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NOTICE OF NEW POLICY & PROCEDURE
TO
POLICY AND PROCEDURE #2
SUBJECT: PURCHASING
TO: ALL POLICY AND PROCEDURE HOLDERS

EFFECTIVE: JANUARY 3, 1990; REVISED JANUARY 4, 1994, REVISED
MARCH 24, 1993, REVISED FEBRUARY 21, 2003.

REVISION: October 29, 2020

This memorandum supersedes and replaces all previous information inciuded in PPM #2
originally issued January 3, 1990. The current PPM is to be replaced in its entirety by this
revised issue,

The major changes include the following:

1. Changed LaCarte and Bid purchasing threshold to $2,500;

2. Removed Title 38 (Public Works) process and is now PPM #71;

3. Integration of Bank of America/Works Program for LaCarte;

4. All exhibits/forms referenced in this PPM are attached.

This is revision No. 5 of PPM #2 (Purchasing) with an original effective date of January 3. 1990

IMPORTANT:

Insert this revision notice in the PPM file preceding all other information on this subject to
maintain a current document file.



PPM#2
Page 2 of 23

POLICY AND PROCEDURE MEMORANDUM NO. 2

SUBJECT: TO: PURCHASING

ALL POLICY & PROCEDURE MEMORANDUM HOLDERS

EFFECTIVE DATE: JANUARY 3, 1990

Notice:

This memorandum supersedes and replaces all previous information included in PPM #2 (Fiscal
Policies) originally issued July 1, 1978; Revised August 8, 1988.

Policv Statement:

It shall be the policy of the Office of State Parks to utilize the general State Procurement criteria as
set forth in Title 39 of the Revised Statutes and the specific procedures thereof included in the
Louisiana Administrative Code, Volume 4, and any subsequent memoranda issued by the
Commissioner of Administration on this subject. (Executive Order No. BJ 2010-16)

Procedures:
The methods utilized to accomplish various types of procurement are identified herein and

divided into four principal components: Purchasing types, Approvals & Requisitions,
Purchasing Documentation, and Purchasing Process.

A - Purchasing Types - This section details the various types of procurements types based on
dollar amount, situation, vendor, and contract.

B-  Regquest and Supporting Documentation - This section details the specific approval
request procedure and the necessary documentation to initiate the purchase.

C-  Purchasing Forms - This section details the specific usage for certain types of purchasing
documents and their application.

D-  Purchase Process - This entails the actual procurement of the goods and services desired.
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A - PURCHASING TYPES

Due to the diverse nature of purchasing, there are several methods through which acquisition of
commodities ot services can be accomplished. This section details the broad categories of
purchases and provides additional information on sub-categories of each. This section, when
applied to Sections B and C, enables the procurement agent to determine the proper
documentation required for each Request for Purchase Authorization.

There are currently eight (8) common categories of purchasing utilized by the Office of State
Parks. They are detailed below.

A-1

La Carte:

In order to create a more efficient means of purchasing items or services under $ 2,500,
the State of Louisiana (“State™) created a credit card policy and established a relationship
with Bank of America to issue VISA credit cards on behalf of the State for the
procurement of commodities and services. The cards are hereafter referred to as La Carte.

The Office of State Parks issues La Carte cards to select individuals based on position,
responsibility, or need.

Except for fleet fuel and fleet maintenance, the La Carte is the preferred procurement
method for commodities and services under $2,500. Refer to PPM #45 for fleet fuel and
maintenance procurement policy.

Low D r (1.DO)Y;

A Low Dollar Order or LDO is a means by which to purchase commodities or services that
are less than $2,500. LDOs are handled in much the same way as confirmations (see A-4)
in that they are not subject to bid laws.

LDOs may be used:
a. when the vendor does not accept the La Carte card and a letter from the
vendor stating such has been received, or
b. when both the vendor and the object code are 1099 reportable. Avendor's
1099 status can be determined by contacting the DCRT - Office of
Management and Finance.

Bid (DPA - Delegated Purchasing Authorify);

It is in the best interest of the State to bid items over a certain dollar threshold. By doing
so the agency encourages competition between suppliers, offers an equal opportunity to all
vendors to bid, and attempts to realize savings through competition.

The Office of State Procurement has granted the Office of State Parks a Department Purchasing
Authority (“DPA™) of up to $25,000 for certain items. Items exceeding $25,000 shall be bid by
the Office of State Procurement.

Items that are excluded and shall be bid by the Office of State Procurement:a)
Elevator maintenance contracts; b) Public Works contracts over $5,000; and
c) Automobile acquisitions.
Park managers are granted authority to bid commodities and services between $2,500 and
$5.000.
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A-4

Except for bulk fuel bids, at no time shall anyone other than the Administrative Office
or the Office of State Procurement imply, announce, or otherwise lead a bidder to
believe they have been or will be awarded a bid.

The Park Manager is limited to:

a) establishing bid specifications;
b) faxing and receiving bids (phone bids acceptable for bulk fuel};
¢) requesting a W-9 and proof of liability insurance;

d) contacting the administrative office if problems are encountered;
e) Bulk fuel (both bid and state contract) may be awarded by the
Park Manager AF'TER receipt of an approval as established in

There are currently three different types of bids that the Office of State Parks utilizes.
They are listed below:

1) EFax Bid - fax bids are the preferred form of bidding commodities and services less than
$5,000. Fax bids should be bid for a minimum of one (1) working day. The exception to
the one day bid time is bulk fuel which should be bid for a minimum of 2 hours.

2) Phone Bid - phone bids are primarily used when bidding fuel in order to expedite
responses due to the volatile nature of fuel prices. Additionally, when authorized by
the chief procurement officer in the Business Office. phone bids are acceptable when
dealing with "urgent needs" or "emergency situations".

a) Urgent Need- a situation that has not yet presented an emergency, but failureto
quickly address will adversely affect the efficient operation of the park or the
safety of visitors and/or employees.

b) ILmergency - a situation that is an imminent threat to the public health, welfare,
safety, or public property under emergency conditions as defined in accordance
with regulations (see A-4)

3) LaPac Bid- Louisiana Procurement and Contract Network (La Pac) bids are the
preferred form for bidding commuodities and services over $5,000. La Pac bids will
be bid for a minimum of three (3) business days.

Vendors are strongly encouraged to enroll in La Pac on the Office of State
Procurement's website since La Pac bids will only be sent to participating vendors,
Vendors are established on La Pac by commeodity code.

Coufi . (CONF) aud BidE N
A confirmation or confirming order is not a purchasing type but rather a means by which
certain types of orders are processed. A confirming order is a purchasing document that is
typed after the actual purchase in order to expedite an acquisition (bulk fuel) or when the
purchase has been exempted from bidding (See other Bid Exemptions below).

There are several items that can be confirmations and are listed below:

1) Bulk Fuel State Contract;

Although the bulk fuel on contract is technically a state contract, for the purposes of
ordering it shall be treated as a confirming order due to the volatile nature of fuel
prices.
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On an annual basis the Office of State Procurement bids out bulk fuel to establish a state
contract for participating agencies and facilities. The contract establishes a markup per
gallon and type of fuel based on a weekly commodity cost that is available on State
Procurement's website (hitps./fuel.la.gov/BulkFuel/bulkFuel.cfm) and valid Monday through
Friday. Vendors will guarantee pricing on the bulk fuel state contract for fuel ordered and
delivered during the same week so Park Managers shall order and schedule delivery
accordingly.

In order to be considered as a 'participating facility’ on the bulk fuel contract a site must
submit annual usage and gallons per delivery by type of fuel desired to the Business
Office. This must be received by October 1.

Due to the volatile nature of fuel costs Park Managers are authorized to order bulk fuel on
state contract (or bids following the bid opening) AFTER receiving purchase approval;
therefore, Park Managers shall process a request for purchase authorization (Exhibit I)
using an estimated price per gallon prior to bidding fuel or quoting a state contract price

2) Authorized Dealer:
An authorized dealer is defined as a dealer certified by the manufacturer to sell supplies or
perform maintenance on that manufacturer's equipment, Per R.S. 39:1591 to qualify as an
authorized dealer the business must be a "Resident Business” meaning one authorized to
do and doing business under the laws of this state, which either:

a) Maintains its principal place of business in the state; or

b) Employs a minimum of two employees who are residents of the state.

Since authorized dealers are exempt from bidding Park Managers are authorized to utilize
authorized dealers for orders exceeding $2,500 AFTER receiving purchase approval.

3) Emergency:
An emergency may be declared when there exists an imminent threat to the public health,
welfare, safety, or public property under emergency conditions such as may arise by reason
of floods, epidemics, riots, equipment failures, or such other reason as may be proclaimed
by the chief procurement officer at the Division of Administration. The existence of such
condition creates an immediate need that cannot be met through normal procurement
methods and the lack of which would seriously threaten:

a) The functioning of Louisiana government;

b) The preservation or protection of property; or

¢} The health or safety of any person.

If such an event occurs the following steps will be taken:

a) The chief procurement officer or his/her designee above the level of
procurement officer may make or authorize others to make emergency
procurements.

b) Every effort shall be made to obtain written quotations from threg or more
vendors when supplies, services, or major repairs areto be purchased on an
emergency basis. except for standard equipment parts for which prices are
established.

¢) When supplies, services, or major repairs are urgently required and time does
not permit the obtaining of written quotations, the chief procurement officer at
the Division of Administration may obtain quotations by telephone.

Park Managers are granted the authority to declare emergencies between $2,500 and
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$5,000.

All emergencies over $5,000 shall be approved by the Division of Administration or
State Procurement depending on the type of purchase,

4) QOther Bid Exemptions:
a) Vehicle/Equipment repairs not covered by a competitive state contract or the state
fleet maintenance repair contract may be obtained from an authorized dealer.

Authorized Dealer Certificate Required.

b) Vehicle body repairs covered by insurance recovery and in accordance with
insurance requirements. See PPM #30 - Insurance,

¢) For the purpose of obtaining services from state budget units, governmental
agencies, or municipalities, the Park Manager shall obtain a quotation on
letterhead from the agency.

d) Parcel services, including but not limited to Federal Express, United Parcel
Service, Airborne Express, and Express Mail

e) Renewal of termite service contracts. A termite service contract may be renewed
up to four (4) years after which time the service must be rebid. Original contract
must have renewal clause.

f) Commercial internet service not exceeding one thousand five hundred dollars
($1,500) per subscription per year.

g) For repairs to utility services (gas, electricity, and water) when the connection to
the "point of service" is gwned and maintained by the utility company, no
approval is required. The Park Manager shall contact the utility service repair
department and request the service needed.

h) For repairs to utility services (gas, electricity, and water) - when the connection to
the point of service is owned and maintained by the agency. an approval is required.
This is to repair feed lines up to the meter.

A-3 ntr RO -Con rder):
In the interest of expediting procurement the Office of State Procurement routinely bids out
certain commodities and services for use by agencies. These contracts establish categories
or individual commaodities and/or services offered, provide costs or% discounts on
established price lists (referenced in contract), identify participating vendors and contact
information, and list begin and end dates for contract use.

Although there are several types of state contracts this policy will generalize and refer to
them all as "state contract".

If a vendor or manufacturer is on state contract, it does not imply any commodity can be
purchased from that manufacturer or vendor on that contract; therefore, the Park Manager

shall review the contract notes for excluded items and other contract limitations.

Park Manager are granted authority and strongly encouraged to utilize commeodities and
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service contracts regardless of price.

Purchase Orders will serve as a contract for several services (dish network, waste disposal, and
leased copy machines); however monthly payments will be processed with a LaCarte Card.

See Bulk Fuel State Contract in section A-4

A-6  Requisitions:
It is in the best interest of the state to bid items over a certain dollar threshold. In doing so
the agency encourages competition between suppliers, offers an equal opportunity to all
vendors to bid, and realizes a savings through competition.

Park Managers have no authority to bid commodities and services over $5,000; therefore,
the Administrative Office will process. If the request is within State Park's Delegated
Purchasing Authority, the Administrative Office will bid on La Pac; otherwise, the
requisition will be sent to the Office of State Procurement for processing.

A-7  Publi Not 72

A Purchase Order must be generated if the OSP enters into a contract in excess of five
thousand dollars (85,000) for the construction, alteration, or repair of any OSP immovable

property.

Park Managers shall notify the Resource Development section “to bid public works
projects over $5,000” in order to properly develop specifications required to complete the
request. ***For further information on this procedure, please see PPM 71 for Title 38.

The Office of State Procurement will bid all public works requests over $161,000. This is
the threshold for fiscal year 2021 (this amount varies each year please check with the
Resource Development section for the current year’s threshold).

A-8  Split Purchases:
In the absence of a good faith business basis, no purchase or procurement shall be
artificially divided within a cost center, or its equivalent, to avoid the competitive bidding
process or the solicitation of competitive bids.
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B - REQUEST AND SUPPORTING DOCUMENTATION

All purchases require the approval of an agent of the Office of State Parks or the Department of
Culture, Recreation and Tourism prior to initiating the actual purchase procedures. These levels
of approval have been established within the On-Base Workflow system, granting approval
authority to certain management levels based on a purchase dollar amount and/or an expenditure
category or object code.

Supporting documentation are items required for a level or type of purchase. The documents
are the means by which needed goods or services are requested.

This request process usually begins with a Request for Purchase Authorization entered into the On-
Base workflow system with appropriate supporting documentation establishing in specific detail:
what is needed; in what quantities; at what location; a specified delivery date; and estimated cost.
The process, if successful, concludes with an approval to purchase.

The exception to this approval process is an emergency which is initially authorized by email (or
verbally when communications are down) in order to expedite. A formal On-Base request is still
required and processed after the fact.

The following On-Base requisition procedures are to be used for the various categories of purchases.

B-1 Re SL AN o 1 i AL O X (S LS

Authority is granted to designated departmental managers to authorize purchases of
commaodities and services. The authority apptroving requests is based on the type of
request and/or the dollar amount.

For purchases up to $2,500 submit the approval document detailed in C-1 - Request for
Purchase Authorization.

Once the On-Base request is reviewed, the requester will be notified by email.
« If approved, the requestor references the On-Base approval number on the
LaCarte Works transaction.
+ Ifnot approved or if additional information is required, the requestor will be notified by
email.

B-2 equest and Supporting Documentation for pu) L $2.500 and
The Assistant Secretary of the Office of State Parks may reserve or delegate to the

Deputy Assistant Secretary the approval of all purchases between $2,500 and $5,000.

For purchases between $2,500 and $5,000 the requestor submits the On-Base request with the
following documents attached C-1- Request for Purchase Authorization, the appropriate
required backup detailed in section C-4 - Bids, C-6 - Authorized Dealer Repairs and
Emergencies, C-7 - State Contract Purchases over $2,500, C-8 - State Contract- Bulk Fuel
Purchases, or C-9 — Requisitions for Annual Service Contracts,

*  Once the On-Base request is reviewed, the requestor will be notified by email. If
approved and it is a Bid (not bulk fuel), Annual Service Contracts, orState
ontract (not bulk fuel), the Request for Purchase is processed at the
Administrative Office Level. The manager receives a purchase order by
ﬂnail/’email Annual Service Contract purchase orders will not be received until
une.



PPM#2
Page 9 of 23

e Ifapproved and it is a Confirming Order (Authorized Dealer, all Bulk Fuel -
Bid and State Contract, or Emergency), the requestor prints the approval and
attaches it as required backup for the purchasing document. The State contract for
bulk fuel is considered a confirming order.

e Ifnot approved or if additional information is required, the requestor will be
notified by email.

Lmerge i R rchase

1CY DECLWES 2 i " ! 5 EPLLO]] SC REJuUEes
Authorization: In a situation described in section A-4 (3) Emergency, the following steps
shall be used to authorize the purchases:

1) Email the Assistant Secretary, Deputy Assistant Secretary and Business
Administrator detailing the situation, the need for immediate action, and a quote
or estimate to make the necessary repairs. This shall serve as the request for
purchase.

2) Ifthe Assistant Secretary or Deputy Assistant Secretary or Business
Administrator concurs with the emergency he/she shall declare in writing to
the park manager. This concurrence shall serve as the approval to purchase.

3) Once the emergency purchase is complete, the On-Base request shall be entered
with the emergency email request attached.

) 1)

s s L XY Atiox ASECS e $5.000;
The Assistant Secretary may reserve or delegate to the Deputy Assistant Secretary
the approval of all purchases above $5,000.

1

For purchases above $5,000, the requestor submits the On-Base request with the
following documents attached C-1- Request for Purchase Authorization, the appropriate
required backup detailed in section C-4 - Bids, C-6 - Authorized Dealer Repairs and
Emergencies, C-7 - State Contract Purchases over §2,500, C-8 - State Contract- Bulk Fuel
Purchases, or C-9 — Requisitions for Annual Service Contracts.

¢ Once the On-Base request is reviewed, the requesior will be notified by email. If
approved and it is a Bid (not bulk fuel‘z, Annual Service Contracts, orState
ontract (not bulk fuel), the Request for Purchase is processed at the
Administrative Office Level. The manager receives a purchase order by
Jmaii/email Annual Service Contract purchase orders will not be received until
une.

e Ifapproved and it is a Confirming Order (Authorized Dealer, all Buik Fuel -
Bid and State Contract, or Emergency), the requestor prints the approval and
attaches itasrequired backup for the purchasing document. The State contract for
bulk fuel is considered a confirming order.

» Ifnot approved or if additional information is required, the requestor will be notified by

email.
Emergency above

If a situation described in section A-4 (3) Emergency, the following steps shall be used to
authorize the purchases:

1) Email the Assistant Secretary, Deputy Assistant Secretary and Business
Administrator detailing the situation, the need for immediate action, and a quote
or estimate to make the necessary repairs. This shall serve as the request for
purchase.

2) Ifthe Assistant Secretary or Deputy Assistant Secretary or Business
Administrator concurs with the emergency he/she shall declare in writing to
the Office of State Procurement. If approved by the Office of State
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Procurement an emergency declaration number is assigned. This emergency
declaration number must be referred to in the On-Base request generated after
the emergency is resolved.

B-4
To process Public Works projects requestor must consult with the Resource Development
Section prior to submitting the specifications for bid.

B-5 e r Pyxch ization mptjon;:

For the purchase of new utility services (gas, electricity, sewer, or water) from a public
utility company involving connections to new, renovated or expanded facilities, the Project

Officer respongible for the coordination of the construction project will route g written
request to the Business Administrator requesting the connections, naming the applicable

company, the facility location to be connected, and the date the connection is desired. Any
specific details, including technical specifications, if applicable, should also be included.

If a meter is being transferred from a contractor the Project Officer shall include the meter
number in the written request along with the contractor's information.

If the service requested involves any cost other than one included in a monthly utility

billing statement (a connection fee), the Project Officer responsible for the coordination of
the congtruction project will route a letterhead guotation. furnished by the utility company.
to the Business Administrator.
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C-PURCHASING FORMS

This section explains how to populate each of the common forms required for
purchasing commodities and services.

The approved Request for Purchase Authorization detailed in C-1 serves as signature

approval.

C-1 REQUEST FOR PURCHASE AUTHORIZATION (RPA)

All purchases, regardless of amount, must be processed in this system.

For recurring services and commodities, only one RPA and subsequently-issued
purchase orders are required; however, any increases in the cost of this service or
commodity will require an additional RPA and purchase order issued.

e)

g)
h)

i)
k)

1)

Note and logthe "Purchase Request ID" on the top r1ght of the form;

Insert a Park request number if other than a La Carte purchase;
Verify the Deliver to address (this field auto-populates based on your email
address);
If Deliver To and Invoice To address are not the same, then input Invoice To
address accordingly;
Input suggested vendor (required for non-La Carte purchases);
Select an object category;
Select fiscal year using the drop down list (Select the next fiscal year for all annual
service contracts);
Use the drop down list to select the Purchase Payment. The options are:

i. P-Card/LDO - for purchase types in section A-1 and A-2;

ii. Purchase Order/Requisition - for purchase types in sections A-3, A-S, A-6,

and A-7 (bulk fuel bids are considered confirmations);

iii. Confirmation - for purchase types in section A-4 and bulk fuel bids.
Input the desired delivery date (required for requisitions);
Type a brief description, object code, quantity, unit, and unit cost for each item
requested from that vendor;
Input Keys Words to tag the request. This assists in later searches applying specific
descriptive values to the purchase(s);
If needed, an additional box is provided in the purpose/comments/special
instructions section;

m) Click the submit form button.

a)

b)
c)

Openmg On-Base
a. open Internet Explorer and type http://onbase, or
b. open Channel Z and click the On-Base button.
Click "Document Retrieval” then select "Import Document”;
Click "Browse" then select the required electronic backup from your computer as
detailed in sections B-2 through B-5;
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C-2

C-3

d) Select "OSP-Purchase Request Related Docs" in Document Types;

e) Input the Purchase Request ID (see 2-a above) and type a description as input in 2-
k above;

f) Click the "import" icon at bottom lefi;

g) "Import Succeeded" should appear on the top left of the screen if the import was
successful,

For all approved requests not purchased with a La Carte card or purchase order, print the
approved RPA and attach to your purchasing document. La Carte approval numbers must
be noted on the La Carte log.

LDO (LOW DOLLAR ORDER)

Note onlv one (1) debit invoice can be processed on a single receiving repott;
however. a credit and a debit invoice from the same vendor may be processed on the

same receiving report

a) Input the vendor number;

b) Input a receiving report number;

¢) Input a beginning balance for the General Ledger Account (G/L) used;

d) Type the vendor name and address;

¢) Type the park name and park address;

f) Type the G/L account and a description of the commaodity or service;

¢} Input "I" in the item number. If the park elects to list more than one service or
commodity in the description, then the next item number shall be "2" and continue
chronologically; a debit and a credit invoice require at least two lines of deseription
and item numbers.

h) Input the "date received” - This is not the invoice date:

i) Input the invoice number or numbers if a credit is also attached;

i} Input the quantity received. If a site does not itemize "All" is sufficient;

k) Input an item number and a line of coding at bottom (cost center and G/L account)
for each item number listed on the report. A debit and credit should have at least
two lines of coding;

1) Input the doliar amount for each item number;

m) Type or sign the name of the employee preparing the document and date;

n) The park manager shall sign as the authorized receiving agent;

0) If the suggested vendor does not have a vendor number in LaGov, submit a
completed W-9 form (Exhibit XI).

BIDS- DELEGATED PURCHASE AUTHORITY (DPA)

The following procedure must be accomplished for non-exempt purchases between
$2,500 and $5,000 before a purchase can be made. All documents referenced below shall be
attached to the Request for Purchase Authorization.

EM FAX BID

1) Prepare Request for Prices Bid Sheets (Exhibit 111- 2pages):
a) Type Field Requisition Number;
b) Type the Bid Opening Date and Time which, except for bulk fuel, must be at least
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2)

3)

one (1) business day after the date documents are faxed and notto openon a
weekend or holiday. Bulk fuel bids shall allow a minimum of two (2) hours;
a. The bid opening date/time is the time when the bid is officially overafier
hich time no further bids be accepte
b. In the event a completed fax bid is hand delivered or mailed to the site, the
Park Manager shall indicate on the bid paperwork the date/time the bid was
received and sign the bid paperwork.

¢) Type the number of days to be delivered after purchase order is issued by the
Administrative Office. Ex. five (5) days ARO (ARO= After Release Order);

d) Instruction to Vendor: freight to park and all other overhead costs are to be
included in bid price;

¢) Manager's name — is listed as contact person;

f) Type vendor's complete name, address and fax number;

g) Type park's complete name and address in Deliver To and Invoice To;

h) Type complete specifications - he verv specific, List the brand and model
number, if applicable. All bids must include the words "Or Equal” if the brand
and/or model number are specified. Insert all applicable clauses as well as
requirement for proof of Certificate of Liability Insurance (Exhibit XIII);

i) List the quantity, unit, and line number;

) Email/Fax to at least three (3) vendors and whenever possible at least one (1)
qualified bidder shall be a certified Small and Emerging Business. A list of
Small and Emerging Businesses may be obtained from the State Procurement

web site: http://doa.louisiana.gov/osp/se/secv.htm .

I i lati heet (F
a) After bid opening the bids shall be reviewed for completeness including a price
listed on each bid line number and a signature on the bottom of the form;

i) Bids not signed, received after the bid opening, or otherwise incomplete shall
be considered a no bid and not considered. Although incomplete, the no bid
shall be forwarded to the administrative office along with the bid packet.

ii) Fax confirmation sheets showing what was faxed, to whom, and when can
serve as a no bid if the vendor does not respond.

iii) A fax summary log will not be acceptable documentation for a No Bid.

b) List the appropriate information from the Request for Prices Sheet on the Bid
Tabulation Sheet; List all vendors and the quoted price for each item from the
Request for Price forms obtained in step 1;

¢) Establish the low bidder. The low bidder becomes the 'Suggested Vendor'.

Pr e f re E ;

a) Input all fields at the top of the form except "Purchase Order' and 'OSP Req. #:

b) Input the Deliver To, Invoice To, and the complete description as originally bid-
THESE CAN NOT BE ABBREVIATED, OMITTED, OR CHANGED IN ANY
WAY;

¢) The suggested vendor's prices - as quoted - shall be listed for each line numberon
the Request for Purchase;

d) Input coding for the purchase including a beginning and ending balance;

e) Type a brief justification for the purchase in the box labeled “Purpose™;

f) Input the suggested vendor's name, address, and vendor number;

g) Adttach Certificate of Liability Insurance (Exhibit XIII);

h) Ifthe suggested vendor does not have a vendor number in LaGov submit a
completed W-9 form (Exhibit XTI).
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C-4

a. Enter managers name, park name, requlsltlon number and phone bid date;

b. Enter the commodity or service being bid, the quantity, the unit, and the delivery
date._This exact information. includi tandard lan e at the boitom of
the description, shall be relaved to each bidder word for word. Insert all
applicable clauses as well as requirement for proof of Certificate of Liability
Insurance (Exhibit XIIT);

¢. Enter vendor information for all vendors including business name and address,
name and email address of person quoting price, and the business phone number;

d. Enter the unit price as quoted by each respective vendor. If a vendor does not
supply a quote, the vendor contact information (name, phone number and email
address) shall still be recorded on the form;

e. Establish the low bidder based on the grand total. The low bidder then becomes
the 'Suggested Vendor'.

2) Pr gpam a Request for Purchase (Exhibit V):
Input all ficlds at the top of form except 'Purchase Order’ and 'OSP Req. #;

b. Input the Deliver To, Invoice To, and the complete description as originally
listed on the bid sheet and Bid Tabulation Sheet - THIS INFORMATION
SHALL NOT BE ABBREVIATED, OMITTED, OR CHANGED IN ANY
WAY;

¢. The suggested vendor's prices as quoted shall be listed for each line number

on the request for purchase;

Input coding for the purchase including a beginning and ending balance;

Type a brief justification for the purchase in the box labeled Purpose:;

Input the suggested vendor's name, address, and vendornumber;

Attach Certificate of Liability Insurance (Exhibit XIIT) (if an emergency

phone bid);

h. If the suggested vendor does not have a vendor number in LaGov, submita
completed W-9 form (Exhibit XT).

oo o

REQUISITIONS ABOVE $5,000 EXCLUDING PUBLIC WORKS CONTRACTS

All purchases above $3,000, except those exempted or on state contract, must be bid out by
the Administrative Office/ Business Section. All documents referenced below shall be
included with the Request for Purchase Authorization sent to the Administrative
Office/Business Section.

The following procedure must be completed for non-public works purchases above
$5,000:
a. The vendor with the lowest quote shall be the suggested vendor;

b. Ifavendor develops specifications for the park, that vendor shall be excluded from

the bid process.
2) R rchase (I

a. Enter all fields at the top of form except 'Purchase Order' and 'OSP Req. #;
b. Enter the Deliver To, Invoice To, and the complete description as developed in
step 1 above;
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C-5

C-6

C-7

c. Enter coding for the purchase including a beginning and ending balance;

d. Enter a brief justification for the purchase in the box labeled Purpose;

e. Enter the suggested vendor's name, address, and vendor number (a W-9 isnot
required).

1ZED DEALE P D

2) E epare a Request for Purchase (Exhijbit ¥);
Enter all fields at the top of form except 'Purchase Order' and 'OSP Req. #;
b. Enter the Deliver To, Invoice To, and the complete description as developed in
step 1 above:
c. Enter coding for the purchase including a beginning and ending balance;

d. Enter a brief justification for the purchase in the box labeled Purpose;
e. Enter the vendor's name, address, and vendor number (a W-9 is required-+ X).
3) r , heet (Exhijbi

See C-3 above for instructions.

« A completed Authorized Dealer form (Exhibit VII) and Certificate of Liability
Insurance form (Exhibit XIII) are required for authorized dealer repairs.

» All written approvals from either the district manager and/or Administrative Office
authorizing the emergency purchase and the proof of liability insurance are
required backup for emergency purchases.

R ASE LR $2

Contracts can be searched at

http://wwwecfprd.doa.louisiana.gov/osp/lapac/eCat/dsp eCatSearchl.agov.cfim (See Exhibit VII)

1) Preparea Request for Purchase (Exhibijt V)

a) Enter all fields at the top of form except Purchase Order and OSP Req. #;

b) Enter the Deliver To, Invoice To, and the complete description must
reference the contract and line number for each line purchased;

c) Enter coding for the purchase including a beginning and ending balance;

d) Enter a brief justification for the purchase in the box labeled Purpose;

e) Enter the suggested vendor's name, address, and vendor number as it exists onthe
State Contract (a W-9 is not required).

2) i B r all contr 2.5
a) Contract detail screen (Exhibit VIII);
b) Item detail screen (Exhibit I X).

* If contracts are enabled as evidenced by "P-Card Enabled," the La Carte card can be used
to purchase state contract items under $2,500.

i T-BUL H

The bulk fuel state contract can be accessed at:
https://fuel.la.gov/BulkFuel/bulkFuel.cfm


http://wwwcfprd.doa.louisiana.gov/osp/lapac/eCat/dsp
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Follow the instructions listed on Exhibit X - Guidelines to Fuel Prices on State Contract.

C-8

C-10

Print the price information from the contract, follow the procedures detailed in C-6
above, and requestor must reference "Bulk Fuel State Contract” on the request for
purchase and the Payment Request Cover Sheet Report.

1 F L

Annual service contracts provide for day to day operational requirements such as pest
control, waste disposal, Internet provider cost, laundry service, security, and satellite
services. The various requisition methods are listed below. All requisitions shall have the
fiscal coding.

a) Follow the steps in C-1 and C-4.
b) Include proof of Certificate of Liability Insurance (Exhibit XIII).
Clearly indicate payment method as VISA if this will be a LaCarte purchase; otherwise

select PO/Req.
¢) Requestor must select the next fiscal year on the Request for Purchase Authorization
Form (Exhibit I);
d) TV service, regardless of the amount, must be recorded as VISA to ensure timely
payment.

2) Annual Service Contracts between $2.500 and $5.000

Follow the steps in C-1 and C-3.
Requestor must select the next fiscal vear on the Request for Purchase

Authorization Form (Exhibit I},

3) Annual Service Contracts over $3.000
Follow steps in C-1 and C-4
Reguestor must select the next fiscal vear on the Request for Purchase

Authorization Form (Exhibit ).

4) Contract Renewals
All contract renewals, regardless of the amount, shall also have the following attached to
the RPA:
a. A letter from the vendor agreeing to the same terms, conditions, and price for
the period July 1, 20XX through June 30, 20XX; and
b. A copy of the latest Purchase Order for that service.

RE ITIONS F BELI TR K

Park Managers shall notify the Resource Development section “to bid public works projects
over $5,000” in order to properly develop specifications required to complete the request.

AD IONAL
Letter of Agreement (Exhibit XII)

A Letter of Agreement is used when contracting with an individual to perform certain
functions (services) that benefit the park. These functions are primarily interpretive in
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nature but can be many types of services where the outcome is hard to quantify.
Example: a site needs a local artisan to perform a demonstration as part of an interpretive
program. This agreement sets forth specific expectations of both parties related to dates
and times of service, fees, conditions, and anything relevant to the service(s) provided.

Letters of Agreement are used to:

a) Establish a working arrangement and define the services provided including
when, where, and why;

b) Define the payment terms including total amount which should be a flat rate;

¢) Outline any additional terms of the agreement.

After receipt of an approved Request for Purchase Authorization, the park manager shall
reduce the terms to writing and both the vendor and park manager shall sign and date. The
completed original shall be forwarded to the State Park's Assistant Secretary or authorized
designee for signature after which the agreement is valid. An executed document shall be
returned by mail to the park manager who may then authorize the work.,
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D - PURCHASE PROCESS

Purchasing, as herein defined, is the actual purchase of goods and/or services after the
Request and Supporting Documentation process has been completed.

D-1

etween 0

Once approved according to the criteria in the Approval and Requisition Process,
purchases can be made using the LaCarte Purchasing Card. If the vendor does not
take the LaCarte card then follow the procedure in D-2.

Purchases under $2,500 can be made with the LaCarte Purchasing Card except
travel, airlines, overnight accommodations, registrations, conferences,
memberships, and businesses which are restricted.

Conferences, registrations, travel, and training shall be processed on the Corporate
Business Account which is maintained in the Administrative Office. These
requests shall be processed in accordance with PPM #13 -Travel Regulations.

Although a purchasing card is issued to designated employees at each park, the
park managers will be responsible for all purchases for their park. Use of'a card
by anyone other than the cardholder is prohibited.

A receipt may be signed by someone other than the cardholder only if it is being used
as a delivery receipt for a phone, Internet, or other remote order. In these cases, the
receipt should be signed "Received By” followed by the printed name of the employee
accepting the delivery. The date of receipt should be clearly indicated.Procedure for
making a purchase:

a) When making purchases in person, the cardholder must inform the vendor they
are tax exempt before the transaction begins. Once complete, the cardholder
will receive and retain the charge receipt, customer copy, or proper
documentation of the purchase. The cardholder must check the purchasing
document to confirm the following:

[} the amount for the purchase (including shipping, handling,
postage, freight, ete.) does not exceed the card's single
transaction dollar limit as set up by the Park Manager;

2) all items were propetly charged; and

3) Local and/or State sales tax were not charged.

b) When making a purchase other than in person (e.g., viatelephone,
computer, mail order, etc.) the cardholder should give the vendor the
account number and tax exempt number and direct the vendor to include
the following on the shipping label or packing slip:

1) Cardholder name and telephonenumber;
2) Park Name and complete delivery address;
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5

d)

3) "VISA Purchase".

An original invoice or receipt shall indicate the vendor name and date of
purchase. The paperwork shall also list the quantity, description, unit cost, and
extended cost for each item purchased. The invoice shall clearly indicate that
no taxes were charged.

The cardholder is responsible for obtaining purchase documentation
(including credits) from the vendor as well as all Requests for Purchase
Authorization approvals (Exhibit I) to support all purchases made with the
card. Acceptable documentation must include a line description and line item
pricing for the purchase, along with name of vendor. The following is a list of
acceptable documentation:
1) Original Invoice;
2) Original Packing Slip with dollar amount;
3) Fax copy of Invoice with Original Packing Slip;
4) Print screen of confirmation page for Internet Orders;
5) Copy of Ordering document for Subscriptions (must be approved
by Administrative Office);
6) Original Itemized Receipt (Original Cash Register Receipt);
7) Scanned copy of'an invoice submitted by vendor as an attachment to
an email (both email and attachment must be submitted).

e¢) Ifthe merchandise is returned, the cardholder is responsible for obtaining acredit

g)

receipt (which must be included with documentation) from the vendor and
retaining the receipt with support documentation. If the merchandise is shipped
back to the supplier, the package must be prepared according to supplier
instructions and shipping documents must be retained until supplier issues credit or
exchanges merchandise. Cardholder must obtain a credit on his/her card from the
supplier for returns.

The cardholder must enter the correct coding and attach the receipt to
each Works transaction within the Bank of America (BOA) system. The
transaction is then signed off by the cardholder. The cardholder shall also
indicate the Request for Purchase Authorization approval number on
each transaction. The Works’” Approvers must also verify the coding and
receipt for each transaction and sign off if correct. The Accountant in the
AQ Business Office is responsible for verifying coding and receipt for
each transaction. The Accountant will make any necessary changes prior
to approval and signing off.

The cardholder must printout the purchasing log report at the end of the billing
cycle.

BOA will mail a statement on or before the 10" of each month to cach
cardholder that made a charge during a month. Upon receipt of the BOA
statement each cardholder must print out the purchasing log report in Works
and verify this report to the BOA statement. The Cardholder must verify the
information and sign and date on the BOA statement and purchasing log
report. All supporting documentation is sent to the manager/supervisor for
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D-3

approval.

h) In the event cardholder finds items on the monthly BOA statement that do not
correlate with retained receipts and supporting documentation, transactions
not made by the cardholder, incorrect transaction amounts, or if there is an
issue with service or quality, the cardholder's first recourse is to contact the
vendor to try to resolve the problem. Note: The first time there is a charge
dispute on a card, the cardholder should contact the Program Administrator
for assistance in resolving the dispute.

1) If the vendor agrees the error has been made, they will credit the
cardholder's account. The credit will appear on the next monthly
BOA statement. Cardholder should check the next statement for
credit.

2) If the problem with the vendor is not resolved, contact the Program
Administrator immediately.

3) The transaction will be paid, therefore, it is important for cardholder
to mark purchasing documentation "DISPUTED" and code the
transaction. Cardholder should retain a copy of the disputed
documentation and follow up on future statements for credits. Once
the credit is issued, a copy of the original debit transaction should be
attached to the LaCarte transaction.

i) Upon receipt of the LaCarte packet from the Cardholder, the
managet/supervisor reviews, signs and forwards the completed original to the
Business Section by the 20™ of the month.

i} Upon receipt of approved cardholder documentation, the Business Office will
review to ensure that the required reconciliation is accurate, audit the
documentation, and forward to the Office of Management and Finance.

k) In the event the cardholder is on leave, resigns/retires, or is otherwise unable
or unwilling to prepare the required monthly reconciliation, the cardholder’s
direct supervisor shall be responsible for preparing and submitting the
required documentation.

After the purchase, the Park Manager prepares a Payment Request Cover Sheet
Report (see C-3 for instructions). Once completed, the manager shall submit the

following paperwork to the Administrative Office/Business Section on the order
below:

1) Original invoice;
2) Payment Request Cover Sheet Repott;
3) Approved Request for Purchase Authorization.

hases Orders an Rel

When a request is approved and processed by the Administrative Office, the
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Business Office will email the Park Manager a copy of the purchase order or
contract release order. The Business Office will mail the appropriate number of
hard copies to the site.

The front page of the hard copy will have a receiving stamp that is to be
completed as follows:

Prepared by: Initials of person completing the receiving report;

Authorized by: Signature of person authorizing the purchase;

Date Received: Date of the service (indicate the last invoice if
multiple invoices are submitted);

Amount: The amount of the invoice (or the sum of the

invoices submitted if more than one).

On the right margin of each page of the order with goods or services listed, the
abbreviation "QTY REC." must be stamped. The person completing the
receiving report will indicate the quantity received which shall:

1) Correspond to the amount listed on the invoice(s) submitted;

2) Not exceed the total units listed on the purchase order. For annual
contracts, the Park Manager shall track the amount processed to date
and the remaining balance to ensure subsequent invoices will not
exceed the total units.

If, the Park Manager receives an invoice for a partial delivery, then the
Receiving Report, identifying only those goods received, will be routed to the
Administrative Office. When the balance of the goods and services are
received and the order is complete, the Receiving Report is routed to the
Administrative Office for final payment to be made. If additional receiving
reports are needed, contact the Business Office.

After the final invoice for the purchase order or contract release order is
submitted, requestor will write "Final" over the receiving stamp so any
remaining encumbered amount will be cleared and the order is cancelled after
payment.

nfirmations:

As referenced in section A, after receiving purchase approval, certain items may
be procured without ever receiving a purchase order or contract release order.
Once the goods or services are received, the Park Manager shall use the
procedures detailed below and route the completed paperwork, in the order
indicated, to the Administrative Office,

Bulk Fuel
Once the bulk fuel purchase has been approved through the Request for

Purchase Authorization, the Park Manager shall bid or identify, on a state
contract, the cost for the quantities requested and order the goods. The Request
for Purchase Authorization takes place before the bid or state contract request.
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D-5

D-6

State Contract Bulk Fuel

The Park Manager shall verify the invoiced amount equals the current
contract amount. Once complete, the Park Manager shall prepare a
Payment Request Cover Sheet Report (see C-3 for instructions). The
Payment Request Cover Sheet Report shall indicate "State Contract". The
manager shall submit to the Administrative Office, in this order, the
following paperwork:

1) Original invoice;

2) Payment Request Cover SheetReport;

3) Approved Request for Purchase Authorization;

4) Contract printout with the appropriate line number(s) highlighted.

Bid Bulk Fuel
The Park Manager shall verify the invoiced amount equals the requested

bid amount. Once complete, the Park Manager shall prepare a Payment
Request Cover Sheet Report (see C-3 for instructions). The manager shall
submit to the Administrative Office, in this order, the following
paperwork:

1) Original invoice;

2) Payment Request Cover Sheet Report;

3) Approved Request for Purchase Authorization;

4) All Bid backup.

Authorized Dealers
Once the purchase has been approved through the Request for Purchase

Authorization, the Park Manager shall order the goods as originally requested
and will receive an invoice.

The Park Manager shall verify the invoiced amount is proximate to the original
quoted amount. Once complete, the Park Manager shall prepare a Payment
Request Cover Sheet Report (see C-3 for instructions). The manager shall submit
to the Administrative Office, in this order, the following paperwork:

1) Original invoice;

2) Payment Request Cover Sheet Report;

3) Approved Request for Purchase Authorization;

4} Original quote received;

5) Completed Authorized Dealer certification.

Public rk 5
PPM 71 for Title 38.

Letters of Agreement:

After approval of the request for purchase authorization, and prior to the service,
the Park Manager shall execute a Letter of Agreement (see C-11) and retain the
original, Upon completion of the service, the Park Manager shall complete a
Payment Request Cover Sheet Report. The manager shall submit to the
Administrative Office, in this order, the following paperwork:
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D-7

1) Original invoice;

2) Payment Request Cover Sheet Report;

3) Approved Request for Purchase Authorization;

4) Original Letter of Agreement signed by all parties;
5) Vendor's complieted W-9.

iving Report D lor:

In order to quickly identify certain types of purchases, the Business Office has
developed a system to visually cue the processing agent of certain conditions.
These paper colors are visual cues and have the following meanings:

1)
2)
3)
4)
5)
6)

7)

Goldenrod - this color indicates a low dollar order, confirming order, or

letter of agreement;

Buff - this color indicates all orders over $2,500 that are not taggable
equipment or an insurance claim;

Green - this color indicates Professional Service Contracts

Rose or Salmon - this color indicates taggable equipment;

Purple - this color indicates an insurance claim;

Blue - this color indicates a public works contract processed through the Parks
Repair and Improvement Fund (See PPM #59).

Pink- this color indicates Public Works Contracts Processed under Title 38.
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Request for Purchase Authorization
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STATE OF LOUISIANA
PAYMENT REQUEST COVER SHEET

VENDOR NO-

3100805884

NAME Baton Rouge Bar Assoclation

VENDOR INFORMATION

P.O. Box 2241

1Baton Rouge, LA 70821

Partiat PO
Payment

§Ingle Cheeck Needad X

lease cem eie below.

2640000000

2641016104

| IPayment Expenditure coding same a3 Porchase Order Account Coding

Fingl Paymant.

PLEABE LET HILLARY KNOW WHEN AVAILABLE

5310010

PURCHASE ORDER NO.
_ SRR
BIVOICE DATE

10/15/2020
INVQIGE NUMBER

2024 DUES
AGENCY NANE

OFFICE OF BTATE PARKS

[DIVISION/ FARK
ADMIN

EQUIPMERT SERIAL NUMBER

180.00

Praparad by
HILLARY VEILLON

Date
Octoner 152020

TOTAL

Autherized or Recelving Agent

e 5 T

$

- OFFICE OF MANAGEMENT AND FINANCE ONLY

" Approved bv|

BUDGET APPROVAL Budge! has certfied that the ‘approve coding is correct and funds are currently available for payment

Date Rec‘d Date
Document Number Check #
que;y_lng _Nl._lmb_er Daté
-Service Entry Number '
A_t:cbijpﬁng Approval o
- Enter/Audited Agprover
' Dats : —.Date
SEETRR A _ ~ GRANT PAYMENT WITH FEDERAL REIMBURSEWMENT
FED FUND DEPOSIT DATE] ] [ GRANT NUMBER|
DEPOSIT TICKET NUMBER] ] [ GRANT NAME]
Usethis [Use this If federal funds ara gty before payment and payment must be.made In @ certaln Hreline of the fadera; fund deposit ]
USE ONLY IF Journal Voucher Required
FV50 Number Datel
BUSINESS: | o GiL- - St ~ wBs e R
i1 AREA - AGCOUNT. .7 GRANT . ELEMENT ¥ Dabi - Credit
_ TOTAL
Enter/Sudited Date approver | [pate




XHIBITIE:

i,

LOUISIANA OFFICE OF 3TATE PARKS

REQUESET FOR PRICES
VENDOR INFORMATION & FAX NUMBER: Flald Req #: 0
Delivery Date: 1/0/19C0
F.OB. Park
Manager: Manager Name
_ Contacti: (222) 222.2232
DELIVERTQ INFORMATION: BID OPENING

Descripfion

Park Name
Park Address|

Park City, State Zip)

No responses considered after this time,

Line

1/0/00 12:00 AM

Qty | Unit | UnitPricel  Amount

GRAND TOTAL (All Lines)

Page 1 of 2

Complete contact information on next page

Vandor Initlal Hare:



LOUISIANA OFFICE OF STATE PARKS

REQUEST FOR PRICES
Conditions

1) Read the entire bid including all terrs, conditions and specificafions. Note any attachments referenced in description.

2} All bid prices must be fyped orwritten in ink, Any correciions, erasure or other {orms of alteration to unit price s should
be initlaled by bidder,

3) This bid s to be manually signed in Ink by & pereon authorized to hind the vendor and faxed back fo the agency,
4} Bld opening is the date end time by which all bids shall be recaived i order to be considered,

5} Bid prises shall include delivery cf all lfems F.0.B. desfinalian or as otherwise providad,

8) Bids must be received at the fax # providad on the solicitation fax gover shaet by the bid opening date In ordsr to be
cansidered. Retain you fax bid confirmation sheet in order fo contest bid award,

7Y Unless otherwisa spenlﬂed by the State of Louisiana i ¢ he soixcﬁahon bid prices rnust ke carnplete, ng]uding
bidd e f

dellveg;_date if soonery. All ether iaas acesssments, etc should be bullt into the price of the co mmadity or servics,

8} Vendor is responsible for including all applivable taxes in the bid price. State agencies are exempt from all state and
loeal sales and use taxes,

9) All Bids, unless otherwise provided for, must be signed and supmitted in the same maaner they were recsived. Failure
to do so will eliminats your bid from consideration by the requesting agency.

10) Bidders proposing an equilavent brand or moede! should submit Hlustrations, deseriptive literaiure, technical data with
the bld farms sufficient for the State of Louisizna to evaluate qualily, suitakility, and zampliznce with the specifications in
the solicitation, Fallura to submit such infarmafion may cause the bid fo be refected.

Company Name:

Belivery Date:

Contact & Phone:

Signaturer

By signing 1 underatand ard agree to all terms and conditfons st forth above
and acknowladge | am authorized to obligale the cornpany,

Page 2 of 2 Vandor Initial Hara:



Sid Tabulation Instructions =

Bid Tabulation Sheet

fFicid Req
# Agency: LGRT - ©ice of State Farks (26-264)
Park: Park Name If all lines were not completed by

. vendor it shall be zopsiderad a "No
Joianages: M.anagg.rNal.na PP S 2 Qe o o go o ORkO., 2.0 B18* and left blank.

§Cascrition Uine]| aty { ¥otal Line Amt § Total Line Amt § Total tins Amt § Total Ling Amt | Total Line Amt

T N

Enter {he tofal amount for each
line. Do Not Enter unit amounts!

Orice the bid lahulation is

L camplete the winning bidder wil
" . - F ' - ) be indicated on the hottom right of
. - ) . this page.

in the event of a tle bld you will be
promptad {o call the Administrative
Offfce - Business Section.

TR EETI AT
Winning Bidder
e S P e T A TS e

YENDOR TOTAL




REQUEST FOR PURCHASE

Requastad by: Manager Name P.O. #

Field Req #

Class Code; - QOSP Req. #
Purchase Type;

'Godingr. T — Purchase (D #:

Budget Informatmn
Beginnirg Balance: $0.00
Endmg Balanca' ]

Vendor# 0000AG00C-00
0 Cantact; 0
O Contact #: _ -

Dei!var“fo. T T Invmce.To:w o

Park Name IPark Name
Park Address Park Viailing Address
Pari( Clty, Blate Zip Park Mailing City, State Zip

HEHEHRERERHE

Jf);'s'c;;i‘ptiars: | Gty Ot | Unit Cost | Total Gaet

Procurement Spacialist Administrative Program Director

All purchasing procedures have baen followed sccording to Executive Order no. Bl 2010-16,

Page lof1l
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EXHIBIT

" PHONEBIDS

\/

SUMMARY GUOTATION SHEET
|MANAGER REQ. NO.
AGENCY:
TELEPHONE BID DATE:
& g 5
o 2 2 o B E g @ 2
(0] ° @ o o @ T @
a2 £ |z g 8 % 5 s e |3 2
z= 3 s = =4 3 8 = = B o £
Bz 1z 1B g oz oz 1E | 3 1B |8
= o Z = | > 31 b4 [ > O B d
DESGRIPTION QTY BNIT UNIT PRIGE AMOUNT UNIT PRICE AMOUNT UNIT PRICE AMDUNT
FGELNER BY:
Al freight, applicable tax and any addition] cost shall be included in the
queted price.
Bids will be evaluated on grand fodal quoted cost.
TOTAL




AUTHORIZED DEALER CERTIFICATION

The Office of State Parks requires that maximum competitive bids shall be obtained
where the cost exceeds $2,500.00.

An exceptlon to minimum competitive requirements where no competitive bidding is
required is as follows:

Repairs to equipment and/or parts associated with a specific repair ]ob shall be
obtained by use of an “authorized dealer”.

An authorized dealer is defined as a dealer certified by the manufacturer to sell
or perform maintenance on their equipment. Per Louisiana R.S. 39:1591, to
qualify as an authorized dealer the business must be a “Resident Business”
meaning ene authorized to do and doing business under the laws of the state,
which either:

1) Maintains its principal place of business in the state; or

2} Employs a minimum of two employees who are residents of the state.

certifies that that they are an

Vendor (Business Name)
“authorized dealer” to repair or furnish parts associated with a specified repair to the
following described equipment:

Type of
eguipment:

Brand
Name;

By:

Owner or Authorized Representative of Vendor

Date

Vendor's Telephone Number:

Vendor's Email Address:
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https://DWarts-1.op

GUIDELINES TO FUEL PRICES ON STATE CONTRACT

Go to website: https :

You will come to: Office of State Purchasing
Fuel Bid Application

1. Click - Reports Menu

Example

Office of State Purchasing
Fuel Bid Application

r

11). Reports Menu
'2) Database Maintenance (authorized personnel only)
3} Download Prices

2. Next page: Administrator Login Enter User ID: and Password:

Examnple

Office of State Purchasing
Fuel Bid Application

UserlD; i Password: l

 Login !

3. Clicken "By Items”
Exampla
Office of State Purchasing
Fuel Bid Application

3

Caleulated Fuel Prices

® By Bidders

® by tems §



https://wwwprd.doa,louisjana.gov/osp/fuelbid

k)

: @ PBase Price by week Enter

4. Enter: Month:  Day:  Year: already there

Example

Office of State Purchasing
Fuel Bid Application

Month: ! :s!Day: I ﬂYear: W
En

ter

5. This screen below will appear.
Scroll down to the applicable line number. The last figure is the price for fuel
for the week. (calculated for you is the base price, applicable tax, vendor
markup)
_ Example
DIVISION OF ADMINISTRATION
STATE OF LOUISIANA

CURRENT ITEM PRICES BY ITEM
FUEL PRICES FOR WEEK OF 07 /01 /2007 (Week beginning 6/25/2007)

TERM  TERMINAL FUEL PRICE/
CODE  LOCATION BIDDER BIDDERNAME TYPE BASE MET  MARKUP  GALLON
G Convent 15 Siarc u 2.2401 02000  0.2500 26809
G Convent 10 Marcello Ol U 2.2401 0.2000 0.0880 2.5291
G Convent 8 Slarc uL 2,714 02000  0.2500 2.6214
Notes:
Type in your User ID and password as follows:
User [D: pub_user Password: ospru 01

Item: This colwmn shows the line # of the contract. You will look up your
parks

contract line number and find it in this column to find your fuel
prices.




Terminal Location: This column shows the storage location of your fuel.

Bidder; This column shows the name of the vendor to which your park will
deal with.

Fuel Type: (U) Unleaded, (UL) Ultra Low, (H) High Sulfur, (F) Premium
Base: Vendors base price before taxes and markup.

MET: Fuel tax.

Markup: Self explanatory

Price/Gallon: This is the price you will be charged. This price should be on
your

Invoice!




Form W""g

{Rev. October 2018)
Department of the Treasury
Intarnal Revenue Service

Request for Taxpayer
identification Number and Certification

» Gio to wivw.irs.goviFormWe for instructions and the latest information.

Give Form to the
requestar. Do not
send to the IRS.

1 Name {as stown on your Income tax return). Nama |s reculred on thiz ling; do not leave-this fine blank.

2 Business name/distegarded enfity nama, If different from above

following seven baxes,

L] indiviciual/sala propristor or D G Gorparation

single-member LLC

7] Other {ses instructions) »

[] s corporstion

[ vimited ettty sompany. Enter the tax classifioation (C=0 corparation, $=5 oorporation, P=Parnership »

Note: Check the appropriate bex I the line above for the tax classifleatlon of the single-member owner, Do nat cheek | Exemption from EATGA raperting
LLG if the LLC Is claselfied as a single-member LLC that is disregarded from the owner urilees the owner of the LG is
anather L1.C that s not distegarded from the owner for LS. fadaral tax purposes. Otherwiss, a single-member LLC that
Is disragarded from the ewner should chaok the appropriate box for the tax classification of Its owner.

8 Check appropriate box for faderal tax classification of the persen whose name is anterad on line 1. Chack only ane of the | 4 Exemptions (codes apply only to

certaln entities, not indWiduals; see
Inatructions an page 3):

U Partrership D Trust/estate

Exempt payee code (if any)

code {if ahy}

{Appfles fo aceounts maintalited culside the U8}

B Address (nurber, straet, and apt. or suite no.) See instructions,

Print or fype.
See Specific structions on page 3.

Raquester's name and addrass (opijonal)

& City, state, and ZIP sode

7 List sacount nurmber(s) here (opticnal)

Part |

Taxpayer Identification Number (TIN)

Enter your TIN in the sppropriate bog, The TIN provided must mateh the name given on line 1 to avoid
baekup withholding. For Individuals, this is generally your social security number {S8N), However, for a
resident allen, sole proprietér, or disregarded entlty, see the Instructions for Part |, Jater. For other - e
shtities, it Is your employer Identlfication numbar (EIN). If you do not have a number, ses How fa get & ]

TiN; later.

Note: If the aceount |5 in more than one fiarse, see the Instructions for [ne 1. Also see What Name and

Nurpber To Give the Reguester for guidetings on whose number to enter.

Social security number

OF
Employer identificatipr number

Part il Certification

Undar penalties of parjury, | certlfy that:

1, The number shown on this form is my correct taxpayer identification number (or | am waiting for 8 numbsr to berlssued to mg); and
2. [ am not subjact 1o backup withhelding beceuse: (a) | am exempt from backup withholding, or{b) | have not been notifled by the Internal Reveriua
Servige (IRS) that | am subject to backup withholding asa result of a failure fo report all interest or dividends, or (¢) the RS has nofified me that | am

no lorigey subject to backup withholding; and
3. 1am a U.8. dltizen ar other U.S. person (defined below); and

4. The FATCA code(s) shtered on this form (If any) indicating that | am exempt from FATCA reporting is correct,

Certification instruetions, You must crosa out item 2 above If you hsive been notlfied by the IRS that you are currently sublest to backup withhelding becsuse
yeu have failed fo repert all Intersst and dividands on your tax return. For real estate transactions, item 2 does not apply, For mortgage Inferest pald,
acquisltion or abandariment of secured property, cancellation of dabt, coniributions to an indlvidual retirement arrangerment (IRA), and generally, payments
other than interest and dividends, you are not requlred to sign the certification, but you must provids.veur edrfect TIN, Sse the instructions for Part |, later,

Sign Signature of
Here U.8, person >

Date »

General Instructions

Section referernes are to the Internal Revanug Code unfess otherwlse
noted.

Future developtnents. For the tatest infdrmation about devalopments
related to Form W-2 and its instructions, such as legisiation enactad
after they were published, go to wuiw. frs.gov/FormAg.

Purpose of Form

Anindlividual or entity (Farm W-@ requastar} wha is requirad to flle an
information return with tha IRS must abtaln your carrect taxpayer
identification number (TiN) which may be your social security number
(88N}, individual taxpayer identiflcation number {iTINY, adoption
taxpayer idantification numbear (ATIN}, or employer identification number
(EIN}, to repart on aninformation return the amount paid to you, or otier
amount repartable on an Infarmation return. Examples of information
returns include, hut arenot limited to, the following,

» Farm 1099-INT (iterest earned or pald)

» Farm 1088-DIV (dividends, including those from stocks or mutual
funds)

* Form 1099-M3G {various types of income, prizes, awards, or gross
proceads)

» Form 1089-B (stock or mutial furd sales and certain other
transactions by brokers)

» Form 1088-S {proceeds from real estate transactions)
» Farm 10983-K (merchant card and third party network trensactions)

* Foutm 1088 (hiome mortgage intersst), 1098-E (student loan intarest),
1088-T {tultion)

*« Form 1099-C (canceled debf)
« Form 1098-A {acquisition or abandonment of secured property)

Use Form W-8 only If you are & U.5. person {(including a residam
altan), fo provide your correct TIN,

If you do not return Form W-9 to the requester with a TIN, you might

be subfect to backup withhaiding. See What ls backup withhalding,
Iater.

Cat. No. 10231X

Form W=9 (Rev, 10-2018)
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By slgning the fllled-aut form, you:

1. Gerlify that the TIN you are giving is correct (o you are walting fora
number to be issued),

2, Gertify that you are notsubject to baclkup withholding, or

3. Clalm exgmption from backup withhalding If you are a U.S, exempt
payae.-If applicabls, you are-also certlfying that as a U.5. person, your
allocable share of any partnership income from a LS, rade o business
ls nat subject to the withholding tax on foreign parinets’ share of
effectively corinectad income, and

4, Cerlity that FATCA code(s) entered on this form (if any) indlcating
fhat you are exernpt from the FATCA reporting, Is corract. See What /s
FATCA raporting, later, for further information.

Nole: If you are a LLS. parson and a requester gives vou a ferm other
than Form W8 to reguest your TIN, you must use the requesier’s form if
It 1 substantially slmilar ko this Form W-9.

Detinition of a2 U.8, person. For federal tax purposes, you are
consldered a U.&. person if you are:

« An Iindividual who ts a U.S, citizen or U.S. resident alisn;

* A partnarship, corperation, cormpany, or assoclation orsated or
organized in the United States or under tha laws of the United States;

« An estate (other than & foreign estate); or
* A domesfic trust {as defined in Regulations section 301,7701-7)

Speclal rules for partnerships, Parinerships that conduct a {rade or
busineses In tha United States are generally required 1o pay a withhiding
tax under setition 1448 on any foreign partners’ share of effactively
connected taxable income from such business, Further, in cettain cases
whers 2 Farm W-2 has not been repeivad, thé rules under section 1446
require a partnership to presurme that a partner is a forsign parson, and
pay the section 1446 withholding tax, Tharefore, if you are a U.S. person
that is a partriér In a partnership conducting & trade or business in the
United States, provide Form W-9 o the partnershio to establish vour
U8, status and avold section 1448 withholding on your share of
partnership income.

In the cases below, the fuilowlng person must give Form W-3 o the
paririership forpurposeas of establishing its LS. status and avoiding
withholding an its aliocabls share of net inetme from the partnership
conducting a trade or business i the Dnited States.

* In the case of a disregarded entlty with a .S, owner, the U.S. owner
of the disregarded eaqtity and net the entity:

* In the case of a granter trust with a U.S. grantor or other U,8. owner,
generally, the U.8. grantor or sther U8, ownat of tha grantor trust and
not the trust; and

* In the sase of a U.8. trust (other than a grantor trust), the LLS. trust
{othar iHign a giantor trust) and not the bensficiaries of the tust.

Foralgn person. if you are a foreign person or the U8, branch of a
forelgn bank that has slected io be ireated as a LLS. parson, do not use
Form W-8, Instead, use the appropriate Form W-8 or Form 8233 (sea
Puh, 615, Withholding of Tax on Nonresidant Atishis and Forelgn
Entities).

Nonresident alien who becomes a residest alien, Generally, only a
renresident alien individual may use the-terms of a tax ety to reduce
ar sliminate U.S. tax on gertain types of income. However, most tax
treatles contaln a provision ltnown as a "saving clause.” Exceptlons
specifled in the saving clause may permit an exemption from tax to
caniinue for certain types of income even after the payes Has otherwise
become a U.8. residznt afien for tax purposes.

[f you are a U.S. resldent alisn who is relying on an exception
containied inthe saving elause of a tax treaty to claim an axemption
from LL8. 1ax on cettaln types of ingome, you must attach a staternent
to Farm W-2 that spacifies the following five itams,

1. The treaty country, Generally, this must be the samie treaty under
which you claimed exemption fram tax as e nonresident allen.

2, Tha treaty ariicle addressing the Income,

8, The article number (or locatlon) In the tax treaty that contains the
saving elause and its exceptions. :

4. Tha type and amount of income that quelifies for the exermption
fram tax.

5, Sufficient facts to justify the axemption from tax under the terms of
the treaty article.

Example. Articls 20 of tha U.8.-China Income fax treaty allows ant
examptlon from tax for scholarship income received by 4 Chinese
student temporarily present in the Unifed States. Under U.8. law, this
siudent will bacorne & resldent alien for tex purposes If his or her stay in
the United $tates sxcends & calendar years. HMowever, patagraph 2 of
the first Protocol ta the U.8.-China treaty (datad April 30, 1984) allows.
the provisions of Artlele 20 to continus ta apply even aker tha Ghinose
student bacomes a restdent allen of the United States, A Chlness
student who quailfies for this excaption {under paragraph 2 of the first
protecel) and s relying on this exceptien to claim an exemption from tax
on hig or her scholarshig or fellowship income would attach to Form
W-8 & statetnert that Inciudaes the information deseribed above to
support that exemiption.

If you sire & nenresident alien or a forelgn entity, glve the requester the
appropriate complstad Form W-8 ar Form 8233,

Backup Withholding

What is backup withholding? Persons making certain payments to you
mugt undier certain conditions withhold and pay e the RS 249 of such
payments. This is called “backup withholding.” Payments that may be
subjact to backup withholding include interest, tax-exempt Interast,
dividends, broker and barter exchange transactions, rents, royalties,
nanemployee pay, payments made-in settlement of payment card and
third party netwark transacticns, and certain payments from fishing boat
operators. Real estate transactions are not subject to backup
withholding.

You will net be subject tp backup withholding on payments you
recelve If you give the requester your corract TIN, make the proper
cetiifications, and report all your taxable interest and dividends on your
tex raturn,

Paymenis you receive will be subject to backup withholding if:
1. You do not furnish yaur TIN te the requestar,

2, You do not cerlify vour TIN when required (see the Instructions for
Part il for details),

3. The IRS telle the requester that you furnished an incorract TIN,

4. The RS tells you that vou are subjeet to backup withhelding
hecause you did not report all your Interest and dividends on your tax
return (for reportable intsrest and dividends only), or

5. You do not certify to the requester that you are not subject to
backup withholding under 4 above (for reportable Interest and dividend
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withhalding.
See Exempt payee codea, later, and the separate Instructions for the
Requestar of Form W-8 far morg Information.

Aso see Speclal rules for partnerships, earlier.

What is FATCA Reporting?

The Foreign Aczount Tax Cempllance Act (FATCA) requires a
participating fareign financlal institution to repeart all Unlted States
account helders that are specified United States persoenis. Certain
payees ara axempt from FATCA reporting. See Exemption from FATCA
reporting code, tater, and the Instructions for the Requeaster of Farm
W-2 for more information.

Updating Your Information

You must provide updated information to any person to whom you
claimed to be an exetmpt payes If you are no langer an sxempt payee
and anticlpats receiving reportable payments in the future from this
pergon, For example, you may need to provide updated information if
yay are-a © corporation that slacts to be an 5 gorparation, of If you no
longer are tax exempt. In addition, you must furnlsh a new Form W-8 If
the name or TIN changes for the aecount; for example, if the grantor of a
grantor trust diss,

Penalfies

Failure to furnish TIN. If you fail ta furnish your correct TN to a
requester, you are subjsct to a petialiy of $50 for each such failure
unless your fallure is dus io yeasonable cause and not to williul neglect,

Givil penalty for false information with respect to withhelding. |f you
make a false statement with no reasenable basis that results in no
backup withholding, vou are subject to a $500 peanalty.
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Criminal penaity tor falslfying informaticn. Williuly falsifying IF the entity/person online 1is | THEN check the bax for . ,,

certiflcatlons or affimmatlons may subject you to criminal penalties aln) ... )

including fines and/or Imprisonmant.

Misuse of TiNs. If the requester discioses or uses TINS in vislation of + Corporatian Gorporation

federal iaw, the requester may bs subject to oivit and oriminal penalties. * individual Individual/scie propristor or single-
s Sole propristarship, or rmamber LLC

Specific Instructions

Line 1

You must enter one of the following on this line; do not leava this line
blenk, The name should mateh the name on your tax return,

1t this Farm W-8 Is for a joint account (other than an acoount
maintained by a forelgn financlal Institutlon {FF)), list firet, and then
cirgle, the name of the person or entlty whose number you entered in
Part | of Form W-9. If you are providing Form W-8 to an FFl to dooument
& Joint account, each holder of the account that s a U.8. person must
provide & Form W-2,

& Individual. Generally, enter the name shown an your tax return, |f
you have changed your last name without informing the Social Security
Adrministration (S8A} of the name change, enter your firat name, the last
name as shown on your social sacurity cgrd, and your new last name.

Note: ITIN applicant: Enter your Individual name as It was enterad an
your Form W-T appileation, line ta. This should also be the same as the
name you entared on the Form 1040/ 1040A1040EZ you filed with your
appiaation,

b. Sole proprietor or-single-member LLE. Entor your individual
name as shown.on your 1040/1040A/1040EZ on fine 1. You may antar
your business, trade, or “deing business as” (DBA} name on lne 2.

¢. Parfnership, LLC that s not a single-member LLS, G
corporation, or 8 sorparation, Enter the entity's nams as shown on the
antity’s tax return.on ine 1 angl any business, trads, of DBA riame on
line 2.

d. Other entities. Enter your name as shown on reqguired U.S. fedéral
tax decumants on fine 1. This name should midch the name shown on the
charter or other legal document.creating the entity, You may enter any
business, trade, or DBA natre on lire. 2,

@, Dlarggarded entity, Faor 5. federal tax purposes, an enatity that is
disregarded as an entliy separate from Its ownsr |3 treated as a
“disragarded entlty.”’ See Regulations section 307, 7701-2(cH2)lN. Enter
the owner's name on Iné 1. The name.of the entity entered an lins 1
shouid never ba a disregarded entlty. The Harme on line 1 should ba the
narme shawn an the income tax return on which the income shotld be-
reported. For exampls, if a forsign LLG that is treated 4s a disregarded
entity for LS, federal tax purposes has g single gwner thatis a U.S.
person, the LLS, owner's nama is raquired o be provided onling 1. 1
the direct owner of the entlty Is also & dlsregarded entity, enter the first
owner that is not disregarded for faderal tax purposes, Enter the
disregarded entity's rames on fine 2, “Business name/disregarded entity
name.” If the owner of the disregarded entity Is a foteign person, the
owner must complete an appropriate Form W-8 Instead of a Form W-9,
This Is the case sven if the foreign person has a L8, TIN.

Line 2

If yau have a business narme, trade name, DBA name, or disregardad
entity name, you may enter it on line 2.

Line 3

Checkthe approprlate box onling 3 far the U.8. federal tax
classiflcation of tha person whosa name I entsred on line 1. Chieck only
one box on line 3,

* Single-member limited liabllity
company {LCGY owned by an
Individual i disregarded for U8,
federal tax purposes,

= LLGC treated as a parinership for | Limtted Bability cormpany and enter|
U.8. federal tax purposes, the appropriate tax tlassification.
LG that has filed Form 8832 or | (P= Partnership; G= C corperation;
2553 to be taxed as & corporatian, | of S= S corporation)

or

« LLC that is disregarded as an
entity saparate from ita owner but
the cwner is gnother LL.C that is
not disregarded for U.S. foderal tax

PUIPDSES.
» Partnership Partnership
v Trust/estate Trust/esiate

Line 4, Exemptions

if you are exempt from backup withholding and/or FATGA reporting,
enter in the appropriate space on line 4 any code{s) that may apply to
you.

Exempt payee code.

» Gienerally, individuals finsiuding sole propristors) are not exernpt from
backup withholdirg.

» Except as provided below, corporatons sre exempt from backup
withholding for certaln payments, Including Interest and dividends,

* Corporations are not exempt from backup withhalding for payments
magde in settlement of payment card or third party network transactions.

+ Corporations are not exempt from baekup withholding with respect to
attornays’ fees or gross proceeds paid ta attorneys, and corporations
that provide medical or health care services are not exempt with respect
to payments reportable ori Form 1098-MISC.

The following codes identify payees that are exempt from backup
withhelding. Enter the appropriate code In the space in line 4.

1—An organizatlen exempt from tax under section 507{a), any IRA, or
2 custodial account under section 403(b)7) If the account satlsfies the
requlrements of section 401(f)2)

2—The United States or any of its agencies or Insirumentaliies

3—A state, the District of Columbia, a LS. commuonwealth or
possession, or any of thelr political subdivisions or Instrumentalitiog

4—A foreign government or any of its pelitical subdivisions, agancias,
or instrumentalltles

5~-A carporation

5—A dealer in securifies or commaoditles required to register in the
Unlted States, the District of Columbla, or & U.S, commonwealth or
possasston

7—A futures commisslon merchant registered with the Gommaodity
Futures Trading Commission

S—Areal estate Investment trust

9--An entity registered at ail times during the tax year under the
Investment Company Act of 1940

16—A common trust fund aperated by a bank under section 584(z)
11—A financial institutior

12—A middieman known in the investment community 25 a naminee or
cusiodian

18—A trust exempt from tax under section 664 or descrbed in section
4847
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The following chart shows types of payments that may be sxempt
from backup withholding. The chart applies ta the exempt payess listed
abova, 1 through 13,

IF the payment Is for . .. THEN the payment Is exemgt

for...

frterest and dividend paymenis All exempt payeas except

for7

Broker transactions Exempt payees 1 through 4 and 6
thraugh 11 and all G corparations,
8 corporations must hot enter an
exempt payee cods becauss they
are exetnpt only for sales of
noncovared sacuililes acquired
prier to 2012,

Barter exchanga transactions and

Exempt payees 1 through 4
patronage dividends

Paymients over $600 required to bs | Generally, exempt payees
reporied and direct sales over 1 through 5°
$5,000"

Payments made in saitferment of
payment card or third party network
transactions

Exempt payses-1 through 4

1 508 Farm 1098-MISC, Miscellaneous Income, and its Instructions.

2 However, the following payments made o a carporation and
reportabils on Form 1029-MISC are ot exempt from backup

withholding: medical and health care payments, attomeys' fees, gross
proceeds paid to an attorney reportabla under sactlon 6045, and
payments for sanices pald by & federal executive agency.

Exempticn front FATCA reporting-oode. The fallawing todes identify
payses thal are sxempt from reporting undar FATCA, These codes
apply 1o persons submitling this form for aocounts malintained outside
of the Unlted States by gertain foreign financial Institutions, Therefora, if
you are only submitting thls form for an account you fold in the United
States, you may leave thig fisld blank, Consuli with the person.
requesting this form if you are uncertain if the financtal Institution 18
subjact to thess raquiraments. A requester may indlcats that a code is
nat required by providing you with a Form W-8 with “Not Applicable” (or
ary simiar indicallon) wiitten or printed on the line for a FATCA
aXamption code.

A—An organization exempt fram tax under sestion 501(g) or any
Individual retirernent plan as defined In secfian 7707{a)(37)
B—The Unfied States ar any of its agendles or Instrumentalities

C~-A state, the Distrlct of Columbis, & .8, commonweafth aor
possession, or aiy of thelr political subdivisions or Instrumnentalities

D—A oorporation the stack of which is reguiarly traded on one or
more established securitiss marksts, as described In Regulations
section 1.1472~1{e)(1){)

E-~A corporation thet ia & member of the same expanded affillated
group Bs a corperation described in Reguiations sestion 1.1472-1(e)1)()

F—A dealer in seguritias, commodities, or derivative financial
ingtruments {including netional principel contracts, futures, forwards,
and options) that is registered as such under the Jaws of the United
States or any state

G- roal estate investrment rust

H-~A regulated investrmert company as defined In stetion 851 or an
antity registered at all imes during the tax year under the Invesimant
Company Act of 1940

I—A cormmeon trst fund as defined in section 5B4(s)
J—A bank as deflned in section 581
K—A broker

L—A trust exempt from tax under saction 664 or deserlbed in section
4947(a)(1)

M —A tax exempt irust under a section 403{b) plan or section 457(g)
pan

Nate: You may wish to consult with the finanolal institution requesting !
this form to determine whether the FATCA code and/or exemipt payes
code should bs completed.

Line 5

Enter your eddress (number, strest, and apartmant or sulte number).
This is'where the requester of this Farm W-8 will mall your Information
returns. If this address differs fram the one the requaester already has on
flle, write NEW &t the ton. If a new acddress is provided, there |s stil a

shance the old eddrass wilf be usad until.the payar changes your
address in thelr racords.

Line 6
Enter your city, state, and ZIF coda,

Part | Taxpayer identification Number (TIN}

Enter your TIN ih the approptlate bax. If you are 4 resident alian and
you do nat have and are not eligible to get an S8N, your TIN [s your IRS
individual fnxpayer identification number (TIN). Enter It In the soclal
gacurity umber box, If you do not have an ITIN, ses How fo get a TIN
balow,

if vou are & sole propiiator and you have an EIN, you may eater sither
yaur SSN or EIN,

If you are a single-member LLG that is disregerded as any antity
saparate from ts owner, enter the owner’s SSN (or EIN, if the ownar has
one). Da it enter the disregarded entity's EIN. [f the LL.C I$ ciassified as
a corpordtion or parthership, enter the entity’s EIN.

‘Note: See What Name and Number To Give the Requester, later, for
furthar clatification of name and TIN combinations.

How 1o get a TIN. If you de not have a TIN, apply for one immediately.
To apply for an 88N, get Form $8-5, Application for a Soclal Sscurity
Card, fron your local 88A office or get this form onling at

wiww. S5A.gov. You may also get this form by calling 1-800-772-1213.
Use Form W-7, Application for IRS Individual Taxpayer |dentification
Number, to apply for an ITIN, or Form $8-4, Application for Employer
|dentification Number, to apply for an EIN. You can apply for an EIN
online by accessing the IRS website at www.irs. gov/Businesses and
clicking n Employer Identification Number {FIN) under Starting a
Business. (o to www.jrs.gov/Forms to view, dawnload, or print Form
W-7 and/or Form 854, Or, you can go o www.irs,goviOrdarForms ta
place an order-and have Form W-7 and/or $5-4 malled 1o you within 10
business days.

Fyou are asked to-.complete Form W-9 but do not have a TIN, apply
for a TIN and wilte “Applied For” in the space for the TIN, slan and datis
the form, and give it to the requaster. For interest and dividend
payments, and cerfaln payments made with respect tu readily tradable
instruments, genaerally you will have 60 days ta get a TIN and give it to
the requaster before you are subject to backup withholding on
paymaents. The 80-day ruls-does not apply to cthar types of payments.
You will be subject to backup withhalding on all sugh payments until
you provide your TH to the requester,

Note: Enterlng "Applied Fot™ means that you have eiready appliad for a
TN or that you interid to apply for ona soon.

Caution: A disregarded U),S, entity that has a forelgn owner must use
the approprlate Form W-B.

Part 1. Certification

“To establlsh 1o the withhelding agent that you are a U.8. person, ar
rasldent allen, sign Form W-9, You may be reaussted to sign by the
withholding agent sven if ifem 1, 4, ar 5 below Indicates otherwlse,

For a jeint account, only the person whose TIN is showh in Part |
should sign {when required). In the case of a disregarded entity, the
person identifled on line 1 enust sign, Exempt payees, see Exempi payee
code, aarlier.

Slgnature requirements, Complate the certification as indicated In
[terns 1 through & baiow.
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1. Interest, dividend, and barter exchange accounts operted
before 1984 aid broker dccounts considered active during 1083,
You must give your correct TIN, but you do nat have to sigh the
certification.

2, Interest, dividetd, breker, and barter exchange acooints
opened after 1983 and broker accounts considered Inactive during
19883, You must sign the certification or backup withholding will apply, i
yeu are subjsct to backup withhaolding and you are marely providing
your correit TIN to the raquester, yau must croes out item 2 in the
ceriffication before signing the form,

3. Real estate transactions. You must slgn the cetiflcation, You may

For this type of acoount:

Give name and EIN of:

14, Account with the Depariment of
Agriculture in the name of a publia
antlty (such as a state or locul
wavernment, sohoal distriot, or
prison} that recelves agricultural
program peyments

18, Grantor frust filing undar the Farm
1041 Fliing Method or the Optional
Form 1085 Fling Method 2 (sea

The pubific antity

Ths trust

crogs out item 2 of the certiffication.

4. Other paymenis. You musi give your corract TIN, but you do not
have to sign the certification unless you have been notified that you
have praviously given an incorract TIN, “Other payments” include
payinants imade in the course of the requester's trade or business for
rents, royalties, goods {othar than billa far merehandise); medlcal and
health care sarvices (ineluding payments to carporations), payments to
& nenamplayas for servides, payments made in seftlament of payment
eard and third party network transactions, payments to gartaln flshing
boat craw members and flsharmen, and gross proceads paid to
gtterneys (Inciuding payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of
securad property, cainsliation of debt, qualified tuition pragram
payments (under secifon 528}, ABLE accounts (under section 5294),
IRA; Coverdell ESA, Archer MSA oy HSA contributions or
distributions, and pension distributions. You must give your colrect
TiN, but you do not have to sign the certfication.

What Name and Number To Give the Requester

Regulations section 1,67 1-4{EN2IEN

For this fype ¢f account:

Give name and S8N of:

1
2

[=*]

Individual

Twe: er mote Individuals {aint
account) other than an account
fnaintained by an £FI

. Two or more LB, parsong

(loint account malntained by an FEI)

The individual

The actual owner of the aceount oy, f
oinbingd funds, the firet individuat on

the acoount’
Each holdar of the account

4, Custodial account of 8 minor The minor®
(Uniform Gift to Minors Aot}

8. a, The usus! revocable savings trust | The grantor-trustee’
{grantor is. also trustes)
b. Bo-gallat irist ascount that Is not| The actusl owner’
& legal or valid trist under stata iaw

8. Sole proprietership or dsragarded | The owne™
entity ownad by an individual

7. Grantortrust filing unifer Cptional The granter*

Form 1098 Filing Method 1 (see
Regulationa saction 1,67 1-4{b)(2X)
i

For this type of aecount:

Give name and EIN- of;

B. Disregarded entity not owned by an | The owner
Ineliviisl
8. A valld trust, estate, or penslon trust | Legal entity®

10

Corporatlon or LLG efaeting
corporate status on Form 8832 or
Form.2563

The corperation

11. Association, club, raligious, The organization
charitable, sducational, or other tax-
exemnpt organization

12, Partnership or mulil-membey LLC The partnership

13.

A broket or registered nomines

Thet broker oF nominee

T List firat anel elrele the name of the person whese numbsr you furnish.
If only ene person an a joint account hag an S8N, that person's number
must be funished.

% Gircle the minor's name and furnish the minar's S8N,

3You must show your individual name and you may alst enter your
business or DBA name on the "Business name/disregarded entity”
nama line.- You may use elther your 88N or £IN {if you hava ong), butthe
RS encourages you to use your S8N.

* List first and circle the name of the trust; estate, or pansion trust. (Do
nat furnish the TIN of the personal representative or frustes unless the
legal antity itself is not designated [n the aceount fitls.) Alse see Special
rulas for parinerships, sarlier,

*Note: The grantar also. must provide a Form W-8 to trustes of trust.

Mots: If no name is cirglad when more than one name is Bisted, the
number will be considered to ba that of the first name listed.

Secure Your Tax Records From ldentity Theft

Identity theft cocurs when somaone uses your personal information
sush as your name, 38N, or other [dentifying Information, without vour
permission, te commit fraud or other crimes. An identity thief may use
your 35N to get a Job ar may flle a tax return using your SSN to recaive
g refund.

To reduce your risk:
* Protect your 88N,
* Ensure your employer fs protecting your 88N, and
£ Ba careful when choosing a tax preparer.

If youst tax records are affected by ldentity theft and you recelve a
notios from the IRS, respond right away to the name and phone number
ptinted on the IRS notice or letter,

If your tax records are not currently affected by identity theft but vou
think you are at risk due to a lost or stolen purse or wallet, questionabie
sradif card activity or credlt report, contact the IRS Idantily Theft Holline
at 1-800-008-449¢ or submit Form 14038.

For maore information, see Pub, 5027, Identity Theidt Infarmation far
Taxpayers.

Vigtims of identity theft who are experiencing economis harm or &
systamlc probiem, or are seeking help in resolving tax problems that
have not been resolved through norral channels, may bs eligible for
Taxpayer Advecate Service (TAS) assistance. You gan reach TAS by
calling the TAS toll-free cases intake line at 1-877-777-4778 or TTY/TOD
1-800-826-4059.

Protect yourself from suspicious emails or phishing schemes,
Phighing Is the creation and use of emall and websites designed to
mimic legifimate business emalls and wabsites. The maost common act
is sending an emall to a usear falsely claiming to be an established
legitimate enterprise in an attempt to scam the user into surrendering
privaie Infermation that will be usad for identity theft,
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The IRS does not inltiate contacts with taxpayers via emails. Also, the
IRS daes not request personal detailed information through emall or ask
‘taxpayers for the PIN numbers, passwaords, or similar secret access
information for thelr credit card, bank, or cther financlal accounts.

" If you recgive an unsolicited email dlaiming to ba from the IRS,
forward this massage to phishing@ifrs.gov. You may also report misuse
of the IR nama, logo, or other RS property to the Treasury Inspectar’
General for Tax Administration (TIGTA) at 1-800-366-4484, You can
forward susploious erails to the Federal Trade Commission at
spam@uue,gov o rapott them at www. fic.gov/complaint, You can

contaet the FTC at www. fie. goviidthart or B77-IDTHEFT (877-438-433B).

lfyeu have been the victim of identity theft, see www.ldentityTheft.gov
and Pub, 5027,

Vil www. frs, govlidentliyThieft to learn mare about Identity theft and
how to raduee your risk.

Privacy Act Notice

Section 6109 of the Interal Fevenue Code requires you to provide your
corract TiN to persons (including federal agencles) whe are required to
fila Information returrs with the IRS to report interast, dividsnds, or
eertaln other Income paid fo you; mortgage intersst you paid; tha
aequisition or abandonment of secured property: tha cancellation of
debt; or contributions you made to an IRA, Archer MSA, or HSA, The
person coliscling this farm uses the Informatin on tha form to file
infarmation returms with the (RS, raporting the abiove information.
Routine uses of this information iInciude giving Ik to the Department of
dustica for clvil and ctiminal litigation and to cltlas, states, tha District of
Columbia, ang U.8. commenwealiths and possessions for uge in
administering their laws, The information also may be disclosed to other
countties under a treaty, to fecaral and state agencies to anforce civll
and criminal laws, or to federal iaw enforcament and intelligence
agencies 10 combat terrorsm. You must provide your TIN whether or
not you are requlred to file a tax return. Under section 3408, paysrs.
must generally withhold a percentage of taxahble Interest, dividend, and
cartain other paymants to & payse who toes noi give a TIN 1o the payer.
Certaln penalties may also apply for providing false or fraudulent
information.
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Sample Letter of Agreemeﬁ;tu

{To be used to procure personal services up to $1,000)
Date

Name

Business Name, if any
Address

Address

RE:  Buief description of contract (what, where, when)

Dear Name:

This letter is considered a Letter of Agreement (LOA) between you {or “your company”) and the
Department of Cuiture, Recreation and Tourism, sometimes hereinafter referred to as “State” or
“DCRT,” 1o provide the following services:

Describe what services will be provided, when, where, and why. List deliverables that must
be submitted to the State and the date that the deliverables are due and services must be
complete,

In consideration of the services described above, the State shall make payment in accordance with the
following terms of payment:

Insert here the total (maximum) payable to the coniractor — easiest to use a flat rate

State shall make payment in full upon your completion of all services to the satisfaction of the
. Btate, State’s receipt of all deliverables, and State’s receipt of an original mvoice.”

Tu indicate your agreement with the terms listed above, please review, sign and return this letter to my
office, Attention: Name, Office of , Address, Address, by (Date). Any revisions to
the LOA must be in writing.

Sincerely,

Name
Title, Confract Monitor

APPROVED: APPROVED:

Name, Title Name, Assistant Secretary

Name of Company, if any Department of Culture, Recreation and Tourism
Tax 1D ‘ Office of State Parks

Date: Date:

Page 10of 1
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CERTIFICATE OF LIABI

DATE (MMBDYYYY)

LITY INSURANCE

REPRESENTATIVE OR PRODUCER, AKD THE GERTIFICATE HOLDER.

THIS GERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY ANP CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE GOVERAGE AFFORDED BY THE POLICIES
BELOW. THIE CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A GONTRAGCT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

certificate holder in lieu of such endorsement(s),

MPORTANT; I the certificate holder is an ADDITIONAL INSURED, the policy(ies) musi be endorsed. ¥ SUBROGATION 18 WAIVED, subject to
the termis and conditions of the policy, ceftaln policles may require an endorsement. A statement on this certificate does riot confer rights to the

FRODUGCER

CONTACT
NAME:

PHONE ‘ FAX
(A/G, Nol:

AL
ADCRESS:

INBLRERIS) AFFORDING COVERAGE NAIC #

INSURER A ¢

INSURED

INSURERE :

INSURER € ;

INSURER [ !

INSURER E |

INSURERF :

COVERAGES CERTIFICATE NUMBER:

REVISION HUMBER:

THES 1S TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN |8SUED TO THE INSURED NAMED ABOVE FOR THE PQLICY PERICD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE [SBUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLIGIES, LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID GLAIMS.

TER ADDLISUER] FOLIGY EF) FLIEY EXP
N TYPE OF INSURANCE BRI v POLIGY NUMBER (MBI, | (ADBAVAY) LIMITS
GENERAL LIABILITY EACH GGCURRENGE ]
[ DAMAGE TORENTED
GOMMERGIAL GEMERAL LIABILITY PREMISES {En opourrence). | §
E GLAIMS-MADE QGGUR MED EXP [Any one parson) | §
PERSONAL & ADVINJURY |8
GENERAL AGGREGQATE §
GENL AGGREGATE LIMIT APPLIES PER: PRODUCTS - COMPIOP AGE | §
POLIGY E}E‘Sf LOG ,.. k]
AUTOMOBILE LIARILITY OB D P NCLE LINT ]
ANY AUTO BODILY INJURY {Par person) | §
L QWANED E%:gg\:’:zﬂ; BCDILY INjUDi‘;férE accident}| §
. FROPERT
HIRED AUTOS AUTOS {Par acgidant) $
5
UMBRELLA LIAB OBCUR EACH DCCURRENGE 5
EXCESS LIAB CLAIMS-MADE AGGREGATE 5
DED | f RETENTION § 3
WORKERS COMPENSATION WG STATLL G-
AND EMPLOYERS' LIABILITY YIN TQRYLIMITS ER
ANY PROPRIETOR/PARTNERIEXECUTIVE E.L. BACH ACCIDENT g
OFFICER/MEMBER EXCLUDED? N/A
{Mandosory in N1} E.L. DISEASE - BA EMPLOYEE) §
f yas, desaribe under
DESCRIPTION OF OPERATIONS below E.L. DISEASE - POLICY LiMIT | &

PESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (Attach ACORD 101, Aditional Remarks Schedule, if more space Is required)

CERTIFICATE HOLDER CANCELLATION
SHOULD ANY OF THE ABOVE BESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION BATE THEREQF, NOTICE Will. BE DELIWVERED IN
ACCORDANCE WiTH THE POLICY PROVISIONS.
AUTHDRIZED REPRESENTATIVE
|
ACORD 25 (2010/05)

© 1988-2010 ACORD CORFORATION. All rights reserved,

The ACORD name and logo are registered marks of ACGRD
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