
 

 

PURCHASING THRESHOLDS 

Under $5,000: Best Judgement, choice of vendor lies with PI/department using due diligence 

 *Check Shop@UW and contracted vendors for items/services first  

  Shop@UW: https://mds.bussvc.wisc.edu/order/shopper_lookup.asp 

  UW Contracts: https://www.busserv.wisc.edu/puct/main_menu.aspx 

 

$5,000 - $50,000: Use a Contracted Vendor or Simplified Bidding is required (contact, at minimum, 

3 vendors for pricing – contract will be given to vendor with lowest price) 

*Sole Source ($5,000 - $25,000): Simplified bidding can be waived if there is a sufficient 

justification that explains why a specific vendor is the only vendor that is able to provide the 

product(s) or service(s) required.  **Purchasing Services will decide if the sole source 

justification is accepted. 

 

$50,000 or more:  Use a Contracted Vendor or an Official Sealed Bid (RFB/RFP) must be done 

before a vendor will be selected to provide the product(s) or perform the service(s) required. 

*Governor’s Waiver (sole source over $25,000):  In special circumstances, there may be 

only one vendor that is able to provide the product(s) or perform the service(s) that are 

required.  You will need to work with a Procurement Specialist in Purchasing Services to 

develop and submit a Governor’s Waiver request, which can waive the State of Wisconsin 

bidding requirements.  *Purchasing Services will decide if a Governor’s Waiver will be 

pursued. 

 

**See secondary handout for more information on UW-Madison contracted vendors 

 

INELIGIBLE VENDORS 

There are some vendors that the University is not allowed to purchase items or services 

from.  Here is a link to a list of vendors that we cannot purchase from (this list is kept up to 

date): 

 https://businessservices.wisc.edu/purchasing/how-to-make-a-purchase/how-to-buy-a-product/ 

o Scroll down and click on “State of Wisconsin’s Ineligible Vendor Directory” 

 http://vendornet.state.wi.us/vendornet/wocc/CertList.pdf 
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CONTRACTING FOR PURCHAED SERVICES:  CONSIDERATIONS 

Guidance for Contracting External Services on Sponsored Projects (RSP): 
https://www.rsp.wisc.edu/SAGuidance/ 

 
When purchasing services, consideration should be given to whether or not a contract between the 

vendor and the University is needed.  Purchasing Services will require a contract if one or more of 

the following situations apply (Equipment maintenance agreements are excluded from these 

considerations): 

 Costs for services exceed $5,000 

 The vendor will be performing services on the UW-Madison campus 

 The services are HIGH RISK in nature (clinical study, hazardous materials, etc.) 

 Intellectual Property rights are being shared with the vendor; or the vendor is claiming 

ownership of any/all Intellectual Property involved in the service 

 Complete this form and submit to Purchasing Services along with a 

purchase requisition and any other required supporting documentation:  

 Additional Guidance: https://research.wisc.edu/kb-article/?id=34636 

 

 HIPAA – whenever a service provider will create, receive, transmit, or store Individually 

Identifiable Health Information, also known as Protected Health Information (PHI).  

 Contact your HIPAA Privacy Coordinator or the UW-Madison HIPAA Privacy 

Officer for additional contracting requirements, and contact your HIPAA 

Security Coordinator or the UW-Madison Security Officer for IT security 

requirements if PHI will be received, transmitted, or stored electronically.  

See https://compliance.wisc.edu/hipaa/coordinators for current contact 

information.  Send a copy of their responses to Purchasing along with a 

purchase requisition and contract request. 

Additional Considerations: 

 If sponsored funds are used to fund the services, a subaward may need to be issued 

instead of a purchasing contract for services.   

 Guidance for Contracting External Services on Sponsored Projects: 

https://www.rsp.wisc.edu/SAGuidance/ 

 

 Contracting with Individuals: Before contacting Purchasing Services, you must consult 

with your local HR department to determine if the individual needs to be hired as a UW 

employee in order to perform the work required.  NOTE: If the individual is already a 

UW employee (at UW-Madison or anywhere in the UW-System), then they must 

perform the services as an employee and be paid via payroll.  

 If your HR department determines that the individual does not need to be 

hired as an employee to perform the work, you will need to submit a 

requisition and contract request to Purchasing Services.  **Provide your HR 

department’s justification for not employing the individual with your 

supporting documentation. 
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