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CHECKLIST FOR A REQUEST FOR EXEMPTION OF A GRANT
OR A PAYMENT MADE PURSUANT TO STATUTE
	Date:
	     


	Name of the grant or payment made pursuant to statute:
	     

	

	Tracking number (assigned by agency):
	     

	
(Note: Consolidated Agency Purchasing Services (CAPS) agencies will be assigned a tracking number by CAPS.)
Is there a previous grant exemption approval for this request?  If yes, tracking or approval number:       

	

	

	Procurement contact submitting the request:
	Name:
	     
	
	Phone:
	     

	
	
	
	
	
	

	

	This is a request for exemption of a (check one):
	 FORMCHECKBOX 
 Grant program

	
	 FORMCHECKBOX 
 Payment made pursuant to statute
 FORMCHECKBOX 
 Grant program amendment


INSTRUCTIONS:
Any agency that wants to exempt a grant program or a payment made pursuant to statute from the procurement rules and procedures must prepare a letter to the director, State Bureau of Procurement, and submit it along with this checklist.  The agency head or his/her designee and the agency purchasing officer who is the Department of Administration’s specially designated agent under s. 16.71(1), Wis. Stats., will both sign the letter.  Do not submit this checklist unless each item is checked and included in/with the letter. (If the item is not applicable, NA must be entered.)
	Check
Here If Applicable
	Enter NA If Not Applicable
	Submit the following information with the Checklist.

	 FORMCHECKBOX 

	   
	A letter to the director, State Bureau of Procurement, signed by the agency head or his/her designee and the agency purchasing officer who is the Department of Administration’s specially designated agent under s. 16.71(1), Wis. Stats.   

	 FORMCHECKBOX 

	   
	The rationale used to determine that the program named is a grant or a payment made pursuant to statute in which one provider is statutorily permissible and the rate of reimbursement is set by statute.

	 FORMCHECKBOX 

	   
	A concise explanation of the grant or payment program.

	 FORMCHECKBOX 

	   
	A statement of the public purpose of support or stimulation for the grant funds that are to be distributed (excluding the amount of money the agency is allowed for administration of the grant) (for grants only).

	 FORMCHECKBOX 

	   
	The source of funding of the program.

	 FORMCHECKBOX 

	   
	A reference and concise description of the applicable state or federal statutes, rules, policies, procedures and/or regulations that govern the selection and distribution of fund recipients or that dictate only one provider is statutorily permissible and the rate of reimbursement.  These may be found in, for example, the Federal Acquisition Regulations (FAR), Code of Federal Regulations (CFR), Office of Management and Budget (OMB) Circulars, Wisconsin Administrative Codes, or Executive Orders.

	 FORMCHECKBOX 

	   
	An explanation of how requirements dictated by the CFR or FAR have been met (if applicable).

	 FORMCHECKBOX 

	   
	A description of the recipients of the funding.

	 FORMCHECKBOX 

	   
	A description of the process used to select recipients (for grants only).

	 FORMCHECKBOX 

	   
	A statement that the funds do not directly benefit or will not be used by the requesting agency (for grants only).

	 FORMCHECKBOX 

	   
	Supporting documentation including the applicable federal or state statute, rules, policies, grant award letter, grant announcement and/or application. If the supporting documentation and materials are not available, or developed, provide a statement on how the opportunity will be announced and provide the documentation when available.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	If this is a grant amendment request, provide a statement that no substantive changes have been made to the program, including the scope, funding, and eligible recipients.  If any of the changes have occurred, submit a new request.

	 FORMCHECKBOX 

	   
	Any other relevant information


This document can be made available in alternate formats to individuals with disabilities upon request.
Reference Materials: 

State Procurement Manual PRO-504, Exceptions, Waivers and Special Handling

Grants and Non-Procurement Transactions Visual Guide
