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ACADEMIC SUPPORT SERVICES AGREEMENT JUSTIFICATION
This below justification is required to process the requested Academic Support Service Agreement (ASSA).  The form describes the process used to determine the services requested can only be provided by one source.
When completing the forms please be SPECIFIC and include the following:

· Scope: Explanation of why you are engaging this person and/or entity.  Timeline must be included. Is the service Research, Consulting Services or Instructional Services?

· Deliverables: These are outcomes that are required of the service provider. (Include measurable work product, specialized course instruction, project results expected)

· Payment Terms: How are you going to pay the person and/or entity? The frequency of the payments, rates, hourly/periodically, and the billing procedure.  Are there any expenses or fees to be reimbursed to the contractor?
NOTE: An ASSA with a contract value of $500,000 - $1,000,000 must be reviewed by UW-System general counsel and contracts with a value of $1,000,000 or more must be approved by the UW-System Board of Regents.

NOTE:  Supply sufficient detail to justify the use of an academic support services request instead of competitively bidding for the service.  Failure to do so may result in delays while additional information is obtained.  Purchasing Services will determine the appropriateness of the academic support services on a case by case basis. 

I REQUEST THE ATTACHED REQUISITION BE PROCESSED AS AN ACADEMIC SUPPORT SERVICE.  
Check below which type of transaction is requested.  Explain in detail why the service provider is UNIQUE and unavailable from any other known source and how you have made that determination. 
___
1.
RESEARCH CONSULTING SERVICES - Describe the scope of service to be provided, the title of the University project, and how it relates to the University’s research mission.


 INFO  Comments  \* MERGEFORMAT 
___
2.
INSTRUCTIONAL SERVICES - This transaction relates the University’ educational mission.



The instructor’s professional qualifications are UNIQUE to the course being presented.  State the provider’s experience, the course name, dates and audience.


___
3.
VENDOR RECOMMENDATION – Can services be performed by more than one provider?


 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


If Yes, competition is required, contact Purchasing for assistance.


If No, sole source justification is required. 

Answer the following: Why is the service provider unique and noncompetitive, what skills/abilities make them the only viable provider? How was it determined that no other source is available and who made this determination?



___
4.
FUNDING SOURCE – Where are the funds coming from for the service and dates proposed to fulfill the services?



Contract Details: Contract details must be provided to properly document expectations.  Attachments may be used that outline the expectations.
Term: What are the start and end dates of the service to be provided? Is the end date is critical, and if so, why? (Note: An ASSA can be written for as long as necessary.)

     
Deliverables (what are you getting from the provider?): What measurable work product, i.e. specialized course instruction, or project results do you expect to receive from your Contractor? Attach any proposals you may have received. Detail any final report expected at the conclusion of the project.

     
Amount: What is the total amount authorized to be paid for the full term of this Agreement? 

     
Expenses: Are there travel or other expenses to be reimbursed to the Contractor that are NOT included in the fee structure?  Please list the expenses allowed and note any limits.

     
Payments: How often or at what rate is the Contractor to be paid?  Are the payments periodic (monthly, quarterly, or by project milestone)?  Are we paying an hourly rate? What detail is needed from the contractor to document what is being billed? 

     
IF POSSIBLE, PLEASE SUPPLY AN EMAIL ADDRESS FOR VENDOR/CONTRACTOR (REQUIRED IF CONTRACTOR IS OUTSIDE THE U.S.)

______________________________________________________________________________
Note: Purchasing is available to assist in negotiating the terms of this agreement. Contact the Purchasing Office at x3990 for assistance.
INTELLECTUAL PROPERTY NOTE:  If there are any Intellectual Property Ownership issues associated with this agreement?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If Yes, please explain below:

     
FAIR PRICE ANALYSIS
Required for Federally funded agreements over $5,000 and Non-Federal Funded agreements over $25,000 and determined to be a sole source. 

The price/cost of this contract has been determined as “commercially fair” by:

 FORMCHECKBOX 
  A comparison of costs for similar work in the marketplace*

 FORMCHECKBOX 
  Prices that are publicly published by the provider for similar services*

 FORMCHECKBOX 
  A comparison to in-house costs to do the same work* 

 FORMCHECKBOX 
  A competitive solicitation process was used for the purpose of cost analysis.

 FORMCHECKBOX 
  Other Cost Analysis* 

* Asterisked items require supporting detail of your “fair price analysis.” 

     
_____________________________________________

Requester or Principal Investigator Signature/Date

Name printed      
Phone #              Email     
_____________________________________________
Department Chair Signature/Date
Name printed      
_____________________________________________

Dean or Director Signature/Date
Name printed      
_____________________________________________

Provost Signature/Date

Name printed      
Individuals above certify the submitted information has been reviewed and accurate.
INTERNAL REVIEW

 FORMCHECKBOX 
 APPROVED

 FORMCHECKBOX 
 NOT APPROVED - Reasons below (and/or attached or emailed) why request was denied.
REVIEWED BY: __________________________
ADMINISTRATIVE SERVICES-PURCHASING, ACCOUNTS PAYABLE, TRAVEL & CAPITAL EQUIPMENT
UNIVERSITY OF WISCONSIN OSHKOSH | 800 ALGOMA BLVD | OSHKOSH, WISCONSIN 54901

PHONE: (920) 424-3990 | EMAILS: purchasing@uwosh.edu & aptravel@uwosh.edu
 WEB: http://www.uwosh.edu/admin_serv
An Equal Opportunity/Affirmative Action Institution
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