
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 included 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. 



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 I, 1978; Revised August 8, 1988. 

Policy 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 - Request 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 ofpurchasing 
documents and their application. 

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



A - PURCHASING TYPES 

Due to the diverse nature of purchasing, there are several methods through which acquisition of 
commodities or 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. 

A-2 Low Dollar Order <LDQ}; 
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. A vendor's 

1099 status can be determined by contacting the DCRT - Office of 
Management and Finance. 

A-3 Bid <DPA - Delegated Purchasing Authority); 
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") ofup 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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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); 
c) 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 AFTER 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) Fax Rid • 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 (I) working day. The exception to 
the one day bid time is bulk fuel which should be bid for a minimum of2 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) Emergency • 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) I,a Pac Bid- Louisiana Procurement and Contract Network (La Pac) bids are the 
preferred form for bidding commodities 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 commodity code. 

A-4 Confirmations (CONE) and Rid Exceptions: 
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 f:itate 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. 



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 (https://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 prjor 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 
c) 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 three 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. 

c) 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 

https://fuel.la.gov/BulkFuel/bulkFuel.cfm


$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) Other 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. 

c) 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 oftermite 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 owned 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-5 State Contract (CRO - Contract Release Order); 
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 commodities 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 commodities and 



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 PublicWorks(Not729); 

A Purchase Order must be generated if the OSP enters into a contract in excess of five 
thousand dollars ($5,000) 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. 



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 W orkflow 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 Request and Supporting Documentation for purchases up to$2,5QQ; 
Authority is granted to designated departmental managers to authorize purchases of 
commodities and services. The authority approving 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. 
• If not approved or if additional information is required, the requestor will be notified by 

email. 

B-2 Reau est and Sunnorting Documentation for purchases between $2,500 and $5,000; 
The Assistant Secretary of the Office of State Parks may reserve or delegate to the 
Deputy Assistant Secretary the approval ofall 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, or State 
Contract (not bulk fuel), the Request for Purchase is processed at the 
Administrative Office Level. The manager receives a purchase order by 
mail/email Annual Service Contract purchase orders will not be received until 
June. 



• If approved ll!ill 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. 

• If not approved or if additional information is required, the requestor will be 
notified by email. 

Emergency between $ 2,500 and $5,000 -Exception to On-Base Beguest for Purchase 
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) If the 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. 

B-3 Request and Sunnorting Documentation for purchases above $5,000; 
The Assistant Secretary may reserve or delegate to the Deputy Assistant Secretary 
the approval of all purchases above $5,000. 

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 requestor will be notified by email. If 
approved and it is a Bid (not bulk fuel), Annual Service Contracts, or State 
Contract (not bulk fuel), the Request for Purchase is processed at the 
Administrative Office Level. The manager receives a purchase order by 
mail/email Annual Service Contract purchase orders will not be received until 
June. 

• If approved 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. 

• If not approved or if additional information is required, the requestor will be notified by 

email. 

Emergency above $5,000 - Exception to On-Rase Request for Purchase 
Authorization; 
If a situation described in section A-4 (3) Emergency, the following steps shall be used to 
authorize the purchases: 

1) Email the Asslstant 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) If the 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 



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 Request and Supporting Documentation for Public Works Contracts over $5,QQQ; 

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

B-5 Reguest for Purchase Authorization Exemption; 

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 responsible for the coordination of the construction project will route awritten 
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 construction project will route a letterhead quotation. furnished by the utility company. 
to the Business Administrator. 



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) 

1) Locate and open the Reau est for Purchase Authorization form located in e­
forms on Channel Z(crt.state.la,us/channelz/e-forms,asp) 

All purchases, regardless of amount, must be processed iu 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. 

2) Prepare the Request for Purchase Authorization (Exhibit I); 
a) Note and log the "Purchase Request ID" on the top right of the form; 
b) Insert a Park request number if other than a La Carte purchase; 
c) Verify the Deliver to address (this field auto-populates based on your email 

address); 
d) If Deliver To and Invoice To address are not the same, then input Invoice To 

address accordingly; 
e) Input suggested vendor (required for non-La Carte purchases); 
f) Select an object category; 
g) Select fiscal year using the drop down list (Select the next fiscal year for all annual 

service contracts); 
h) Use the drop down list to select the Purchase Payment. The options are: 

1. P-Card/LDO - for purchase types in section A-1 and A-2; 
ii. Purchase Order/Requisition - for purchase types in sectionsA-3, A-5, A-6, 

and A-7 (bulk fuel bids are considered confirmations); 
111. Confirmation - for purchase types in section A-4 and bulkfuel bids. 

i) Input the desired delivery date (required for requisitions); 
j) Type a brief description, object code, quantity, unit, and unit cost for each item 

requested from that vendor; 
k) Input Keys Words to tag the request. This assists in later searches applying specific 

descriptive values to the purchase(s); 
1) If needed, an additional box is provided in the purpose/comments/special 

instructions section; 
m) Click the submit form button. 

3) Attaching Documentation (refer to section BRequest and Supporting Documentation); 
a) Opening On-Base: 

a. open Internet Explorer and type http://onbase, or 
b. open Channel Zand click the On-Base button. 

b) Click "Document Retrieval" then select "Import Document"; 
c) Click "Browse" then select the required electronic backup from your computer as 

detailed in sections B-2 through B-5; 

http://onbase


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 left; 
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. 

C-2 LOO (LOW DOLLAR ORDER) 

Note only one (I) debit invoice can be processed on a single receiving report: 
however, a credit and a debit invoice from the same vendor may be processed on the 
same receiving report 

Prepare apayment Bequest Cover Sheet (Exhibit 11)-form located in e- forms on 
Channel z (crt,state.la,us/channeJz/e-forms,asp); 
a) Input the vendor number; 
b) Input a receiving report number; 
c) Input a beginning balance for the General Ledger Account (G/L) used; 
d) Type the vendor name and address; 
e) Type the park name and park address; 
f) Type the G/L account and a description of the commodity or service; 
g) Input "l" 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 description 
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; 
j) 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 dollar 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; 
o) If the suggested vendor does not have a vendor number in LaGov, submit a 

completed W-9 form (Exhibit XI). 

C-3 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. 

EMAIL & FAX BIDS 

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



one ( 1) business day after the date documents are faxed and not to open on 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 overafter 
which time no further bjds can be accepted. 

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. 

c) 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; 

e) 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 - be very 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; 
j) Email/Fax to at least three (3) vendors and whenever possible at least one (I) 

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/secy.htm. 

2) Prepare a Rid TahuIation Sheet (Exhibit IV): 
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 acce.ptable 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; 

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

3) Prepare aRequest for Purchase (Exhibit Y}: 
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; 

c) 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) Attach Certificate of Liability Insurance (Exhibit XIII); 
h) If the suggested vendor does not have a vendor number in LaGov submit a 

completed W-9 form (Exhibit XI). 

http://doa.louisiana.gov/osp/se/secy.htm


PHQNEBIDS 

1) Prenare a Phone Bid Summary Quotation Sheet (Exhibit YI); 
a. Enter managers name, park name, requisition number, and phone bid date; 
b. Enter the commodity or service being bid, the quantity, the unit, and the delivery 

date. This exact information. including the standard language at the bottom of 
the description, shall be relayed to each bidder word for word. Insert all 
applicable clauses as well as requirement for proof of Certificate of Liability 
Insurance (Exhibit XIII); 

c. 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) Prepare a Request for Purchase (Exhibit Y); 
a. Input all fields 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; 

c. The suggested vendor's prices as quoted shall be listed for each line number 
on 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. Attach Certificate ofLiability Insurance (Exhibit XIII) (if an emergency 

phone bid); 
h. If the suggested vendor does not have a vendor number in LaGov, submit a 

completed W-9 form (Exhibit XI). 

C-4 REQUISITIONS ABOVE $5,000 EXCLUDING PUBLIC WORKS CONTRACTS 

All purchases above $5,000, 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: 
1) Develop Specifications and get a Quote/Estimate from a Qualified Vendor; 

a. The vendor with the lowest quote shall be the suggested vendor; 

b. Ifa vendor develops specifications for the park, that vendor shall be excluded from 
the bid process. 

2) Prenare a Request for Purchase (Exhibit Yl: 
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. 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 is not
required).

C-5 AUTHORIZED DEALER REP AIRS AND EMERGENCIES; 

1) Deve]qp Snecifications and get a Quote/Estimate from a OuaJified Vendor;

2) Prepare a Request for Purchase (Rxhihit 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 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) Prepare a Payment Req11est Coyer Sheet £Exhibit II};
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.

C-6 STATE CONTRACT PURCHASF,S OVER$2,5QQ; 

Contracts can be searched at 
http://wwwcfprd.doa.louisiana.gov/osp/lapac/eCat/dsp eCatSearchLagov.cfm (See Exhibit VII)

1) Prenare a Request for Purchase (Exhibit Y)
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 on the

State Contract (a W-9 is not required).

2) Required Backup for au contracts over $2,5QQ
a) Contract detail screen (Exhibit VIII);
b) Item detail screen (Exhibit IX).

* 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.

 

C-7 STATE CONTACT-BULK FUEL PURCHASES 

The bulk fuel state contract can be accessed at: 
https: //fue I. la.gov /BulkF uel/bulkFuel.cfm 

http://wwwcfprd.doa.louisiana.gov/osp/lapac/eCat/dsp


Follow the instructions listed on Exhibit X - Guidelines to Fuel Prices on State Contract. 

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. 

C-8 REOUTSTJTONS FOR ANNUAL SERVICE CONTRACTS 

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. 

1) Annua] Service Contracts under $2,500- Contracts with Municipalities, 
Employment Development Service, or State Agencies 

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. 
c) 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. 
Reguestor must select the next fiscal year on the Request for Purchase 
Authorization Form (Exhibit I}. 

3) Annual Service Contracts over $5.000 
Follow steps in C-1 and C-4 
Reguestor must select the next fiscal year on the Request for Purchase 
Authorization Form !Exhibit n. 

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. 

C-9 REOUTSITIONS FOR PUBLIC WORKS CONTRACTS OVF,R $5.000; 

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. 

C-10 ADDITIONAL FORMS 

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 



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; 
c) 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. 



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 Purchases between $0 and $2,500 (LaCarte); 

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 # I 3 -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 ifit 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: 

1) the amount for the purchase (including shipping, handling, 
postage, freight, etc.) does. not exceed the card's single 
transaction dollar limit as set up by the Park Manager; 
2) all items were properly charged; and 
3) Local and/or State sales tax were not charged. 

b) When making a purchase other than in person ( e.g., via telephone, 
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; 



3) "VISA Purchase". 

c) 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. 

d) 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 ofinvoice with Original Packing Slip; 
4) Print screen of confirmation page for Internet Orders; 
5) Copy of Ordering document for Subscriptions (must be approved 

by Administrat,ive 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) If the merchandise is returned, the cardholder is responsible for obtaining acredit 
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. 

f) 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 
AO 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. 

g) BOA will mail a statement on or before the 10th of each month to each 
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 



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 ofthe LaCarte packet from the Cardholder, the 
manager/supervisor reviews, signs and forwards the completed original to the 
Business Section by the 20th of the month. 

j) 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. 

D-2 Purchases between $0 and $2,500 Low Do 11 a r Order CLDO): 

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 Report; 
3) Approved Request for Purchase Authorization. 

D-3 Purchases Orders and Contract Release Orders; 

When a request is approved and processed by the Administrative Office, the 



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: 

I) 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. 

D-4 Confirmations: 

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. 



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. 

D-5 Public Works Contract over $5.QQQ; 

PPM 71 for Title 38. 

D-6 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: 



I) 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 completed W-9. 

D-7 Receiving Report Document Color; 
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: 

I) Goldenrod - this color indicates a low dollar order, confirming order, or 
letter of agreement; 

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

3) ~ - this color indicates Professional Service Contracts 
4) Rose or Salmon - this color indicates taggable equipment; 
5) Purple - this color indicates an insurance claim; 
6) Blue - this color indicates a public works contract processed through the Parks 

Repair and Improvement Fund (See PPM #59). 
7) Pink- this color indicates Public Works Contracts Processed under Title 38. 
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STATE OF LOUISIANA 
PAYMENT REQUEST COVER SHEET 

Prepared by: 

HILLARY VEILLON Octobi.r Hi,4020 

Date 

OFFICE OF MANAGEMENT AND FINANCE ONLY 

PURCHASE ORDER NO. 

SRR 
INVOICE DATE 

10/15/2020 

INVOICel NUMBER 

2021 DUES 
AGENCY NAME 

OFFICE OF STATE PARKS 
DIVISION/ PARK 

ADMIN 
EQUIPMENT SERIAL NUMBER 

TOTAL $ 

Authorized or Receiving Agent 

180.00 
Jf[;:,¾(.. 

l;!UDGET APPROVAL 

IDatl?Ri!c'd 

Doc 

Rec 

Servic 

- I 

Approved byl 

Budget has certified that the approve coding is correct and funds are currently ava·1able for parenl 

Date'------,=====e.______j 
ument Number 

eivtng Number 

e Entry Nun:iber 

Accounting Approval "-~------------------
Entet/Audtted,1--_____________________.. 

Date 

Check# 1---------------a 
Date 

Approverl---------------a 
Date 

FEtfF\JND DEP05rr DATE 
GRANT PAYMENT WITH FEDERAL;.R=E"'IM""B"'U"'R""S""E"'M"'E"'N"'T'----------------­

GRANT NUMBER 

DEPOSITTICKET NUMBER 
Use thls lffefjera\ fUJ'lds ere dtaWJ'i before a ment and a men! must he m~de In a certain llmellne- of 1118 fedarel fUrld de osll 

USE ONLY IF Journal v.~Oe,Ue,C:,,h,cer"R'-"e=u,,1re=d,...._______________ 

·'J:IUSINESS 
• AREA FUND 

Enter/Audited 

->·COST'.>' 
,·cENTER 

G/L 
ACCOUNT -

Date 

GRANT NAME 

Date 

GRANT 
WBS 

ELEMENT 

A rover 

O.blt Credit 

TOTAL 

Date 

VENDOR NO. 

310080554 
VENDOR INFORMATION 

NAME Baton Rouge Bar Association 

P.O. Box2241 

laaton Rou"'e LA 70821 

.___.JIPayment Expenditure coding same as Purchase Order Acc<>unt Coding 

Partia[ PO 
____ Payment _____Final Payment 



LOUISIANA OFFICE OF STATE PARKS 

REQUEST FOR PRICES 
VENDOR INFORMATION & FAX NUMBER: Field Req #: 0 

Delivery Date: 110/1900 

F.O.B.: Park 
Manager: Manager Name 

Contact#: (222) 222-2222 

DELIVER TO INFORMATION: BID OPENING 
Park Name 1/0/00 12:00 AMPark Address 

Park City, State Zip No responses considered after this time. 

Description Line Qty Unit Unit Price Amount 

GRAND TOTAL (All Lines) $ 

Complete contact information on next page 

Page 1 of2 Vendor Initial Here: _____ 



LOUISIANA OFFICE OF STATE PARKS 

REO,UEST FOR PRICES 

Conditions 

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

2) All bid prices must be typed or written in Ink. Any corrections, erasure or other forms of alteration to unit prices should 
be Initialed by bidder. 

3) This bid Is to be manually signed in Ink by a person authorized to bind the vendor and faxed back to the agency, 

4) Bid opening Is the date and time by which all bids shall be received In order to be considered. 

5) Bid prices shall include delivery of all Items F.0.B. destination or as otherwise provided, 

6) Bids must be received at the fax# provided on the solicitstion fax cover sheet by the bid opening date in order to be 
considered. Retain you fax bid confirmation sheet in order to contest bid award. 

7) Unless otherwise spec/fled by the State of Louisiana in the solicitation, bid prices must be complete, Including 
transportation prepaid by the bidder lo the desijnatlon and firm for acceptance for a minimum of 30 days /or desired 
delivery date if &ooner). All other fees, accessments, etc should be built into the price of the commodity or service. 

8) Vendor is responsible for including all applicable taxes in the bid price. State agencies are exempt from all state and 
local sales and use taxes. 

9) All bids, unless otherwise provided for, must be signed and submitted in the same manner they were received. Failure 
to do so will eliminate your bid from consideration by the requesting agency. 

10) Bidders proposing an equilavent brand or model should submit illustrations, descriptive literature, technical data wUh 
the bid forms sufficient for the State of Louisiana lo evaluate quality, suitability, and compliance with the specifications In 
the solicitation, Failure to submit such information may cause the bid lo be rejected. 

Company Name: 

Delivery Date: 

Contact & Phone: 

Signature: 

By signing I undersland and agree to all terms and conditions set forth above 
and acknowledge I am authorized to obligate the company. 

Page 2 of 2 Vendor Initial Here: _____ 



r'~:11:ifff"n"ffi'dJVJti~l~i~:!lt!t5JJ~_2._jJ 

Bid Tabulation Sheet Bid Tabulation !nstructlons : 

fie(d Req#: 
Agency: DCRT ~ Office of State Par-ks (06-264) 

Enter the total amount for each 
line. Do Nnt Enter unit amounts! 

Park! 

Manager: 

Descr[ption 

Park Name 

Manager Name 

Ltne <tty 
o·o 0 0 0 0 

Total UneAmt Total Line Amt ,._·: ·••. - ., -·• _,. ' 

0 0 0 

Total Llne Amt ...,_. ·,: 

0 0 0 

Total Llne Amt --· 
0 0 0 

Total Line Amt 
-- -----

If all lines were not completed by 
vendor it shall be eonsldered a "No 

Bid" :and left blank. 

Once the bfdtaburation ls 
·- complete the winning bidder wm 

•' 

.. -· 
be Indicated on the bottom right of 

this page . 

··; _.-, 

-~~ ·.;, 

---
. . . 

In the event of a tte b[d you wlll be 
prompted to call the Adminfstratlve 

Office~ Business Section . 

,: ._ ·::. -· -- ' ·-· 
:' 
.. -·::.~ 

Winning BidderVENDOR TOTALS 



REQUEST FOR PURCHASE 

Requested by: Manager Name P.O.#: 

Field Req#: 

Class Code; OSP Req. #: 

Purchase Type: 

Coding: Purchase ID#: 0 
: 1 .·1 :•:•1=: n 1-i-:·:11r:i:Tii:=1=1i:::i1::::_:: H:::!1:1:,;11,i: :.=: "-r:,,,:11 .·, :r:,n. 1 :=: .:r!::: :11 :w:•a::1: ;mi::: n 1,;,,mt::i,::1,U:1,1111;.:i:.: .=r :m.:w :in :r:,:· ·:::1::1,:-: ··=1•:,•:::.:-:;,;: ,1 

Purpose: Budget Information 
0 Beginning Balance: $0.00 

Ending Balance: $0,00 
:l:l:'1l:,:' l:::.: .,.,::.: 1 l ,,:.:-:r:1:• ::: I 1,:,1;:•,M' 11' I M❖ i❖ ':!11:1:111:1:·:1:Y1:1:.11L.1,:.1,:,,: ;,•/:I: /;; ! •I; H❖ M•:-: :1~:l1hl1lrl:l1I :,l❖ l;M, :l::IT11S1T"""'iJ:11,::J.l1[ I 1.:;::u.l.l•JII! 

Suggested Vendor: 

Vendor# 000000000-00 
0 Contact: 0 
0 contact#: 

Deliver To: Invoice To: 
Park Name Park Name 
Park Addres, Park Mailing Address 
Parl< City, Slate Zip Park Mailing City, State Zip 

Procurement Specialist Administrative Program Director 

All purchasing procedures have been followed according to Executive Order no. BJ 2010-16, 

Page 1 ofl 
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•EX:HIBIT Vl;'.f~J
• PHONE BIDS 

SUMMARY QUOTATION SHEET 

MANAGER REQ. NO. 

AGENCY: 

TELEPHONE BID DATE: 
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Dl;SCRIPTJON QTY UNIT UNIT PRICE AMOUNT UNIT PRICE AMOUNT UNIT PRICE AMOUNT 

DELIVER BY: 

All freight, applicable tax and any :;iddJtionl cost shall be included in the 
quoted price. 

Bids will be evaluated on grand totar quot-ed 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 exception to minimum competitive requirements where no competitive bidding is 
required is as follows: 

Repairs to equipment and/or parts associated with a specific repair job 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 one 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 
equipment:__________________________ 

Brand 
Name:.___________________________ 

By:------------------
Owner or Authorized Representative of Vendor 

Date.___________________ 

Vendor's Telephone Number: __________ 

Vendor's Email Address: ____________ 

https://2,500.00
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GUIDELINES TO FUEL PRICES ON STATE CONTRACT 

Go to website: https ://wwwprd.doa,louisjana.gov/osp/fuelbid 

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

1. Click - Reports Menu 

Example 

Office of State Purchasing 
Fuel Bid Application 

1) Reports Menu 
2) Database Maintenance (authorized personnel only) 
3) Download Prices 

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

Example 

Office of State Purchasing J 
======F=u=el=B=i=d=A=p=p=li=ca=t=io=n======. 
[At1tii1.:/i'11:~1i~~" LosioJ •· ''i•it-1i::iC.r•·· 

•User!D: I Password: 

Log_in I 

3. Click on "By Items" 
Example 

Office of State Purchasing 
Fuel Bid Application 

Calculated Fuel Prices 

Ii By Bidders 
11 By Items 

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


f) Ente_r_ I---=B'-'a'-=s-=e--'P-'-r"'icc=e--'b'-'y'---w=e=-e,_,_k________ 1 

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

Example 

Office of State Purchasing 
Fuel Bid Application 

Month: I 3__ ... Year: I 2001 

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 ADMINISTRATlON 

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/ 

ll!ill CODE LOCAIU}N IU!!DER BIDDER NAME IYe!a BM!;_ MFT MARKUP GALLON 

C Convent 15 Siarc LI 2.2401 0.2000 0.2500 2.6901 

2 C Convent 10 Marcello OIi LI 2.2401 0.2000 0.0890 2.5291 

3 C Convent 15 Slarc UL 2.1714 0.2000 0.2500 2.6214 

................................................................................................. ,.................................. .. 

Notes: 
Type in your User ID and password as follows: 

UserID: pub_user Password: ospru_Ol 

Item: This column 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, (P) Premium 

Base: Vendors base price before taxes and markup. 

MFT: Fuel tax. 

Markup: Self explanatory 

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

Invoice! 



IUIIHl111J1 
Form W-9 
(Rev. October 2018) 
Department of the· Treasury
Internal tlevenue Service 

Request for Taxpayer 
Identification Number and Certification 

► Goto www./rs.gov/FormW9 for instructions and the latest Information. 

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

,;

"' [ 
0 " 

ti 
~g

i~ 
iEl 
p 

i 
ID 

/il 

1 Name (as shown on your Income tax return). Name Is required on this llhe; do not leave this line blank. 

2 Business name/dlsregardl:ld entity name, If different from above 

3 Check appropriate box for federal tax classlilcatlon of the person whose name ls entered on Una 1. Check only one of the 
following ·seven boxes. 

D lndlv!dual/sole proprietor or D C Corporation D S Cotporatlon D Partnership D Trust/estate 
alng!e~membar LLC 

□ Limited llablllty oompariy. Enter the tax olassifioation (C=C corpwatlon, S=S oorporatlon, P=Partnarship} ► 
Note: Check the appropriate box lh the line above for the tax classlflcl\l!on of 1he single-member owner. Do not oheck 
LLC lf the Ll,..C Is classlf!ed as a sfhgle-rnember LLC that is disregarded from tha owner unless the owner of the L!..O Is 
anothel' LLC that Is nilt disregarded from the owner for U.S. federal tax purposes. Otherwise, a slrigla-member LLO that 
Is disregarded from the <iWnar should ohack the appropriate box tor the tax cla$s!fioat!on of Its owner. 

D Other (see Jnstructlona) ► 

4 Exemptions (codes apply only to 
certain entitles, no! indlvlduals; see 
Instructions on page 3): 

Exempt payee code (if any) 

Exemption from FATOA reporting 
code (if any) 

(Appl/as /o accounlll m"1rl1Blnad cMii/rki /hij U.S.) 

5 Adclrase (nuntber, street, and apt. or suite no.) See Instructions. 

6 City, state, and ZIP eode 

Requester's name and address (optlonaO 

7 List account nurnbar(s) here (optionaO 

.. Taxpayer Identification Number (TIN) 
Enter you~ TIN in the app_ro~ri::ite box. Th~ TIN provided must. match t~a name given on line 1 to avoid 
backup w1thholdlng. For ind1v1duals, this 1s generally your social security number (SSN), However, for a 
resident a:llen, sole proprietor, or disregarded entity, see the Instructions for Part I, later. For other 
entitles, It Is your employer ldentlflcation number (EIN}. If you do not have a number, see How to get a 
TiN, later. 

Note: If the account Is in more than.one name, see the instruc:::ilons for line 1. Also see What Name and 
Numb~r To Give the Requester for guidelines on whose number to enter. 

Certification 

I Soolal seourity number I 

[I]] -[D -I I I I I 
or
IEmployer Identification numhar 

Under penalties Of perjury, I certify that: 

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number t□ be Issued to me); and 
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I ha.Ve not been notified by the Internal Revenue 

Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding; and 

3. I am a U.S. citizen or other U.S. person (defliied below); and 

4. The FATCA code(a) entered on this form (If any) Indicating that I am exempt from FATCA reporting ls correct. 

Certification instructions, You must cross out item 2 above lf you have been notlfied by the IRS that you are currently -Subject to backup wlthholdlng because 
you have failed to report all Interest and dividends on your tax. return. For real estate transactions, Item 2 does not apply, For mortgage Interest paid, 
acquisition or abandonment of secured property, cancellation of debt, contributions to an Individual retirement arrangement (IAA)1 and generally, payments 
other than Interest and dividends, you are not required to sign the certification, but you must provide your correct TIN, See the instructions for Part II, later. 

Sign I Signature of
Here U.S. peraon ► Pate ► 

General Instructions 
Section references are to the Internal Revenue Code unfess otherwise 
noted. 

l!uture- developments. For the latest lnformatlon about developments 
related to Form W-9 and its instructions, such as legislation et1aoted 
after they were published, go to www.ks.gov/FormW9. 

Purpose of Form 
An individual or entity {Form w..9 requester) who is required to f!le an 
information return with the IRS must obtain your correct taxpayer 
Identification number (TIN) which may be your social security number 
(SSN), individual taxpayer identification number {ITIN)1 adoption 
taxpayer identification number {ATIN), or employer Identification number 
(EIN}, to report on an information return the amount paid to you, or other 
amount reportable on an Information return. Examples of Information 
returns include, but are not limited to, the following, 

• Form 1099-INT (interest earned or pa!d) 

• Form 1099-DlV (dividends, including those from stocks or mutual 
funds} 

• Form 1099-MISC (various types of income, prizes, awards, or gross 
proceeds) 

• Form 1099-B (stock or mutual fund sales and certain other 
transactions by brokers) 

• Form 1099-S {proceeds from real estate transactions) 

• Farm 1099-K (merchant card and third party network transactions) 

• Form 1098 (home mortgage lntare::::it), 1098-E (student loan Interest), 
1098~T (tuition) 

• Form 1099-C (canceled debt) 

• Form i 099~A (acquisition or abandonment of secured property) 

Use Form W-9 only lf you are a U.S. person (Including a resident 
alien), to provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might 
be subject to backup wfthholdlng. See What Is backup wlthholdlng, 
later. 

Cat, No. 10231X Form W..9 (Rev, 10-2018] 

www.ks.gov/FormW9
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By signing the fllled~out form, you: 
1. Certify that the TIN you are giving is correct (or you are waiting for a 

number to be Issued), 
2, Certify that you are not subject to backup withholding, or 
3, Clalm exemption from backup withholding If you are a U.S. exempt 

payee, If applicable, you are also certifying that as a U.S. person, your 
a!locable share of any partnership Income frbm a U.S. trade or bU$lness 
Is not subject to the withholdIng tax on foreign partners1 -share of 
effectlvely connected income, and 

4, Certify that FATCA code(s) entered on this form (If any) Indicating 
that you are exempt from the- FATCA reporting, Is correct. See What Is 
FATOA reporting, later, for further information. 

Noi:e: If you are a U.S. person and a requester gives you a form other 
than Form W~9 to request your TIN, you must use the requester's form if 
lt is substantially similar ta this Form W-9. 
Definition of a U.S. person. For federal tax purposes, you are 
considered a U.S. person if you are: 

• An lndlvidual who ls a U.S. citizen or U.S. resident allen; 
• A partnership, corporation, company, or association created or 
organized in the United States or under the raws of the United States; 
• An estate (o1her than a foreign estate); or 
• A domestic trust (as defined in Regulations section 301. 7701-7). 
Speclai rules for partnerships, Partnerships that conduct a trade or 
business In the United States are generally required to pay a wlthholdlng 
tax under section 1446 on any foreign partners' share of effaotlvely 
connected taxable income from such business. Further1 in certain cases 
where a Form W~9 has not been received, the rules under section 1446 
require a partnership to presume that a partner ls a foreign parson, and 
pay the section 1446 withholding tax. Therefore, if you are a U.S. person 
that ls a partner In a partnership conducting a trade or business in the 
United States, provide Form W-9 to the partnership to establish your 
U.S. status and avoid section 1446 withholding on your share of 
partnership Income. 

In the cases below, the followln9 person must give Form W-9 to the 
partnership fbr purposes of establishing its U.S. status and avoiding 
withholding on its allocable share of net income from the partnership 
conducting a trade or business in the United States. 
• In the case of a disregarded entity with a U.S. owner1 the U.S. owner 
of the· disregarded entity and not the entity; 
• In the case of a granter trust with a U.S. granter or other U.S. owner, 
generally, the U.S. granter or other U.S. owner of the granter trust and 
not the trust; and 

• In the case of a U.S. trust (other than a granter trust}, the U.S. trust 
(other than a grant or trust) and not the beneficiaries of the trust. 
Foreign person. Ifyou are a foreign person or the U.S. branch of a 
foreign bank that has eleotad to be treated as a U.S. person, do not use 
Form W-9. Instead, use the appropriate Form W~B or Form 8233 (see 
Pub, 515, Wlthholdlng of Tax on Nonresident Aliens and Foreign 
Ent1t1es), 

Nonresident alien who becomes a resident alien. Generally, only a 
nonresident alien individual may use the terms of a tax treaty to reduce 
or eliminate U.S. tax an certain types of Income. However1 most tax 
treatles contain a provision known as a "saving clause." Exceptions 
specified in the saving olause may permit an exemption from tax to 
continue for certain types of income even after the payee has otherwise 
become a U.S. resident alien for tax purposes. 

If you are a U.S. resident alien who is relylng on an exception
contalned In the saving clause of a tax treaty to claim an exemption 
from U.S. tax on certain types of Income, you must attach a statement 
to Form W-9 that specifies the following five items. 

1. The treaty country. Generally, this must be the same treaty under 
which you claimed exemption from tax as a nonresident alien. 

2. The treaty article addressing the Income, 
3. The article number (or location) In the tax treaty that contains the 

saving clause and its exceptions. 
4. The type and amount of Income that qualifies for the exemption

from tax. 
5, Sufficient facts to Justify the exemption from tax under the terms of 

the treaty article. 

Example. Article 20 of the U.S.-Chlna Income tax treaty allows an 
exemption from tax for scholarship income received by a Chinese 
student temporarily present in the United States. Under U.S. law, this 
atudent will become a resident alien for tax purposes lf his or her stay in 
the United States exceeds 5 CEilendar years, However, paragraph 2 of 
the first Protocol to the U.S.-Chlna treaty (dated April 30, 1984) allows 
the provisions of Article 20 to continue to apply even aftertha Chinese 
student becomes a resident alien of the Unlted States. A Chinese 
student who qualifies for thls exception (under paragraph 2 of the first 
protocol) and !s relying on this exception to clalm an exemption from tax 
on his or her scholarsh!p or feJlowshlp Income would attach to Form 
W-9 a statement that Includes the Information described above to 
support that exemption. 

If you are a nonresident alien or a forelgn entity, give the requester the 
appropriate completed Form W-8 or Form 8233. 

Backup Withholding 
What is backup withholding? Persons making certain payments: to you 
must under certain conditions withhold and pay to the IRS 24% of such 
payments. This is called "backup withholding." Payments that may be 
subject to backL,p withholding Include interest, tax-exempt lnterest, 
dividends, broker and barter exchange transactions, rents, royalties, 
nonemployee pay, payments made-in settlement of payment card a.rid 
third party network transactions, and certain payments from fishing boat 
operators. Rea! estate transactions are not subject to backup 
wlthholdlng, 

You will not be subject to backup withholding on payments you 
receive If you give the requester your correct TIN, make the proper 
certifications, and report all your taxable interest and dividends on your 
tax return. 
Payments yQu receive wlll be subject to backup withholding if: 

1. You do not furnish your TIN to the requester, 
2. You do not certify your TIN when required (see the Instructions for 

Part II for detaHs), 
-3. The IRS tells the requester that you furnished an incorrect TIN, 
4. The IRS tells you that you are subject to backup w!thholdlng 

because you did not report all your Interest and dividands on your tax 
return (for reportable interest and d1vldends only), or 

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

Certain payees and payments are exempt from backup withholding. 
See Exempt payee code, later, and the separate Instructions for the 
Requester of Form W-9 tor more Information. 

Also see Special rofes for partnershfps, earlier. 

What is FATCA Reporting? 
The F'oreign Account Tax Compliance Act (FATCA) requires a 
participating foreign financial Institution to report all United States 
account holders that are specified United States persons. Certain 
payees are exempt from FATCA reporting. See Exemption from F'ATCA 
reporting code, later, and the Instructions for the Requester of F·orm 
W-9 for more information.. 

Updating Your Information 
You must provide updated information to ~my person to whom you 
claimed to be an exempt payee If you are no longer an exempt payee 
and anticipate reoeiVlng reportable payments in the future from this 
person, For example, you may need to provide updated information if 
you are a C corporation that elects to be an S oorporafion, or If you no 
longer are tax exempt. In addition, you must furnish a new Form W-9 if 
the name or T!N changes for the account; for example, if the granter of a 
granter trust dies. 

Penalties 
Failure to furnish TIN, If you fail to furnish your correct TIN to a 
requester, you are subfact to a penalty of $50 for each such failure 
unless your failure ls due to reasonable oause and not to WIilfui neglect. 

Civil penalty for false information with respect to wlthholding. lf you 
make a false statement with no reasonable basis that results in no 
backup withholding, you are subject to a $500 penalty, 
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Crlmlnal penalty for falsifying information. WIiifuiiy falsifying 
certifications or affirmations may subject you to crlmlnal penalties 
Including fines and/or imprisonment. 
Misuse of TINs. If the requester disctoses or uses T!Ns in violation of 
federal law, the requester may be subject to civil and criminal penalties. 

Specific Instructions 
Line 1 
You must enter one of the followlng on this line; do 11ot leave this line 
blank, The name should match the name on your tax return. 

lf this Form W~9 ls for a joint account (other than an account 
maintained by a foreign finanolal !nstltutlon (FFI)), !1st first1 and then 
circle, the name of the person or entity whose number you entered in 
Part I of Form W-9. If you are providing Form W~9 to an FFI to document 
a joint account, each holder of the account that ls a U.S. person must 
provide a Form W-9, 

a. Individual. Generally, enter the name shown on your tax return. If 
you have changed your last name without informing the Soc[al Sectirity 
Adtnlnlstration (SSA) of the name change, enter your first name, the last 
name as shown on your social security card, and your new last name. 
Note: ITIN appllcant: Enter your Individual name as It was entered on 
your Form W-7 appl!catlon, tine 1a. This should also be the same as the 
name you entered on the Form 1040/1040A/1040EZ you filed wlth your 
application, 

b. Sole proprietor or single~member LLC. Enter your individual 
name as shown on your i040/1040A/1040EZ on line 1. You may enter 
your business, trade, or "doing business as" (DBA} name on line 2. 

6c. Partnership, LLC that is not a singJe member LLC, C 
corporation, or S cori:,oratlon. Enter the entity's name as shown on the 
entity's tax return on Une 'I and any business, trade, or OBA name on 
line 2. 

d. Other entities. Enter your name as shown on required U.S. federal 
tax documents on line 1, This name should match the name shown on the 
charter or other legal document creating the entity, You may enter any 
business, trade, or DBA name on line 2. 

e. Disregarded entity. For U,S-. federal tax purposes, an entity that ls 
disregarded as an entity separate from lts owner Is treated as a 
"disregarded entity." See Regulatlons section 301.7701 M2(o)(2)(1!1). Enter 
the owner1s name on line t. The name. of the entity entered on line i 
e;hou!d never be a disregarded entity, The name on line 1 should be the 
name shown on the income tax return on which the income should be 
reported. For exampla1 if a foreign LLC that Is treated as a disr'Bgardad 
entity for U.S. federal tax purposes has a single owner that Is a U.S. 
person, the U.S. owner's name is required to be provided on line 1. If 
the dlrect owner of the entity Is also a disregarded entity, enter the first 
owner that is not disregarded for iederal tax purposes. Enter the 
disregarded enUt_yls name on line 2, "Business name/disregarded entity 
name," If the owner Of the disregarded entity Is a foreign parson, the 
owner must complete an appropriate Form WMS Instead of a Form W-9. 
This Is the case even if the foreign person has a U.S. TIN, 

Line2 
If you have a business name, trade name, OBA name, or disregarded 
entity name, you may enter it on line 2. 

Line3 
Check-the appropriate box- on line 3 for the U.S. federal tax 
classlflcatlon of the person whose name Is entered on line i. Check only 
one box on line 3. 

IF the entity/person on line 1 is THEN check the box for . , . 
a(n) ... 

• Corporation Corporation 
., Individual Individual/sole proprietor or single-

member LLC• Sole proprietorship, or 
• Slng!eMmember limited liability 
company (LLC) owned by an 
lndlvldual and disregarded for U.S, 
federal tax purposes. 

• LLC treated as a partnership for Limited liability company and enter 
U.S. federal tax purposes, the appropriate tax classification, 

(P:::: Partnershlp; C= C corporation; 
2553 to be ta}{ed as a corporation, 
• LLC that has filed Form 8832 or 

or S= S corporation) 
or 
• LLC that is disregarded as an 
entity separate from its owner but 
the owner is anoth.er LLC that !s 
not disregarded for U.S. federal tax 
purposes. 

• Partnership Partnership 
• Truet/estate Trust/estate 

Line 4, Exemptions 
lf you are exempt from backup wlthholding and/or FATCA reporting, 
enter In the appropriate space on line 4 any code(s) that may apply to 
you. 
Exempt payee code. 
• Genera!ly, individuals (including so!a proprietors) are not exempt from 
backup withholding. 
• Except as provided below, corporations are exempt from backup 
withholding for certain payments, lncludlng Interest and dividends. 
• Corporations are not exempt from backup withholding for payments 
made In settlement of payment card or third party network transactions. 
• Corporations are not exempt from backup withholding with respect to 
attorneys' fees or gross proceeds paid to attorneys, and corporations 
that provide medical or health care services are not exempt with respect 
to payments reportable on Form i 099-MISC. 

The followlng codes identify payees that are exempt from backup 
withholding. Enter the appropriate code In the space in line 4. 
1-An organization exempt from tax under section 501{a), any IRA, or 

a custodfal account under sectkm 403(b)(7) 1f the account satisfies the 
requirements· of section 40i (f)(2} 

2-The United States or any of its agencies or !ns.trumentalitfes 
3-A state, the District of Columbia, a U.S. commonwealth or 

possession, or any of their polftioal subdivisions or Instrumentalities 
4-A foreign government or any of its polltloal subdivisions, agencies, 

er Instrumentalities 
5-A corporation 

6-A dealer in securities or commoditles required to register In the 
United States, the Dlstrlc1 of Columbia, or a U.S. commonwealth or 
possession 
7-A futures commission merchant registered with ths Commodity 

Futures Trading Commission 
8-A real estate investment-trust 
9-An entity registered at al) times during the tax year under the 

Investment Company Act of 1940 

10-A oommon trust fund operated by a bank under aectlon 584(a) 
11-A financial institution 

12-A middleman known in the investment community as a nominee or 
custodian 

13-A trust exempt from tax under section 864 or described in section 
4947 

https://anoth.er
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The following chart shows types of payments 1hat may be exempt 
from backup withholding. The chart applies to the exempt payees listed 
above, 1 through 13. 
IF the payment Is for , .. THEN the payment Is exemi:it 

for ... 

Interest and dividend payments All exempt payees except 
for 7 

Broker transactions Exempt payees 1 through 4 and 6 
through 11 and all O corporations. 
S corporations must not enter an 
exempt payee code because they 
are exempt only for sales of 
noncovered securities acquired 
prior to 2012, 

Barter exchange transactions and 
patronage dividends 

Exempt payees 1 through 4 

Payments over $600 required to be­
reported and direct sales over 
$5r0001 

Generally, exempt payees 
1 through 52 

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

Exempt payees 1 through 4 

1 See Form 1099~MISC, Miscellaneous Income, and its Instructions. 
2 However, the followlng payments made to a corporation and 
reportable on Form 1099~MISC are not exempt from backup 
withholding: medical and health care payments, attorneys' fees, gross 
proceeds paid to an a1torney reportable under section 6045(1), and 
payments for services paid by a federal executive agency, 

Exemption from -=ATCA reporting code. Tha followtng codes identify 
payees that are exempt from reporting under FATCA. These codes 
apply to persons submit.ting this form for accounts maintained outside 
of the United States by oerta\n foreign flnancial institutions, Therefore if 
you are only submitting this form for ari account you hold in the United 
States, you may leave this field blank, Consult with the peraon 
requesting this form If you are uncertain If the tlnanclal lnstltution !s 
subject to these requirements. A requester may !ndlca.tathat a code is 
not required by providing you with a Form W-9 with "Not Applicable" (or 
any similar indicatlon) written or printed on the line for a FATCA 
exemption code. 

A-An organization exempt from tax under -section 50i (a) or any 
Individual retirement plan as defined 1n section 7701(a)(37) 

8-The United States or any of its agencies. or lnstrumenta.Htles 
C-A state, the District of Columbia, a U.S. commonwealth or 

possession, or any of their poUtical subdlvls1ons or Instrumentalities 
D~A corporation the stock of which is regularly traded on one or 

more established securities markets, as described In Regulations 
section 1.1472-1 {c){1)1i) 

E-A corporation that is a. member of the same expanded affiliated 
group as a corporation described in Regulations section 1.1472-1 (c)(1)(1} 

F-A dealer In securi1ies, commodities, or derivatlva flnanoial 
Instruments ~ncluding notional principal contracts, futures, forwards 
and options) that is registered as such under the laws of the United ' 
Sta1es or any state 

G-A real estate investment trust 

H-A regulated investment company as defined In section 851 or an 
entity regl$tered at all times during the tax year under the Investment 
Company Act of 1940 

1-A common trust fund as defined in section 584(a) 
J-A bank as defined In section 581 
K-A broker 

L-A trust exempt from tax under section 664 or described 1n section 
4947(a)(1) 

M-A tax exempt trust under a section 403(b) plan or section 457(g) 
plan 
Note: You may wish to consult with the financial Institution requesting 
this form to determine whether the FATOA code and/or exempt payee 
code should be completed. 

Line5 
Enter your address (number, street, and apartment or suite numbe~. 
This ls where the requester of this Form W-9 will mall your Information 
returns. If this address differs from the one the requester already has on 
flle, write NEW at the top, lf a new address is provided, there Is still a 
chance the old address wll! be used until the payer changes your 
address in their records. 

Line6 
Enter your city, state, and ZIP code, 

Part I. Taxpayer Identification Number (TIN) 
Enter your TIN in the appropriate box. lf you are a resident alien and 
you do not have and are not eligible to get an SSN, your TIN Is your IRS 
Individual taxpayer Identification number {!TIN). Enter It In the social 
security number box, If you do not hava an lTIN, see How to get a TIN 
below, 

If you are a sole proprfetor and you have an EIN1 you may enter either 
your $SN or E!N. 

If you are a single-member LLC that is disregarded as an entity 
separate from Its owner, enter the owner's SSN (or EIN, !f the owner haa 
one), Do not enter the disregarded entity's EIN. If the LLC Is classified as 
a corporation or partnership, enter the entity"s EIN. 
NotEJ: See What Name and Number To Give the Requester, later, tor 
further clarification of name and TIN comblnatlons, 

How to get a TIN. If you do not have a TIN, apply for one immediately. 
To apply for an SSN, get Form SSw5, Application for a Socia.I Security 
Card, from your local SSA office or get this form onlina at 
WW'JV.88Agov. You may also gat this form by caUing 1-800-772~1213. 
Use Form W~7, Appllcatian for IRS Individual Taxpayer Identification 
Number, to apply far an JTIN-, or Form SS-4, Applicatton for Employer 
Identification Number, to apply tor an EIN, You can appty for an EIN 
online by accessing the IRS website at www.irs.gov/Businesses and 
clicking on Employer Identification Number (EIN) under Starting a 
Business. Go to www,irs,gov/Forms to view, download, or print Form 
W-7 and/or Form SS-4. Or, you can go to www,irs.gav/OrdarForms to 
place an order and have Farm W~7 and/or SS-4 malled to you within 10 
business days. 

lf you are asked to complete Form w~e but do not have a TIN, apply 
for a TIN and write "Applted For" In the space forthjjl TIN, sign and data 
the form, and give it to the requester. For Interest and dividend 
payments, and certain payments made with respect to readilytradable 
Instruments, generally you will have 60 days to get a TIN and give it to 
the reque$ter before you are subject to backup w!thholdlng on 
payments. The 60-day ruJe- does not apply to other types of payments. 
You will be subject to backup withholding on all such payments until 
you provide your TlN to the requester. 

Note: Entering "Applied For" means that you have already applied for a 
TIN or_ that you Intend to apply for one soon. 
Caution: A disregarded U.S, entity that has a foreign owner must use 
the appropriate Form Ww8, 

Part II. Certification 
To establish to the withholding agent that you are a U.S. person, or 
resident alien, sign Form W-9. Yau may be requested to sign by the 
withholding agent even if item '!, 4, or 5 below indicates otherwise, 

For a joint account, only the person whose TIN is shown in Part I 
should sign (when required). In the casa of a disregarded entity, the 
person Identified on line 1 must sign. Exempt payees, see Exempt payes 
code, earlier. 

Slgnature requirements. Complete the certification as indicated In 
[terns 1 through 5 below. 

www.irs.gov/Businesses
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1. Interest, dividend, and barter exchange accounts opened 
before 1984 and broker accounts considered active during 1983. 
You must give your correct TIN, but you do not have to sign the 
certification. 

2. Interest, dividend, broker, and barter exchange accol.int$ 
opened after 1983 and broker accounts considered Inactive during 
1983. You must sign the certlfioa1icn or backup wlthholdln_g will apply, If 
you are subject to backup wlthholding and you ·are merely providing 
your correct TIN to the requester, you must cross out Item 2 In the 
certification before signing the form. 

3. Real estate transactlon.s, You must s!gn the certification. You may 
cross out item 2 of the certlflcatlon, 

4. Other payments. You must give your correct T!N 1 but you do not 
have to sign the certification unless you have been notified that you 
have previously given an Incorrect TIN. "Other payments" include 
payments made in the course of the requester's trade or business for 
rents, royalties, goods (other than bills for merchandise), medical and 
health care services (Including payments to corporations), payments to 
a nonamployee for services, payments made in settlement of payment 
card and 1hhtl party network transactions, payments to certain f!sh!ng 
boat crew members and fishermen, and gross proceeds paid to 
attorneys (tnclud!ng payments to corporations). 

5. Mortgage interest paid by you, acquisition or abandonment of 
secured property, ca1,oellatlon of debt, qualified tuition program 
payments (under sectton 529}, ABLE accounts (under section 529A), 
IRA, Coverdell ESA, Archer MSA or HSA contributions or 
distributions, and pension distributions. You must glve your correct 
TIN, but you do not have to sign the certification, 

What Name and Number To Give the Requester 
For thls type of aooo11nt Give name and SSN of: 

1, Jndlvldual 
2. Two or more lndlvlduals Oolnt 

acoount) other than an account 
maintained by an fFI 

3. Two or more U.S. peroona 
Oolnt account maintained by an FFl) 

4. Custodlal account of a minor 
(Unlf0:rm Gift to Minors Ao!} 

5. a, The usual revocabre savings trust 
(grantor is also trustee) 
b. So-called trust account that Is not 
a legal or valid trust under state law 

6. Sole proprletorah!p or disregarded 
entity owned by an lndlv]dual 

7. Grantortrust fifing under Optional 
Form 1099 Fll!ng Method 1 {Sile 
Aegulations sectlo111.671-4(b}(2)(1) 
I'<) 

The Individual 
The aotual owner of the account or, lf 
oombtned funds, the flrs.t indlvldua! on 
the acaount1 

Each hofdar of the account 

Toe mlno( 

The grantor-trustee1 

1The actual owner

The owne? 

The grantot" 

For this type of account: 
8. Disregarded entity not owned by an 

Individual 

9. A valid tru$t, estate, or pension trust 

10. Corporation or LLC elal'.),ting 
corporate status on Form 8832 or 
Form 2553 

11. Assoola.tion, club, rellgious, 
charitable, educational, or other tax-
exempt organtzat!on 

12. Pa1tnenJhlp ormultl~member LLC 
13. A broker or registered nominee 

Give name and E[N, of: 
The owner 

Legal entity4 

The corporation 

The <.'lrganizatlon 

The partnership 
The broker or nominee 

For th!s 1ype of account: Give name and EfN of: 
14, Account with the Department of The public entity 

Agriculture Jn the name of a public 
entity (such as astate or local 
government, school district, or 
prison) that raoelves 1:1grioultural 
program payments 

15, Granter trust filing under the Fom, The trust 
1041 Filing Method or the Optlonal 
Form 1099 Flllng Method 2 (see 
Regulatfons section 1.671-4(b)(2)(I)t8)) 

1 List first and c[rcle the name of the person whose number you furnish. 
If only one person on a joint account has an SSN, that person's number 
must be furnished. 
2 Circle the minor's name and furnish the minor1s SSN. 

a You must show your individual name and you may also enter your 
business or DBA name on the '1Buslness name/disregarded entlly" 
name line, You may use either your SSN or EIN (if you have one), but the 
!RS encourages you to use yourSSN. 
4 List first and circle the name of the trust1 estate, or pension trust. {Do 
not furnish the TIN of the personal representative or trustee unless the 
legal entity Itself is not designated In the account title.) Also see Specis.f 
rules for partnerships, earller. 

*Note: The grantar alsn must provide a Form W-9 to trustee of trust. 

Note: If no name is circled when more than one name is listed, the 
number will be considered to be that of the first name listed. 

Secure Your Tax Records From Identity Theft 
Identity theft occurs when someone uses your personal Information 
suoh as your name, SSN, or other identifying Information, without your 
permission, to commit fraud or other crimes. An identity thief may use 
your SSN to get a Job or may flle a tax return using your SSN to receive 
a refund. 

To reduce your risk: 
• Protect your $SN, 

• Ensure your employer Is protecting your SSN, and 

• Be careful when choosing a tax preparer. 

If your tax reoords are affected by Identity theft and you receive a 
notice from the IRS, respond right away to the name and phone number 
printed an the IRS notice or letter. 

!f your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse-0r wallet, questionable 
credit card activity or credit report, contact the IRS Identity Theft HotHne 
at 1-8D0-908-4490 or submit Form 14039. 

For more lnformatlon, see Pub. 5027, Identity Theit Information for 
Taxpayers. 

Victims of Identity theft who are experiencing aconomic harm or a 
systemic problem, or are seeking help in resolving tax problems that 
have not been resolved through normal channels 1 may be- eligible far 
Taxpayer Advocate Serv)ce (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case Intake line at 1-877-777~4778 or TIY/TDD 
i-800-829-4059. 
Protect yourself from suspicious emails or phlshing schemes. 
Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private Information that will be used far identity theft. 
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The lRS does not initiate contacts with taxpayers via emails. Also, ihe 
!RS does not request personal detailed information through emall or as!( 
taxpayers for the PIN numbers, passwords, or similar secret access 
Information for their credit card, bank, or other financial accounts. 
' If you receive an unsolicited email claiming to be from the IRS, 

forward this message to phishing@irs.gov, You may also report misuse 
of the IRS name, 10901 or othe1· IRS property to the Treasury Inspector 
General for Tax Administration (TIGTA) at 1~800-366-4484, You can 
for.-vard suspicious emails to the Pecleral Trade Commission at 
spam@uce.gov or report thern at www.ftc,govlcomp/a/nt, You can 
contact the FTC at www.ftc.gov/idthen or 877-IDTHEFT (877-43&-4338). 
If you have bean the victim of identity theft, see www.ldentityTheft.gov 
and Pub. 5D27. 

Vlslt www.frs.gov/ldentltyTheft to learn more about Identity theft and 
how to reduce your risk. 

Privacy Act Notice 
Section 6109 of the Internal Revenue Code requires you to provide you-r 
correct TIN to persona (including federal agencies) who are required to 
flle Information returns with the IRS to report lnterest1 dividends, or 
certain other lm,ome paid to you; mortgage interest you paid; t,he 
acquisition or abandonment of secured property; the cancellation of 
debt; or contributions you made to an IRA1 Archer MSA, or HSA: The 
person collectlng this farm uses the Information on the form l? file 
information returns with the IRS, reporting the above Information, 
Routine uses of this Information tnclude giving It to the Department of 
Justice for civil and crlmlnaJ litigatlon and to cities, states1 the District of 
Columbia, and U.S. commonwealths and possessions for use in 
administering their laws. The information also may be disclosed to other 
countries under a treaty, to federal and state agencies ta enforce clvll 
and criminal laws, or to federal law enforcement and lnteUlgence 
agencies to combat terrorism. You must provide your TIN whether or 
not you are required to file a tax return. Under section 3406, payers 
must generally withhold a percentage of taxable lnterest1 dividend, and 
certain other payments to a payee who does not give a TJN to the payer. 
Certain penalties may also apply for providing false or fraudulent 
Information. 

www.frs.gov/ldentltyTheft
www.ldentityTheft.gov
www.ftc.gov/idthen
www.ftc,govlcomp/a/nt
mailto:spam@uce.gov
mailto:phishing@irs.gov
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Sample Letter of Agreement 
(To be used to procure personal services np to $1,000) 

Date 

Name 
Business N0111e, if any 
Address 
Address 

RE: Brief description ofcontract (what, where, when) 

Dear Name: 

This letter is considered a Letter ofAgreement (LOA) between you (or "your company") and the 
Department of Culture, Recreation and Tourism, sometimes hereinafter referred to as "State" or 
"DCRT," to 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 accord011ce with the 
following terms of payment: 

Insert here the total (maximum) payable to the contractor - easiest to use a flat rate 

State shall make payment in full upon your completion ofall services to the satisfaction ofthe 
. State, State's receipt of all deliverables, and State's receipt of 011 original invoice." 

To 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 _____(D.ate). Any revisions to 
the LOA must be in writing. 

Sincerely, 

Name 
Title, Contract Monitor 

APPROVED: APPROVED: 

N01ne, Title Name, Assistant Secretary 
N01ne of Company, if any Depruiment of Culture, Recreation and Tourism 
Tax ID Office of State Parks 

Date: Date:_____________ 

Page 1 of I 
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CERTIFICATE OF LIABILITY INSURANCE I DAI£ {MM/00/YYVY) 

THIS CEIUIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW, THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, ANO THE CERTIFICATE HOLDER. 

IMPORTANT: If the certlflcat• holder is an ADDITIONAL INSURED, the pollcy(les) must be endorsed. If SUBROGATION IS WAIVED, subject to 
the terms and conditions of the policy, certain pollcles may requite an endorsement. A statement on this certiflcate does not confer rights to the 
certificate holdar in lieu of such endorsement(s), 

P~ODUCE.R wa,ACT 
NAME: 
Ptlc_;l~Jil' _ -, I !'ffc No'· 

~fo~L-. 
INSURER161AFFORDING COVl=RAGE NAIC# 

INSURE.RA: 
INSURE;O INSllRERB: 

INSURERC: 

INSURERD! 

INSURERE: 

INSURERF; 

COVERAGES CERTIFICATE NUMBER· REVISION NUMBER· 

CANCELLATION 

SHOULD ANY OF THE ABOVE OE;SCRIBED POLICIES ae CANCELLED BEFORE 
THE EXPIRATION OATE THEREOF, NOTICE WILL BE OELIV!,:;RED IN 
ACCORDANCE W1TH THE POLICY PROVISIONS. 

AUTHORIZED REPRESENTATIVE 

© 1988-2010 ACORD CORPORATION. All rights reserved, 
The ACORD name and logo are registered marks of ACORD 

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED. NOTWITHSTANDING ANY REQUIREMl:NT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECI JO WHICH THIS 
CERTJP::ICAiE MAY BE !SSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES, LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAfMS. 

INSR 
TYPE OF INSURANCE ~LISUBR 

LTlt D F>OL!CV NUUElER. ,:BMi~, l~~lfi'&M~, LIMITS 

~NERAL LIABILITY EACH OCCURRENCE I 

- □COMMERCIAL GENERAL UABIL!TY ~~~!SESYe~~~J~r?enoel I 

' CLAIMS-MADE □ OGGUR MED EX? (Any one person) $ 

~ PERSONAL & ADV INJURY • 
GENERAL AGGREGATE - ' 

n PO.LICY PR()- LOC 

GEN,•L M"G_"TEG,ATE LIMIT APnPLIES PER:7 
PRODUCTS-COMP/OP AGG I 

$ 

Am'OMOBILE LIAB[LIT{ I fe~~1~~~tflNGLE LIMIT ' ~ 

'-- ANY AUTO 
ALL OWNED - BODILY INJURY (Per person) 'SCHEDULED BOOIL Y INJURY (Per aroide11t) I 

~ AUTOS -- AUTOS 
NON-OWNE;O 

I ;'s•,o,:,E:,RTY,,,□AMAGE $ 
~ HIRED AUTOS ~ AUTOS era ckm 

$ 

' 
UMBRELLA LIAB HOCCUR EACH OCCURRENCE 'EXCESS LIAB CLAIMS-MADE AGGREGATE ' OED I l Rl;?:TENTION $ ' WOftKERS caMf>ENSATJON r Ti~11r,1.v.; 1 10:~-

AND EMPLOYERS' LIABILITY VIN 
ANY PROPRIETOR/PARTNER/EXECUTIVE 

□ NIA E,L. EACH ACCIDENT I 
OFFICER/MEMBER EXCLUDED? 
(Mandatory In Nii) E.L. DISEASE- EA EMPLOYEF ' ~~i~~rt~N ~tigPERATIONS below E.L. DISEASE- POLICY LIMIT I 

DESCRIPTION OF OPER.ATIONS f LOCATIONS f VEHICLES (Attach ACORD 1Q1, Addllkmal Romar kit Schedule, If more space Is required) 

CERTIFICATE HOlOER 

' 
ACORD 25 (2010/05) 
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