
Purchasing Glossary 

A 

Accept 

To receive as approved, adequate, or satisfactory. 

Addendum/Addenda 

A written change, addition, alteration, correction, or revision to a bid, proposal, or contract document. Commonly, 

the name given to the document used to revise a solicitation.  

Aggregate 

The total spend for the entire District with one vendor or on one commodity. 

Amendment 

An agreed addition to, deletion from, correction, or modification of a document or contract.  

Audit Finding 

A written statement by the auditor that a problem does exist, a condition or situation that was observed, the effect or 

impact of the condition, and the root cause of the problem to the extent that it can be determined. Audit findings 

must result in action taken by the District to correct the problems found. 

B 

Back Order 

Items ordered but not shipped due to insufficient inventory or some other reason. 

Bid 

The written response submitted by a bidder to an Invitation for Bids (IFB). 

Bid Tabulation 

A summary document of all responsive bidders with their total extended prices, which the Purchasing Specialist has 

calculated and verified to ensure accuracy. It may also include unit prices for each item, total prices, delivery terms 

and conditions, whether each bidder has met the requirements for licenses, bonds, evidence of insurance, or other 

information deemed appropriate by the contracting officer. 

Blanket Purchase Order 

A purchase order designed to leverage repetitive requirements and emergency repairs involving low value goods 

and services, while reducing the administrative workload. A Blanket Purchase Order is the preferred method for 

placing orders which will require multiple payments over a period of time.  

Boilerplate 

A common term used to refer to standard clauses used in a bid or contract document. The general terms and 

conditions and instructions to bidders are sections of a bid document’s boilerplate. 

C 

Centralized Procurement 

An organizational structure where the rights, powers, duties, and authority relating to purchasing are vested in the 

Chief Procurement Officer (CPO). While the CPO may delegate some of these powers to others, the final authority 

resides with the CPO. 

Conflict of Interest 

A situation where the personal interests of a contractor, public official or employee are, or appear to be, at odds 

with the best interest of the District. 

Contract Extension 

An action to change and extend a contract termination date pursuant to a provision in the original contract and 

typically upon written mutual agreement by both parties. Extension should be based on sound legal advice so as to 

avoid challenges by other interested suppliers. A contract extension is not the same as a contract renewal. 

 

 



 

Contract Renewal 

A clause in the contract that allows the contract term or period to renew itself for an additional time as defined in 

the current contract. 

D 

Debarment 

To prohibit a seller/contractor from bidding on future requirements for cause for a certain period of time. 

Delivery Terms 

Conditions in a contract regarding freight charges, place and time of delivery, or method of transportation. BPS 

Terms and Conditions include FOB Destination as the Delivery Terms. 

Determination 

A legal document prepared by the CPO to justify a decision to take a certain action; includes conclusion, or 

determination, and the reason or findings of fact. 

Direct purchase 

The procurement of goods and/or services by placing an order with the supplier of choice, without seeking other 

bids. 

Due Diligence 

A business and legal term which refers to research and inquiry made prior to committing to a purchase or making a 

major business decision. 

E 

Economies of Scale 

A reduction in selling price as a result of an increase in the quantity ordered. 

Emergency (Emergency Condition) 

Creates an immediate and serious need for services, construction, or items of tangible personal property that cannot 

be met through normal procurement methods and the lack of which would seriously threaten (1) the functioning of 

government, (2) the preservation or protection of property, or (3) the health or safety of any person. 

Emergency purchase 

A purchase made in which the normal competitive purchasing procedures have been waived by a declaration of 

emergency issued by the Chief Procurement Officer. 

Encumbrance 

The commitment of appropriated funds to purchase an item or service. To encumber funds means to set aside or 

commit funds for a specified future expenditure. 

Extended Price 

The price for the total number of items ordered, calculated by multiplying the quantity ordered by the unit price. 

F 

Fair and Reasonable Price 

A price that is fair to both contracting parties, considering the agreed upon conditions, promised quality, and 

timeliness of contract performance. A variety of techniques may be used to ensure a fair and reasonable price, such 

as sealed competitive bidding, competitive proposals, informal quoting, price and cost analysis, and benchmarking 

against to other contracts. 

Fiscal Year 

The 12-month period used for accounting purposes. BPS follows a fiscal year of July 1 – June 30. The Federal 

Government follows a fiscal year of September 1 – October 31. 

 

 

 



Force Majeure 

Unexpected or uncontrollable events, including those caused by nature that can impact the contracts price, terms 

and conditions. These events are not due to contractor negligence and may excuse contractor performance during 

the events and under certain conditions caused by them. Acts of God or disruptive conditions for which a contractor 

or carrier will not be held responsible. 

Formal Sealed Bid (Formal Bid) 

A bid that must be submitted in a sealed envelope and in conformance with a prescribed format to be opened in 

public at a specified date and time. 

Free on Board (F.O.B.) Destination 

Title changes hands from the supplier to the public entity at the destination of the shipment when the public entity 

signs for the goods; the supplier owns the goods in transit, assumes responsibility for carrier selection, and files any 

claims for damages incurred during this period. It does not address the responsibility for the cost of transportation 

(freight charges), which must be specified with the inclusion of additional language. 

G 

General Terms and Conditions 

The section of a solicitation that contains clauses that deal primarily with the contractual obligations of the parties 

to a contract; a part of the boilerplate of a bid or contract document.  

Gift 

Something of economic value given to a public official or the public official’s relative without valuable 

consideration of equivalent value. 

Goods 

Anything purchased other than services or real property. Objects that can satisfy people’s wants. 

H 

Hold Harmless 

A clause that requires the contractor to assume liability for damages resulting from an action taken by the contractor 

and absolves the government or other contracting body from any responsibility for the consequences of the action. 

I 

Implied Warranty 

A warranty not specifically written into a contract but implied to be valid through law. 

Indemnification 

The agreement of a contracting party to hold the other party harmless, to secure the other party against loss or 

damage, or to give security for the reimbursement of the other party in case of an anticipated loss. 

In-State Preference 

A preference in the form of a percentage of cost or percentage of points given to bidders, proposers, and responders 

doing business in that state. NM Resident Business Preference is 5%; NM Veteran Business Preference is 10%. 

Invitation to Bid (ITB) 

A procurement method used to solicit competitive sealed bid responses, sometimes called a formal bid, when price 

is the basis for award. 

J 

No entries for J. 

K 

Kickback 

The payment of something of value to an individual with the goal of persuading or influencing his or her decision 

or performance in a certain situation. May be in the form of cash or favors and is unethical. 



L 

Late Bid/Proposal 

A bid or proposal received at the designated place for receipt after the established due date and time. Late 

bids/proposals are not opened and cannot be accepted for consideration of award. 

Lead Time 

The time that it would take a supplier to deliver goods after receipt of order (ARO). 

Legal Notice 

A public notice required by NM Procurement Code. Required to be placed in a newspaper of general circulation 

and is also place on the BPS Purchasing webpage. 

M 

Mandatory 

Obligatory, required by order, a provision that may not be waived. 

Manufacturer's Price List 

A price list published in some form by the manufacturer and available to and recognized by the trade. The term 

does not include a price list prepared especially for a given bid. 

Maverick Spending 

Used to describe purchases or expenditures not processed through a procurement organization. Direct spending by 

operational units outside of Procurement's control. 

May 

Denotes the permissive in a contract clause or specification. 

Memorandum of Understanding (MOU) 

A quasi-contract generally entered into between government agencies and private sector contractors who may be 

providing services to the government. It may also be entered into between inter/intra government agencies and 

details the essence of the agreement between the parties, but lacks the enforceability of a contract. 

N 

No Bid 

A response to an Invitation for Bids (IFB) stating that the bidder does not wish to submit a bid; functions to prevent 

suspensions from the bidders list for failure to show active interest or submit bids. 

Non-Conformance 

The failure of material or services to meet specified requirements for any characteristic or requirement. 

Non-Responsible 

A contractor, business entity, or individual that responds to a solicitation that does not have the ability or capability 

to fully perform the requirements of the solicitation. A business entity or individual who does not possess the 

integrity and reliability to assure contractual performance. 

Non-Responsive 

A response to a solicitation that does not conform to the mandatory or essential requirements contained in the 

solicitation. 

Notice of Award 

A written notification from the public entity to the successful bidder or proposer stating that there is an award of a 

contract in accordance with a bid or proposal previously submitted. Effective with receipt, the supplier or contractor 

shall proceed with performance. This allows work to start while the contract is printed and readied for distribution. 

O 

Offer 

A response to a Request for Proposals (RFP). 



Offeror 

A generic term that refers to a person or entity who submits an offer. 

Option to Renew 

A contract provision that allows a party to reinstate the contract for an additional term, beyond that stated in the 

original contract, in accordance with contract terms. 

P 

Payment Terms 

The methods of payment stipulated in a sales or purchasing contract. BPS Terms of Payment are NET30 – meaning 

invoices will be paid within 30 days of receipt and acceptance. 

Procurement Methods 

Methods by which goods, services, or material may be acquired by public purchasers. The methods may include 

emergency purchases, competitive bidding, competitive proposals, intergovernmental cooperative agreements, 

small purchase contracts, etc. 

Procurement Records 

Accounts maintained by the CPO sufficient to detail the significant history of a procurement and which may be 

needed for future audit purposes. Typically defined in a retention schedule description. 

Pro-Forma 

A document issued before all relevant details are known, usually followed by a final version. 

Pro-Forma Invoice 

An invoice received before the purchase informing the buyer of the terms of sale. 

Protest 

A written objection by an interested party to a solicitation or award of a contract with the intention of receiving a 

remedial result. 

Q 

Qualified Bidder 

A bidder determined by the purchasing organization to meet the minimum standards of business competence, 

reputation, financial ability, and product quality for placement on the bidders list. 

Quantity Discount 

A reduction in the unit price offered for a large volume contract. Economies of scale would dictate that the larger 

the volume/quantity, the lower the unit price or total cost. 

Quote 

An informal purchasing process which solicits pricing information from several sources. A statement of price, 

terms of sale, and description of goods or services offered by a supplier to a prospective purchaser. 

R 

Request for Proposals (RFP) 

The document used to solicit proposals from potential providers (offerors) for goods and services. Price is usually 

not a primary evaluation factor. Provides for the negotiation of all terms, including price, prior to contract award. 

Responsible Bidder/Proposer 

A business entity or individual who has the financial and technical capacity to perform the requirements of the 

solicitation and subsequent contract. 

Responsive Bid/Proposal 

A bid or proposal that fully conforms in all material respects to the Invitation for Bids (IFB)/Request for Proposals 

(RFP) and all of its requirements, including all form and substance. 

 

 



Reverse Auction 

An online auction in which sellers bid against each other to win a buyer's business. Typically used to purchase 

commodities from multiple pre-qualified providers. Also referred to as eAuction. BPS does not participate in 

Reverse Auctions. 

S 

Shall 

Denotes the imperative in contract clauses or specifications. 

Single Source 

An acquisition where, after a search, only one supplier is determined to be reasonably available for the required 

product, service or construction item. Procurement of products or services from one selected supplier, even though 

there are other suppliers that provide similar products or services. Orders given to a single source obtain the 

advantages of economics of scale, quantity discounts, etc. 

Small Purchase 

Purchases of small dollar amounts under a certain monetary threshold. BPS Small Purchase threshold is $3,500. 

Sole Source Procurement 

A situation created due to the inability to obtain competition. A procurement method where only one supplier 

possesses the unique ability or capability to meet the particular requirements of the solicitation. A justification from 

the requesting department explaining why this is the only source for the requirement is required to be posted for 30 

days before purchases can be made. 

Solicitation 

Generic term for a request to suppliers to offer a bid, quotation or proposal. 

T 

Tabulation of Bids/Responses 

The recording of responses to solicitations for the purposes of comparison, analysis, and record keeping. 

Termination for Convenience 

A contract clause that may be contained within boilerplate language that allows for contract to be ended at the 

discretion of the governmental entity. Action by which the purchasing entity, in accordance with contract 

provisions, unilaterally cancels all or part of the contract work for the best interest of the District, and with no 

reflection on the contractor’s performance. 

Termination for Default 

A contract clause that may be contained within boilerplate language that allows either contracting party the right to 

cancel a contract, either in whole or in part, due to failure of the other party to perform satisfactorily. 

Terms and Conditions 

A phrase generally applied to the rules under which all bids must be submitted and the stipulations included in most 

purchase contracts; often published by the purchasing authorities for the information of all potential vendors. 

Transparency 

In an ethical context, the idea that the more information disclosed about a business, financial, or economic activity, 

the better. Transparency improves ethical conduct. Maximum disclosure is for the betterment of the public and will 

help to discourage more regulation. 

U 

Unallowable Cost 

Any cost that, in accordance with pertinent laws or regulations, cannot be included in prices or cost-reimbursements 

under a contract to which the cost is allocable. 

 

 

 



Unsolicited Offer 

An offer submitted by a contractor/supplier or consultant in the absence of a bid or solicitation from a buyer. May 

be submitted in response to a perceived need but not in response to a buyer’s formal request. BPS does not accept 

Unsolicited Offers. 

Unsuccessful Bidder 

A supplier whose bid was not accepted for reasons of price, quantity, or failure to comply with specifications. 

V 

Vendor 

A provider of materials, supplies, services, and/or equipment. See Supplier. 

Verbal quotation 

A verbal process of inviting offers to supply goods and/or services involving a limited number of potential 

suppliers. 

Void 

Of no standing; unenforceable and without legal effect. A contractual reference that implies that the agreement has 

been terminated or cancelled. 

W 

Warranty 

A promise made by a seller to a buyer that is legally enforceable. The promise may be expressed or implied and is 

legally binding. A warranty is an assurance (expressed or implied) by the supplier that the material, product, or 

workmanship being sold is as represented or promised, e.g. free of defects, or will be repaired or replaced free of 

charge or according to conditions set out in the warranty. 

Written quotation 

A written process of inviting bids to supply goods and/or services involving simple documentation and a limited 

number of potential suppliers. 

X 

No entries for X. 

Y 

No entries for Y. 

Z 

No entries for Z. 

 


