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COMMBUYS Terminology Crosswalk
Issued: March 10, 2014

Note: This Crosswalk provides definitions for terms that have unique meanings for the Operational Services Division’s COMMBUYS Market Center. When there is a conflict between the terms contained in this Crosswalk and those contained in Commonwealth statute, regulation, executive order or the terms of a contract or Request for Response, the latter list shall supersede the terms found in this Crosswalk. 
	Current OSD Terminology
	COMMBUYS Terminology

	Active Contract - A contract which is currently in use or effect.
	[bookmark: _GoBack]Master Blanket Purchase Order in ‘Sent’ status with a begin and end date that the current date falls between.

	Amendment - Any change to an active contract or its requirements, which have been enacted by the execution of a Standard Contract Amendment Form by the contracting department and the contractor, and which occurs before the Contract End date stated in the RFR and the original contract.
	Change Order – any change required on a document; if change is on a Purchase Order or Bid, the vendor will also receive a notification of the change order.
Bid Amendment – a mechanism to allow a procuring department in an RFR or other solicitation to explain or clarify the intent of the department by modifying the Bid document and communicating those changes to bidders.

	Agency - Any subdivision of the executive branch of government in the Commonwealth.  OR

Department - Any Executive Office, Department, Agency, Office, Division, Board, Commission or Institution within the Executive Branch, excluding the Legislative Branch, Judicial Branch, Constitutional Offices, Elected Offices, Public Institutions of Higher Education, the Military Division and Independent Public Authorities.  The term also includes Massachusetts Local Education Authorities (LEAs) when purchasing M.G.L. c. 71B Approved Private School Programs, as defined in 808 CMR 1.00.  
	The definitions for these terms do not change. However, these entities are referred to in COMMBUYS as Organizations. OSD is the “parent” organization that controls most document, accounting and interface settings that drive core system functionality and which are inherited by other organizations in COMMBUYS (“child organizations”).

	Announcement - Notification posted on Comm-PASS that a procurement of goods or services will be forthcoming.  Optional if under the World Trade Organization (WTO) threshold level and required if the procurement will exceed the current WTO threshold.
	Bid – the announcement would be posted as a Bid in COMMBUYS, stating that an intent to procure is forthcoming.

	Bid or Response - An offer submitted by a bidder/vendor in response to a solicitation. 
	Quote – response to a solicitation (now referred to as Bid in COMMBUYS).

	
Buyer – when used to refer to a public purchaser, a buyer is a government entity that purchases goods and services from vendors.
	Buyer / Purchaser – use the roles Basic Purchaser or Department Access User in COMMBUYS to create and send purchasing documents. Buyer is used interchangeably with Purchaser.

	Clarification – When referring to a bid response from a bidder, an explanation by a bidder of what is stated in their bid response.  When referring to an action by a procuring department, an action taken in an RFR or other solicitation to explain or clarify the intent of the department. 
	Bid Amendment – similar to the Comm-PASS action that amends a solicitation with the intent to clarify. The Bid Amendment action in COMMBUYS allows a procuring department in an RFR or other solicitation to explain or clarify the intent of the department.  
Quote Revision - after a Bid is opened and Quotes are reviewed, the Buyer managing the bid can create a Revision Request sent to one or many vendors who responded to submit a Quote Revision to clarify their bid response or provide additional details needed to evaluate the responses.

	Closed Solicitation - Solicitations which have reached the deadline for accepting responses.  No responses may be accepted after a solicitation has reached the response deadline.
	Bid Opening Date – date bid closes and COMMBUYS will no longer accept quotes for that bid.  Can be identified by statuses “Opened”, “Evaluated”, “Approved” or “Bid to PO”.

	Commodity Codes - A unique numeric assignment used to classify goods and services. In the Commonwealth’s accounting system, MMARS, Commodity Codes are determined by using the United Nations Standard Products and Services Code (UNSPSC), an internationally accepted code standard.
	UNSPSC / Commodity Codes – COMMBUYS will use the United Nations Standard Products and Services Code (UNSPSC), an internationally accepted code standard.

	Comm-PASS - The Commonwealth Procurement Access and Solicitation System or the former official procurement record system for the Commonwealth of Massachusetts since 1997 and required for use by (1) Executive Departments and (2) awarding authorities conducting public works and construction valued at $10 million or more and available for use by all public entities within the Commonwealth.  Comm-PASS provides free, Internet-based access to all public procurement information posted within the system.  See “COMMBUYS” for a description of the Commonwealth’s new eProcurement system, effective in March 2014.
	COMMBUYS – The Commonwealth’s Market Center, which is a replacement for Comm-PASS (effective March 2014) and which will provide advanced technology, including requisition, solicitation, online bidding, catalog enablement and online ordering.

	Comm-PASS Helpline - The technical help desk for the Operational Services Division of the Commonwealth, available at 888-627-8283, Comm-PASS@MassMail.State.MA.US.
	COMMBUYS Help Desk – can be reached at commbuys@state.ma.us and at 888-627-8283
(effective March 24 2014).

	Contract - A legally enforceable agreement between a Contractor and a Department. See also 801 CMR 21.00.
	Addition: As referenced in COMMBUYS, a Contract is referred to as Master Blanket Purchase Order (or just Blanket) and will be used for both Statewide and Departmental Contracts.

	Designee – As referenced in 801 CMR 21.00, a State employee who has been delegated authority in writing to act on behalf of a Department Head or other Department officer in their official capacity.
	Approver / Proxy (with respect to approving documents in COMMBUYS) – this will be a Basic Purchaser or Department Access user who has been granted access to approve and who has been place on an approval path by their Organization Administrator.

	Document Number - Also referred to as the “RFR Number” or “Solicitation Number” or, after contract award, “Contract Number”. This is the identification number for a particular solicitation or contract that is entered by the buyer.
	For Master Blanket Purchase Order in COMMBUYS – the Statewide Contract number will be found in the Description field. For Solicitations – Bids in COMMBUYS  –  the Departmental Contract number will be found in the Alternate ID field.

	End Date – When used in reference to a contract, the final date of the contract, not including renewal options.
	Master Blanket Contract End Date – date selected on Master Blanket to signal the last day of the contract in COMMBUYS .

	Evaluation Committee - Committee formed to evaluate and analyze the bid submissions for completeness, conformance with the requirements of the RFR.  See also Procurement Management Team (PMT) and Strategic Sourcing Team (SST).
	Referred to in COMMBUYS as Scorers (approvers) on a Bid or those who participate in evaluating bid responses offline; requires COMMBUYS user access in order to record score in COMMBUYS.

	Evaluation Criteria - Standards established for evaluating the RFR Bidder submissions, including standards related to pricing, terms and conditions or other items required by the Strategic Sourcing Team to be addressed by the bidders.
	Addition: Established Scoring Criteria on the Bid Tab or pre-defined criteria in an attachment used as a scoring tool on COMMBUYS.

	Evaluation Score Card - Metrics established for documenting and grading the RFR Bidder submissions.  
	Addition: Scorecard on the Bid Tab or defined in an attachment used as a scoring tool – to be used once quotes are submitted by COMMBUYS Vendors.

	Execution - The distinct, verifiable signature or symbol of an authorized signatory of a Contractor or a Department which, when affixed to a document, is legally binding, including those signature affixed through electronic means.
	Addition: Approval of a document and/or signature scanned as an attachment to a document on COMMBUYS.

	FID or FEIN - A Federal employer identification number.
	Referred to in COMMBUYS as Tax ID (EIN or SSN) – correct information will need to be entered by the Vendor upon registration. 

	Forums - A public page and process on Comm-PASS for questions and answers regarding a solicitation.
	Q&A Tab on a Bid – provides a way for both the purchaser and vendor to ask / answer questions on COMMBUYS.

	Incidental Purchase - A one-time purchase, or multiple purchases, with a total dollar value that does not exceed the minimum amount established by law, ANF or OSD. (See MGL c. 7, s. 22(2) and 801 CMR 21.00 and Procurement Exceptions)
	Referred to in COMMBUYS as an Open Market requisition / purchase order, which is how an Incidental Purchase will be entered in COMMBUYS.

	Issuer - The individual public purchaser and related Entity-Department organization identified as responsible for the procurement record.
	Issuer/ Buyer – a user with either a Basic Purchaser or Department Access role, and whose is either the last approver of a Purchase Order or a Bid, or is the person selected to post or send the Purchase Order or Bid.

	Inactive - When used to refer to the status of a contract, is a contract which is no longer available for use.
	Canceled / Closed – status of a purchase order that essentially makes it inactive in COMMBUYS.  Also, any Master Blanket PO whose end date (see Control Tab) has been exceeded and not extended.

	Large Procurement - Procurements conducted by Executive Departments with a total procurement value greater than $150,000.
	Addition: Any workflow approval of a document required specific to “large procurement” as defined by the Commonwealth can be configured based on Approval Paths / Approval Types.

	Limited-Department User Contract – Contract procured by a group of departments and open for use by limited departments. One department is selected to be responsible for contract execution.
	Addition: Cooperative Purchasing Allowed – box on the Control Tab of a Master Blanket should be selected and Organization(s) allowed to order from the contract / purchase order should be listed on the Control tab.

	Maximum Obligation - The maximum dollar amount of the Department's contract to pay for Commodities and/or Services as referenced on the Commonwealth’s Standard Contract Form. 
	Addition:  Referenced in COMMBUYS as:
Actual Cost – total cost of the blanket purchase order / contract; and    
On a Master Blanket Purchase Order, this can also be defined as the Dollar Limit on the Control tab.

	Multi-Department Contract - Contracts that are procured by one department with the option of allowing other departments to use the procurement to execute their contracts.
	The Multi-Department Contract option will no longer be available to departments.  Instead, departments may issue Limited User Contracts, which will be available for use by one (i.e. the issuing Department) or more eligible entities (either listed specifically in the RFR or defined generally in the RFR and then subject to authorization by the issuing Department). See the COMMBUYS Use Policy for Purchasing Organizations for further information.

Note: Cooperative Purchasing Allowed – box on the Control Tab of a Master Blanket can be selected and Organization(s) allowed to order from the contract / purchase order should be listed on the Control tab.  Additional organizations can be added via Change Order by the department who manages the contract with the vendor(s).

	Object Code – As defined in the Comptroller’s Expenditure Classification Handbook, is a Subsidiary of the object class which is used to classify all expenditures of the Commonwealth. (i.e. E12 Subscriptions, Memberships and Licensing Fees).
	 (To Be Addressed in Phase 2)

	Object Class - One of 17 categories being used to classify a type of expenditure (i.e. AA-salaries permanent positions, EE - administrative expenses). Subsidiaries are established by the Legislature at the end of the budget process and are defined in the Comptroller’s Expenditure Classification Handbook.
	 (To Be Addressed in Phase 2)

	Online Bid Submission - Functionality within the Commonwealth’s eProcurement system which allows interested bidders to upload and submit their bid responses electronically.
	Quote – the online response a supplier submits to the posted COMMBUYS bid.

	OSD Update – See “Contract User Guide”
	Contract User Guides will be located in the Attachment Tab of the Master Blanket 

	Prompt Payment Discount (PPD) - Discount allowed by a supplier for paying earlier than the supplier’s standard credit terms. Discounts can be taken in cases where the payment date is within the number of days specified in MMARS and in accordance with the Commonwealth’s Bill Paying Policy - and General Payment Policies, available on the Comptroller's website. (For example  1/15 net 30 is 1% discount if the invoice is paid within 15 days of invoice issuance and the full, or net, amount of the invoice amount if paid between day 16 and 30.)
	Addition: Payment Terms on PO / Invoice in COMMBUYS (Invoice is Phase 2 functionality) – payment terms will continue to be decided on a contract by contract basis. Any questions about terms should be sent to the Strategic Sourcing Lead or Department contact for the specific Master Blanket.

	Quick Quote (Statewide Contract) - An online quote request open to response by Statewide Contractors only.  To determine if a Statewide Contract is enabled with the Quick Quote functionality, read the applicable Contract User Guide.

Quick Quote (Free Form) - An online quote request open to SmartBid Subscribers in the Comm-PASS system who are interested in responding online to a posted request for quotes.  Depending on the contract value, SBPP requirements may apply.
	Restricted Bid – the purchaser or buyer would create a bid and choose the restricted option.  This would allow the buyer to select only the vendor or statewide contractors who the buyer would like to receive a quote from.  No other vendors other than those listed on the bidders tab would receive notification of the bid.

	Open - When referring to the status of a solicitation, means a solicitation which is available for vendors to bid on.
	Available Date – date selected on the Bid when the Vendor is able to view and respond.

Bid Opening Date - date selected on the Bid when the Bid is closed to the Vendor and the Buyer is able to open and view quotes (responses).

	Open Enrollment - Refers to a solicitation which may be opened at specific or optional time intervals for bidders to submit bid responses.

Rolling Enrollment - refers to a solicitation which is open on an ongoing basis for bidders to submit bid responses.
	This functionality can be managed by creating and sending a Bid with a defined Bid Opening Date, and then cloning it and sending a new (identical or updated) Bid for the next interval (Available Date through Bid Opening Date).  Bid Opening Date can be modified if needed via a Bid Amendment. A Formal Bid is used for conducting a standard procurement and for an “Open Enrollment” Qualified Contractor Lists and an Informal Bid is used for conducting “Rolling Enrollment” Qualified Contractor Lists.

	Request for Information or Interest (RFI) - A mechanism used by a Procuring Department to gather information to assist in the development of a potential Procurement by inviting other Departments, potential Bidders or other interested parties to provide technical and business advice concerning industry standards, practice, general cost or price structures or other information which is relevant to the type of Commodities or Services, or both, that a Procuring Department seeks to procure. (See 801 CMR 21.00)

Request for Response (RFR) - The mechanism used by a Procuring Department to communicate Procurement specifications and to request Responses or interest from potential Bidders.  An RFR may also be referred to as a "solicitation". (See 801 CMR 21.00) See also “Solicitation”. 

Request for Quote (RFQ) - The mechanism used by a Procuring Department to ask contractor(s) for quotations of a specific commodity or service prior to purchasing in order to get the best value and/or generate competition for the lowest price.
	All of these solicitation document types will be referred to as a “Bid” when posted in COMMBUYS for Vendors to submit a response (referred to as a “Quote” in COMMBUYS) .

	Response - A Response from a Bidder to a Request for Response (RFR) under a competitive Procurement; also referred to as a "bid", "quote" or "proposal". (See 801 CMR 21.00)
	Quote – a Vendor who has responded to a bid will be able to search or see “Bids” (formerly solicitations) sent to them or posted on COMMBUYS and respond to the Bids using “Quotes”. 

	Selected Bidder - A Bidder that has been selected to negotiate a Contract with a Procuring Department. (See 801 CMR 21.00)
	Bidder(s) selected on the Items Tab of an approved Bid Tabulation, with the intent that they will become the Vendor on a Master Blanket Purchase Order.

	Small Business - For purposes of the Small Business Purchasing Program (SBPP), Small Business means any entity, including all of its affiliates combined, if that entity, exclusively through Comm-PASS SmartBid, accepts the participation agreement and attests to meeting all program criteria below, as applicable:
· has its principal place of business in Massachusetts;
· has been in business for at least one year;
· currently employs a combined total of 50 or fewer full-time equivalents in all locations;
· has gross revenues as reported on the appropriate IRS tax form of $15 million or less, based on a 3-year average; and,
EITHER
· for any entity attesting to Business Type "For-Profit": 
· is organized under the laws of the Commonwealth or is properly registered to do business in the Commonwealth; and
· is independently owned and operated.
OR
· for any entity attesting to Business Type "Non-Profit" (i.e. 501(c)): 
· is registered as a nonprofit or charitable organization with and up to date on its filings with the Massachusetts Attorney General's Office; and
· is tax-exempt under Section 501(c) of the Internal Revenue Code, i.e. organized and operated exclusively for exempt purposes set forth in section 501(c) and none of its earnings may inure to any private shareholder or individual.
	No change in the definition of Small Business.  However, COMMBUYS defines Small Business in the Small Business Purchasing Program section of the vendor registration process, which will subject to confirmation of Vendor qualifications by DOR in Phase 2.



	
Small Procurement - Procurements by Executive Departments with a total procurement value greater than $10,000 and less than or equal to $150,000.
	Addition: “Small procurements” can be treated differently from a workflow approval perspective based on defined Approval Types / Approval Paths created by the Organization Administrator, just like Large Procurements, as defined by the Commonwealth.

	SmartBid Subscribers - Vendors that subscribe to Comm-PASS are provided with SmartBid features including email notification for bidding opportunities, customized desktop, business directory listing and online response functionality.
	In COMMBUYS, the Registered Vendor – user role is referred to as Seller Administrator. 

	Solicitation - A type of bid request record posted by a public purchaser/buyer for the purpose of notifying prospective bidders that the Commonwealth seeks to receive bids/proposals/responses to furnish specific commodities and/or services.
	Bid – bids will be posted in COMMBUYS and can be viewed by interested parties (public viewers) without user access.

	Start Date – When referring to the Commonwealth’s Standard Contract Form, is the beginning date of a contract, which is the later of the last date signed or a later date noted on the contract form.
	Master Blanket / Contract Begin Date

	Statewide Contract - A contract which is procured, by OSD or an OSD-designated department, on behalf of all departments and other eligible entities for specified Commodities or Services, or both. Executive departments and non-Executive departments that have elected to follow 801 CMR 21.00 must use statewide contracts (with certain exceptions which must be approved by OSD) and other entities, designated by OSD as “eligible entities” may use statewide contracts.  See 801 CMR 21.02 and 21.04.
	A Statewide Contract will be referred to as a Master Blanket Purchase Order with Cooperative Purchasing Allowed box checked on its Control Tab and “ALL ORG” specified on the Control Tab under, “Organizations”.
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