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PURPOSE 

The purpose of this schedule is to:

· Provide Wisconsin state agencies with uniform guidelines for the retention and disposition of common purchasing and procurement records;

· Ensure that agencies retain purchasing and procurement records as long as needed for internal administration, and to meet, legal, fiscal, audit and other State and Federal requirements;

· Promote cost-effective management of records; and

· Provide agencies with legal authorization to dispose of obsolete records in the normal course of business on a regularly scheduled basis after the time requirements in the established retention periods have been satisfied.

SCOPE

This schedule covers record series that most State agencies, including the UW-system and campuses, create and use to administer purchasing and procurement activities for commodities and services. The schedule covers all copies of purchasing records whether maintained in central, regional or district purchasing offices, or by program units. This schedule applies to records, including electronic records, regardless of their physical format or media.

Titles of records series listed in the document may not be the exact titles used by an agency for each record or record series. The schedule, therefore, requires some interpretation and application to reflect specific agency purchasing record titles. If agency staffs need assistance or are uncertain about the schedule's application to a specific group of records, they should contact the Public Records Board staff for advice.

DELEGATION OF PURCHASING AUTHORITY TO AGENCIES

All agencies currently have delegated authority to procure commodities and services up to $25,000 using these processes:

· Request for bid

· Request for proposal (competitive negotiation)

· Sole source (noncompetitive negotiation)

Delegation of basic purchasing authority does not apply to the purchase of legal services and motor vehicles. 

A list of the agencies that have major purchasing delegation authority can be found on the VendorNet web site at http://vendornet.state.wi.us.

FOR EFFECTIVE USE OF THIS SCHEDULE

It is essential for proper record keeping to identify the Official Copy, the Agency Record Copy, and Working Copies of procurement related records. Many such records are produced in multiple locations within organizations. This schedule covers all copies of the record, including the following:

Official Copy: 

The official copy must be identified for all record series. The official copy is that copy of purchasing records retained to satisfy audit or legal requirement of the agency's operations. This copy is usually located in the:

· DOA State Bureau of Procurement

· DOA State Bureau of Financial Operations or

· Delegated state agency procurement or financial operations Bureau

In some state agencies, a central purchasing/procurement bureau maintains the official copy of the agency’s purchasing records.  In larger state agencies, regional or district offices or program units may be designated as the record custodians for the official copy of procurement related records. The official copy is the copy most likely to be used for multi-agency audit purposes. If multiple sets of records are retained by a state agency, the agency must identify and designate both the official copy and agency record copy for each purchasing record series.

Agency Record Copy: 

The agency record copy is that copy of purchasing/procurement records maintained for convenience or reference.  For example, a file of purchase requisitions may be retained by a District Office to avoid the need to contact headquarters when looking up vendors or process payments. Each agency must identify the location(s) of all agency record copies.

Working Copies: 

All other copies of purchasing/procurement records are considered convenience copies or working copies. For example, a program area or supervisor might maintain a file of purchase orders or vendors.  Any official action associated with this offices’ procurement related activities are also available in either or both the official or agency record copy of the record.

Working copies should never be retained longer than the official and agency copies of the record.  If the agency continues to retain convenience copies when retention periods set for the official copies have expired, these working copies take on the de facto status of either the official or agency record copies. This situation creates unnecessary costs and legal exposure. Therefore, dispose of all working copies within a reasonable period of time. As a general rule, retain convenience copies for 18 months or less. If you do not need convenience copies in office, discard them as soon as practical.  Do not send working copies to the State Records Center.

DOCUMENT Purchasing Policies, Procedures, Transactions and Control

Agencies must maintain adequate documentation of purchasing transactions and purchasing activities to meet internal administrative needs, legal purposes, and program and financial audit requirements. This schedule provides agency staff with a sound basis for adequate program documentation.

Agency Records Officers should work with purchasing personnel to design information management processes and implement organized filing systems that are consistent with effective, efficient records management principles.  Filing systems should meet staff informational needs and facilitate cross-referencing to the retention and disposition guidance contained in this schedule.

Refer to the State of Wisconsin Filing Systems Design and Implementation manual for useful information on filing practices. 

Control Retention and Disposition of Purchasing and Procurement Records
Agencies should use this schedule to dispose of records that are no longer needed on a continuing basis.  Retention and disposition policies in this schedule should be implemented in a timely and efficient manner. To facilitate disposition, agency staff should periodically cut off files (i.e., break files at the close of one year and create files beginning with a new year) and develop methods to mark files when they close.

Disposition includes transfer of records to State Records Center storage, when appropriate, and destruction of records through the State's wastepaper or confidential recycling contract. For all purchasing records, the final disposition is destroy.  No purchasing record series in this general schedule has historical research value to the state.

RECORDS RELATED TO THE USE OF FEDERAL FUNDS
This schedule applies to records related to purchasing from federal funding sources as well as state funds. The Public Records Board has established a minimum retention period of four (4) years after close to meet most state and federal audit requirements.

General Federal Guidelines: 

The federal "Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments" (Common Rules) state that the length of the retention period is generally three (3) years after one of the following starting dates:

When grant support is continued or renewed at annual or other intervals:

the retention period for the records of each funding period starts on the day the grantee or sub-grantee submits to the awarding agency its single or last expenditure report for that period.

When grant support is continued or renewed quarterly:

the retention period for each year's records starts on the day the grantee submits its expenditure report for the last quarter of the Federal fiscal year.

All other cases:

the retention period starts on the day the grantee submits its final expenditure report. If an expenditure report has been waived, the retention period starts on the day the report would have been due.

In addition, the federal Single Audit Act provides agencies with general permission to comply with state audit requirements for most records.

Other Federal Requirements: 

Common Rules also cite certain other starting dates for initiating the three (3) year retention period that affect overall retention requirements for records.  For records series specifically involving the expenditure of federal funds, the agency should request federal guidance regarding requirements to retain records. Agencies should be able to follow general state retention requirements for most purchasing records, based on general guidance provided above.

When a federal agency requires retention of records for longer periods than those provided in this schedule, agency staff should obtain specific, written directions from the federal agency detailing retention requirements and indicating terms and conditions to be followed. In addition, if the federal agency specifically requires retention of purchasing records for periods longer than the periods provided in this schedule, the agency must submit Records Retention/Disposition Authorizations (RDAs) to the Public Records Board for each records series.

Confidentiality of Procurement Related Records

Most procurement related records are not confidential but are open and public. There are exceptions, however, including Wis. Stat. 19.36 (5) and 134.90 (1) (c) that define trade secrets. Vendors may identify records or portions of records as trade secrets and in so doing, these records become confidential. 

In most cases, records related to the scoring of bids and Requests for Proposal (RFP) are closed until after the bid or RFP process is completed and a vendor is selected. These records are then generally available for review.

See section PRO-D-23 of the State Procurement Manual for additional information.

It is standard record management practice to maintain confidential information separately in the applicable procurement record series.  If there is a doubt regarding whether or not a specific record is confidential, staff is advised to check with agency legal counsel. Records that may contain confidential information are identified with a ‘Yes’ designation on the listing of each record series.

Personally Identifiable (PI) Information

Some procurement related records in this schedule contain personally identifiable information as defined in S. 19.62 (5), Wis. Stats.  Agencies should be aware of the requirements in Subchapter IV, Personal Information Practices, in Chapter 19 of the state statutes.  Record series deemed to contain personally identifiable information are identified in the agency’s listing of records.

JUSTIFICATION FOR HOLDING BACK RECORDS FROM DESTRUCTION

Retention periods and disposition directions contained in this document are state policy requirements for purchasing and procurement records. Agencies are required to follow this schedule.  State agencies are permitted to destroy purchasing records in the “normal course of business.” Records should be retained longer only if one or more of the conditions listed below apply.

Delaying Records Destruction:

Records should be held back from regularly scheduled destruction per the retention periods specified in these schedules if:

· particular records are subject to questionable costs in an audit

· particular records are needed in a legal action

· an open records request for retrieval of particular records is in process

The Wisconsin Open Records Law 19.35(5), Wis. Stats. forbids the destruction of any record after an inspection or copying request until the request is granted, or at least 60 days after the date that the request is denied. Court orders may extend this time period. Agency records custodians can provide advice.

It is the responsibility of the office holding the record to determine if an audit, litigation, or an Open Records request is pending before disposing of that record.

Maintaining Inactive Records:

Except for working copies, inactive purchasing and procurement related records that must be retained for an additional period of time before the expiration of their legal retention requirements should be stored at the State Records Center.

FOR ADDITIONAL INFORMATION AND ASSISTANCE

The DOA Records Management Section provides free training sessions for agency staff on implementation of general records schedules.  Agency personnel should also consult with the following resource staff for additional information and assistance with records management concerns.

Records Officer: 

Each agency has a designated Records Officer who serves as liaison to the Public Records Board.  The Records Officer is responsible for agency-wide records management planning, program development, and assistance.

Public Records Board: 

Board staff can offer technical assistance and training to assist agencies with record management, including records scheduling and interpretation of schedules.

State Historical Society: 

The State Historical Society assists agencies with record management, particularly in identifying the small percentage of records that have historical value.  None of the records covered in the general schedule for purchasing records have historical or research value.

LISTING OF PURCHASING/PROCUREMENT RELATED RECORDS

The Procurement Data Processing System (PDPS) was discontinued effective 12/31/1999.

90100

PDPS Input Documents


Obsolete

90101

PDPS System Vendor File


Obsolete

90102

PDPS System Commodity File

Obsolete

90103

PDPS System Purchase Order File

Obsolete

90104

PDPS System Bid Working File

Obsolete

90105

PDPS Bulletin File



Obsolete

90106

PDPS Administrative Reference Tables
Obsolete
90107 

Work Center Case File

Record series consists of case files established for each Wisconsin work center, as defined by s. 16.752, Wis. Stats, and licensed under 104.07, Wis. Stats.  Section 16.752, Wis. Stats identifies requirements for state agency procurement of materials, supplies, equipment and contractual services from work centers for persons with severe disabilities.

Work center case files include the following:

· Initial qualification materials for work centers, including supporting documentation and attachments (articles of incorporation, by-laws, IRS tax-exempt letters, and copies of DWD sub-minimum wage license), required for license as a Wisconsin work center.

· Annual work center recertification requests, including Form SUB-001 or equivalent, OSHA 200 form or equivalent, DWD sub-minimum wage license renewal, articles of incorporation or by-laws, if updated.

· Reports submitted by work centers to the State Use Board Coordinator.

· Other correspondence and documents covering significant issues related to work center eligibility for certification.

· File may also include research and development (R&D) period requests to develop a contract for a product or service and related correspondence and decision.  If a request is denied, research and development period request information stays in the case file.  If a request is approved, research and development period request information becomes part of the work center contract.

Particular documents in the case file may be updated by annual recertification requests.

Retention/Disposition: 
EVT+4 years

Retain information in case file for 4 years after resulting contract end date and destroy.

Confidential:  

No

PI Information:

No

Administrative Note: 

Document Closed = Date the individual document or form is superseded, updated by new document or form, or no longer relevant.  

Case file closed = Date the center is no longer certified as an authorized Work Center.

These records are likely to be maintained only by the State Bureau of Procurement and perhaps large agencies that contract with specific work centers.

90108 

Sheltered Work Center Raw Materials Forms

Obsolete
90109 

Encumbrances (Purchase Orders for Goods and Services)

Encumbrances are records used by an agency to authorize and provide funds for the purchase of commodities and services. These records include purchase orders (P.O.) where a contract is not required and where a contract is required.

When a contract is not required, purchases involve best judgment awards, simplified bids, blanket orders and running orders. Records in this category may include correspondence related to the specific purchase, such as written quotes for goods and services involved in the simplified bidding process, and written responses to inquiries.

When a contract is required, the P.O. in this record series documents the encumbrance process for all other expenditures of funds. Another copy of the P.O. is included in the Contract Case File (RDA # 90115).  That record series documents the purchasing process.

For this record series, the DOA Bureau of Financial Operations or delegated agency Finance office maintains the approved copy of the P.O., containing all changes or revisions to the P.O. and accurate encumbrance data.

Retention/Disposition: 
FIS+4 years

Retain for current fiscal year and 4 complete fiscal years and then destroy. 

Confidential:  

No

PI Information:

No

Administrative Note:

This retention period applies to both the Officia1 Copy and Agency Record Copy. Working copies may be destroyed when no longer needed.  Do not retain working copies longer than 18 months.

90110 

Purchase Transaction Tracking Logs/Indexes
Records maintained by an agency purchasing office or the State Bureau of Procurement to track and monitor the purchasing processes.  These records may include:

· purchase order logs

· printouts showing encumbrance of funds

Retention/Disposition: 
FIS+4 years

Retain for the current fiscal year and 4 complete fiscal years and then destroy. 

Confidential:  

No

PI Information:

No

Administrative Note:

This retention requirement applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90111 

Request for Purchasing Approval/Authority (RPA)

This record series includes RPAs, form DOA-3046 or equivalent, and any associated documentation submitted to the State Bureau of Procurement by other state agencies. Agencies are required to use the Request for Purchasing Approval/Authority (RPA) to secure approval to initiate a procurement beyond the agency's delegated dollar level for a bid, request for proposal or sole source purchase, and for the purchase of legal services or motor vehicles for any dollar amount.  When the RPA involves a contract, agencies include a copy of the RPA in the contract file. (See RDA # 90115).  The agency may also maintain a separate file of RPAs (including non-approved) by year.

Retention/Disposition: 
EVT+4 years

Retain 4 years after close and then destroy. 

Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy.  For the DOA State Bureau of Procurement, ‘close’ is defined as either the date of denial of the RPA or the end date of the contract period. 

For the Agency central purchasing bureau, the trigger is the end date of the resulting contract. Agencies may also maintain a copy of RPA in contract case file per RDA # 90115. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90112 

Request for Bid/Proposal (RFB/RFP) File

This records series documents the bid award process and compliance with all bidding and procurement requirements. It contains bid specifications, review and award documentation and all bids/proposals.

This file may need to be audited to assure that the RFB/RFP process was followed properly. It documents the RFB/RFP process and must be retained for at least 4 years after the close of the resulting contract period. The file also provides background information on the RFB/RFP and bidders list.

The State Bureau of Procurement files RFBs/RFPs numerically in sequential order. RFBs/RFPs relate to contracts of varying length.

Retention/Disposition: 
EVT+4 years
Retain 4 years after close and then destroy.

Confidential:  

Yes; Trade secrets

PI Information:

No

Administrative Note:

This retention applies to both the Officia1 Copy and Agency Record Copy. ‘Close’ is defined as the date of the contract period.  Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90113 
Special Case Bid (RFB/RFP) Inquiry Case File (Non-awards)
   Obsolete

90114 

Bid Case File Working Papers

This records series contains product catalogs and other voluminous, but non-essential, informational materials that may be attached to submitted bids/proposals. Materials are not directly related to the bid/proposal specifications and therefore are not needed to document the RFB/RFP process or the contract compliance process.

Product catalogs may be maintained in a (non-record) reference file by individual purchasing agents. These and other non-essential working papers may be discarded when no longer needed.

Retention/Disposition:
EVT+10 years
Retain until resulting contract end date and then destroy. 

Confidential:  

No

PI Information:

No

90115 

Contract Case File

This record series documents the purchase of commodities and services that require a contract.  File includes complete contract specifications and related copies of purchase orders. See also RDA #90109 Encumbrances.  This record series also documents compliance with the requirements of s. 16.705, Wis. Stats. and state policies for contractual services. It has legal and audit value beyond the close of the contract.

Series may include the following items:

· Official copy of awarded bid/proposal and specifications

· State procurement contract

· Copy of RFB/RFP

· Contract (signed agreement)

· Amendments to contract or specifications

· Performance bonds/letters of credit

· Price lists

· Complaints

· Significant correspondence

· Research and development period request and approval materials to develop a contract for a specific product or service (only for contracts with work centers, qualified under s. 16.752, Wis. Stats.)

Retention/Disposition: 
EVT+4 years

Retain 4 years after close and then destroy.

Confidential:  

Yes; Trade secrets

PI Information:

No

Administrative Note:

This retention applies to both the Officia1 Copy and Agency Record Copy. ‘Close’ is defined as the date of the contract period. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

During the contract bidding/proposing and management phases, component parts of this records series may be physically located and maintained separately from other parts of the series. For example, the awarded RFB/RFP may be kept close to other parts of the RFB/RFP for a period of time. When the contract file is shipped to the State Records Center, all component parts of each contract, including the awarded RFB/RFP and specifications should be incorporated into one series and boxed together.

90116 

Contract Compliance Program Case File

Record series includes required documents under the Contract Compliance Program per s.16.765, Wis. Stats. and per state policies for ensuring state contractor’s nondiscriminatory contract compliance.

This series includes correspondence between the Wisconsin Office of Contract Compliance or state agencies and the contractor, affirmative action plans, and contract compliance forms and notes.  Per Wisconsin Office of Contract Compliance policy, a vendor is eligible for three years or for the length of the contract, whichever is longer.

Retention/Disposition: 
FIS+4 years
Retain for the current fiscal year and 4 complete back fiscal years and then destroy provided the contract is closed.
Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. ‘Close’ is defined as the date of the contract period. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90117 

Contract Compliance Vendor Directory
Record series is a quarterly publication issued by the Wisconsin Office of Contract Compliance (WOCC).  The directory lists contractors that are eligible under s. 16.765, Wis. Stats.

Retention/Disposition: 
EVT+5 years
Retain for 5 years after date of issuance. 

Confidential:  

No

PI Information:

No

Administrative Note:

This retention requirement applies to the Wisconsin Office of Contract Compliance (WOCC) which maintains this material as a record.  Agencies may destroy their (non-record) copies when the next (most recent) Vendor Directory is issued.

90118 

Agency Detail Reports to State Bureau of Procurement
This record series includes reports that agencies are required to prepare and submit to the State Bureau of Procurement in compliance with statutory requirements. Each state agency is required to report information related to proposed purchases, purchases and contractual activities. Series includes but is not limited to the following reports:

· Minority Business Enterprise Procurement Activity Report, form AD-P-45 or equivalent. Monthly report per s. 16.75 (3m) (c) 2., Wis. Stats.

· Reports that the State Bureau of Procurement may request from agencies, detailing agency purchasing involving work centers, veteran-owned businesses, small businesses, contract compliance with equal opportunity requirements or other topics.

Retention/Disposition: 
FIS+4 years

Retain for the current fiscal year and 4 complete fiscal years and then destroy. 

Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90119 
Agency Sheltered Work Center Certificate of Exemption
Obsolete

90120 
State Bureau of Procurement Purchasing Reports Required by Statute
The State Bureau of Procurement and certain attached boards are required by specific statutes to prepare and submit reports related to procurement activities to the Governor and the Legislature. Record series includes, but is not limited to, reports listed below.

The bureau sends copies of such reports for distribution to document centers per the requirements of s. 35.84 and 35.85, Wis. Stats., including copies to the State Historical Society Library.

· Minority Business Program Annual Report, Council on Small & Minority

· Business Opportunity, s. 16.75 (3m) (c) 3 and 4, and s. 16.755, Wis. Stats.

· State Use Board Annual Report, s. 16.752, Wis. Stats.

· Bids, Small Business Performance Report, s. 16.75(4)(a)(5)

· Contractual Service Procurements, s. 16.705(8)

Retention/Disposition: 
FIS+4 years

Retain for the current fiscal year and four complete fiscal years and then destroy. 

Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90121 

State Bureau of Procurement Administrative Reports

Record series covers reports generated by the State Bureau of Procurement to monitor statewide and agency-specific procurement activities. Reports are based upon outputs generated from the current State Bureau of Procurement purchasing database and/or WisMart. Reports provide agency purchasing office staff with information regarding state agency program requirements, routine purchasing procedure updates, and other data that agencies may use to monitor the status of purchases, including contracts and bids.  Records in this series include, but are not limited to:

· Dollar Volume Reports

· Summary Reports of Vendors

· Lists of Qualified Work Centers

· Minority Business Vendor Directories

· Work Center Commodities/Services Lists

Retention/Disposition: 
FIS+4 years
Retain for the current fiscal year and four complete fiscal years and then destroy. 

Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90122 

Agency Purchasing/Management Information Reports

This record series covers reports created by the agency purchasing/procurement bureau, including various computerized reports, to provide purchasing and procurement personnel with information needed to administer activities. Reports summarize purchasing and procurement activities and include, but are not limited to:

· Agency reports of vendor usage

· Agency reports of dollar volume

· Agency reports of contract compliance activities, work center and minority vendor purchases, etc.

· Agency bidders lists

Reports and lists may be produced on a regular basis (annually, monthly, quarterly, etc.) or one-time basis. Reports include both detailed reports and items with summary aggregated data.

Retention/Disposition: 
FIS+4 years

Retain for the current fiscal year and four complete fiscal years and then destroy. 

Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90123 

Vendor Performance Case Files
This record series documents problems or special cases involving purchasing of commodities or services.  Records may include documentation of vendors and contractors who have failed to meet terms and specifications of purchasing contracts or who have failed to deliver commodities or services in a timely manner.  This file may be used as documentation needed to deny an award to a particular vendor based on vendor's previous record of meeting performance or delivery specifications.

Retention/Disposition: 
EVT+4 years
Retain 4 years after closed and destroy. 

Confidential:  

No

PI Information:

No

Administrative Note:

‘Closed’ is defined as the date the information contained in the file is deemed no longer relevant due to vendor performance improvement or when the vendor no longer conducts business with the state.  

This retention applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90124 

Purchasing and Procurement Committees

Under s.16.72(2)(a)(b), standards committees may be formed by the State Bureau of Procurement for the purpose of drafting standard specifications or acceptable products lists, establishing standardized policies or procedures affecting a specific commodity or procurement technique, resolving disputes or rectifying unusual situations, or conducting pilot projects. Record series documents meetings and activities of standing or ad hoc committees.

Delegated agencies may also form standards committees to perform similar functions and make recommendations to the State Bureau of Procurement. 

Records in this series include meeting agendas, notes or minutes, results of standards committee activities, informational packets for meetings, and correspondence related to committee activities.

Retention/Disposition: 
EVT+4 years

Retain for 4 years after the date the project is completed and destroy.

Confidential:  

No

PI Information:

No

Administrative Note:

‘Closed’ is defined as the date the project that the committee is working on is deemed completed. 

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90125 

Project Case Files

Record series documents projects, studies, surveys and activities undertaken by purchasing or procurement staff on a one-time or regular basis.

Records in this series may include background information collected prior to developing a specific purchase or bid item. This series also includes more general studies of purchasing needs, the market for commodities and services or groups of commodities and services, and purchasing methods.   For example:

Value Analysis Program Projects:


The State Bureau of Procurement determines through analysis the most suitable commodity or service for a specific function at the lowest possible cost. The program studies and evaluates the state's purchasing requirements and its means of supply and may include: 

· surveys of usage for particular commodities or services

· surveys of need for particular commodities or services

· satisfaction surveys or surveys of other topics relevant to purchasing and delivery of commodities and services

· studies and reports undertaken by the purchasing unit to assess market availability and/or costs associated with particular goods or types of goods 

· studies of purchasing processes, methods, efficiency, effectiveness, etc.

Studies are maintained separately from bids, contracts and purchase orders if they relate to more than a specific item.

Retention/Disposition: 
EVT+4 years

Retain for 4 years after the date of completion of the report or study and destroy.
Confidential:  

No

PI Information:

No

Administrative Note:

‘Closed’ is defined as the completion date of the project or study. This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90126
 
Agency Purchasing Delegation Agreements

Record series documents agreements between the DOA and another state agency to formally delegate purchasing authority under s. 16.71, Wis. Stats. from the DOA Bureau of Procurement to the other state agency.

Records may include correspondence related to the agency request for delegated purchasing authority, DOA review of the agency's purchasing policies and practices, the executed purchasing delegation agreement, and significant records monitoring agency compliance with purchasing and procurement laws and requirements and all terms of the agreement.

The delegation agreement is effective from the date of execution until amended or cancelled by either party.

Retention/Disposition: 
EVT+6 years
Retain for 6 years after superseded by a more current agreement.

Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90127 

Purchasing Audits or Management Reviews
Records in this series document the DOA State Bureau of Procurement's audits or management reviews of state agency policies and practices related to purchasing of commodities and services. Agencies are required to comply with state purchasing laws and requirements, including the following: 

· Bidding and contracting procedures

· Contract compliance; EEO, affirmative action

· Levels of bidding

· Sole source documentation and grant approvals

DOA and other agency auditors conduct site visits and review purchasing records, policies and practices of both delegated and non-delegated state agencies.

File includes significant background documentation and correspondence, a copy of the audit report, and responses to the report.

Retention/Disposition: 
EVT+4 years
Retain four years after the audit or management review is closed or superceded and destroy.

Confidential:  

No 


(In process audits/management reviews may be confidential)

PI Information:

No

Administrative Note:

The event is defined as the date the audit or management review is closed meaning that all identified issues have been resolved or the date of a subsequent audit or management review. This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90128 

State Procurement Manual and Related Manuals
The State Procurement Manual is issued by the Department of Administration and contains statewide policies and procedures that govern procurement practices to be followed in obtaining materials, supplies, equipment, contractual services and all other items of a consumable nature.

The Manual includes:

· statutory and administrative policy interpretations and procedures

· updates and supplements, including delegation, audit, statewide contracts and standards 

· the bidding process

· general policies

· contracting

· ordering

· receiving and payment

· transportation

· materials distribution and disposal

· printing and work center

The official manual file may also include background material documenting reasons for changes and revisions, policy development history, etc.

This series also includes related procurement manuals explaining procurement requirements. For example, the State Bureau of Procurement issues the State Use Law Manual to Work Centers, qualified under s. 16.752, Wis. Stats. The DOA State Use Board has the official copy, and work centers maintain copies per agency copy direction below.  State agencies do not generally receive copies of this particular manual.

Retention/Disposition: 
EVT+10 years
Retain 10 years after closed and destroy.

Confidential:  

No

PI Information:

No

Administrative Note:

‘Closed’ is defined as the date the manual is superseded or no longer applicable. This retention applies to the State Bureau of Procurement that maintains this material as a record. Agencies may destroy their (non-record) copies when the next (most recent) manual is issued.

90129 

Service/Product Warranty Case Files

Record series includes service and product warranties for commodities and services purchased by state agencies. Warranty and related records in this series identify vendor responsibilities for product performance or life cycle as well as any product maintenance, repair, upgrade, training or other services related to using a purchased commodity or service. Agency personnel may need to reference the terms and conditions of the warranty and discuss the agreed-upon provisions of the warranty with the vendor throughout the life of the warranty.

When a commodity or service has a useful life of more than one year and a value greater than $5000, the agency should retain sufficient records to document the vendor's responsibilities. This records series should be maintained separately from contracts. The agency must document the terms and conditions of the warranty for the life of the warranty.

Retention/Disposition: 
EVT+4 years
Retain 4 years after date of warranty expiration and destroy.

Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90130 

Purchasing Card Applications



Obsolete


(Superseded by Fiscal & Accounting GS RDA 90000007)
90131 

Purchasing Card Logs
This record series includes the log envelope along with all credit card receipts and other supporting information included with the log as documentation (training requests, agendas, car rental agreements, hotel folios, airfare ticket stubs, conference registration forms, etc.)

The log should also contain any information for re-allocation or re-coding of the charges to another area.

Retention/Disposition: 
FIS+4 years
Retain for the current fiscal year and 4 complete back fiscal years and destroy.

Confidential:  

No

PI Information:

Yes

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90132 

Post-Audit of Purchasing Logs

This records series includes any internal departmental tracking of the auditing of the logs (whether random or not).

Retention/Disposition: 
FIS+4 years
Retain for the current fiscal year and 4 complete back fiscal years and destroy.

Confidential:  

No

PI Information:

Yes

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90133 

Purchasing Card User Manual

This record includes all relevant guidelines for purchasing card use including instructions for air travel, foreign emergency medical expenses, consequences for failure to comply, etc.  This record additionally gives the user a background information source and answers to any questions that they might have pertaining to purchasing cards.

Retention/Disposition: 
FIS+4 years
Retain for the current fiscal year and 4 complete back fiscal years and destroy.

Confidential:  

No

PI Information:

No

Administrative Note:

If a state agency uses the State Bureau of Procurement’s manual, then agency copies are considered non-records. Agency record copy and working copies, therefore, may be destroyed when no longer needed or superceded by the most current version of the manual. If an agency modifies the State Bureau of Procurement’s version of this manual to meet internal requirements, then this agency copy should be considered an official copy and retained as indicated above.

90134 

VendorNet Registration Application

This record series includes the registration form that is required for all users intending to use the VendorNet service through the Wisconsin State Bureau of Procurement.  Users may register electronically or manually for this service.

Retention/Disposition:
CR+2 years and destroy
Retain for 2 years. 

Confidential:  

No

PI Information:

Yes

Administrative Note:

The State Bureau of Procurement maintains the official copy of this record series in electronic form.  Other copies of this record series will be a hard copy.

This retention requirement applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

90135 

VendorNet Municipal Cooperative Purchasing Service Applications
The Cooperative Purchasing Service enables Wisconsin municipalities to buy commodities and services at discounted prices under contracts already negotiated by the State of Wisconsin.  This record series includes the application for use of this service by certain municipalities within the State of Wisconsin.

Retention/Disposition: 
CR+2 years and destroy

Retain for 2 years. 

Confidential:  

No

PI Information:

No

Administrative Note:

This applies to both the Officia1 Copy and Agency Record Copy. Retain working copies as long as needed for reference. Do not retain working copies longer than 18 months.

Other RELATED Records Issues

Managing Product Samples
Actual samples of products related to successful or unsuccessful bids and contracts such as socks, shoes, cloth samples, etc., should be returned to the bidders/vendors. The following practices are recommended:

Product Samples Not Selected:

Return losing samples to bidders/vendors at time of award.

Winning Product Samples: 

To the extent practical, retain winning samples for the life of the contract and then send samples to bidder/vendor. In cases of perishable items such as food or bulky items such as mattresses, appliances or road salt samples can also be sent back to the winning vendor. In these cases, test results supporting the purchase decision should be retained for the life of the contract.

Fiscal & Accounting (F&A) General Schedule Items

Purchasing records interrelate with fiscal and accounting records. The following materials are covered by the Fiscal and Accounting General/ Schedule. See listed retention and disposition policies.

Purchasing Requisitions: 

See RDA 90000020 and 90000021 Expenditure/Receipts/Accounts payable and Accounts Receivable Records

Most agencies must retain financial related source documents for the current fiscal year and the prior six complete fiscal years (FIS+6 years) per RDA 90000021. The exception is that agencies who do not have any contracts over $250,000 may use RDA 90000020 which specifies a retention of the current fiscal year and the prior four complete fiscal years (FIS+4).

The two record series listed above also control service requisitions for goods and services provided internally by state agencies such as:

· State Records Center services

· Quick-Copy Centers

· Document Sales

· Computing Centers

· State Printing

· Bulk Mail Service

· Fleet

· Agency Stores Requests

DISPOSITION OF Non-Records

Product Reference Files: 

In general, information and reference materials related to commodities and services that may be purchased are non-records. These materials may include catalogs, news clippings, consumer Reports, federal specifications and sample master specifications. Since these materials can be voluminous, agency personnel should establish procedures to determine the need for these materials and establish policies to destroy outdated, unnecessary product reference materials. If a non-record item is necessary to support a purchase, retain these materials as part of the appropriate case file.

Summary Table – RDA # 90100 - 90135

	Number
	Record Series Name
	Retention/ Disposition
	Confidential
	Personal Information
	Notes

	90100
	PDPS Input Documents
	Obsolete
	
	
	

	90101
	PDPS System Vendor File
	Obsolete
	
	
	

	90102
	PDPS System Commodity File
	Obsolete
	
	
	

	90103
	PDPS System Purchase Order File
	Obsolete
	
	
	

	90104
	PDPS System Bid Working File
	Obsolete
	
	
	

	90105
	PDPS Bulletin File
	Obsolete
	
	
	

	90106
	PDPS Administrative Reference Tables
	Obsolete
	
	
	

	90107
	Work Center Case File
	EVT+4 years
	No
	No
	

	90108
	Sheltered Work Center Raw Materials Forms
	Obsolete
	
	
	

	90109
	Encumbrances
	FIS+4 years
	No
	No
	Applies to Official and Agency Copy

	90110
	Purchase Transaction Tracking Logs / Indexes
	FIS+4 years
	No
	No
	Applies to Official and Agency Copy

	90111
	Request for Purchasing Approval / Authority (RPA)
	EVT+4 years
	No
	No
	Applies to Official and Agency Copy

	90112
	Request for Bid / Proposal (RFB/RFP) File
	EVT+4 years
	Yes; 

Trade secrets
	No
	Applies to Official and Agency Copy

	90113
	Special Case Bid (RFB/RFP) Inquiry Case File (Non-awards)
	Obsolete
	
	
	

	90114
	Bid Case File Working Papers
	EVT+10 years
	No
	No
	

	90115
	Contract Case File
	EVT+4 years
	Yes; 

Trade secrets
	No
	Applies to Official and Agency Copy

	90116
	Contract Compliance Program Case File
	FIS+4 years
	No
	No
	Applies to Official and Agency Copy

	90117
	Contract Compliance Vendor Directory
	EVT+5 years
	No
	No
	WOCC owns official record

	90118
	Agency Detail Reports to State Bureau of Procurement
	FIS+4 years
	No
	No
	Applies to Official and Agency Copy

	90119
	Agency Sheltered Work Center Certificate of Exemption
	Obsolete
	
	
	

	90120
	State Bureau of Procurement Purchasing Reports Required by Statute
	FIS+4 years
	No
	No
	Applies to Official and Agency Copy

	90121
	State Bureau of Procurement Administrative Reports
	FIS+4 years
	No
	No
	Applies to Official and Agency Copy

	90122
	Agency Purchasing/Management Information Reports
	FIS+4 years
	No
	No
	Applies to Official and Agency Copy

	90123
	Vendor Performance Case Files
	EVT+4 years
	No
	No
	Applies to Official and Agency Copy

	90124
	Purchasing and Procurement Committees
	EVT+4 years
	No
	No
	Applies to Official and Agency Copy

	90125
	Project Case Files
	EVT+4 years
	No
	No
	Applies to Official and Agency Copy


	Number
	Record Series Name
	Retention/ Disposition
	Confidential
	Personal Information
	Notes

	90126
	Agency Purchasing Delegation Agreements
	EVT+6 years
	No
	No
	Applies to Official and Agency Copy

	90127
	Purchasing Audits or Management Review
	EVT+4 years
	No
	No
	Applies to Official and Agency Copy

	90128
	State Procurement Manual and Related Manuals
	EVT+10 years
	No
	No
	State Bureau of Procurement owns the record

	90129
	Service/Product Warranty Case Files
	EVT+4 years
	No
	No
	Applies to Official and Agency Copy

	90130
	Purchasing Card Applications
	EVT+1 year
	No
	Yes
	Applies to Official and Agency Copy

	90131
	Purchasing Card Logs
	FIS+4 years
	No
	Yes
	Applies to Official and Agency Copy

	90132
	Post-Audit of Purchasing Logs
	FIS+4 years
	No
	Yes
	Applies to Official and Agency Copy

	90133
	Purchasing Card User Manual
	FIS+4 years
	No
	No
	Depends upon whether agency modifies manual

	90134
	VendorNet Registration Application
	CR+2 years 

and destroy
	No
	Yes
	Applies to Official and Agency Copy

	90135
	VendorNet Municipal Cooperative Purchasing Service Applications
	CR+2 years 

and destroy
	No
	No
	Applies to Official and Agency Copy
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