DELEGATION OF PURCHASING FUNCTIONS TO THE

(COLLEGE), DEPARTMENT OF ________________

(Hereafter referred to as "Department")

BY UNIVERSITY OF WISCONSIN-MADISON PURCHASING SERVICES

(Hereafter referred to as "Purchasing")

DATED _________________

I.
DELEGATION AUTHORITY

The Department of Administration (DOA) delegates purchasing authority to the University of Wisconsin System (UWS) and UWS delegates that authority to Purchasing by written agreements.  In accordance with these agreements, Purchasing delegates to the Department the authority set forth in Article II below to purchase supplies, equipment and services for use by the Department. This Delegation is further limited to the individual signatories identified in this Agreement as “Delegated Agents”.

This agreement is in effect until superseded by a subsequent agreement signed by both parties or until terminated in writing by Purchasing.

II.

LEVELS OF AUTHORITY

The Department is delegated authority to conduct appropriate procurement activity for all commodities and contractual services to the $___________ level for items or services not currently on contract.  Commodities and services which are on State, University System, or Purchasing contract or waiver may be purchased to any dollar amount up to the limit of the contract.  All procurement actions shall be conducted in accordance with the policies, procedures and rules referenced in this document.

The Department has delegated authority to conduct appropriate procurement activity using their procurement card to a single transaction limit of  $__________ and a monthly transaction limit of $____________.   The Delegated Agent will be responsible to ensure that proper procedures are followed with regard to process and documentation for all departmental procurement card purchases over $5,000.  The Delegated Agent must provide to the Director of Purchasing Services, the names of all the cardholders they are requesting have this additional authority and further agree to ensure that proper departmental procedures are in place to document these purchases as required in this Delegation Agreement (see III F).    

III.

RESPONSIBILITIES

A.
The Department agrees to process Purchasing transactions under this agreement in accordance with State laws and regulations and with DOA, UWS and UW-Madison purchasing policies, as they may be revised from time to time.  This includes the Wisconsin Statutes and Administrative Code, the State Procurement Manual, UWS General Administrative Policy Papers and Financial Policy and Procedure Papers, UWS Pre-Audit Manual, and internal and external policies and procedures of Purchasing.

B.
The Department agrees to provide reports and information to Purchasing and other State agencies as necessary and appropriate.  The Department agrees to retain all documents, subject to records disposal authorization policy, for post audit review by Purchasing or internal or external auditors.

C.
Purchasing will provide manuals, procedures, contracts and waivers and will conduct on-going training for the Department’s personnel.  The Department will assure that relevant personnel attend such training and participate in development of policies and procedures.

D.
The Department will notify the Director of Purchasing, in writing, of any Delegated Agent personnel changes that may effect this Agreement.  Additional Delegated Agents may not be added without the approval of the Director of Purchasing Services. 

E. The Department and Purchasing acknowledge that certain procurements and interaction with external agencies and vendors may be especially sensitive and have an impact on other campus areas and programs.  The Department and Purchasing agree to consult and coordinate with the directors of Business Services and Purchasing, and members of the Chancellor’s Staff, as appropriate, regarding transactions which reasonably could be expected to be sensitive or have campus-wide implications.

F. Delegated Agent shall ensure that procurement card transactions that exceed $5,000 are properly documented to facilitate procurement card audits. Procurement Card transaction logs shall reference the appropriate purchasing authority used to place the order by referencing a valid contract number, waiver number, or Pro E-4 exception to the bidding process. Otherwise, source bid documents and responses will be maintained with the procurement card transaction log. Delegated Agent will also convey all necessary information to the University Property Control Office, in the form and format prescribed by that office, for assets that must be capitalized.  
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