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AUTHORITY:  Wis. Stats. 16.75(1)(b) & (c) 
    16.75(2m)(c) 
    Chapter 35 
  Wis. Adm. Code Chapter Adm 8.01 
  Wis. Constitution, Article IV, Section 25 
 
SCOPE: - to define simplified bidding 
 - to define the circumstances when simplified bidding is used 
 - to define authority for the execution of simplified bidding 
 - to establish policy and procedures for simplified bidding processes 
 
DEFINITION:  "Simplified bidding" means one of several different simplified methods of 

procurement used when the estimated cost of a transaction is $25,000 or less. 
 
CONTENT: I. Bidding takes place when three or more qualified suppliers are solicited to submit 

bids on a procurement on which they normally would be expected to bid.  
However, "three or more" is a minimum.  In all cases, the maximum realistic 
number of bidders, governed by the cost and definition of the procurement, are to 
be solicited.  The definition of "three or more" bidders is not to be used to restrict 
competition or to prevent qualified bidders from bidding on procurements. 

 
 II. Solicitations for simplified bids are conducted through notice to an appropriate list 

of potential bidders.  Agencies are encouraged to use the VendorNet bidders list for 
sources.  Also, solicitations may be published in selected newspapers, including the 
classified column of the official state newspaper.  These simplified bids may not 
appear in the legal notice column which is reserved for official sealed bid 
announcements.  When a bidders list is limited to one known source, the bid may 
be advertised at least once in a publication determined to be most appropriate by 
the agency. 

http://www.legis.state.wi.us/rsb/Statutes.html
http://www.legis.state.wi.us/rsb/code.htm
http://www.legis.state.wi.us/rsb/2wiscon.html
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 III. Procedure: 
 

A. When the estimated cost is $5,000 or less, the agency may award to the 
vendor judged best able to supply.  This does not apply to purchases of 
printing.  In choosing a vendor, the following should be considered:  
location of delivery point, quality of articles to be supplied, price of articles, 
conformity with specifications, purpose for which articles are required, and 
date of delivery.  The agency will make a special effort to award to small 
businesses, veteran-owned businesses, minority businesses, and work 
centers. 

 
B. When the estimated cost is over $5,000 through $25,000, the agency 

compares three or more bids from at least three or more bidders, whenever 
possible, from: 

 
1. Price lists, 

 
2. Quotes on file, 

 
3. Phone or verbal quotes, or 

 
   4. Written bids. 
 
   Phone and verbal quotes should be confirmed in writing by the successful 

vendor.  Receipt of an invoice may serve as confirmation.  The agency must 
have a procedure to check the invoice against the purchase order to assure 
proper pricing. 

 
C. Any resulting bids for transactions over $25,000 are taken by means of the 

official sealed bid process.  See also PRO-C-5, Bidding Policy and 
Procedure, Official Sealed Bid. 

http://vendornet.state.wi.us/vendornet/procman/proc5.pdf
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 IV. Recordkeeping: 
 
  A. Documentation of all simplified bidding transactions is required. 
 

1. When the estimated cost is $5,000 or less, the agency determines 
recordkeeping requirements. 

 
2. When the estimated cost is over $5,000 through $25,000, use form 

DOA-3088, Simplified Bidding Record, or similar format with the 
same information.  This form should be used to document bids and 
waivers of bidding.  Phone and verbal quotes should be confirmed in 
writing by the successful vendor.  Receipt of an invoice may serve 
as confirmation. 

 
3. When the estimated cost is over $25,000, refer to PRO-C-5, Bidding 

Policy and Procedure, Official Sealed Bid. 
 
 V. See PRO-C-9, Waiver of Bidding Process; PRO-C-27, Serial Contracting; and 

PRO-D-1, Minority Business Enterprise Policy. 
 

http://vendornet.state.wi.us/vendornet/doaforms/doa-3088.doc
http://vendornet.state.wi.us/vendornet/procman/proc5.pdf
http://vendornet.state.wi.us/vendornet/procman/proc9.pdf
http://vendornet.state.wi.us/vendornet/procman/proc27.pdf
http://vendornet.state.wi.us/vendornet/procman/prod1.pdf

