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LAWS, POLICIES, PROCEDURES
AND RULES FOR PPCS

• LOUISIANA CONSTITUTION
• PPCS LAWS (Procurement Code), R.S.39:1551-1755
• LOUISIANA ADMINISTRATIVE CODE TITLE 34, PART V
• EXECUTIVE ORDERS OF THE GOVERNOR
• LAGRAD ACT LAWS, R.S. 17:3139
• DIVISION OF ADMINISTRATION (DOA) POLICIES
• ATTORNEY GENERAL’S LAWS AND OTHER LEGAL 

OPINIONS
• CODE OF ETHICS AND ETHICAL OPINIONS
• UNIVERSITY BOARD BYLAWS AND POLICIES
• UNIVERSITY POLICIES AND PROCEDURES



WHAT IS PPCS?

Professional, Personal, Consulting and Social Services
• Professional Services (Non-competitive)

• Services provided by an Independent Contractor (individual or entity)
that require specialized advanced knowledge.
• Professions named in law: Lawyers, Doctors, Dentists, Psychologists, Certified Advanced

Practice Nurses, Veterinarians, Architects, Engineers, Land Surveyors, Landscape
Architects, Accountants, Actuaries, and Claims Adjusters

• Personal Services (Non-competitive)
• Services provided by individuals which requires use of creative or artistic 

skills.
• Examples: Photographer, Entertainer, Writer, DJ, Musician, Artist. 

• Consulting Services (Competitive over $50,000)
• Law defines as services not professional, personal or social services that

specialized in counsel.
• Examples: Consulting, Speaker, Instructor, Website Design, Transcriptionist, Training,

Management, Appraisal, Analysis Services.
• Social Services (Competitive over $250,000)

• Any work rendered in furtherance of the general welfare of the citizens of
Louisiana.
• Examples: Incumbent Worker Training Program (IWTP) or Social Workers. 
• NOTE: Social Services are usually partially funded by a governmental third party.



PLANNING & COLLECTING INFORMATION

• Identify a need
• Identify the classification of the PPCS Service
• Obtain a complete and signed W9 form from Contractor
• Complete and sign the PUR-CR form (contract requirements)
• Complete the Scope of Services form (typewritten)
• Identify the funding source and obtain a firm quote.
• Determine the payment terms. How will the Contractor be paid?

• By Contractor’s Quote/Proposal, Hourly/Daily/Monthly Rate or Rate
Schedule

• Best Practice: Include Travel Expenses in PPCS fee. If not
included, must follow PPM-49.

• No advanced payment or deposit allowed.
• Contractor’s Agreement – Forward to the Purchasing Dept. Only the

UL Lafayette President, the VP of Administration & Finance and
Purchasing Dept. have the authority to obligate the University. Do
not sign on behalf of the University.



PPCS CONTRACT PROCESSING

• Department negotiates contract terms with proposed
Contractor.

• Department submits a Purchase Requisition along with all the
necessary paperwork to Purchasing.

• Purchasing prepares contract.
• Purchasing submits contract to Contractor for signature and

copies Department (via Email).
• Signed contract returned from Contractor to Purchasing.
• University approves and signs contract.
• Purchasing processes and releases Purchase Order to

Department for receiving and payment purposes.
• Purchasing submits contract to Contractor and copies

Department (via Email).



PPCS CONTRACT MANAGEMENT

• Contractor performs Work/Services. Department monitors the
Contractor’s performance, verifies Contractor’s invoice,
approves invoice and forwards approved invoice with
receiving report to Purchasing for review.

• Purchasing approves and forwards receiving report/invoice to
Accounts Payable for payment.

• Department is responsible for notifying the Purchasing Office
(prior to the end date of the contract) if an amendment to the
contract will be required, or if any problems are encountered.

• When Contractor’s service or project is complete, department
completes and signs a performance evaluation form and
forwards to the Purchasing Office for the contract file.



GUIDELINE'S FOR PROCESSING 
PPCS REQUISITIONS



WHAT TO SUBMIT FOR PPCS
CONTRACTS $2,000 OR LESS (INCLUDES
TRAVEL EXPENSES)

ATTACH THE FOLLOWING FORMS TO THE
PURCHASE REQUISITION:
• PUR–CR FORM
• W-9 FORM
• TRAVEL EXPENSES (REQUEST TO PAY EXPENSES

FOR INVITED GUESTS, IF APPLICABLE)

TYPICAL PROCESSING TIME:  WITHIN 7-10 DAYS



PUR-CR FORM



TRAVEL EXPENSES (REQUEST TO PAY 
EXPENSES FOR INVITED GUESTS)



WHAT TO SUBMIT FOR PPCS
CONTRACTS > $2,000 to $39,999
(INCLUDES TRAVEL EXPENSES)

ATTACH THE FOLLOWING FORMS TO THE PURCHASE
REQUISITION:
• Submit the same forms as < $2,000 limit
PLUS:
• SCOPE OF SERVICES FORM
• CONTRACTOR’S QUOTE / PROPOSAL / 

AGREEMENT,  IF APPLICABLE

TYPICAL PROCESSING TIME: WITHIN 3-4 WEEKS



SCOPE OF SERVICES FORM



WHAT TO SUBMIT FOR PROFESSIONAL AND
PERSONAL SERVICE CONTRACTS $40,000 OR
GREATER (INCLUDES TRAVEL EXPENSES)

ATTACH THE FOLLOWING FORMS TO THE
PURCHASE REQUISITION:
• Submit the same forms as > $2,000 to $39,999 limit
PLUS:
• PUR-CB FORM – Required for contracts with the total

dollar amount exceeding $50,000 and has a term of
more than 6-months as required by La. R.S. 39:1623.

TYPICAL PROCESSING TIME: WITHIN 3-4 WEEKS
ADDITIONAL 4-6 WEEKS FOR DOA OSP REVIEW
& APPROVAL



PUR-CB FORM



WHAT TO SUBMIT FOR CONSULTING SERVICES
CONTRACTS $40,000 TO $49,999 (INCLUDES
TRAVEL EXPENSES)

ATTACH THE FOLLOWING FORMS TO THE
PURCHASE REQUISITION:
• Submit the same forms as > $2,000 to $39,999 limit
PLUS:
• PUR-CB FORM – Required for contracts with the total

dollar amount exceeding $50,000 and has a term of
more than 6-months as required by La. R.S. 39:1623.

TYPICAL PROCESSING TIME: WITHIN 3-4 WEEKS
ADDITIONAL 4-6 WEEKS FOR DOA OSP REVIEW
& APPROVAL



Competition Required

• CONSULTING SERVICE CONTRACTS GREATER
THAN $50,000 PER 12 MONTH WILL NEED TO BE
COMPETITIVELY AWARDED THROUGH REQUEST
FOR PROPOSALS (RFP) PROCESS AS PER R.S.
39:1595. RFP PROCESS TAKES APPROXIMATELY
16-18 WEEKS. CONTACT THE PURCHASING
OFFICE IF YOU ANTICIPATE A NEED FOR SUCH
SERVICES.

• GOODS AND SERVICES ARE GOVERNED BY
DIFFERENT LAWS AND COMPETITIVE LIMITS.



MISCELLANEOUS PPCS INFO

• SOLE SOURCE AND EMERGENCY CONTRACTS
DETERMINED BY CHIEF PROCUREMENT OFFICER.

• CONTRACT AMENDMENT
• When there is a change in the amount, dates, scope or project

manager, the department should complete the Contract / Purchase
Order Alteration form (PUR-114) and forward to the Purchasing
Office for further processing. Purchasing will prepare an
amendment and send it to the Contractor for signature. Purchasing
will adjust Purchase Order.

• CONTRACT EVALUATION
• When services or projects are complete, Louisiana law requires

the University to complete the Contract Evaluation Form (PE) and
forward to the Purchasing Office for the contract file. See R.S.
39:1569.1.



Contract / Purchase Order 
Alteration form (PUR-114)



Contract Evaluation Form (PE)



GENERAL INFORMATION

• BANNER STATUS – March 1
• COMMODITY CODES
• DIRECT CHARGES

• VENDOR APPLICATION
• Mary Borel, Phone: 337-482-6244 Email: purchasing@louisiana.edu

• PROMOTIONAL, LOGO IMPRINTED, AWARD 
ITEMS APPROVAL FORM

• LaCARTE AND TRAVEL
• MOVE TO PURCHASING
• SPECIAL MEALS FORM
• PAYPAL APPROVAL FORM
• Josie Mariano, Phone: 337-482-6243 Email: josiem@louisiana.edu



PROMOTIONAL ITEMS APPROVAL



PAYPAL APPROVAL FORM



REFERENCES

• Purchasing website: http://purchasing.louisiana.edu/

• Purchasing forms http://purchasing.louisiana.edu/forms.  

• Office of State Procurement website: 
http://www.doa.la.gov/Pages/osp/Index.aspx

• Louisiana Law Search: 
http://www.legis.la.gov/legis/LawSearch.aspx

• Small Purchase Executive Order: 
http://www.doa.la.gov/osp/legalinfo/bj2010-16.pdf



PPCS STAFF

Celena D. Tilbury, Assistant Director for Contracts & 
Strategic Sourcing
Phone: 337-482-9051
Email:  celena@louisiana.edu

Kristi Montet, CPPB, Strategic Sourcing Manager 
Phone:  337-482-5201
Email:  kristim@louisiana.edu



QUESTIONS?????


