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AUTHORITY:  Wis. Stats. 16.004 
    16.701 
    16.753 
    19.48(11) 
  Wis. Adm. Code Chapter Adm 9 
 
SCOPE: - to define VendorNet 
 - to establish authority and procedure for use of VendorNet 
 
DEFINITIONS: I. “VendorNet” (http://vendornet.state.wi.us) is a system which enables vendors, 

agencies and municipalities to access electronically a variety of purchasing related 
items; such as, the state bidders list, requests for bids/proposals and contracts. 

 
 II. “Bidders list” is a listing of vendors who are registered on VendorNet to receive 

notification of requests for bids/proposals over $50,000 in their designated 
commodity/service area(s). 

 

>CONTENT:  Vendors must register to be placed on the state bidders list.  Vendors (with an 

e-mail address) will be notified automatically of all agency requests for 
bids/proposals over $50,000 in their designated commodity/service area(s). 

 

>PROCEDURES: I. Agencies will post request for bid/request for proposal (RFB/RFP) documents on 

VendorNet.  Consolidated Agency Purchasing Services (CAPS) agencies will work 
through their Department of Administration CAPS staff to get RFBs/RFPs posted. 

> 

A. If a vendor listed on the state bidders list does not have an e-mail address, 
agencies may notify the vendor using one of the following methods: 

 
1. Mailing the vendor a synopsis or a brief description of the 

solicitation, 
 

2. Faxing the vendor a synopsis or a brief description of the RFB/RFP 
and inviting a request for the entire RFB/RFP, 

 
3. Mailing the complete RFB/RFP documents, or 

 
4. Calling the contact person listed for the vendor. 

http://www.legis.state.wi.us/rsb/Statutes.html
http://www.legis.state.wi.us/rsb/code.htm
http://vendornet.state.wi.us/
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>  II. Agencies will include in each RFB/RFP over $50,000 the following 

language: 
 
     VendorNet Registration:  Registration on the State of Wisconsin’s 

VendorNet System (http://vendornet.state.wi.us) is available free of charge 
to all businesses and organizations that want to sell to the state.  
Registration allows a vendor to: 

 
 Register for a bidders list for commodities/services that the vendor 

wants to sell to the state.  
 

 Receive an automatic e-mail notification each time a state agency, 
including the University of Wisconsin System campuses, posts a 
request for bid (RFB) or a request for proposal (RFP) with an 
estimated value over $50,000 in their designated commodity/service 
area(s). 

 
 Receive an e-mail notification of addendums/amendments relative to 

the RFB or RFP. 
 
     Only vendors registered, with a valid e-mail address, at the time the RFB or 

RFP is posted will receive e-mail notifications of addendums/amendments.  
Vendors who obtain the RFB or RFP from a third party; through the public 
notice website; or other means assume responsibility for checking for 
updates to the RFB or RFP. 

 

>  Agencies are encouraged to review the applicable bidders list prior to posting a 

solicitation and contact previous contractors and any other potential bidders who 
have not registered to determine if they are interested in the solicitation and remind 
them of the VendorNet registration process. 

> 

 III. Agencies will refer vendors who are unfamiliar with VendorNet to the VendorNet 
Information Center. 

 
 IV. If the RFB/RFP is cancelled, the bid author or designee, i.e., the individual who 

originally posted the RFB/RFP, is the only person with authority to cancel the 
RFB/RFP from VendorNet.  The RFB/RFP will be noted in the archive as 
“cancelled”. 

 
 V. For RFBs/RFPs over $50,000, agencies will post award information on VendorNet.  

(See instructions.)  This notification of award will trigger the archive process.  
 

http://vendornet.state.wi.us/
http://vendornet.state.wi.us/vendornet/procman/proc35procedures.pdf
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 VI. Agencies are encouraged to use VendorNet for simplified bidding for purchases 

$50,000 or less.  Simplified bids are deleted automatically 24 hours after the due 
date. 

 
 VII. Agencies will post and maintain, as needed, current contracts for on-going needs on 

VendorNet.  Contracts for one-time purchases need not be placed on VendorNet.  
Contracts where the contractor(s) has agreed to extend its terms and conditions per 
form DOA-3333, Vendor Agreement, will be posted on VendorNet. 

 
 VIII. Agencies may request assistance from the VendorNet Information Center by 

calling 608/264-7897 or 608/264-7898, e-mailing vendrhlp@doa.state.wi.us or by 
accessing the on-line help screens in VendorNet located at the bottom of each 
screen. 

 
 IX. To obtain access to VendorNet, contact the central purchasing staff at your agency 

or your assigned CAPS procurement specialist. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized: 

 Rick S. Hughes, Director 
 State Bureau of Procurement

http://vendornet.state.wi.us/vendornet/doaforms/doa-3333.doc
mailto:vendrhlp@doa.state.wi.us



