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Unlocking the 
Contract Toolbox:

From Discovery to Delivery

Simplify procurement. Save time. Deliver results.



22025 Wisconsin Statewide Procurement Conference 2

Jeannie McCarville

Chris Tucker

Stacia Buttchen

Procurement Specialist
Senior

Procurement Specialist
Objective

Procurement Specialist
Senior



32025 Wisconsin Statewide Procurement Conference

What is the Contract Toolbox?

• A collection of resources to support 
every stage of the contract lifecycle

• Each “tool” is built for a specific job.
• Helps you tighten loose ends, fix 

common issues, and streamline
• Keeps you equipped with the right 

forms, guides, and checklists

You have the tools you need, just 
pick the right one for the job!
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Contract Toolbox Lifecycle: 
From Blueprint to Build.

Step 1 - Discovery: Laying the Foundation
Identify the need, define the scope, and gather input from 
stakeholders

Step 2 - Verify: Measuring Twice
Confirm the sourcing path, funding, and compliance 
requirements.

Step 3 - Compare: Selecting the Right Tool
Evaluate vendors, pricing, and performance to determine 
the best value.

Step 4 - Comply: Securing the Structure
Complete documentation, obtain approvals, and finalize 
the framework.

Step 5 - Delivery: From Tools to Results
Implement the contract, onboard vendors, and monitor 
performance.

Discovery

Verify

Compare

Comply

Delivery

The best 

procurement is 

often one that 

is already done.
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PROCESS OVERVIEW

Special Considerations

Mandatory Contract

Optional Contract

Purchasing Thresholds

<$5,000
Best Judgement

$5,000-$50,000
Simplified Bid

>$50,000
Request for Bid/ Proposal
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Step 1 — Discovery
Laying the Foundation

Key Tools:
● OpenBook Wisconsin
● STAR (Transactional Contracts)
● VendorNet (existing contracts)

Broadening the Search:
● Cooperative Purchasing (NASPO, MMCAP)
● Agency-Specific or DOT Drug Testing Contracts

Locate and identify suitable existing contracts.

Tip: Build a quick-
reference list of 

contract sources 
specific to what 

you use.

(STAR) State Transforming Agency Resources, (NASPO) National Association of State Procurement Officials, (MMCAP) Minnesota Multistate Contracting Alliance for Pharmacy, (DOT) Department of Transportation

https://openbook.wi.gov/
https://openbook.wi.gov/
vendornet.wi.gov
vendornet.wi.gov
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Access procurement information:
•Download required forms
•Search bids and contracts
•Post contracts

DISCOVERY: VendorNet



DISCOVERY: VendorNet

vendornet.wi.gov
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DISCOVERY: VendorNet

vendornet.wi.gov
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• Access a wider range of pre-negotiated contracts.

• Benefit from volume pricing and shared expertise.

• Streamline sourcing while ensuring compliance and 
quality.

DISCOVERY: Broadening the Search
NASPO & MMCAP
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DISCOVERY: NASPO

o What is NASPO?
o Wisconsin’s Role
o Impact & Benefits
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NASPO: What is NASPO?

• National Association of State Procurement Officials 
(NASPO) is a nonprofit with procurement officials from 
all 50 states, D.C., and territories.

• Promotes public procurement excellence through 
collaboration, education, and shared resources.

• Oversees NASPO ValuePoint — the nation’s largest 
public cooperative purchasing program.
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NASPO: Wisconsin’s Role

Wisconsin participates in multiple NASPO ValuePoint cooperative 
contracts to achieve cost savings and efficiencies.

• Appropriate sections evaluate NASPO contracts to ensure 
alignment with state statutes and agency needs. 

• Serve on NASPO committees and working groups to help shape 
best practices nationwide. 

• Leverage NASPO’s market research and sourcing expertise for 
upcoming statewide solicitations.
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NASPO: The Impact & Benefits

Reduces administrative burden by eliminating the need for 
repetitive solicitations

• Expands access to national pricing and vendor competition.
• Promotes consistency, transparency, and accountability.
• Fosters collaboration and innovation across states.
• Drives hundreds of millions in cost savings and efficiencies.
• Advances small and diverse business participation.
• Offers training and certifications through NASPO’s Procurement U.
• Streamlines contract management with standardized tools.
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DISCOVERY:

• What is MMCAP?
• Wisconsin’s Role
• Impact & Benefits
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DISCOVERY: What is MMCAP?

• MMCAP is a national cooperative purchasing 
program for government-owned and nonprofit 
health care facilities.

• Operated by the Minnesota Department of 
Administration, Office of State Procurement.

• Provides access to competitively awarded 
contracts for pharmaceuticals, medical 
supplies, and related services.
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DISCOVERY: Wisconsin's Role

• Participating state agencies, universities, 
correctional facilities, veterans’ homes, public 
health departments, and other qualifying entities.

• Wisconsin agencies participate through the 
Department of Administration (DOA) to access 
group-negotiated pricing.

• State contact and Pharmacy Contact attend the 
national members conference each year in 
March/April.



322025 Wisconsin Statewide Procurement Conference

DISCOVERY: Impact & Benefits

• Harnesses the purchasing power of 13,000+ members 
nationwide. 

• Delivers cost savings on healthcare and lab supplies.

• Reduces admin effort with pre-competed, easy-to-use 
contracts.

• Supports agency needs for drug testing, vaccines, and 
pharmacy services.
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Contract Types:
● Mandatory (M): Required for agencies/campuses.
● Optional (O): Convenience use; not required.

Reminder: Always check limitations and prohibited 
uses. 

Determine whether your agency can use the contract.

Step 2 — Verify
Measuring Twice



342025 Wisconsin Statewide Procurement Conference 34

Limitations and prohibited Uses

Federal 
Government

Non-Profit 
Organization

Other States' 
Municipalities
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● Define specific requirements, deliverables, and timelines.

● Review contract scope (what’s included / excluded).

Example: Staples and certain products you may THINK 
you would go to them for, but not so fast! 

Ensure alignment between agency needs and 
contract coverage.

Step 3 — Compare
Selecting the Right Tool
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What is the Fit?

Proceed Supplemental

Solicitation

New Solicitation

Partial FitFull Fit No Fit
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Before you use an existing contract, 
ensure all administrative and legal requirements 

are met.

Step 4 — Comply
Securing the Structure

Common Approval Tools:
• Business Case Exception (BCE)
• Waiver
• Piggyback Agreements

Tip: Maintain a reference 
sheet of which forms 

and signatures are required 
for each scenario. 
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COMPLY:
Business Case 
Exception

A Business Case Exception (BCE) is a 
formal request submitted by a State 
agency seeking approval to be exempt 
from using a mandatory statewide 
contract for a specific good or service.
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Purpose: Used when a mandatory contract is not in the best 
interest of the State.

Approval: Requires DOA Contract Manager approval.
Scope: Applies to a single, specific purchase or contract instance.

Justification: A Business Case Exception (BCE) may be 
requested for reasons such as:
• More favorable pricing
• Inability of the contract to meet agency needs
• Product or system compatibility requirements
• No qualified vendors available

COMPLY:
Business Case Exception
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COMPLY: Waiver

Request for Purchasing Authority 
(RPA)

• DOA-3046

https://doa.wi.gov/Forms/DOA-3046RPAJustification.docx
https://doa.wi.gov/Forms/DOA-3046RPAJustification.docx
https://doa.wi.gov/Forms/DOA-3046RPAJustification.docx
https://doa.wi.gov/Forms/DOA-3046RPAJustification.docx
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Motor vehicle

purchases

(PRO-506)

COMPLY: Waiver
An RPA must be submitted in the following situations:

Sole source and 

general waivers

(PRO-501)

Legal service

procurements

(PRO-511)

Collective purchasing

(PRO-502)

https://doa.wi.gov/ProcurementManual/Pages/PRO-506.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-506.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-506.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-501.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-501.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-501.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-511.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-511.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-511.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-502.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-502.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-502.aspx
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Piggyback

Form DOA-3047

For use by campuses 
only.

https://doa.wi.gov/Forms/doa-3047piggybackingdataplan.doc
https://doa.wi.gov/Forms/doa-3047piggybackingdataplan.doc
https://doa.wi.gov/Forms/doa-3047piggybackingdataplan.doc
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Piggyback
DOA-3831

https://doa.wi.gov/Forms/DOA-3831STARPiggybackingRequest.doc
https://doa.wi.gov/Forms/DOA-3831STARPiggybackingRequest.doc
https://doa.wi.gov/Forms/DOA-3831STARPiggybackingRequest.doc


442025 Wisconsin Statewide Procurement Conference 44

Piggyback

Resources Sect. 5 & 6:
SS 16.973(10)(13)

PRO-508
PIM 22-001
PIM 17-001

https://doa.wi.gov/ProcurementManual/Pages/PRO-508.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-508.aspx
https://doa.wi.gov/ProcurementManual/Pages/PRO-508.aspx
https://doa.wi.gov/ProcurementManual/Documents/PIM22001.pdf
https://doa.wi.gov/ProcurementManual/Documents/PIM22001.pdf
https://doa.wi.gov/ProcurementManual/Documents/PIM22001.pdf
https://doa.wi.gov/Documents/DEO/ProcPlanUserGuide.pdf
https://doa.wi.gov/Documents/DEO/ProcPlanUserGuide.pdf
https://doa.wi.gov/Documents/DEO/ProcPlanUserGuide.pdf
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Piggyback
Resources

DOA-3047 DOA-3831

Certification for Collection of Sales and Use Tax

Eligible Ineligible

PRO-502, Collaborative Contracting

DOADLProcplan@wisconsin.gov

VendorNet: 
•Forms DOA-3047 and DOA-3831
•Contract Research
•General Procurement > Certification for Collection of Sales and Use Tax, 

WI Office of Contract Compliance Eligible/Ineligible Vendor Directory

State Procurement Manual:
•PRO-502, Collaborative Contracting: Piggybacking and the Use of 

Contracts with Other Authorities

Questions:
DOADLProcplan@wisconsin.gov

https://doa.wi.gov/Forms/doa-3047piggybackingdataplan.doc
https://doa.wi.gov/Forms/DOA-3831STARPiggybackingRequest.doc
https://vendornet.wi.gov/Forms.aspx
https://doa.wi.gov/Documents/DEO/CertList.pdf
https://doa.wi.gov/Documents/DEO/WOCCELIEligible.pdf
https://doa.wi.gov/Documents/DEO/WOCCELIIneligible.pdf
https://doa.wi.gov/ProcurementManual/Pages/PRO-502.aspx
mailto:DOADLProcplan@wisconsin.gov
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Step 5 — Delivery
From Tools to Results

Implement the contract, onboard vendors & monitor performance.

Performance:
• Maintain open communication with 

vendor and end users.
• Monitor vendor Performance vs. 

Expectations.
• Create strong partnerships for

successful contract delivery.

Steps:
• Finalize and execute agreements.
• Create Transactional Contract as 

needed. (Piggyback/Waiver/BCE).
• Issue Statement of Work (SOW).
• Issue Purchase Order (PO).
• Post Procurement Authority 

on VendorNet (agency) or ShopUW+ 
(campus).

Build partnerships that last.
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Resources and Assistance

Where to Find Help:
• VendorNet
• NASPO
• MMCAP
• WisPro Help Desk email (DOAWisPro@wisconsin.gov)
• OpenBook Wisconsin

Contact:
• Chris Tucker - chris.tucker@wisconsin.gov
• Stacia Buttchen - stacia.buttchen@wisconsin.gov
• Jeannie McCarville - jeannie.mccarville2@wisconsin.gov

vendornet.wi.gov
vendornet.wi.gov
https://www.naspo.org/
https://www.naspo.org/
https://mmcap.mn.gov/about/missionandvision/index.jsp
https://mmcap.mn.gov/about/missionandvision/index.jsp
mailto:DOAWisPro@wisconsin.gov
https://openbook.wi.gov/Default.aspx
https://openbook.wi.gov/Default.aspx
mailto:chris.tucker@wisconsin.gov
mailto:stacia.buttchen@wisconsin.gov
mailto:jeannie.mccarville2@wisconsin.gov
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Questions?
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Thank you!
Keep building better contracts,

one tool at a time!
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