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TO:   Executive Department Head, Chief Fiscal Officers, and General Counsels 
 
FROM:  Ellen Bickelman, State Purchasing Agent 
    Operational Services Division 
 
DATE:  June 2, 2005 
 
RE:    OSD Policy Guidance 05-19 - Procurement and Contract Management Policy Changes 
 
 
As a follow up to a memo on procurement policy issued earlier this year by Eric Kriss, Secretary of the Executive Office for 
Administration and Finance, I am writing to provide you with further details on some of the changes that OSD will be implementing 
in the way statewide contracts are procured and managed and how these changes will affect your Department. Please distribute this 
document to all personnel within your Department who need to be aware of these changes and make any necessary modifications to 
your Departments internal procurement, contracting and purchasing procedures so that you are fully compliant with these policies. 
This policy guidance will also be available on OSD’s web page at www.mass.gov/osd. Until such time as the Commonwealth 
Procurement Policies and Procedures Handbook is re-issued by OSD as an on-line Procurement Information Center later this year, 
the information contained in this policy document will replace and supersede any language in the Handbook regarding how 
Departments are required to use statewide contracts.  
 
As OSD implements these changes to statewide contracts, I’d like to communicate directly with Departments, either through email 
or meetings, in order to ensure that statewide contracts continue to support your business needs and address any issues or concerns 
that you might have. To accomplish this and to ensure that OSD is communicating with the appropriate individual within each 
Department, I am asking each Department Head to submit the name of the person or Chief Procurement Officer that would serve as 
the liaison between OSD and your Department on procurement related matters. Please submit the name of that individual to 
Suzzanne Pierre at suzzanne.pierre@state.ma.us at your earliest convenience.  
 
Finally, if you have any questions regarding the changes detailed below, please contact Suzzanne Pierre at 617-720-3116 or at 
suzzanne.pierre@state.ma.us.  Suzzanne will either respond to you directly or forward your inquiry to me. Your questions are 
important to OSD and will help us identify issues that require clarification or further discussion. I understand that these new policies 
represent a change for your Department and I thank you in advance for your cooperation and compliance.  
 
Background 
 
In 2004, the Executive Office for Administration and Finance and the Operational Services Division engaged the services of an 
independent consultant to review the existing procurement procedures used by the Operational Services Division in establishing 
statewide contracts. The consultant report identified specific recommendations on how OSD could streamline the procurement 
process in order to generate savings through a series of strategic policy changes. The focus of these recommendations was on 
driving down unit costs, reducing the time required to complete procurements and identifying opportunities for continuous 
procurement and contracting improvements. Many of these savings opportunities were identified by OSD in our January 2005 
response to the FY 2005 Legislative Outside Budget Section # 277, which can be found on OSD’s web page at www.mass.gov/osd 
in the News and Updates section.   
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Changes in the way OSD Establishes Statewide Contracts  

1) Statewide Contracts will be awarded to the fewest number of bidders while still ensuring coverage or service capacity throughout 
the Commonwealth. The starting point will be one contractor per procurement unless there are extenuating circumstances (such as 
regional coverage issues, the need for specialized commodities and/or services to be on contract, competitive pricing considerations, 
and other initiatives involving best value, etc.) that require multiple awards. Statewide contracts will be established with the goal of 
providing high quality commodities and services while, at the same time, generating savings for the Commonwealth. We hope to 
accomplish this by reducing the number of contractors on a statewide contract, standardizing configurations whenever possible and 
limiting the number of product and service choices available on statewide contracts.   

2) OSD procurements will not be issued for more than a three year duration (including options to renew) unless there are compelling 
reasons to do so.  

3) OSD will not exercise options to renew statewide contracts unless it is determined that there are benefits to the Commonwealth, 
either in terms of price reductions or cost avoidance. 

4) Executive Departments are required to use OSD’s statewide contracts, if one is available, for their commodity and service needs. 
Exceptions will only be permitted with prior written approval from the State Purchasing Agent. The process that Departments must 
follow when requesting this approval is explained later in this memo. 

5) OSD staff will review all Department solicitations posted on Comm-PASS to ensure that Departments are using statewide 
contracts 100% of the time as required and will communicate directly with a Department when it appears that there may be non-
compliance with this policy.  
 
6) OSD and Procurement Management Teams will plan all procurements to allow sufficient time for multiple round negotiations on 
price and other factors, including utilization of the Commonwealth’s Reverse Auction contract, whenever possible. 
 
7) Over time, OSD will be simplifying the way price information for a statewide contract is displayed on Comm-PASS and 
standardizing where and how price information is filed (under the Contract vendor information tab). Pricing information will be 
available for Departments to view either as an attached file of complete price information or as a link to a contractor’s web page that 
reflects Commonwealth specific pricing.  
 
How these changes will impact Departments 

The greatest impact on Departments will be in the areas of what, when and from whom commodities and services are purchased.  

1) Fewer Contractors on Statewide Contracts - Departments may continue to have choice over which contractors to do business 
with, however, those choices will be more limited. In those cases where OSD executes a statewide contract with only one 
contractor, you will be required to use that contractor. As part of the RFR development phase, OSD and each Procurement 
Management Team will assess the capacity of one contractor to supply the entire Commonwealth or whether more than one is 
required. OSD will continue to rely on your department’s involvement on Procurement Management Teams to ensure that statewide 
contracts continue to meet most, if not all, of your commodity and service requirements. 

2) Fewer manufacturers and product lines will be available on statewide contracts. For some statewide contracts, this represents a 
significant change to past practice that has resulted in companies and commodities being added to statewide contracts during the 
contract duration at a Department’s request.  That approach did not always translate into best prices for Commonwealth purchasers 
or support best practices in customer service and contract management.  

3)  As stated in Secretary Kriss’ memo, Departments are required to use statewide contracts 100% of the time. If a Department 
believes an existing statewide contract does not meet its business requirements and, therefore, feels it is necessary to issue a separate 
RFR, it must seek approval from the State Purchasing Agent prior to issuing a procurement on Comm-PASS. This applies only to 
the purchase of commodities and services for which a statewide contract exists. Because OSD will be tracking and analyzing 
requests that are received from Departments, only email requests will be accepted. Procedurally, Departments will be required to 
submit a written request to purchasing.agent@osd.state.ma.us with the subject line that reads “request for procurement approval”. 
The body of the email should include the following information: 
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a) The name of the Department requesting approval; 

b) The name of a person that can be contacted if OSD has questions regarding the request, including their telephone and email 
information 

c) The existing statewide contract (by name and number) that the Department believes does not meet its need; 

d) A detailed explanation of why that statewide contract will not meet the Department’s needs; and 

e) The anticipated procurement duration and total procurement value ($). 

Upon receipt of each request, a tracking number will be assigned and the sending Department will receive an electronic receipt. The 
State Purchasing Agent will forward the request to the appropriate OSD Procurement Manager for review. Within 10 days of 
receipt, the Procurement Manager will review the request, contact the Department if additional information is needed and report 
back to the State Purchasing Agent, in writing, with a recommendation whether to approve the Department’s request to issue a RFR 
or to reject the request and require that the Department use the existing statewide contract. OSD recognizes that it is important to 
complete this process in a timely manner so Departments are not unreasonably delayed in conducting their business.  
 
4) Submission of Purchasing Plans in selected commodity/service categories – Beginning in FY 2006, OSD may be requiring the 
submission of purchasing plans from Executive Departments for specific high volume/high cost commodities and services. The 
format for submission of this information and the specific commodities and services to be included in the plan have not yet been 
finalized. Commodity areas under consideration are desktop computers, office furniture, paper, envelopes, printers, copiers and 
Oracle DB licenses. In addition, Departments may be asked to delay purchasing a piece of equipment or placing a large single 
commodity order if, by doing so, OSD can aggregate those purchases and conduct competitive negotiations and/or a reverse auction 
to achieve greater savings from the Statewide Contractor(s). 
 
5) “A Deal Too Good to Pass Up” – As a reminder, Departments are required to fully comply with the requirements issued by OSD 
in Policy Update #05-11.  
 
Thank you. 
 


