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AUTHORITY: Wis. Stats. 16.71(1)

SCOPE: - to define "contract blanket order"
- to establish policy and procedure on the use of contract blanket
orders

DEFINITION: 1. A "contract blanket order™ is used to establish an account with a
vendor and encumber funds for purchases of materials and services
as a result of a competitive bid/request for proposal or a waiver
of bidding approved by the State Bureau of Procurement or by the
agency if approved under the terms of delegation; e.g., when
ordering from a mandatory contract or a contract resulting from a
competitive process.

2. A contract blanket order will result in delivery of goods and
services purchased through the competitive or noncompetitive
process over a time period as indicated to the vendor by subsequent
release orders. (See PRO-E-20, Release Orders.)

CONTENT : 1. The procurement of materials and services may be handled with a
contract blanket order.

A. A contract blanket order may be written for a maximum period
of 12 months.

B. A contract blanket order may be established for any dollar
amount deemed necessary.

C. The Official State Purchase Order (Form DOA-3067) is used for
contract blanket orders. Wording on the purchase order will
be specific and will include the contract blanket order
period; delivery terms; release order procedure; and invoicing
terms. The following is an example of possible wording:

"Contragt blanket order for (list specific material or
service ) as required during the period to

. Do not ship at this time. A release order
for shipment will follow. Please invoice monthly (or
time period determined by agency)."

*1f general items are listed here, then specific items
should be listed below after "as follows™.

Authorized:

Director
State Bureau of Procurement



http://www.legis.state.wi.us/rsb/Statutes.html
http://vendornet.state.wi.us/vendornet/procman/proe20.pdf
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Include a commodity code for line items with an estimated net

price for each commodity code.
use the group commodity code; e.g., medical supplies=commodity

In the case of general

items

code 47598. Include a net grand total on the purchase order.
Additional instructions or restrictions may be added by the

agency.
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Director
State Bureau of Procurement




