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Objective
This document is a tool to help you complete the new contract request in BuyWays. Some questions may not apply to the request you are submitting. Please download a copy to fill in the responses and save.
This document should not be sent to UPST in lieu of a contract request form. All new contract and amendment requests must be submitted in BuyWays. 
Request Information:
	Question
	Your Response

	1- What action are you requesting? 

	☒   Request a new contract
☐   Add a Statement of Work (SOW) to an existing Master Service Agreement (MSA)


	2- Is this a one-time or recurring purchase?
	☐   One-Time
☐   Recurring


	3- Is the amount of this contract over $50K?
	☒   Yes
☐   No
	

	If you answered “Yes” to Question 1, answer Questions 3a.
If you answered “No,” please move to question 4.

	3a- What is the Sourcing (Bid) Method for this request?
	☐   UPST Sourcing (Bid) Event
☐   Approved Sub-Award/Contract
	☐   Attach Approved NBJ (Amherst & Boston Only)
☐   Complete NBJ in BuyWays
☐   GPO Sourcing Event (MHEC, OSD and Non-UPST)

	If you answered “UPST Sourcing (Bid) Event” to Question 3a, answer 3a-i.
If you answered “Approved Sub-Award/Contract” to Question 3a, answer 3a-ii.
If you answered “Attach Approved NBJ (Amherst &Boston Only)” to Question 3a, answer 3a-iii.
If you answered “Complete NBJ in Buyways” to Question 3a, please move to question 4.
 If you answered “GPO Sourcing Event (MHEC, OSD and Non-UPST) to Question 3a, answer 3a-iv.

	3a-i- UPST Sourcing (Bid) Event Number
	Click or tap here to enter text.	

	3a-ii- Attach Approved Sub-Award/Sub-Contract here:
	
	

	3a-iii- Attach approved No Bid Justification (sole source)
	
	


	3a-iv-GPO/Contract Number
	Click or tap here to enter text.	

	4- What type of contract are you requesting?
	☐   Contract for Services (CFS)
☐   Lease
☐   Master Service Agreement (MSA)

	☐   Privacy & Compliance
☐   Statement of Work (SOW) off of Existing MSA
☐   Software License Agreement

	If you answered “Statement of Work (SOW) off of Existing MSA” to Question 4, answer Questions 4a.
If you selected any other response, please move to question 5.

	4a- Is there a current MSA contract number (governing contract number) in BuyWays?
	☐   Yes   ☐   No

	5- Have the documents, associated with this request, been reviewed by any of the following groups?
	☒   Office of the General Counsel (OGC)
☐   Office of Management (OOM) - (UMass Chan Only)
☒   Information Security (InfoSec)
☒   UPST Sourcing
☐   No prior review

	If you answered “No Prior Review”, please move to question 6.
If you selected any other response, answer question 5a.

	5a- Stop! Save changes and add approval emails to the Attachments page. Check this box when completed
	☐   Attachments uploaded to the Attachments page.

	6- Is there a current MSA contract number (governing contract number) in BuyWays?
	☐   Yes   ☐   No

	If you answered “Yes” to Question 6, answer Questions 6a.
If you answered “No,” please move to question 7.

	6a- What is the existing MSA (governing) BuyWays contract number?
	Click or tap here to enter text.
	7- Does the contract relate to a lease or use of someone else's property?
	☐   Yes   ☐   No

	8- Does this contract involve the use of real estate?
	☐   Yes   ☐   No



University Campus Details:
	Question
	Your Response

	1- Primary Campus 
	☐   Amherst Campus
☐   Boston Campus
☐   Dartmouth Campus
	☐   Lowell Campus
☐   President’s Office
☐   Umass Online
☐   UMass Chan Medical

	If you answered “Amherst Campus” answer Questions 1a.
If you answered “Umass Chan Medical” answer Questions 1b.
If you selected any other response, please move to question 2.

	1a- Is this a Donahue Contract Request?
	☐   Yes   ☐   No

	1b- Secondary Campus
	☒   CWM-HCJ Provider Contract
☐   CWM-Purchasing Contract
☐   CWM Sales Contract
	☐   Umass Memorial Foundation
☐   WCCCP
☐   WCS

	2- Form of Contract
	☐   UMass Agreement
☐   Vendor Agreement

	3- The University Official exercising managerial and budgetary control for this Contract (Name and Title) - This person's name will be included in the contract.
	Click or tap here to enter text.
	4- Are there additional Stakeholders for this Contract?
	Click or tap here to enter text.


Second Party Details (Supplier): Before submitting a request form, please conduct a thorough supplier search to ensure your supplier is in BuyWays and active. If not, please navigate to the supplier module in BuyWays to invite the supplier to register.
	Question
	Your Response

	1-Is this contract with an individual?
	 ☐   Yes   ☐   No

	2- Is supplier performing work in connection with services that UMass Chan is responsible for performing for EOHHS?
	 ☐   Yes   ☐   No

	3- Is the request for auditor services?
	 ☐   Yes   ☐   No

	4- Is the proposed contract with KPMG?
	 ☐   Yes   ☐   No

	5- Second Party Name (Supplier)
	 ☐   Yes   ☐   No

	6- Additional Second Parties
	Click or tap here to enter text.
	If not an active supplier in BuyWays, please take the information below and start the invite process.

	7- If the Second Party was not listed in the search above, list it here:
	Click or tap here to enter text.
	8- Second Party Signatory Name
	Click or tap here to enter text.
	9- Second Party Email
	Click or tap here to enter text.


Contract Details: 
	Question
	Your Response

	1- Contract Name (Recommended to keep the same as the Contract Request name)
	Click or tap here to enter text.
	2- Has the supplier provided any additional documentation for this request?
	 ☐   Yes   ☐   No

	If you answered “Yes” to Question 2, answer Questions 2a.
If you answered “No,” please move to question 3.

	2a- Stop! Save changes and add documents to the Attachments page. Check this box when completed.
	☐   I confirm that I have uploaded all attachments provided by the supplier to the attachments page.

	3- List of Attachments
	Click or tap here to enter text.
	4- Contract Start Date
	Click or tap to enter a date.
	5- Contract End Date
	☐   Expires On  ☐   No Expiration  ☐   Term

	If you answered “Expires On” answer question 5a, 5b, 5c and 5d.
If you answered “Term” answer questions 5b, 5c, 5d and 5e.
If you answered “No Expiration”, please move to question 6.

	5a- End Date
	Click or tap here to enter text.
	5b- Auto Renew
	 ☐   Yes   ☐   No

	5c- Renewal Term
	Click or tap here to enter text.
	5d- Renewals Remaining
	Click or tap here to enter text.
	5e- Term
	Click or tap here to enter text.
	6- How many renewals are available under this contract (total contract term cannot exceed five years)?
	Click or tap here to enter text.
	7- Summary - Brief description of the scope of this contract:
	


Click or tap here to enter text.





	8- Notice to the University Line 1 (Name, Title)
	Click or tap here to enter text.

	9- Notice to the University Line 2 (Mailing, Address, Telephone)
	Click or tap here to enter text.

	10- Notice to the Contractor Line 1 (Name, Title)
	Click or tap here to enter text.

	11- Notice to the Contractor Line 2 (Mailing, Address, Telephone)
	Click or tap here to enter text.



Finance: If you’re unsure about the financial information for your request, please use the SpeedChart Lookup. Please ensure that your campus suffix (-A, -B, -L, -C, -D, -WA) is added to all the Chartfield information sections. This will trigger the workflows needed to process your request.
Use the Commodity & Account Code Crosswalk to look up the appropriate commodity & account code. 


	Question
	Your Response

	1- Reimbursement for Travel and Other Contractor Expenses:
	☐All travel and meals are part of this Contract. No reimbursement will be made.	
	☐Contractor will be reimbursed for pre-approved travel only. No other expenses.	
	☐Contractor will be reimbursed for other expenses. No travel.	
	☐Pre-approved travel & other expenses

	If you answered “All travel and meals are part of this Contract. No reimbursement will be made” please move to 
question 2.
If you answered “Contractor will be reimbursed for pre-approved travel only. No other expenses.” answer questions 1a.
and 1b
If you answered “Contractor will be reimbursed for other expenses. No travel.”, answer questions 1b an 1c.
If you answered “Pre-approved travel & other expenses.”, answer questions 1a, 1b an 1c.

	1a- Pre - Approved Travel expenses Not to Exceed
	Click or tap here to enter text.

	1b- Other Expenses Limited To:
	Click or tap here to enter text.

	1c- Other Expenses Amount Not to Exceed
	Click or tap here to enter text.

	2- Total Contract Value
	Click or tap here to enter text.
	3- Are there fees that a student will be responsible for? 
	
☐   Yes   
☐   No
	4- Is this contract using grant funds?
	
☐   Yes   
☐   No
	If you answered “Yes” to Question 4, answer Questions 4a.
If you answered “No,” please move to question 5.

	4a- STOP! If you are Boston or UMass Chan, please confirm you have attached the completed DocuSign form from your Principal Investigator (PI) to the attachments page. Check this box when completed.
	☐   I confirm that I have uploaded the completed PI DocuSign.

	5- Fund Code (e.g.: XXXXX-XX)
	Click or tap here to enter text.
	6- Department ID 
(e.g.: WXXXXXXXXX-XX)
	Click or tap here to enter text.
	7- Program Code (e.g.:X12-A)
	Click or tap here to enter text.
	8- Project Grant ID (e.g.: XXXXXX-A)
(if not grant-related, enter N/A)
	Click or tap here to enter text.
	9- Account Code (e.g.: AXXXXXX-A)
	Click or tap here to enter text.
	10- Speedtype (eg: XXXXXX-A)
	Click or tap here to enter text.
	11- Is this contract/amendment split funded? (more than one speedtype)
	☐   Yes   ☐   No


	If you answered “Yes” to Question 11, answer Questions 11a.
If you answered “No,” please move to question 12.

	11a- Contract workflow will be based off of the primary department/fund. Please identify all other applicable chartfield values funding this contract. If multi campus, please attach the cross campus chargeback form.
	Click or tap here to enter text.
	12- Are prevailing wages required?
	☒   Yes   ☐   No

	If you answered “Yes” to Question 12, answer Questions 112a.
If you answered “No,” please move to question 13

	12a- STOP: I confirm that I have uploaded the Prevailing Wage Report to the Attachments Page.
	☐   Confirm

	13- Capital Project Number
	Click or tap here to enter text.
	14- Commodity Code
	Click or tap here to enter text.


Risk Questionnaire: To determine which internal reviewers (OGC, Insurance, InfoSec, etc.) will need to review the contract, please select the appropriate link for your campus. 
· Risk Questionnaire (UMass Chan Only)
· Risk Questionnaire (All Campuses except UMass Chan)
Determination of Independent Contractor Status: For UMass Boston, UMass Chan Medical, UMass Dartmouth, and UMPO, if you selected that your supplier is an individual, a Determination of Independent Contractor Status tab will open. Please complete the questions in the form below. 
· Determination of Independent Contractor Status Questions
No-Bid Justification: A No-Bid Justification is an exception to competitive procurement. It may only be used if one of the below conditions apply. Please choose one of the four considerations below and attach the supporting documents (quotes, emails, letters, etc.) to your contract request. As a note, Amherst and Boston users should attach the approved DocuSign PowerForm to their request, while all other campuses should complete the NBJ directly in the contract request form in BuyWays.
	Confirmation

	Is the Sourcing Method a No-Bid Justification?
	 ☐   Yes   ☐   No

	☐ Consideration #1: Only one known source exists for supplies or services as determined by documented research (no bid justification)

	Why is this product/service required or needed?

Click or tap here to enter text.
	Describe methods used and attach documentation substantiating the claim that there is a single supplier for the referenced goods or services.

Click or tap here to enter text.
	Describe the efforts taken to ensure price competitiveness of supplier rates and reduction of risk in lieu of the use of competitive procurement.

Click or tap here to enter text.





	☐ Consideration #2: After solicitation from several sources, no other reasonable alternative source exists that meets the requirements.

	Why is this product/service required or needed?

Click or tap here to enter text.
	Describe methods used and attach documentation substantiating the requirement to utilize a proprietary specification (detailing uniqueness of product/vendor selected).

Click or tap here to enter text.
	List alternative suppliers that were evaluated to determine if they could meet the requirements.

Click or tap here to enter text.
	Describe the efforts taken to ensure price competitiveness of supplier rates and reduction of risk in lieu of the use of competitive procurement.
Click or tap here to enter text.



	☐ Consideration 3: A public urgency for the requirement will not permit a delay resulting from the competitive solicitation.

	Why is this product/service required or needed?

Click or tap here to enter text.
	Describe the public exigency or emergency requiring the need to use of non-competitive procurement 

Click or tap here to enter text.
	Describe the efforts taken to ensure price competitiveness of supplier rates and reduction of risk in lieu of the use of competitive procurement.

Click or tap here to enter text.



	☐ Consideration #4: The Federal awarding agency, or pass-through entity, specifically authorizes noncompetitive procurement in response to a written request from the non-Federal entity.

	Why is this product/service required or needed?

Click or tap here to enter text.
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