deadline for compliance or submittal of a plan of action. (The 
requesting unit may be asked for further clarification or supporting 
documentation.) The Division of Purchases then sends the letter (cure 
notice) to the vendor. 

 

The Division of Purchases copies the requesting unit on all 
communications between the Division of Purchases and the vendor. 

 

4. Upon receipt of the vendor response, the Division of Purchases will 
consult with the requesting unit to determine if the proposed 
corrective action is satisfactory or if alternatives offered by the 
vendor are acceptable. 

 

5. If a vendor fails to comply with mandatory deadlines or has 
documented persistent or chronic problems, the Division of 
Purchases may issue a show cause letter to the vendor and pursue 
cancellation of the contract. 

 

6. The buyer of record creates a PE in eMARS and attaches all 
documentation and outcomes of the submitted complaint. 

 
RECORDS 
RETENTION All PE documents, supporting documentation, and subsequent 

communications for each vendor are permanently filed and maintained in 
eMARS. 

 
COMPLAINT 
RESOLUTION 
AUTHORITY The Division of Purchases resolves complaints involving delegated 

commodities. 
 

The Division of Purchases refers complaints involving nondelegated 
commodities to the Finance and Administration Cabinet, Office of 
Procurement Services for resolution. 
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Chapter 
 

POST AWARD 

Subject 
 

Payment Requests against a Contract 

 
POLICY The requesting unit originating a purchase, by a requisition (RQS), 

Delivery Order (DO), or purchase order (PO) is responsible for payment of 
that purchase.  The Accounts Guidance Manual details the Cabinet’s 
policies and procedures concerning payments. 

 
Prior to payment, the originating unit shall ensure procedures under 
PUR-503 have been followed. 

 
 

 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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Chapter 
 

POST AWARD 

Subject 
 

Contract Renewals 

 
STATUTORY & 
REGULATORY 
AUTHORITY FAP 111-43-00; FAP 111-44-00 
 
POLICY Requesting unit may request renewal periods when submitting a 

requisition (RQS) for commodities or services where the solicitation will 
result in the award of a term agreement.  The Cabinet’s buyer of record 
will determine whether or not renewals are applicable based on the nature 
of the request and statutory and regulatory authority. 

 
Note:  One-time contracts cannot be renewed.  As the name suggests, they 
are for one individual purchase. 

 
If renewals are included in the contract, they are optional and in no way 
binding to the Commonwealth or the vendor. 

 
MASTER AGREEMENT 
RENEWAL The following details the renewal procedure for master agreements (MAs): 
 

1. Approximately three months prior to contract expiration, the Division 
of Purchases will notify the requesting unit of any contracts that expire, 
with or without renewal, by sending an email with a performance 
evaluation questionnaire (Exhibit 9016) for each contract.  The 
questionnaire indicates whether or not the contract has a renewal 
option available. 

 
2. The requesting unit shall complete the questionnaire, which includes 

indicating whether or not the renewal option will be utilized, and 
return to the buyer of record by the deadline stipulated in the email. 

 
3. If the requesting unit chooses to utilize the renewal option, the Division 

of Purchases will notify the vendor that a renewal option is available.  
The vendor will be given the option to renew or let the contract lapse 
and given a deadline to respond. 

 

https://finance.ky.gov/services/policies/pages/default.aspx
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MASTER AGREEMENT 
RENEWAL (CONT.) 

4. If the vendor opts to renew the contract and returns all required 
documentation, the Division of Purchases will process a renewal 
document (RN) in eMARS and the contract will be extended for the 
next available contract period. 

 
5. If either the requesting unit or the vendor does not wish to renew, the 

contract will lapse.  If the requesting unit determines the commodity 
or service necessary, the requesting unit needs to submit a new RQS 
document as soon as possible to avoid or minimize a lapse in service or 
contract availability. 

 

PERSONAL SERVICE 
CONTRACT RENEWAL Most personal service contracts (PSCs) are set up to expire at the end of a 

biennium (June 30 of even-numbered years).  PSCs shall not cross the 
biennium per Government Contract Review Committee Policy 99-4. 

 
Most PSCs awarded from a request for proposal (RFP) contain one of the 
following clauses: 

 
 If the RFP is for the Office of Legal Services, the following renewal 

option is suggested: 
 

“This contract may be renewed at the discretion of the agency 
for as many additional two-year terms as needed for the 
purpose of and to the extent that said renewals are necessary 
to permit the Contractor to conclude any work on any cases in 
progress pursuant to the RFP.” 

 
 If the RFP is not for legal services, the agency may include one of the 

following renewal options: 
 

 “The Commonwealth reserves the right to renew this contract for 
up to one (1) additional two- (2-) year period.” 

 
 “The Commonwealth reserves the right to renew this contract for 

up to two (2) additional two- (2-) year periods.” 
 

 “The Commonwealth reserves the right to renew this contract for 
up to two (2) additional one- (1-) year periods.” 

 
 “The Commonwealth reserves the right to renew this contract for 

up to one (1) additional one- (1-) year period.” 
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PERSONAL SERVICE 
CONTRACT RENEWAL 
(CONT.) 

The Division of Purchases notifies requesting units by email of their existing 
contracts 4–6 months in advance of the contracts’ expiration dates. 

 
A. If clause exists, the requesting unit is asked if they wish to exercise this 

optional renewal. 
 

The purchasing officer creates a new PON2 document in eMARS and 
routes for appropriate signatures and approvals. 

 

Lead Time Required – 60 calendar days 
 

B. If this clause does not exist in the RFP from which a PSC was awarded, 
all work has been completed, and the requesting unit still needs the 
service, a new competitive RFP is needed. 

 
1. The requesting unit submits a RQS scope of work, proof of 

necessity, and any other applicable information attached. See PUR-
301. 

 
2. A buyer in the Contract Oversight Branch completes the RFP 

process to establish a new contract. See PUR-306 and PUR-402. 
 

Lead Time Required – 90 calendar days 
 

C. If this clause does not exist in the RFP from which a PSC was awarded, 
all work has not been completed, and the requesting unit still needs 
the service, the contract may be extended for time and balance only. 

 
1. The requesting unit shall submit a SPR1 for the balance of the 

contract and request permission to extend. 
 

2. If the SPR1 is approved, The buyer modifies the current PON2 
document in eMARS to extend the service to date and routes for 
appropriate signatures and approvals. 

 
Note:  If the contract is extended for time and balance, funds may not 
be added at a later date.  If the requesting unit expects more funds 
may be needed, the contract should be replaced with a new contract 
under “Not Practicable to Bid” rules, instead of being extended. 

 
Lead Time Required – 60 calendar days 
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MEMORANDUM OF 
AGREEMENT RENEWAL Most memoranda of agreement (MOAs) are set up to expire at the end of 

a biennium (June 30 of even-numbered years).  MOAs can only cross the 
biennium if wholly funded by federal road fund monies. 

 
MOAs do not have “renewal” clauses.  Since MOAs are exempt from 
competitive bidding, they may be recreated for as many terms as needed. 

 
If the requesting unit needs a MOA for an additional biennium, the 
following steps shall be taken: 

 
1. The requesting unit submits a RQS scope of work, proof of necessity, 

and any other applicable information attached. See PUR-301. 
 

2. The buyer creates a new PON2 document in eMARS and routes for 
appropriate signatures and approvals. 

 
Lead Time Required – 60 calendar days 

 
MOA/PSC 
EXCEPTION 
PROCEDURE MOA/PSC exceptions are processed as SC documents. See PUR-203. 
 

Most of these contracts are set up to expire at the end of a biennium (June 
30 of even-numbered years).  While these contracts are exempt from LRC 
review, the FAC Office of Procurement Services recommends consistency 
between all SCs and PON2s. 

 
MOA/PSCs exceptions also do not have “renewal” clauses.  Since these 
contracts are exempt from competitive bidding, they may be recreated for 
as many terms as needed. 

 
A. If all work has been completed, and the requesting unit still needs the 

service, a new contract is required. 
 

1. The requesting unit submits a RQS scope of work, and any other 
applicable information attached. See PUR-301. 

 
2. The purchasing officer creates a new SC document in eMARS and 

routes for appropriate signatures and approvals. 
 

Lead Time Required – 60 calendar days 
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MOA/PSC 
EXCEPTION 
PROCEDURE (CONT.) 

B. If all work has not been completed, and the requesting unit still needs 
the service, the contract can be modified to extend for time and 
balance. 

 
The purchasing officer modifies the current SC document in eMARS 
and routes for appropriate signatures and approvals. 

 
Note:  If the contract is extended for time and balance, funds may not 
be added at a later date.  If the requesting unit expects more funds 
may be needed, the contract should be replaced with a new contract, 
instead of being extended. 

 
Lead Time Required – 60 calendar days 

 
Note:  SC and PON2 documents shall be created and submitted in 
accordance with the FAC’s Closing Year Schedule.  Submittal of contracts 
that encumber funds may be delayed depending on the passage of a 
budget bill by the state legislature. 
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Chapter 
 

POST AWARD 

Subject 
 

Contract Modifications & Cancellations 

 
STATUTORY & 
REGULATORY 
AUTHORITY 200 KAR 5:312, FAP 110-10-00, FAP 111-11-00 
 
MODIFICATIONS Any required corrections or changes (including renewals) to a contract 

shall be issued as a modification to the contract in eMARS. All 
modifications require written agreement by both parties (the vendor and 
requesting unit), with the exception of administrative changes (PUR-02). 

 
A modification shall not be used to: 

 
 Initiate a major change outside the original scope of the contract 

 

 Effect a new buy that normally would be placed by competitive bid 
 

 Increase the quantity in excess of 10 percent, unless authorized in the 
solicitation 

 
CANCELLATIONS FAP 110-10-00 allows three types of contract cancellations: 
 

 Default by Vendor—This requires sufficient documentation regarding 
the default, to be submitted to and processed by the Division of 
Purchases as an official vendor complaint (PUR-504).  Termination by 
default will be determined by the Division of Purchases and the Office 
of Legal Services. 

 

 Convenience of the Commonwealth—This requires notification be 
sent to the vendor at least 30 calendar days in advance of the 
cancellation date. 

 

 Lack of Appropriation—This requires notification be sent to the 
vendor at least 30 calendar days in advance of the cancellation date. 

 
 

 

https://finance.ky.gov/services/policies/pages/default.aspx
https://apps.legislature.ky.gov/lrcsearch
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Chapter 

POST AWARD 

Subject 

Payments against Personal Service 
Contracts (PSCs) 

STATUTORY 
AUTHORITY 

POLICY 

KRS 45A.695 

KRS 45A.695 requires that “no payment shall be made on any personal 
service contract unless the individual, firm, partnership, or corporation 
awarded the personal service contract submits its invoice for payment 
on a form established by the committee.” To comply with this, the 
Legislative Research Commission’s Government Contract Review 
Committee (GCRC) established the Personal Service Contract Invoice Form 
(Exhibit 9022). 

Information on House Bill 387 (which provided the above amendment to 
KRS 45A.695) may be found at: 

https://apps.legislature.ky.gov/Record/10RS/HB387.HTM 

Information on the GCRC form may be found at: 

https://legislature.ky.gov/Committees/statutory-committee 

PROCEDURE When making a payment against a PSC, a PON2 document with a 
Procurement Type ID of 3 or 14, the unit initiating payment shall submit a 
signed copy of this invoice form with the PRC document. 

The Accounts Guidance Manual details the Cabinet’s policies and 
procedures concerning payments. 



https://apps.legislature.ky.gov/lrcsearch
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
https://apps.legislature.ky.gov/record/10rs/hb387.htm
https://legislature.ky.gov/Committees/statutory-committee
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Chapter 
 

EXHIBITS 

Subject 
 

Table of Exhibits 

 
EXHIBIT 
NUMBER EXHIBIT TITLE MANUAL REFERENCE 
 

  9002 Agency Request for Quotation, TC 73-102 ................................ 201, 308, 403-1 
   
  9015 Annual Affidavit for Bidders, Offerors, and 

Contractors ................................................................. 107-2, 201, 203, 305, 
 306, 403-1, 403-3 
 
  9008 Buy America Clause .................................................................................... 107-5 
     
  9026 Determination & Finding for Small Purchase (Service 

Disabled Veterans & Ethnic Minority Business Process) ............. 201, 403-1 
 
  9003 Emergency Purchase Request Letter Example ............................................. 308 
 
  9025 Equipment Rental Agreement Information, TC 74-552 ................................ 202 
 
  9004 FAQ About Affidavit for Bidders, Offerors, & Contractors ........................ 107-2 
 
  9006 FHWA 1273 ................................................................................................ 107-5 
 
  9010 Kentucky Sales & Use Tax Letter ................................................................... 103 
 
  9012 KYTC Division of Purchases Small Purchase Authority ...................... 104, 307-6 
 
  9011 KYTC Revised Purchasing Delegation .................................................... 104, 301 
 
  9018 KYTC Supplemental Revised Purchasing Delegation .................................... 104 
 
  9005 Not Practical to Bid Example ......................................................................... 202 
 
  9022 Personal Service Contract Invoice Form ....................................................... 508 
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EXHIBIT 
NUMBER EXHIBIT TITLE MANUAL REFERENCE 
 
  9019 Procurement Types List .................................................................. 403-1, 403-3 
 
  9027 Proof of Necessity (PON) ........................................................... 203, 301, 403-3 
 
  9014 Recycled Content Form ...................................................................... 305, 403-1 
 
  9001 Recycled Content List, 200 KAR 5:330 ....................................................... 107-6 
 
  9021 Required Affidavit for Bidders, Offerors, & 

Contractors Claiming Qualified Bidder Status ..................... 107-8, 305, 306 
   
  9020 Required Affidavit for Bidders, Offerors, & 

Contractors Claiming Resident Bidder Status ...................... 107-8, 305, 306 
 
  9023 Required Affidavit Regarding Contractor 

Employees: Illegal Immigrants, Attachment B ........................................ 305 
 
  9024 Required Affidavit Regarding Subcontractors, 

Attachment C .......................................................................................... 305 
 
  9028 RFP Evaluator Acknowledgment, TC 73-137 ................................................ 402 
 
  9029 Secretary of State Certificate of Authorization ......................................... 107-9 
 
  9007 Sole Source Request Documentation Example ............................................ 202 
 
  9013 Solicitation Evaluation Procedure & Confidentiality 

Statement, TC 73-138 ............................................................................. 402 
 
  9009 Vendor Complaint, TC 73-139 ....................................................................... 504 
 
  9016 Vendor Performance Survey ................................................................. 504, 506 
 
  9017 Vendor Website Instructions ................................................ 301, 304, 305, 306 
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