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WISCONSIN

UNIVERSITY OF WISCONSIN-MADISON




REQUEST FOR JUSTIFICATION ILLEGAL PURCHASES $5,000 OR MORE

DATE:

XX/XX/XX

TO:

     

From:  
Agent, University Purchasing Services

Subject: 
 Illegal Purchase (Requisition #     )

The above-mentioned requisition exceeds the $5000.00 purchase authority given to departments to order directly from an outside vendor as of July 1, 1999.  It will be held and no payment made until acceptable justification as detailed below is received from you.  Purchases $5001 and over must be competitively bid and documented by Purchasing Services regardless of the funding source.

This requisition will be held for 30 days or until I receive the following information as justification.  It should include the following:

1. Description of the goods or services purchased.

2. Circumstances which led to the illegal purchase.

3. Justification for lack of prior Purchasing Services approval.

4. A statement of actions being taken by the department to prevent repetition of the 
situation.

5. The department head’s and Dean/Director’s signatures indicating review and approval.
6. Attestation that the illegal purchase was made in compliance with the University of Wisconsin System Code of Ethics UPS Operational Policy WE 1 which can be found on UWS internet at https://www.wisconsin.edu/ohrwd/download/policies/ops/we1.pdf.
Please promptly forward your justification to me at the address below.  Once received, it will be determined if the requisition can be approved for payment.  If not received by me by       the requisition will be canceled and no payment will be made to the vendor.  The invoice and copies of your requisition will be sent back to you.

If you have any questions, please contact      , the agent involved, at      .

Enclosure

xc:
     
Review PPP #3 BEST JUDGEMENT (Under $5000.00)

PPP #6, Illegal Purchases

PURCHASING SERVICES

University of Wisconsin-Madison   21 N Park St, Suite 6101 Madison, WI 53715 1218

608/XXX-XXXX   (Fax) 608/262-4467   www.bussvc.wisc.edu   agent@bussvc.wisc.edu
