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Partnering with CAPS:
Req to Check

Presenters: Ashley Lund, Mark Simon
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What does “procurement 
authority” mean to you?

Please insert your thoughts in the chat box.
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Procurement Authority:
The legal authorization granting an 

Agency the right to purchase goods or 
services from a supplier.
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Purchasing Thresholds

Optional Contract

Mandatory Contract

Special Considerations

$5,000-$50,000
Simplified Bid

<$5,000
Best Judgment

>$50,000
Request for Bid or Proposal
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Best Judgment (PRO-302)

Threshold Requirements

• Under $5,000 in a fiscal year

• Best Judgment does not apply 
to purchases of printing, as 
covered in PRO-505
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Requisition Requirements

• Required Attachments:
• None

• Recommended Attachments:
• Quote, when available

• Approval Justification:
• Best Judgment

https://doa.wi.gov/ProcurementManual/Pages/PRO-302.aspx
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POLL:

I need to purchase pens, paper, and 
post-it notes for the office.

It will cost about $60.

What is the Procurement Authority?
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Option 1
Order from Amazon as

a Best Judgment purchase

Option 2
Order from Staples

per contract:
505ENT-M19-OFFSUPPLY-01

POLL:
What is the Procurement Authority?
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ANSWER:
Option 2

Order from Staples per contract:
505ENT-M19-OFFSUPPLY-01

This is a mandatory contract and must be 
used for any dollar amount
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Simplified Bid (PRO-303)

Threshold Requirements

• Over $5,000 and up to $50,000 
over the full contract duration

• Agencies will report such 
transactions with supplier-
diverse businesses, as required 
by PRO-606
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Requisition Requirements

• Required Attachments:
• DOA-3088: Simplified 

Bidding Record

• Approval Justification:
• Simplified Bid

https://doa.wi.gov/ProcurementManual/Pages/PRO-303.aspx
https://vendornet.wi.gov/Forms.aspx
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Stella’s Snow Plowing was chosen, as Ashley’s Landscaping chose not to bid, and Mark’s was not the lowest bidder.    

Mark’s Snow 
Removal

$75

$75/trip

No bidPer Trip $50

Ashley’s 
Landscaping

Stella’s Snow 
Plowing

No Bid$50/trip

1/1/21 DOA

Ashley Lund
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Sole Source Under $25,000 (PRO-501)

Threshold Requirements

• Under $25,000 throughout 
contract duration

• Reason for Waiver:
• Uniqueness
• Patent or Proprietary
• Intrinsic Value
• Emergency
• Substantial Time Pressure
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Requisition Requirements

• Required Attachments:
• Contract notated in Contract ID
• Signed authorization letter 

from CAPS Section Chief

• Approval Justification:
• Contract ID

https://doa.wi.gov/ProcurementManual/Pages/PRO-501.aspx
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RPA (PRO-210)

Threshold Requirements

• Over $25,000 throughout contract 
duration

• Reason for Waiver:
• Sole Source and General Waivers
• Motor Vehicle Purchases
• Legal Service Purchases
• Collective/Collaborative 

Contracting: Piggybacking
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Requisition Requirements

• Required Attachments:
• Contract notated in Contract ID
• Case Letter present on the 

transactional contract or 
requisition

• Approval Justification:
• RPA Number

https://doa.wi.gov/ProcurementManual/Pages/PRO-210.aspx
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Enterprise, CAPS, or Piggybacking Contract (PRO-502)

Threshold Requirements

• Statewide Enterprise Contracts:
• Mandatory Contracts
• Optional Contracts

• CAPS Contracts:
• Mandatory Contracts

• Piggybacking off UW System
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Requisition Requirements

• Required Attachments:
• Contract notated in Contract ID

• Approval Justification:
• Contract Number

Collaborative Contracting: 
A Visual Guide

https://doa.wi.gov/ProcurementManual/Pages/PRO-502.aspx
https://doa.wi.gov/ProcurementManual/Documents/502CollabContractsVisualGuide.pdf
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Grant (PRO-504)
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Threshold Requirements

• Awarding grant funds to 
participants

Requisition Requirements

• Required Documents: Exemption Letter
• Recommended Documents:

• Contract Letter
• Grant Program Name
• Date Range
• Dollar Amount

• PO Type: Grant
• Approval Justification: Grant

Grants and Non-Procurement 
Transactions: A Visual Guide

https://doa.wi.gov/ProcurementManual/Pages/PRO-504.aspx
https://doa.wi.gov/ProcurementManual/Documents/GrantsNonProcVisualGuide.pdf
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Interagency (PRO-504)

Threshold Requirements

• Purchase of commodities or 
services from WI State agencies
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Requisition Requirements

• Required Attachments:
• None

• Approval Justification:
• InteragencyGrants and Non-Procurement 

Transactions: A Visual Guide

https://doa.wi.gov/ProcurementManual/Pages/PRO-504.aspx
https://doa.wi.gov/ProcurementManual/Documents/GrantsNonProcVisualGuide.pdf


2021 Wisconsin Statewide Procurement Conference

Intergovernmental (PRO-504)

Threshold Requirements

• Purchase of commodities or 
services from the federal 
government

• Must be a federal government 
listed as the supplier
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Requisition Requirements

• Required Attachments:
• None

• Approval Justification:
• Intergovernmental

Grants and Non-Procurement 
Transactions: A Visual Guide

https://doa.wi.gov/ProcurementManual/Pages/PRO-504.aspx
https://doa.wi.gov/ProcurementManual/Documents/GrantsNonProcVisualGuide.pdf
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Collective/Collaborative Purchase (PRO-502)

Threshold Requirements

• Purchase from any vendor on 
agreements established by:

• Another state government
• Federal government
• A Wisconsin municipality
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Requisition Requirements

• Required Attachments:
• Procurement Plan, if over 

$50,000

• Approval Justification:
• Collective Purchase

Collaborative Contracting: 
A Visual Guide

https://doa.wi.gov/ProcurementManual/Pages/PRO-502.aspx
https://doa.wi.gov/ProcurementManual/Documents/502CollabContractsVisualGuide.pdf
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Creating a Requisition
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POLL: 
What complications do you face

when creating requisitions?
• NIGP Code Selections
• PO Type
• Documentation & 

Attachments
• Other

• Entering the Requisition
• Procurement Authority
• Amount Only Flag
• Supplier ID Number
• Unit of Measure
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Purchasing Thresholds

Optional Contract

Mandatory Contract

Special Considerations

$5,000-$50,000
Simplified Bid

<$5,000
Best Judgment

>$50,000
Request for Bid or Proposal
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VendorNet
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https://VendorNet.wi.gov

https://vendornet.wi.gov/
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Contract Options

24
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Awarded Suppliers
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Documentation



2021 Wisconsin Statewide Procurement Conference

NIGP Code Examples
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FY22 Laptop Computer SHI
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505ENT-M17-WICOMPUTER-03
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CAPS- 6th Floor SBOP

MADDAR

EA
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Laptop Computer- Part # 123 

100

1

Extended notes on the product you are purchasing. Some examples. Product specifications, color, type.
Anything you think is important to share about this line.
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Amount Only Flag

100.00  USD

Laptop Computer



2021 Wisconsin Statewide Procurement Conference 39



2021 Wisconsin Statewide Procurement Conference 40



2020 Wisconsin Statewide Procurement Conference2021 Wisconsin Statewide Procurement Conference

Managing a Requisition

41
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FY22 Laptop Computer SHI

FY22 Laptop Computer SHI

10/15/2021 10/22/2021

10/21/2021 100.00  USD

Laptop Computer 1100.00 SHI International Corp.

Lund, Ashley K Lund, Ashley K

Pending

Pending
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FY22 Laptop Computer SHI

FY22 Laptop Computer SHI

10/15/2021 10/22/2021

10/21/2021 100.00  USD

Laptop Computer 1100.00 SHI International Corp.

Lund, Ashley K Lund, Ashley K
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LAPTOP COMPUTER $100.00

10/21/2021
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Change Orders
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Change Order - Purchase Order Process

Triggers Approval Routing
• Increase or Decrease Amount 

or Item Price
• Increase or Decrease Quantity
• Add Amount Only Checkbox
• Adding an Item Line
• Updating Chart Fields

50

Does Not Trigger Approval Routing
• Change the PO Type
• Supplier Location
• Updating Item Description
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Questions?
Thanks for attending

Partnering with CAPS: Req to Check!
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