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AUTHORITY:  Wis. Stats. 16.72(2)(A) 
 
SCOPE: - to establish the State Bureau of Procurement as the office authorized to conduct 

statewide surveys of procurement needs  
 - to establish policy and procedure for using the State Purchasing operational 

questionnaire 
 
CONTENT: 1. The State Bureau of Procurement issues State Purchasing operational 

questionnaires to state agencies to determine agencies’ needs to develop standard 
commodity bulletins. 

   
  A. Each questionnaire concerns commodities or services usually common in 

specifications and used by more than one agency. 
 
  B. Agencies’ responses represent needs for a specific period of time. 
 
 2. The questionnaire will be accurately completed and promptly returned to the State 

Bureau of Procurement on or before the date due. 
 
  A. If the commodity or service required by an agency does not appear on a 

questionnaire, the agency will list its requirements under “Other Items” on a 
separate sheet attached to the questionnaire. 

 
  B. When an agency has no requirements, the questionnaire will be returned 

checking the “Negative Report” box on the form. 
 
  C. Information from subdivisions of the agency is consolidated by the 

agency’s central purchasing office and submitted to the State Bureau of 
Procurement.  The agency’s central purchasing office is responsible for 
contacting agency staff to ensure questionnaires are returned on time. 

 
  D. Those agencies which continually fail to accurately complete and return 

questionnaires on time will be held responsible by the State Bureau of 
Procurement. 

 
 3. Once agencies’ responses to a questionnaire are tabulated, the State Bureau of 

Procurement will issue a bulletin containing instructions to agencies on the 
appropriate method of procurement.  The bulletin number will correspond to the 
questionnaire number. 
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