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OSD POLICY GUIDANCE 10-35 
 

To: Commonwealth Secretariats, Department Heads, Chief Financial Officers, General Counsels  
 
From: Ellen Bickelman, State Purchasing Agent, Operational Services Division 
 
Date: May 19, 2010 
 
Re:  New Comm-PASS Policy Requirements for Small Procurements and Select Statewide Contract Purchases  

 

The purpose of this memorandum is to provide new Comm-PASS posting requirements for 1) small procurements (total 
procurement value between $5,000 and less than or equal to $50,000) and resulting awards, and purchases, if any, and 
2) for purchases made using selected Statewide Contracts as authorized under 801 CMR 21.00. 

To meet our commitment to best value, administrative efficiency, and full transparency, OSD has increasingly used 
Comm-PASS, the Commonwealth’s publicly accessible Internet-based procurement records management system, to 
increase competition through public access; to reduce, eliminate and automate many of the repetitive and time-
consuming administrative tasks associated with procurement; and, to meet public record laws, regulations and policies. 

Since 1997, departments have exclusively posted all Solicitations for goods and services valued at greater than $50,000 
or more on Comm-PASS. Since August 2007, OSD has required bidders responding to Statewide Contract 
procurements to do so exclusively online through Comm-PASS SmartBid.   

Starting in February, 2010, OSD launched Quick Quote functionality for specific Statewide Contracts. Since that time, 
Massachusetts public purchasers required to or choosing to purchase from select Statewide Contracts, and the 
Statewide Contractors eligible to respond to such purchases, have been processing transactions through Comm-PASS 
Quick Quote functionality. The selected Statewide Contracts are: 

1. ITT40: Two-Way Radio Systems, Equipment and Services  (since February 22, 2010) 
2. PRF34: Temporary Help Services           (since April 20, 2010) 

 

Effective with the issuance of this policy guidance memo, OSD will begin training departments to use Solicitation and 
Quick Quote functionality for small procurements. Once trained, all Executive departments procuring goods and 
services valued between $5,000 and $50,000 will be required to post all small procurements on Comm-PASS as online 
transactions, either in the form of a Solicitation or Free-Form Quick Quotes. 

Each Executive department will be scheduled for OSD-led training about this policy and the new Small Procurement 
requirements between July 1 and December 31, 2010.  Sequencing will be primarily based on a review of your 
department’s historical small procurement activity.  Coordination between OSD and your department is intended to 
accommodate staffing availability, but all departments must be trained no later than December 31, 2010. Once staff 
from your department has been trained, all small procurements issued by your department must be posted on Comm-
PASS as online transactions in the form of a Solicitation or a Free-Form Quick Quote.  

Departments can access OSD's Quick Quote Information Page for information about free instructor-led training, 
webinars, job aids and Comm-PASS Helpdesk support offered for both Statewide Contract purchasing and small 
procurements.  If the hyperlink in this document does not work, navigate to www.comm-pass.com, select the Comm-
PASS Resource Center tab and then select the OSD’s Quick Quote Information Page option. 

If you have any questions, please contact Barbara Miller, OSD’s Director of Training, Outreach and Quality Assurance 
at 617-720-3148 or Barbara.Miller@state.ma.us. OSD looks forward to supporting your procurement and purchasing 
staff during implementation of this policy. Thank you. 
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