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* LOUISTANA 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

e 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

LAWS, POLICIES, PROCEDURES
AND RULES FOR PPCS




Professional, Personal, Consulting and Social Services
* Professional Services (Non-competitive)
e 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)
e 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.

WHAT IS PPCS?




 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.

e 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.

PLANNING & COLLECTING INFORMATION




 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 PROCESSING




* Contractor performs Work/Services. Department monitors the
Contractor’s performance, verifies Contractor’s invoice,
approves 1nvoice and forwards approved invoice with
receiving report to Purchasing for review.

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

* Department 1s 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.

PPCS CONTRACT MANAGEMENT




GUIDELINE'S FOR PROCESSING
PPCS REQUISITIONS




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 DAY S

WHAL 10 SUBMIT  FOR . EPCS
CONTRACTS $2,000 OR LESS (INCLUDES
TRAVEL EXPENSES)




PUR-CR Form CONTRACT INFORMATION (COMPLETE ALL ITEMS) - Requisition #
PROFESSIONAL. PERSONAL & CONSULTING SERVICES CONTRACT REQUIREMENTS

L. COLLEGEDEPARTMENT. Departnsent Comtact
Phooe & Email
2 CONTRACTOR Contact
Address: Fhome i
Ensall
Tax [IVSSN #

Attach form W.9
A {1 comtract s with & compasy and not an isdividual)
WEBEN. (Avatlable on the Inlermet at: hap e
s the contracior & currens UL Lafyene enploveet () ver (O 1o
*If Yeu. STOP - Contact HR fos additienal congpensstion - de wot process through Purchalig
5, Has the con
*If Yes, STOP

Is Contracior s US Cisizen O e Onorar O

*If Comtractor is not & ctioen of the LS, conplete

ot b ifs-pdl (wBbes o)

10 boen am ensployee of UL Lafayetie in the past v
= contact Purchasing Office

years? Yes*

. I the contracioe  current ensploye of  Lovisiana stae agency o univenity other thn UL Latspenet (O) Yerr () %
*If Yes, STOP - contact Purchaning Office.
Agency or University
Job Tite:
7. I the contractor a current o retred member of Teachers Retivement Sysemof La?  (7) Yot () %o
*1f Yes, Contnct HR for verification of retirement benefin

B Is the Comtractor & chid, spouse, brother, spouse of baother, sister, spouse of sister, parest, spouse of parent, or parent of spouse of as UL
Lafayens cugployee who will take part, o share resy y for acticn of UL Lafayeeic through appeoval, disapproval. decision,
recommendation. rendering advice, investigation of faslure to act or perform a duty with respect 1o the proposed contracr? () Yes®

No

1 Ve, STOP - comact Purchasing Office

Do you or sy of e individmab Hisod sbove have an owacrsbip inerest i e Commacioe?. () Yea? O
*If Yeu, STOP - comtact Purchasing Office.

10. Contract Term - Begin Date Exd Date:
NOTE: If the costract ten excesds |2 mosths, jistification b required. Attach & justification better.
NOTE: 1f this i3 being subnsticd afier the beginnmg date of service. explanation is roquired. Attach a justification letter.

11, Will the contractor perform work within the State of Loursaama for more than 30 days of the contract term” Yeu* No
* 1 the contractor i am ot of state corpantion, then the contractor will be required 1o regsior with the La. Secietary of Stsses Office.
12, Maxismm Costract Amount (Inchesive of tavel): Not 10 exceed § (Travel will NOT be reimbursed)
Reimburcable Travel expesses® (if applicable) Mot to exceed §
Dimrnm o Pay far I F

Travel must be in

form Required for travel).
ordance with Louisiana Travel Regulations FPAMAS. gy A 3

13. UL Lafyetie Projoct Manager — (perao

respon

toring af proposed cout

14, UL Lafuyente lmvoice Approver - (persommel resporesible fir the approving afl peymsest of proposed o

Address: Eumail Address
13, Frequency of Payment- (check as apgropeiate) (Oone b ssim payment upon completion of services.
(D) Specified Intallment § Heasrty (sebect one). () mmltiple fmstallments based on completion of tads (st

puovide detailvlist tasks), or (L) other (mayt provide details)
[ hetmied pavenens sermss nre anmehed

6. Brief description of services.

Certified by Tille:
TSignanue o tithe of perscemel reponsible for the Srmlonit of proposed contract Please prist forim and wign b 18K |

PURCR (v Rew 11515}

PUR-CR FORM




THE UNIVERSITY OF LOUISIANA AT LAFAYETTE

REQUEST TO PAY EXPENSES FOR INVITED GUESTS

Hume of nvitee:

Parposs of Visit _ -

‘Title of Presantation:
{IF pylicabe)
Location of Presestation:
(i applicable)

Estimated Expenses:
1) Airfare/Travel _ Dato of Visit:
2) Lodging
3)  Honoearium i
4)  Meals - |
%) Other Expenses (Mestify) .

TAL:

Time of Visit:

Azt Charged Total Amt, Regussted Sigeanare of Acct. Admisistrator Date

Requestor's Signatare

APPROVALS:

Fooquess Approval 1o Pay with Direct Chasg
Tnctude Evoice vk 534 :
] )]

Depariment Head Date Supervising Desn T Dee

_ _— 4 -
Dean of the Geraduate School Date Vice President Dute
Rguired only If requesting Grodvete School fisding Ressarch

3 L —
Assistant Vice President Duato. Vice President Date.
Administrative Services Administration & Finance

Provost Date

Rupviswt Apeil 2011

TRAVEL EXPENSES (REQUEST TO PAY
EXPENSES FOR INVITED GUESTS)




ATTACH THE FOLLOWING FORMS TO THE PURCHASE
REQUISITION:

e 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

WHAT 10 SUBNIT  FOR = PPCS
CONTRACTS > $2,000 to $39,999
(INCLUDES TRAVEL EXPENSES)




APPENDIX A: SCOPE OF SERVICES Contractor:
If additional space is weeded, attach a word document fo when i do P 3

Scope of Work/Services (Describe the work'task the Contractor will perform, where will the services to be

performed and what is the University depastient's tespousibility)

Goals (Describe the end results of this project/service):

3. Objectives (SMART - Specific, Measuable, Agmressive, Result-onented & Tune-bound target(s) for
wccomplishment)

I. Performance Indicators (Iudicate bow the performance of each objective is to be measured).

5. Monltoring Plan (Deseribe bow you will evaluate and mouitor the Contractor's performance)

o

Name and title of the individual responsible for monitoring the contract and approving all paymsents in
eonnection with the contract

Name:

Title:
Department:
Address

E

Phoge #

nil address.

SCOPE OF SERVICES FORM




ATTACH THE FOLLOWING FORMS TO THE
PURCHASE REQUISITION:

e 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

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




COST BENEFIT TION

rhe fotind

NALYSIS DOCUMENT:

fred for contracts w

CONTRACTOR NAME
BRIEF DESCRIPTION OF THE SERVICES

I lrereby certify the following as evidence that a cost benefit analysis has been conducted for the above
referenced proposed contmet/services.  This analysis indicates that obtainmg such services from the private
sector is more cost effective than providing such services by the University or by another state agency

Ova O

I amswer is yes, why are the senvices being contracted our?

1. Can Univessity staff perform the proposed services

2 Descrilse the analysis that justifies why obaining services from the private sector is more cost effective
than by the University or by another governmental agency {Attach Private vs. Public Analysis)

a, Short-term analysis:

b, Long-term analysis.

3. Canthese services be provided by another state agency? () Yes (O Mo
IF amvawer is yes, list potentin] agencies that have been comacted and costs proposed to provide services,

when applicabile

4. Provide the basis that was used 1o determime that costs are legal, farr and reasouable. (E

miples: Formal
competition (RFP), phone quotes, industry standards, historical data, grant award, negotiation)

swer): O Yes O No

6. 1fYesto#5, will it be paid by e University: (O) Yes (O o
{1f yes, travel must be renmbursed in accordance to the Lonisiana State Travel Regulations)

5. Is ravel requared of the Contractor? (Circl

Certified by

PUR-CB (V1. &%045)

PUR-CB FORM




ATTACH THE FOLLOWING FORMS TO THE
PURCHASE REQUISITION:

e 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

WHAT TO SUBMIT FOR CONSULTING SERVICES
CONTRACTS $40,000 TO $49999 (INCLUDES
TRAVEL EXPENSES)




« 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.

Competition Required




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

e CONTRACT AMENDMENT

 When there 1s 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 E569- |

MISCELLANEOUS PPCS INFO




Form PUR-114

RSITY OF LOUISTANA AT LAFAYETTE
OFFICE OF PURCHASING

CONTRACT / FURCTIASE ORDER ALTERATION

ALTER THE CONTRACT / PURCHASE ORDER IN THE FOLLOWING MANNER (Check ALL that Apply)

[] Please revise the |
From: | Tor | |
L |

[ mhese

I:l The Payasent Terms has boen changed as follows: (See documentation altached )

N |

[] Please revise the Contract Purchase Order Ameunt by

act Purchase Ovder End Date below

of Serviees has boen changed as follows: (See documentation attached)

locreaw Ameus Drerease Amesst

? Z i f
1 [ T [ [ |

T (Attach documentation, if applicable)

Requested by: _ Fumi Approval: _
Head of Department Fiscal Officer

Approved by: Approved by
Dican or Administrative Head Purchasing Officer

VI 2-1-16

ontract / Purchase Order
Alteration form (PUR-114)




PERFORMANCE EVALUATION for Personal, Professional, Consulting or Social Service Contracts
Ageney VERSITY OF LOUISIANA AT LAFAYETTE

DepartmentOffice Name:

Confractor Name:

PO/Contract DOA LaGOVE:

Contract Ameunt; Actual Amount Pald:
Caontract Begin Date: Countract End Date:

Date Actus] Work Initisted: Actual Date Work Completed:

List Comtract Amendments by Number & Heason{s):

Provide the Description of Services:

1. Deliverable Products:
What was the final prodisct?
Was final product delivered on time? _O) veo  _O %o
Was the final product nsable? Yes  How they were msable?
(D No Wiy were they not usable?
[Atiach Additional Sheets If Necessary.)
3. Were there any Problems Enconntered: Q Yes Q No
4. Overall Performance (check onc): O S 3 Q v ¥
£ List Weak Polnts:
6. List Strong Paln
7. Would you hire this Contractor again? E} Yes EZ Ne
) Dite:
Signature of Program Oficial res for i and final
Print Name: Phowe 8
FE 7162005

Contract Evaluation Form (PE)




* 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

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

GENERAL INFORMATION




Urbvesity o orshians ot Lobepetts

LOUISIANA Aibmiiration s e

Farm PUR- 106

FOR ALL ITEMS, ITEMS WITH UL LAFAYET
‘OR TROPHIES, PLAQUES, OR OTHER AWARDS PAID FOR WITH UNIVERSITY FUNDS

The purchase of promationsl ferms, Hema requiring the wie of UL Lafayette logos, anc awards over $50.00 are approved o & cae-by-
HUES AN wares ane Galy allowed 10 e gven 10 tugents, Priated materals {1, beochures, posters, banses,
UM apmeou, Thus 80 not e 4 $aer. Wihen paid Sor with Usivers ty funes, Seste aad University
feguiations must be followed, ems &% bo relate 16 The rasion of your department, The Laversty o the State. I the UL
o longo will B wted, the vendor fram wiven the items will be purchased shal be verfled on the Cammuniations and
Marketing website {Coliegiate Uoeaning Company (M), A screenshot from 1he F51 must Sccompany T paperwark, and be Aparowd
Brice ta it being sent 10 Purthasng. {See 821 Upon compietion of thia form, please send to Administratve §
funding must be ootaines prioe o submitting 1o Purthasing. [See #4)

case han, Traphies,

ices, as aproval for

PRIOR TO PURCHASE of listed itemis] (regardinss of 1e cost], provide the nformation recuested below and swbmit far aparooriate
Fgnatures, Upon asnroval, normal purchasing procedures ane 10 be followed. Tae appeoved form mustbn attached 10 Eher a requsition
o LaCane log

1) approval:
Certact Person: Phana #: Faxm
Erail Acdeas: Acet it
Description of Product Cantity

2)  Uconsad Vendor:
Lcenaee it is avallabie af by
Screenshot of loensed vead

*s Information from the Cof

ate Licensing Company list reguined

3) - PRODUCT BE WITH THISFORM.
Anwaek: | | Anprove | | Disapaeoved - Reason{s)

Approwal of Commenicatons & Mareting/Rnom 320 Martin Kal Date

&) Funding: Funding source approval ks regquired
Funding: [ Approved [ oisapproves - keasan(sk

SPFAL (Roo

W07 §1G W

] ar A= insrative

ites (Ao 175 Martia Fal) Date
5) What bs the purpose of this Rem?
6] Wha aew the ltems for?
7) What s the totad cost? 5, jAmach quotes ¥ applicable):
Amaunt Less than o7 equal fo: £5,000 = 1quote Amo:

Between 5,001 - $15,000 = quctes
Amount Over $15,000 = guotes/ids to be ootalied by Office of Purchasing

See Purchasing websee for addithona! information ot purchasing fpuisin edy
To b complieted by the Offiee of Purehasing:
Request: [] Approved [ aasoroved - Reason|s)

Office of Purchasing/Room 123 Martia Ha Date:

Form PUR- 106 w1 {11/24/2015)

PROMOTIONAL ITEMS APPROVAL




nbvarsiy of Loisians ot Lafayaiie
Admara L

Purshaning OMes
VB Univarsiny Circie

PAYPAL APPROVAL FORM

Form PUR-105
PAYPALTHIRD PARTY PROCESSOR TRANSACTION DOCUMENTATION & APPROVAL

Request Date

Department
Contact
Phane [Fa [Emsi

Description Cumrtty | Usit | Unk Price Totnl Price

* A copy of the PayPal Transaction Detall must be aftached.
| gty that the 8 lecgtinate |

Appeovsl Signature Title Date
Ergioyes

| Supenine

Purthaning

Form PU-10S VL2400

PAYPAL APPROVAL FORM




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

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

e (Qffice of State Procurement website:
http://www.doa.la.gov/Pages/osp/Index.aspx

* Louisiana Law Search:
http://www.legis.la.gov/legis/L.awSearch.aspx

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

REFERENCES




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

PPCS STAFF







