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UNIVERSITY OF WISCONSIN-MADISON

COMPLAINT REPORT ON VENDOR/CONTRACTOR PERFORMANCE

(refer to PPP #22)

Date:
__________________

Complete this form to report complaints regarding unsatisfactory vendor/contractor performance or product quality.  The report should be prepared and/or coordinated by the person(s) most closely associated with the process from the beginning.  Provide sufficient detail to facilitate satisfactory settlement.  Forward one copy of this to Purchasing Services, 21 N Park St, Ste 6101, Madison, WI 53715 1218.  You will be notified of any action taken.

PLEASE TYPE OR PRINT CLEARLY

_____________________________________________________
__________________________________________________________________

Dept Name
Address

_____________________________________________________
__________________________________________________________________

E-mail
Phone

_____________________________________________________
__________________________________________________________________

Vendor/Contractor Name


Purchase Order Number

___________________________________________________________________________________________________________________________

___________________________________________COMPLAINT__________________________________
Give detailed explanation of complaint.  Attach additional sheets if necessary.

_____________________________________________________
__________________________________________________________________

Name (type or print)
Date

___________________________________________________________________________________________________________________________

____________________________FOR PURCHASING USE ONLY___________________________

Purchasing Office:  Describe action taken.  Specify recommendations for further action, if any.

______________________________________________
_________________________________
______________________________________

Purchasing Agent
Phone
Date

(type or print)

_______________________________________________________________________________________________

PURCHASING SERVICES

University of Wisconsin-Madison  21 N Park St. Ste 6101  Madison, WI 53715-1218
608/262-1526  (Fax) 608/262-4467  www.bussvc.wisc.edu  purch@bussvc.wisc.edu

