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[bookmark: _Toc230934285][bookmark: _Toc236668164]Purpose and Scope
This handbook serves as a single reference for Louisiana state agencies to procure supplies, services, major repairs, and professional, personal, consulting, or social services during emergencies. It consolidates the statutory and regulatory framework, the role of the Office of State Procurement (OSP), and the supporting services provided by other offices within the Division of Administration (DOA).
This handbook is informational. It does not modify, supersede, or expand the requirements of the Louisiana Procurement Code (La. R.S. 39:1551 et seq.) or the rules promulgated under Title 34 of the Louisiana Administrative Code. In the event of a conflict, the statutes, rules, and any executive order in effect at the time of the emergency take precedence.
	Print This Document Before an Event
When a catastrophic event is anticipated (e.g., a hurricane or severe flooding), agencies should print this handbook and verify their internal contact lists in advance. Online resources may be unavailable during and immediately after the event.



[bookmark: _Toc220576176][bookmark: _Toc236668165]Office of State Procurement (OSP)
	Main Office/Help Desk Number
	225.342.8010

	Fax Number
	225.342.9756

	Website
	www.procurement.la.gov 

	Purchasing Help Desk Email
	doa-osphelpdesk@la.gov

	PPCS Helpdesk Email
	doa-pchelpdesk@la.gov 



[bookmark: _Toc220576177][bookmark: _Toc236668166]Purchasing Section
[bookmark: _Toc236668167]Defining an Emergency
Under LAC 34:V.1103, an emergency condition is a situation that creates a threat to public health, welfare, safety, or public property, 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. The existence of such condition creates an immediate and serious need for supplies, services, major repairs, or professional, personal, consulting, or social services that cannot be met through normal procurement methods, and the lack of which would seriously threaten:
· the functioning of Louisiana government;
· the preservation or protection of property; or
· the health or safety of any person.
Source: LAC 34:V.1103.A. [View Title 34 LAC]
[bookmark: _Toc236668168]Two Types of Emergencies
Louisiana procurement law recognizes two distinct emergency situations, each with its own procedure:
· Routine (non-catastrophic) emergencies — emergencies that arise during the normal course of business and are handled under La. R.S. 39:1598 and LAC 34:V.1101-1111.
· Catastrophic emergencies — emergencies for which the Governor has declared a state of emergency under the Louisiana Homeland Security and Emergency Assistance and Disaster Act (La. R.S. 29:721 et seq.). The Governor's executive order will set forth procurement procedures applicable during the emergency.
[bookmark: _Toc236668169]Routine (Non-Catastrophic) Emergencies
These emergencies are handled in accordance with La. R.S. 39:1598 and LAC 34:V.1101–1111.
[bookmark: _Hlk230875952]Conditions for Use (La. R.S. 39:1598.A)
The chief procurement officer, or designee above the level of procurement officer, may make or authorize others to make emergency procurements when there exists an imminent threat to the public health, welfare, safety, or public property under the emergency conditions as defined in accordance with regulations.
Source Selection (LAC 34:V.1109) 
The source selection method used shall be selected with a view to the end of assuring that the required supplies, services, or major repair items are procured in time to meet the emergency. Given this constraint, such competition as is practicable should be obtained. Any offer accepted shall be confirmed in writing.
Written Quotations (La. R.S. 39:1598.B) 
Every effort shall be made to obtain quotations from three or more vendors when supplies, services, or major repairs are to be purchased on an emergency basis except for standard equipment parts for which prices are established. Immediate purchasing shall be discouraged as much as is practicable. When supplies, services, or major repairs are urgently required and time does not permit the obtaining of written quotations, the procurement officer may obtain quotations by telephone or otherwise, but such quotations shall be recorded on the relative purchase requisitions. So far as practicable, quotations shall be secured from institutions of the state as provided by law.
Scope of Emergency Procurement (LAC 34:V.1105) 
Emergency procurement shall be limited to only those supplies, services, major repairs, or professional, personal, consulting, or social services necessary to meet the emergency. Agencies should not, for example, purchase a year's supply when the emergency only requires a two-month supply.
Determination Required (La. R.S. 39:1598.C; LAC 34:V.1111)
The procurement officer or the head of a purchasing agency shall make a written determination stating:
· the basis of the emergency, including the facts and circumstances leading to the conclusion that the procurement was necessary; and
· the steps taken prior to selecting a particular contractor and the basis for the final selection.
The determination shall be sent promptly to the chief procurement officer or designee for approval or rejection and shall be included in the contract file either prior to contracting or as soon thereafter as practicable.
Authority to Make Emergency Procurement (LAC 34:V.1107)
Any state agency may make emergency procurements in accordance with La. R.S. 39:1598 and La. R.S. 39:1600.E, when an emergency condition arises, and the need cannot be met through a normal procurement method. 
Prior to all such emergency procurements, the chief procurement officer or designee shall approve the procurement. State agency procurements that exceed an agency's delegated purchasing authority shall receive prior approval from OSP.
Recordkeeping (LAC 34:V.1111.B)
OSP shall maintain a record of emergency procurements that lists, at a minimum:
· each contractor's name;
· the amount and type of each contract;
· a listing of the supplies, services, major repairs, or professional, personal, consulting, or social services procured under each contract; and
· the identification number of each contract file.
The record for the previous fiscal year is provided by OSP at the beginning of the legislative session.
[bookmark: _Toc236668170]Catastrophic Emergencies (Gubernatorial Declaration)
These emergencies are governed by the executive order issued by the Governor under the Louisiana Homeland Security and Emergency Assistance and Disaster Act, La. R.S. 29:721 et seq. Under La. R.S. 29:724, the Governor may issue executive orders, proclamations, and regulations that have the force and effect of law and may suspend the provisions of any regulatory statute or rule whose strict compliance would prevent, hinder, or delay necessary action in coping with the emergency.
Although strict compliance with the Procurement Code may be suspended by the Governor's order, agencies remain stewards of public funds and should procure goods and services at the fairest and most reasonable cost attainable under the circumstances.
Documentation Requirements
Purchases made during a catastrophic emergency must be well-documented. Agencies should retain receipts, invoices, purchase orders, rental agreements, requisitions, and any communications with vendors. These records will support the State's claim for federal reimbursement (including FEMA Public Assistance) and any subsequent state or federal audit.
Existing State Contracts (Louisiana Electronic Catalog – LA eCat)
OSP maintains statewide contracts that often provide the best pricing and the fastest delivery during emergencies. Agencies should consult LA eCat before initiating other source selection methods when those contracts can satisfy delivery requirements.
LA eCat: https://wwwcfprd.doa.louisiana.gov/osp/lapac/ecat/dsp_ecatsearchlagov.cfm
Contracts used after prior hurricane disasters, or that have the potential to satisfy emergency needs, are tagged in LA eCat with the word “emergency” in the contract description field. Searching that term will produce a list of qualifying contracts. Each contract's “View Notes” entry may include:
· Contractor name and emergency primary/alternate phone numbers and email addresses (often the owner's or employee's personal cell or home numbers, to be used only outside normal business hours during an emergency).
· The contractor's normal hours of operation.
· Whether the contractor can deliver outside normal hours and whether the contract pricing applies.
· Information on alternate shipping locations if the primary facility becomes inoperable.
· Any special contractor requirements.

Contingency and Pre-Order Contracts 
Contingency contracts are designed for just-in-time delivery of commodities likely to be needed immediately after an emergency declaration, with delivery typically within 8 hours. Some contingency contracts include primary, secondary, or multiple suppliers and may incur additional fees (e.g., mobilization, demobilization, re-routing). Pre-order contracts (MREs, bagged ice, water, sports drinks, dry ice) offer lower pricing but longer lead times and are used in advance of an anticipated event.
If No Existing Contract Meets the Need 
When no existing contract is suitable, agencies should attempt to obtain telephone or fax quotes (depending on capabilities at the time) from bona fide providers, document the effort, and either award to the lowest responsive provider or document the basis for the alternative selection. Such documentation is required to support FEMA reimbursement.
[bookmark: _Toc236668171]Professional, Personal, Consulting, and Social Services (PPCS) Contracts
OSP's PPCS Contracts Section is authorized by law to set policy governing the procurement, management, control, and disposition of professional, personal, consulting, and social services contracts entered into by state agencies. PPCS Contracts oversees emergency procurement of these services under LAC 34:V.
Routine PPCS Emergencies 
Routine PPCS emergencies arising in the normal course of business are handled under LAC 34:V. The State Chief Procurement Officer or designee determines in writing whether emergency conditions exist. The using agency must provide, in writing, the basis for the emergency.
A determination of necessity by the State Chief Procurement Officer or designee waives the requirement for a Request for Proposals (RFP) for:
· consulting services with a per-contract value of $150,000 or greater; and
· social services with a per-contract value of $249,999 or greater per twelve-month period.
Scope of PPCS Emergency Procurement
Emergency procurement of services that would otherwise require competitive negotiation through an RFP shall be limited to services necessary to address the emergency and/or to allow the agency time to prepare an RFP for continuing services beyond the immediate emergency. Where practical, every effort should be made to obtain competitive proposals to ensure the most advantageous contract at a fair and reasonable cost.
Submittal of Emergency PPCS Contracts 
Agencies should submit the emergency contract and any supporting documentation, including records of the solicitation of proposals, to PPCS Contracts for approval as soon as possible. While emergency conditions may require an agency to authorize the contractor to begin work before PPCS Contracts approval, payment should not be made until the contract has been approved.
Catastrophic PPCS Emergencies 
Catastrophic emergencies in which the Governor has declared, or is likely to declare, a state of emergency may be handled differently. State agencies are to follow any executive order on procurement issued by the Governor. However, immediately before, during, and immediately after a catastrophic event, and prior to the issuance of a procurement-specific executive order, the Governor's emergency declaration shall serve as the justification for the determination required by PPCS Contracts rules. Agencies are to take whatever steps are necessary to secure the services needed to protect the State's interests while continuing to act as good stewards of public funds.
Mandatory Reporting (La. R.S. 39:1568) 
It is the contracting agency's responsibility to notify prime contractors of the reporting requirements under La. R.S. 39:1568 for any emergency contract awarded without competition pursuant to an executive order issued under the Louisiana Homeland Security and Emergency Assistance and Disaster Act. Required information must be submitted to OSP by the primary contractor no later than 45 days after the effective date of the contract and includes the names of the primary contractor and each subcontractor, the amount of the prime contract, and the amount of each subcontract. [R.S. 39:1568]
Information should be sent to doa-pchelpdesk@la.gov or mailed to
Office of State Procurement, 1201 North Third Street, Claiborne Building, Suite 2-160, Baton Rouge, LA 70802
All such submissions must be clearly identified as required information pursuant to La. R.S. 39:1568. Failure to submit may result in debarment and, in cases of intentional failure, fines (not exceeding one-half of the contract amount) and/or imprisonment (up to six months).
Sample Contracts
OSP provides sample contracts on its Professional Contracts page that may be used when time does not permit extended negotiation. Agencies are responsible for including any required federal clauses in contracts funded with federal funds. All contractual arrangements should be reduced to writing to avoid future disputes.
[bookmark: _Toc236668172]Office of State Travel (OST)
	Main Office
	225.342.8063

	Website
	https://www.doa.la.gov/doa/ost/

	Help Desk Email
	StateTravel@la.gov



LaCarte Purchasing Card (P-Card)
The LaCarte Purchasing Card can expedite purchases of goods and supplies during emergencies. Cardholders must stay within their agency's authorized card limits and purchase categories. When higher limits or different controls are needed, an employee should request approval from the agency's Purchasing Card Administrator to remove Merchant Category Codes or increase dollar limits. Once the emergency has ended, all card limits must be reset to their original controls.
All purchases, whether paid with the P-Card or not, must comply with the procurement rules and any executive orders in effect during the declared emergency.
The State Travel Section may grant higher purchasing delegations on a case-by-case basis.
Catering and Food Suppliers
OSP maintains a Louisiana Emergency Supplier Network List that may be used to identify emergency food and catering suppliers. The list is for reference only; agencies must follow any orders issued by the Governor. The list includes company name, address, business phone and fax, emergency contact names and numbers (often personal cell or home numbers, to be used only during an emergency outside normal business hours), service capabilities and area, and a brief menu. The list is available from OSP.
Vehicle Rental and Travel Agency Services
The State Travel Section maintains emergency contact numbers for vehicle rentals and the contracted travel agency, as well as a resource list of additional vendors.
· Ground transportation: https://www.doa.la.gov/doa/ost/ppm-49-travel-guide/ground-transportation/
· Travel agency: https://www.doa.la.gov/doa/ost/travel-agency/
· For information, call 225.342.6322.
Hotel and Lodging
The State Travel Section has a contract with HotelPlanner that can be used in an emergency. Emergency contact information and the HotelPlanner portal are available at:
https://www.doa.la.gov/doa/ost/ppm-49-travel-guide/hotels/
Or call 225.342.6322 for more information.
[bookmark: _Toc236668173]Office of Technology Services (OTS)
	Main Office
	225.342.7105

	Website
	https://www.doa.la.gov/doa/ots/

	Help Desk Email
	OTSSupport@la.gov


The Chief Information Officer (CIO) oversees the operation of information technology and information resources for the executive branch and serves as the sole centralized customer for the acquisition, billing, and recordkeeping of information technology systems and services provided to state agencies. OTS reviews, coordinates, and approves or disapproves IT procurement requests from state agencies.
Network Services Section (OTS-NS)
	Main Office
	225.342.7701

	Website
	https://www.doa.la.gov/doa/ots/

	Help Desk Email
	OTSSupport@la.gov


Network Services establishes and coordinates all telecommunications systems and services affecting the management and operations of the executive branch and acts as the sole centralized customer for the acquisition, billing, and recordkeeping of telecommunications systems and services.
Production Support Services Section (OTS-PSS)
	Main Office
	225.342.4777

	Website
	https://www.doa.la.gov/doa/ots/about-us/pss/ 



Production Support Services comprises two operations: the Office of State Printing and the Office of State Mail Operations.
· State Printing  — full-service print shop offering design, composition, bindery, and production services (single-color flat forms, full-color booklets, pamphlets, brochures, variable-imaged/addressed mail, letterhead, envelopes, document binding, hole-punching, print-to-mail, and printing consulting).
· State Mail Operations  — messenger, mail processing, and presort/barcoding services for state agencies, boards, and commissions in the Baton Rouge metropolitan area, including pickup and delivery of interagency and postal mail.
[bookmark: _Toc236668174]Office of General Services (OGS)
Louisiana Property Assistance Agency (LPAA)

	Main Office
	225.342.3455

	Website
	https://www.doa.la.gov/doa/ogs/louisiana-property-assistance-agency/

	Physical Address
	1059 Brickyard Lane, Baton Rouge, LA 70802



LPAA manages the State's inventory of surplus assets. Items that may be available at the Baton Rouge warehouse on short notice include: telephones, fax machines, copiers, laptop and desktop computers, monitors, keyboards, computer peripherals, desks, chairs, credenzas, file cabinets, student desks, lockers, hospital beds, wheelchairs, food carts, stainless-steel trays, medical diagnostic equipment, cots, kitchen equipment, saws, drill presses, welding equipment, carpentry power tools, mechanic tools, automotive testing equipment, trucks, cars, ATVs, heavy equipment, material-handling equipment, tractors, and farm implements. 
Louisiana Federal Property Assistance Agency (LFPAA)
	Main Office
	225.342.7860

	Website
	https://www.doa.la.gov/doa/ogs/louisiana-federal-property-assistance-agency/

	Physical Address
	1635 Foss Street, Baton Rouge, LA 70802



LFPAA manages the distribution of federal surplus property to Louisiana governmental agencies. Items potentially available at the Baton Rouge warehouse include: cots, blankets, furniture, personal-care kits, tents, beds, light units, fans, appliances, sleeping bags, lockers, cabinets, generators, heavy equipment, forklifts, pumps, lawn equipment, hand and electric tools, compressors, trailers, construction equipment, winches, cable, vehicles, boats, motors, body bags, weapons and other law-enforcement equipment, camo clothing, boots, shoes, and firefighting equipment.
[bookmark: _Toc236668175]Office of Risk Management (ORM)
	Main Office
	225.342.8500

	Website
	https://www.doa.la.gov/doa/orm/ 



Claims
Since August 2, 2015, ORM claims have been administered by Sedgwick Claims Management Services as the third-party administrator. To report a claim, see:
https://www.doa.la.gov/doa/orm/
For ORM contacts by unit, see:
https://www.doa.la.gov/doa/orm/staff-directory/
Force Majeure Clause
When bidding for rental equipment in advance of an emergency, when state contracts do not already exist, agencies should consider including a force majeure clause in their insurance and contractual requirements to limit liability for losses caused by events outside a party's reasonable control. Suggested language:
	Sample Force Majeure Language
“Force Majeure” shall mean any event or circumstance beyond the reasonable control of, and without the fault or negligence of, the Party claiming Force Majeure that would prohibit either Party from carrying out its respective obligations under the contract such as, but not limited to: war (declared or undeclared); sabotage; riot; insurrection; civil unrest or disturbance; military or guerrilla action; acts of terrorism; economic sanction or embargo; civil strike not affecting any of the Parties; explosion; fire; earthquake; action of the elements; hurricanes; flood; lightning; wind; drought; peril of the sea; change of law or regulation or binding order of any federal governmental authority; or other causes beyond the reasonable control of a Party except the inability to pay a sum of money when due.



Insurance Requirements
See Exhibits A and B of the ORM Procedures Manual for the standard insurance requirements and indemnification language: https://www.doa.la.gov/doa/orm/
[bookmark: _Toc236668176]Price Gouging Prohibition
Price gouging is prohibited during a declared state of emergency. Under La. R.S. 29:732.A, prices charged for goods and services sold within the designated emergency area may not exceed the prices ordinarily charged for comparable goods and services in the same market area at or immediately before the time of the state of emergency, unless the price is attributable to fluctuations in applicable commodity markets or regional/national market trends, or to reasonable expenses, charges, and attendant business risk incurred in procuring or selling the goods or services during the state of emergency. The prohibition is effective for an initial period not to exceed thirty days under the initial declared state of emergency, and may be renewed only by specific reference in any subsequent renewal proclamation. Each sale or offer for sale in violation constitutes a separate offense, and the penalties provided in La. R.S. 29:734 are in addition to civil remedies provided by law. [R.S. 29:732]
La. R.S. 29:724.H also addresses an “abnormal economic disruption” declaration by the Governor, prohibiting (for up to fifteen calendar days) prices for specified goods and services that are grossly in excess of those generally charged in the usual course of business. [R.S. 29:724]
[bookmark: _Toc236668177]Federal Emergency Management Agency (FEMA) Reimbursement
If FEMA is involved in reimbursing emergency costs, the following considerations apply. FEMA-related guidance is updated frequently. Agencies should consult the FEMA website for the current rules in effect at the time of the event.
· FEMA maintains a list of maximum allowable costs for reimbursement; FEMA restrictions apply for reimbursement eligibility.
· FEMA recognizes other cooperative agreements between federal, state, and local governments. Preferences should be given to local contractors where practicable.
· Photographs may help support reimbursement applications.
· FEMA generally requires that some form of competition take place and that prices be fair and reasonable.
· FEMA considers rental over purchase of large equipment to satisfy emergency needs. OSP currently maintains several large-equipment contracts (industrial-limited or construction-type equipment, such as excavators, dozers, and forklifts) that are available for purchase or rental.
FEMA contact: 1.800.621.FEMA (1.800.621.3362)  •  https://www.fema.gov

[bookmark: _Toc236668178]Pre-Emergency Preparedness Checklist
Before an anticipated event, agencies should:
· Pre-buy supplies, medicines, materials, batteries, generators, and equipment believed necessary to sustain operations.
· Maintain backup paper documents (requisitions, solicitations, purchase orders, tabulations, copies of state contracts) for use when mainframe systems are unavailable.
· Maintain and distribute a current list of agency procurement personnel with emergency contact information.
· Identify and document items that may be sourced from existing OSP statewide contracts (LA eCat) and from contingency or pre-order contracts.
· Print this handbook and verify that the contact information for OSP, OTS, OST, OGS, ORM, GOHSEP, and FEMA is current.
· Confirm any agency-specific delegations of purchasing authority and the threshold above which OSP approval is required.
· Identify the agency's P-Card Administrator and the procedure for requesting temporary limit/category adjustments.
· Review the agency's force majeure and insurance requirements with ORM in advance of contracting for rental equipment.
[bookmark: _Toc236668179]
Emergency Contacts

State and Federal Emergency Resources
	Governor's Office of Homeland Security and Emergency Preparedness (GOHSEP)
	225.925.7500 
https://gohsep.la.gov/

	Louisiana State Police
(LSP)
	225.925.6006 
https://lsp.org/

	U.S. Department of Homeland Security
	Operator: 202.282.8000  •  Comment Line: 202.282.8495 https://www.dhs.gov/

	Federal Emergency Management Agency (FEMA)
	1.800.621.FEMA (1.800.621.3362)
 https://www.fema.gov

	American Red Cross Louisiana
	225.291.4533  •  Fax 225.292.4692 https://www.redcross.org/local/louisiana.html

	USDA Food & Nutrition Service — Food Distribution
	Mack Williams, Director  •  225.922.1313 mwilliams@ldaf.state.la.us https://www.fns.usda.gov/usda-foods
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