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RESEARCH ADMIN15lRATION 
.... . FINANCIAL 

Subject.Applicatien of the Agreed-Upon Indirect Cost Factor in Interagency Agreements 

You called today to ask my opunon on administrative handling of agreements 
between Department of Administration and departments of the U\.J System. 
Specifically, you raised the rna tter of occasions v1here an individual of 
DOA may approach a faculty researcher to develop a proposal to study an 
area of mutual interest; part of the professor's proposal would be a budget, 
which depending on the source of project funding (slate or federal) would 
not, or would, have to include the agreed-upon 15% indirect cost' factor. 
The circumstance may arise where the DOA pPrson does not know what the source 
of funding will be before the research proposal and budget are developed. 
The question then becomes, should the professor include or not includ~ the 
indirect cost rate. 

All options considered, it is my opinion that the research eroposal should 
include the overhead factor where source of funding is uncertain; it should 
be clearly itemized as application of the 15% against direct costs, thus 
lending itsel~ to removal when/if it is determined prior to drafting of the 
agreement that the funding source is state General Purpose Revenue. 

If DOA staff are following the ne\\lly-released Internal Operating Procedure 
(copy attached) for DOA personal sej;.vices contracting, they should know that 
the Secretary's Office must he informed of the agreement prio.r to drafting 
the act~al interagency agreement (except in some cases where the dollar 
amount involved is less than $ 3,000, in which case they may also get Provider 
Agency sifinature on the agreement itself prior to Secretarial review and 
final approval in concept); part of the information that must be given in 
the Pro~osaJ to Contract to the Secretary is source of funding. Putting it 
differently, I believe that in most cases the DOA staff person will have 
secured needed information on source of funding before the UW researcher 
draws up the abstract and budget; if this assumption is correct, either a 
letter from the DOA contact to the faculty member, or a copy of the approved 
Proposal to Contract, should be adequate documentation to exclude the indirect 
cost factor (where source of funding is GPR) from the research proposal. 

Summing it up, I appreciate the need you have for a consistent administr.ntive 
policy on applying overhead factor::;, and recommend that you include it in 
research proposals to DOA unlyss DOA has provided UVJ \,rith a statement that 
source of fundlr~c v:ill be CPR. DO/\ would be drafting the agreement proper and 
can clear up discrepancies at that time, b~fore getting your (Bonrd of Regent) 
s:l.gnoff un Lhe docwoent. 

c:c: l3arl>arn Colcmnn, AdminJ~Jtrator> /\dministrat:ive Svr.vice.s Division 
Craig /\dams, Offir.e o( Plonnillt', f:, Energy 
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SUBJECT: PERSONAL SERVICES CONTRACTING 
Date: vn,~ /(rJ? 

POLICY 

Contracts for personal services with private sector firms or individuals are appro
priate where existing staff lack ~ desired expertise, or are otherwise unable to 
provide a neces::.;.::·y service in timely enough L::shion. Duties which are performed 
as part of the ongoing business of an agency ordinarily are not to be.the subject 
of contracts. 

Maximum use shou1d be made of talent available within state government either 
through temporary exchange of staff, or interagency cooperative agreement. 

Where outside consultant services are required, departmental vendor selection pro
cedures should promote competition to the maximum extent that market and time 
conditions permit. 

Contracts ~or personal services must be related to departmental objectives and 
statutory responsibilities. 

This operating procedure guiding personal services contracting is intended to 
standarG.ize the pre:paration and processing of agr{;:ements with other state agencies 
or private individuals and companies. Infonnation which is requested on the Pro
posal to Contract document (Attaclunent A) incorporates requirements for procurem.::nt 
issued by the State Purchasing Office and-provides the Secretary's Office with more 
data for informed decision making. It allovls policy-level review and the oppor
tunity to exP.ress concerns prior to substantial staff time commitment in selection 
and contract negociatians. 

Where z1 number of cor.tracts or agr<:~c"'LI-2Uts CO'i1llected with the same project are 
anticipated, only one Proposal to Contract m~y :)e needed. Similarly, where the 
amount of money involved is small (less than. $3) 000) or whert;! the intended vendor 
is artother state agency, the operating yrocedurc is abbrevi.a ted. 

PROCEDURE 

A. Outline the Operating Procerlure 

Preparine and executing a contract involves up to six parties from the time 
t.l1<:' net~d fo1· contractual personaJ services is :ldt'ntlficd until final signature 
ere<.< tin~~ a v:,Jicl agreer,,ent. To fc,cil itate planning, the key milestones or 
slept> are ol1! J.i.n..::d, along wiLh :inJic.ation of \vho is involved. Each step is 
eLlbOJ'att:::,; upon :l.n the succPcdi ng [:ec dou~~. 
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1. Division/Eun~au pr(~pares "I'roposa1 tfJ Contract" form c1VJilab.le in the 
Administr~Live Services Division (ASD) and submits to ASD, wl1ich reviews 
fin.J.ndal and procurement irnplieatJor,t;. If the amount involved is less 
than $3,000, skip to step (4). 

2. Sccretaryrs Office reviews and approves the proposal, returning the 
document directly to the project m~nager, if the proposal is acceptable, 
or to.ASD if further administrative information or clarification is required. 

3. Division/Bureau selects the vendor·aJong lines outlined in this pro
cedure, and State Purchasi.ng Information :Bulle~ tins, if required. 

4. Division/Bu:r-eau drafts the contract or interagency agree.ment ana obtains 
the vendor/consultant signature. The 1model 1 formats appended to this 
procedure should be followed. 

5. Division/Bm~eau submits the approved Proposal to Contract along with the 
agreement (in duplicate if an original is needed by the bureau) to ASD. 

6. ASD issues a purchase requisitiorJ and Request for Purchasing Authority to 
State Purchasing, if the contract is \vith a private vendor and amounts to 
$3,000 or more; where the e>.mount is less than $3,000, the package goes 
directly to the Secretary's Office. Similarly, where the service pro
vider is another agency of government, materials go directly to the Secretary. 

l·!here contracts are with private sector vendors, and are $10,000 or more 
in amount, \~aiver of sealed bid by the Governor will he required in most 
cases. Stat2 Purchasing requires a letter requesting waiver which ex
plains why the official sealed bid pro~ess t<7as not appropriate, and what 
the scope oi con,petition was in selecting the proposed vendor. 

7. ASD receives the approved package fro;r State Purchasing and forwards to 
the Secretary's Office. Sigilature there creates a vali.d contract, which then is returned to ASD. 

8. ASD returns a copy of the sicned contract to the project manager and 
sends purch.:·:se order to vendor/consultant. 

Preparing the Proposal to Contract 

The Prnpos3l to Cont1:.:1ct (see Attachment A) E;hould be completed when suffi
cient info:i::n:.J-::ion is knov.-'11 to satisfy the .minimum requirements outlined theretn. 

l: l.~S~!:_(_:~~~l_!.:. _nj' _J!_~~:~- ~_0_'.!_ j_l}_st?:__f_:!:£:~_tj_~ f:bould include reference to any 
c::r:J:icT effor:~1 or cont:rncts in sur,port of the: S<IDIC objr:c:tives or pro
.F'C U;. AJso, '-'llLT(• Executive or ckp.-u t 1:1en l;d pr.ior.Lti(:G rc] a ted to the 
subj c.-: I of ctq:lf r:1c t Ci.Ln be ucruonstra ted, t:ht!V should be included. 
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3. 

4. 

5. 

Natur~ of sE•rv:l.ce r~ouircd sh,-,td6 dcscriLc the eventual product \1h:!ch 
;;i-i:L:-zv-:i.~ie~1·c~~j·;~·.f,:~C;:r.:.--y co.r.pletion of agreement terms. In :>ome 
instunces it way be necessary to explain why existing stuff are not 
c.:.pahle or qualifi£~d to do the job, or what time constraints are ln 
effect to justify contracting. 

p_eshed bcg,innin_g_ a:!':l completion ~at~s should be realistic in allowing 
for adequate lead time for competitive procuremc.:mt if tlte circumstances 
indicate. Ordinarily, personal scrvic.:s contracts should not exceed one 
year in duration. 

Dcpartmel_~~ _staff involvemer:_!:_ should spt~l:Uy the project manager or 
liaison at the top of ihe Proposol form, as well as persons in other 
divisions of the department, or other. agencies. 

_!unding__9.etails should include the estitaate contract costs, the appro
priation and project accounting codes (:i.f established), the name of the 
federal agency (including Act title) or other granter organization, aud 
any future requirements for t.<dditional agreements of related nature or 
supplemental state or federal ft;nc::ng. Federal grants commonly require 
advance authorization in writi~g for s~bgranting or subcontracting, and a 
statement that this has been securE.d must be present, if appropriate to 
the source of funding. 

6. Av~labH:L ty ~ vendors or consultants should receive preliminary explora
tion during the proposal prcp.:::tration phase. It is the department's 
policy to encourage the widest competition that market conditions permit, 
and the burden rests on the division or bureau to demonstrate that the 
degre.;; ;:.nd rigor of open competit:Lon proposed (or not proposed) reflects 
an adequate a~sessment of potencial vendors. 

When:: sole source procurement (zero cowpetition) is contemplated from the 
ons~t, che project manager ~lould be prepa~P~ to justify to the Secretary 
and State Purchasing thn t it is vTarr&rJ ted; if the c.1aount is $10, 000 or 
more in a contract with a private sector concern, the justification will 
extend to the Governor's Office for waiver of sealed bid statutory 
rcgu ircm..o>t ts. 

C. Ee:vit.::1.1 of P·roposal to Contract by Administrative Services Division 

Tlte complc~ted proposal to contract sl10ulcl be sent to the Chief, Budget and 
M.~~~~gement An:s.lysis in ASD, •.vho will J;;;tcL·m:Lnc the scope of review needed and 
:i-:.1volv•.:TI1ei.1t of M)iJ staff. E:1ch projlos:-;l \,Ti}l be log[jed in and tracked through 
tLe process until final disposition. Ordinarily, the review by ASD "'ill be to 
confir·m ava~L1lliJ.ity of funding with respect to the app1·oved operating budgets 
or granu~, anu cross-check any corollary agre~.::.nents \vldch may be of interest 
to the ::: .. ~L:n·L~ry' s Office. Th(o Pt·opo:::.;J wiLL be forw:.trded to the Secretc.ry or 
~:t.ate Ptn:ch:~~::Ln~ withtn one d:1y of i."l'U':ij1t, .;r the project iDilnager ivill be 
lt<•rif:U~d o; ~c.:.:plic"-Jtions ;ind inv.)} v•"l jn tlJ<•:L:c reso]uti.on. 
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\·H 1ere the proposed corLtrA.ct ~H~~i' . .:Urtt is $J.OOO or less, the diviston or bureau 
m<~y suburi t t:iH~ coidTL.tc:t, ::;~gne,l Ly the vendor, aJ.oHg \·lith the Proposal. 
S:i:mLlm::1y, vl1cre the contract :J~> an :lnu:ragency a;'.rcemc:nt in which ncgotia
tlonl-; h<lVl' Jw(: to ::;:,}:~ pJac:e to get the~ l.n forma Li.m1 r,:;,quired in the Proposal 
to Cu11t:1act, c;nd at the same t:•,,:e cow-:tir:ute CJdeqt:ate substance for the 'model' 
agreement· fo·rmat, tbe actual at::z.-eement may also be prepared with provider 
agency sit;r:d"t:ure: oncl :i.ncluded 'dth the Proposal. 

D. Apv.roval 0f Proposal by Secretary's Off:Lcc 

Questions \:•Ll.ci1 tbe Secretary or Deputy Secretary may have concerning program 
or policy aspects of the proposed contTact may be directed from that office to 
the Project H&nager indicated on the form, or to division/bureau management. 

Approval of proposal is signa1ed by the document being sent back to the pro
ject mar.~>£;cr din::ctJ.y from th<.:! ,t;ecrc:l:.:Jry':~ Office. ivi.th a feedback slip or 
note to ASD for tracking purposes. At the option of the Secretary's Office, 
problems requiring more detailed rese<1:.·ch may be directed to ASD or the 
bure<m; in any case, the liaison person \dJ 1 be app:cised of developments and 

E. Selection of Vendors/Con~Jltants 

'i'he degree to vJhich open competition is expected wiil vary according to (a) 
whether th2 intended service provider is another unit of government; (b) the 
dollar size of the contract; and (c) the consensus regarding lack of demon
srrable competition. 

\-Jhere anot:~£ ~ency 5!..£ ~ni!:_ _9f _g_ove:12~n~_ent:_ is the proposed provider, no 
competitiOl" is necessary to sat:i.sfy state procurement policy; this is tru~ 
re~ardlcss of dollar amount. 

m-1ere pri':'i~Y~ sector ~at:~_ns are the intended consultant, the following 
procedures dpply: 

1. Co:<tracts under. $3,000 may be execm:ed directly by the agency Secretary 
and do not require approval of State htrchasing or the Governor. 

2. C~~~E,•~_!:E;_~.!_~3.0GO to ~?_:L_(2__s~9 to not require gubernatorial waiver, but 
r.<lthcr are subject to rev.i.e1: and a;)proval by State Purchasing. Multiple 
vendor ':onf>ideratio;.< is e:.;p<:'.c ted v.rhere circumstances suggest. 

3 ~ _C~C':f...:~~~· '.!-::':2_5!.!_ $10 ,O~Q__9_! __ ~2.:::F0. m~e subj cc. t to waJv er of sealed bid pro
cbJm:-es hy law, it offic:i~!l scaled b:ids .:;re nol feasible due to the 
i.t:J turc of Lhe service· desired. Proj •:c t Il13nHgers should expect to request 
propos.-. -i :,: from maJ.t:ipJc vcrdors Hhcr~· Department of Administn1 tion ogrec~
l':(•ntr; involve $10,000 or ll1on~, rcgardl;_~ss of funding source, Development 
of a reqcl2L:t for vendor pro;)C•s,1J, ls~:u,tnc.c of trw RFP nnd suh~:>equent 
pJ·opo,L;<Jl l'vuluati,"n ;tnd ;,;'-'J,·r·tjr,t ,',re respon~;:ib:!litie:-; of the contracting 
(_L;..vi:;Jou ... As~:i.::;UnlC<! :in :i,i, M.·i fy:in<>; V<..·n-:ion:, or: prt:p;lring waiver requesU; 
.r ~ • ;jv:: · !.;, I• L c i rom tln·! Ad nli u.l ::.; t r :n: iVl! !'-:! ·rv ices )Ji vi u:i.on. 
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As indicated above, \¥here the officL::l sealed bid procurement process is not 
followed in ucquiriag services, which will be the case in many of this agency's 
personal services contracts, Wisconsin law requires that the Governor sign a 
release on e·<H.:h such contract. Agencies in general, and project manager~ in 
particular, should prepare a letter to State Put· chasing which establishes 
'lack of responsib:le competition and/or justification for purchase' (State 
Purchasing Procedures Policy Bulletin P-500-1). 

Criteria established by State Purchasing for demonstrating 'lack of respon
sible competition,' which waiver letter sbould address, are the following: 

1. Uniqueness: \,lhere a product or service can be easily established as a 
one-of-a kind. 

2. Pate_rtt or PrcqYrietary Right~~: A patented feature gives the state a 
superior uti)_ity which cannot be obtained from similar products or 
ser.vices; or, a product or service is availablcl from only one prime 
source. 

3. Non-Specifiahl_~: A description of the service cannot be reduced to a 
written specification usable to solicit forma~ statutory competition. 

The State Purchasing Office :;..;~ould · like to receive whatever background informa
tion which is available relating to the project or service. 

Letters of transmittal requesting State Purchasing to consider waiver of 
bidding should include the follotving elements: 

1. "Full Explanation" of tr,e service or article required, and why it is 
necessary and/or desirable to purchase in the best interests of the State 
of \Hsconsin. 

2. "Justificatio:;l" for the waiver of bidding through the demonstrable lack 
of responsible competition. 

3. A review of tltL• selective process used to choose the proposed consultant, 
particularly when judgement has been largely subjective, and an indica
tion that the process has been applied specifically to the current 
requc::;t, and is not a carry-over judgement from some previous transaction. 

Time. Azeneies arc advised to have their requests on file with State Pur
chasing <ll: lE~aDt eir,ht \vceks before final commitr.1cnt and waiver is complete . 

The Ad1nini~trativc Services Division will assist project managers in approach
Ing the a·r.ove sL:1lc-\,,i de requirl"ments, if rc~u(~::;tc.d. 

' r:cparatjun c,f Cor:t.ract 

f'rr:on.:JJ. ~,; t · J·v icc ;; nrdj n.Tri 1 y arc ohtnj llt~J, cont.rilctually, through usc of a 
t·and;rrd f<>r,::;~ ~ ,: , ... ,,.,. L : t' t. or interago.•r,ey conp:·1:nti.ve <Jgrecment (cop:les at tach;.!d) • 
. 'Lh h.:ivo.• ·· ·l.;u!:l': ; \.'!l i.c!1 should he pri:~;C'nt re;.~;·,;:d] ef;s of the kind of service 
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desired. ·.rhe lnt.:er:at;ency agreement, aLts.che~, l.s presented with the Univer
sity of Wisconsin Bn<nd of Regents .:t:: the service provider; substitution of 
agency n;J.rn2s for the University would make it applicable for agr~ements 
l;et~.-Jcen <H1y .:Jgl~ncie~;. 

1. Cont2:_ac'c~_ :_::~~12. E._'~iva_!~ sector vendor/corwultants should follow GENERAL 
clauses unC21:' Section I of the-,I;wdel'-'(Attaclunent B), with no variation. 

2. 

SCOPE OF SERVICES under Section II shculcl clearly in precise terms 
describe all expectations of \,7hu.t and hou services are to be provided, 
with indicEd:ed deadl:i,nes and required products. 

TIM:E, COST MFD ADHINISTRATION in Section III should include the clauses 
indicf.lted, \viLh detailed budget description provided under paragraph (b); 
the rate at which professional services arc to be billed to the depart
ment-;.:~~st be stated, with $(X) per hour o:r day being the preferred basis. 

Signature of tr.e vendo-::-/consult<1.:1t should 1x~ obtained, with any excep
tions to GENE!~.AL and TINE, COST AND ADHINISTR..A.TION clauses being resolved 
i~ ;:1~vance with input fro:rn the A.dministriltive Division. The Chief~ 
Budget ar..d 1-i.anagement /malysis Section, in ASD is the contact for ad~ 
dressing questions arising in completing sections of the contr~:u:~t~ unle~s 

otherwise indicated. 

The sigrwd conuact should b.e presE~nted to MiD, along with the a,pproved ·. · 
Proposal to Contract and tri::n1smittal letter requesting waiver of sealed 
bid, if applicable (cf. Section G). 

Cooperative hg~e0nents with other ~tate agencies should follow that 
-,-~~;-deJ_;_(Att;Z·:;.;-, .::m:: C).~ Hh.ere th<=- Univer;i~y of Wisconsin is the pro-
vider, inclusion of an inG.irect cost factor equal to fifteen percent 
(15%) of direct costs shGuld be present in onl,y those agreements where a 
source of f.undir;:; is a categqrical (f:i.xed .:~~·,unt of formula) federal 
grant~ no indirect cost factor should 'be pa~l.d to agenGies other than the 
UW. m1ere a bureau of t.h2 DeparL11ent of Ach~1inistration fully intends to 
hayc th2 UW as a subcontractor o-;::·su1granre:c in completing work under . a 
federc.l grant, ;·; c!d has such intent icn frmn the earliest concr::ptual 
stage:<>, the Ui·:· }\(~search Adrninistratior~ - financial staff should be 

invo~y~-:~ in .E,:;:_~l'.:::.~.:_L!!& tlH~ _acti,Ja] _rrrant_ E.~~st !:>E E..EJ2lication. The 
reason :.is tl1e:t t:he U',;J System h~s obtained &n approved indi.rect cost rate 
from tlle U.S. Department of Health, Education ;md ~\'elfare, which greatly 
exceeds 'the 1y;; f:Jc:tor \vh:ich the Departme.11t of i~dminlstration has nego
tiated \\lith the University;\lhich it ~5': recover in the original grant. 
\vhcrt! :.;ource of fwtdJng of a DepC!rtrr:C:l~. t of ;,dr:·,inis tra tion--University of 
\viscon~d.n coopcnlt.:i.ve agreement is general purpose revenue (GPR), no 
indirc:.,c: t.: cost r .: rc need be added in . 

·..:: an ;Jrf"icle of Llw ': tandnrd coor':'r:.i.t:.iv<~ ::: ;·,ru;;;: .. ::nt o1· contr;Jct i.s deemed 
lil~ p:roj, o:t ~.13n:1.;• i- t.• bl~ inapprop:rJ.1 ·;,:e t·o t:lll.! ~:c:rviec. required, the Chief, 
ct Jnd i·\ ::Jl;.:;.',t::J;.c-nl : .1 : ~.ly~):i.~:; Svct:ion (•F r-.he f,\i;;,ir.:i;,n·ntiv<:: f)erviccr; Division 
ld he ll•.H :! 1-i,:·d J>·_::•· .. '-·.c: Jr:•;-,pi:1g or llll'•LI.ifying till' :u·tlc:Je: or clau;;e; failure 
) :;o w:i .i i oe:Lty r:; · ·- ·. l·:;~;.lng rln:e. 

. ·.-.... · 
..- .. i - ' ; . .... ;. :· ... 
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Bureau Project M.:1:1:1ge-;·t~ n;1y nce;otiate direcLJ.y with the key staff of the 
pr•>vide:r a1;2r:.c.:; or co.•:.:.t.i.tant on :;c(,pC uf f·erv:ices and hudget detail. Sig
nar.ur(~ of tile .J,~;:-nc:y Secl:Ct<iTY, Dirt c tcr· of He search Adn1:inistration for the UW 
Ho;ad of: Regen~:;, or tJ,,• c\H1>mlt:Lilg firm•:; prlrtcipal mdy be obtained, with the 
s:i~n2d copies cl1~n being submitted to the Administrative Services Division, 
with other matt~rials as described above. 

I. Ohtaining Contracting Authority 

As descrjbed in previous sections, where contracts with private sector vendor/ 
consultants are $3,000 or more in am:1unt, each agency n•ust obtain authority to 
purch.:ise the personal services from the State Purchasing Office (where offi
ci&.l sealed bid has not been the method of selection). The Administrative 
Sendces Division will complete a Request for Purchasing Authority- document to 
accompany the i':untri:lct, £:3 well as a purchar.e: requisition. These will be 
fol.-\v'arded along with the letter of transmittal (Section G) to State Purchasing. 

Where amounts of $3,000 ro $9,999 are involved, State Purchasing will evaluate 
the package <'l'•d J~eturn th2 approved coutract to ASD, -vrhich then will obtain 
Scc1~eta1·y signz~ture and issue a pm::-chase order to the vendor-consultant sig
nifyhlg a valid contract. Signed copies of the purchase order .and contract 
will be returned to the pl·oject manar;er. 

Wl1ere amounts of $10~000 or more are involved, State Purchasing will negotiate 
waiver of sealed bid with the Governor's Office. When waiver is obtained (up 
to eight weeks later), pu::.·chasing authority is granted and the contract is 
retu:cncd to ASD~ which then obtain~ Secretary signature and completes purchase 
order. Signed copies ar0 ceturned to the project manager. 

Legally, a contr2c~ may specify a date for beginning professional services 
t-lh:ich prece~ds the date of final party s--ignature, however, there is no valid 
contn:c t, :md therefore no basis for billing, until all required signatures 
are obtained. No invoices or bills f-.com vendors tv ill be processed if the 
effect. hri.11.· be to exceed the contract amount; _prj.or written amendment to the 
contrar~(. must be obtained. 

Con tract .Ameudrnen ts 

~n1ere Scope of Services or Time, Cost and Adm1.nistration sections of an orig
inal., v;:~J id contTJ.ct need ·be rcdefinr~d--to increase the amount of the contract, 
extend Lhe dcadliucs, etc.--the amcndn1ent procedures are similar to those for 
the ori gin<Jl. The Propo~;al to Contract !}houl<.: be prepared for the Secretary 1 s 
O[fir.<:, and the Vtc'ndor-.s:ir,ncd concrac.c and transmittal letter to State Pur
ch:u;inl~. may dll i•e subo1it.U•d to the Acmini~:;LJ:ative sc~rvices Division toeether. 
An ~;h>"(!VLHed co;,tract format mo.y be ui>ed, one which states r:hat "All General 
clal.s,.,; (and others, j_f not affected by the amendn.ent) shall remain in effect, 
\vi. rli ; ll.: [ ollcM.i.ng ;.mcnc!meHts. 11 Assistance J.n t.:-1 :!.loring the original contract 
r::.:.ty !>,· <·L', :JLiL'.i 1-, ('·•d the ChL::d, Bucr;c't and !·i:n.ageml'nt />:11;1lysjs, of the Admin
J.Gtt·nt !.v'"·· S~....rv.icc:~ l'ri.v·i~.<i.on .. 



Division: 

Bureau: 

Section or Program: 

ATTACII~lliNT A 
DEPAHTMENT OF ADHINISTRATION 

PROPOSAL TO CONTRACT 

Secretary 
Review: /s.~/ _____________________ ___ 

/dd./ 

Proposal No. 
Project Mgr. or Liaison: 

Room & Phone: 

I. Statement of Need and Justification: Objectives, statutory mandate, contrac
tual obligations (to Federal agencies or others). 

Nature of Service Required 

Desired Beginning and Completion Dates 

Department Staff Involvement 

II. Funding Details 

Estimated Contract Costs: $ 

Source of Funding: Appropriation, Project 

Future Funding Requirements: 

III. Availability of Vendors 

Potential Vendors or Consultants: 

Jus~ification for Sole Source Procurement, if only one vendor is proposed, 
(attach additional correspondence as needed). 

IV. Division/Bun"nu Recomm,~nda tions to Secretary; Adminintrative Services Comments 



ATTACHNENT B 

CONTRACT FOR PROFESSIONAL SERVICES 

THIS AGREENENT is made and entered into this XX day of (Month), (Year) by and 

between the State of Wisconsin, hereinafter called the "State," represented by its 

Department of Administration, hereinafter called the "Department" and (Recipient), 

hereinafter -called the "Consultant." 

WHEREAS, the Department deems it advisable to engage the professional services 

of the Consultant, and it appears that such services can be performed more economi-. 

cally under a contract; 

~1EREAS, the Consultant has signified willingness to provide professional 

services to the Department; 

NOW, THEREFORE; in consideration of the premises and of their mutual and 

dependent agreements, the parties hereto agree as set forth in the following pages 

which are annexed and made a part hereof (pages 1 to XX inclusive). 

This contract is complete and valid as of the above date [contingent upon 
. 

approval of purchasing authority by the State Purchasing Office], or [contingent 

upon waiver of·sealed bids by the Governor]. Inctude mat~~ 6~6t panen wh~e 
eonthar~ runount ~ $3,000 to $9,000; inctude ~eeond pahen when $10,000 on mane. 
Ex etude.. both wh.c..n eontJuiet runau.nt ~ .teM than $3, 000. 

STATE OF WISCONSIN 
DEPARTMENT OF ADHINISTRATION 

By __ ~---~-----------------------------Secretary 
·Date 

------~---------------------

Date 



I. GENERAL 

A. The Consultant will provide the services hereinafter set forth in accor-

dance with the best professional standards. 

B. Subletting or Assignment of Agreement. The Consultant will not sublet or 

assign all or any part of the work under this agreement without prior written 

approval of the Department. 

C. Employment. The Consultant will not engage the services of any person or 

persons now employed by the State, including any department, cormnission or board 

thereof, ;..rithout the written consent of the employer of such person or persons and 

of the Department. 

D. Nondiscrimination in Employment. Chapter 16.765 of the Wisconsin Stat

utes requires the following provision to be included in every contract executed by 

agencies of the State. The Consultant agree,s to the provisions as stated below: 

In connection with the performance of work under this contract, the contractor 

agrees not to discriminate against any employe or applicant for employment 

because of age, race, religion, color, handicap, sex, physical condition, 

· development.al disability as defined in s. 51. 01(5) or national origin. This 

provision shall include, but not be limited to, the following: employment, 

upgrading, demotion or transfer; recruitment or recruitment advertising; 

layoff or termir,ation; rates of pay or .other forms of compensation; and 

select~on for training, including apprenticeship. The contractor further 

agrees to take affirmative action to ensure equal employment opportunities for 

persons with disabilities. The contractor agrees to post in conspicuous 

places, avail<1hlc for employes and applicants for employment, notices to be 

provided by tl1c contracting officer setting forth the provi~ions of the 

nondi::crimination clause. 



E. Legal Relations. (1) The Consultant will at all times comply with and 

observe all federal and state laws, local laws, ordinances, and regulations which 

are in effect during the period of this contract and which in any manner affect the 

work or its conduct. 

(2) In carrying out any provisions of this agreement or in exercising any 

power or authority granted to the Consultant thereby, there will be no personal 

liability upon the Department, it being understood that in such matters the De

partment acts as agent and representative of the State. 

(3) The Consultant will indemnify and save harmless the State and all of its 

officers, agents and employes from all suits, actions or claims of any character 

brought for or on account of any injuries or damages received by any persons or 

property resulting from the operations of the Consultant, or of any of its con

tractors, in prosecuting work under this agreement. 

F. Review. Liaison with the Department will be through (Name) who will 

represent the Department's interest in coordinating the Consultant's provision of 

services as outlined in the contract. 

G. Termination of Agreement. The Department may terminate this agreement at 

any.time at its sole discretion by delivering (X) days 'Written notice to the Con

sultant. Upon termination, the Department's liability will be limited to the pro 

rata cost of the services performed as of the date of termination plus expenses 

incurred with the prior written approval of the Department. In the event that the 

Consultant terminates this agreement, for any reason whatsoever, it will refund to 

the D~partment within 48 hours .of said termination, all payment made hereunder by 

the Department to th~ Consultant for work not completed or not accepted by the 

~1epartment. Such termination will require written notice to that effect to be 

jclivcrcd by the Consultnnt to the Department not less than (X) days prior to said 

-errninatfon. 



H. Arbitr;l tion. Disputes regarding quality, quantity, and timeliness will 

be subject to arbitration as provided in Chapter 298, Wisconsin Statutes. 

I. All material produced under this agreement shall remain property of the 

State. Use of s<:me by the Consultant shall be only with the advance written per-

mission of the Department. 

J. Right_to Publish. The Consultant will be allowed to write and have such 

writing published provided the Consultant has written approval from the Department 

before publishing writings on subjects as1:;ociated with the work under this contract. 

K. Examination of Records. The Consultant agrees that the Department, 

(A1~ 1~ OTdER STATE OR FEDERAL AGENCIES) 

will have access to and the right to examine, audit, excerpt and transcribe any 

directly pertinent books, documents, papers and records of the Consultant, involv-

ing transactions relating to this contract. Such material will be retained for 

three years by the Consultant fo;l.lowing completion of the contract. 

L. Continuance of Contract. As required by Wisconsin State Statutes, this 

agreement must include the follow·ing provi1>ion: Continuance of this contract 

beyond the liiJ!its of funds available shall be contingent upon appropriation of the 

necessary funds, aGd the termination of this contract by lack of appropriations 

shall be without penalty. 

II. SCOPE OF SERVICES 

(Include here all products, services, reports and their deadlin~s expected of 

the Com:ul t.:mt. All understandings of what support the Department will commit to 

the projc!Ct should be clearly stated. Any matters regarding the future use of by-

products of the co~tract should be clarified. Staff to. be Assigned by the Con-

sultant ~:hnu]d h•'\ t'Jll1umcratcd by n:Jmc if importunt to the agreement. Copies of 

proptH;.:l],.; lll<ly bn d!)pended to the contract and bt'C<,mc n pnrt of it.) 



~( 
"·~:t '. ,.. 

III. TIME, COST AKD ADMINlSTR/\TION 

a. The total cost of this agreement is not to exceed $XXX for the period 

(from- to). Costs in excess of this maximum will not be reimbursed unless there 

is prior, "t-Jritten amendment to this agreement. 

' b. Payment will be made on the basis of invoices received which itemize 

categories of expenses actually incurred, including professional fees at stated 

rates, travel and other direct costs (ite~ize here, if appropriate). Payment for 

air travel will be for tourist class only. Frequency of billing will be monthly, 

or a longer period of time. 

c. Final invoice will be submitted to the Department not later ,than 60 days 

following cloce of the agreement. The final fifteen (15) percent of the cost of 

this agreement will be withheld pending acceptance by the Department of the ser-

vices and/or materials provided. 

(Include here, also, reference to any federal documents or financial requirements 

which control the engagement.) 


