State Procurement Manual hmober
Effective
DOA-3449 N(R06/94) Formerly AD-P-12 3-24-10
Section Agencies Affected Replaces
CONTRACTING FOR SERVICES ALL PRO-E-18 Dated 4-1-84
Title Page
CONTRACT ADMINISTRATION 1 of 2
AUTHORITY: Wis. Stats.  16.70(1e)
16.705
Wis. Adm. Code Chapter Adm 10.12

SCOPE: - to establish state agency policy and responsibility for contract administration
CONTENT: l. Every contract for services will have a specific person designated as the

contract administrator responsible for determining and ensuring contractor

compliance.

A.

The agency must designate the name of the individual responsible for
administering the contract. That name will appear in the contract
document.

The contract administrator must be knowledgeable regarding the
contract they will administer.

The contract will include measurable performance criteria and
reporting (as applicable) that can be used to determine the adequacy of
the contractor’s performance in delivering services.

The contract administrator’s responsibilities are:

1.

Compliance. To determine whether the contractor is in
compliance with the terms and conditions of the contract
before any scheduled payment is made or contract renewals are
offered.

Action. To take action in the event of any nondelivery, failure
to meet performance standards, or other breach of contract.
(See PRO-E-21, Contract Cancellation and Termination
Procedures.)

Evaluation. If the agency for which contractual services are
performed under a contractual services agreement concludes
that the performance was unsatisfactory, the agency will file
with the State Bureau of Procurement a complaint form within
60 days after the fulfillment of the agreement. (See PRO-G-6,
Complaint Report on Vendor/Contractor Performance.)



http://www.legis.state.wi.us/rsb/stats.html
http://www.legis.state.wi.us/rsb/code.htm
http://vendornet.state.wi.us/vendornet/procman/proe21.pdf
http://vendornet.state.wi.us/vendornet/procman/prog6.pdf
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E. Reference material:
1. PRO-E-21, Contract Cancellation and Termination Procedures
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Performance
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