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Purchasing
A Subsidy of Supply Chain Management

Purchasing is a broad word that encompasses many avenues at LSUHSC-NO.  This is also one of the most regulated areas within the State of Louisiana system.  Before making any purchases, you should seek the advice of the Business Office administrators.  The following mechanisms are available:

· La Carte Procurement Card
· Purchase Orders
· Blanket Orders 

Other areas of purchasing which require further definition include:

· Equipment Purchases
· Bid Thresholds
· Scientific Supply Exception
· Featured State Contracts 
· Medical Center Stores
· Campus Office Stores

Purchasing in the strongly regulated state environment can be complicated. The Administrative Office within the department is a resource for you to help interpret the regulations and offer solutions.

La Carte Procurement Card (P-Card)

The La Carte Procurement Card, also known as La Carte or P-Card, is a Bank of America Visa credit card issued to authorized employees for the purpose of making small dollar purchases. La Carte has been established to provide a convenient means with which to make purchases and, at the same time, reduce costs associated with initiating and paying for those purchases. 

The card can be used for scientific and office supplies.  It provides laboratories with a means to order and receive goods quickly and efficiently.  There is a $1,000 limit per transaction.

If you are interested in receiving a p-card, please contact the Business Manager to initiate the process.  

http://www.lsuhsc.edu/no/administration/supplychain/lacarte/default_files/lacartehome.aspx

TYPES OF ITEMS PAID BY P-CARD: 
1. Lab Supplies
2. Professional Organization Dues 
3. Periodical Subscription Renewals 
4. Conference Registration Fees 
5. Books/Copyrighted Materials 


Purchase Orders

Purchase Order and Procurement cards are the most common form of purchasing goods for laboratories.  The Purchase Order mechanism is used for purchases over $1,000 as it may require receiving quotes from multiple vendors in order to receive an item (see Bid Thresholds).  Please contact the Business Office to facilitate the process. The following information should be presented to the Business Office:

1.) Name of Vendor and contact information
2.) Account Number to be charged
3.) Expected costs / Quote from Vendor
4.) Expected delivery date


Blanket Orders

Blanket Orders are used for purchases which recurring or commonly purchased within a period of time.  There is no minimum or maximum amount for a Blanket Order.  It provides a convenient mechanism for laboratories to call a vendor, place the order, and invoices to be processed directly through the Business Office.  Please contact the Business Office to facilitate the process.  The following information should be presented to the Business Office:

1) Name of Vendor and contact information
2) Account Number to be charged
3) Expected costs
4) Summary of item(s) For example: Research Animals, Liquid Reagents, Glassware, etc.


Equipment Purchases

Equipment purchases can be complex depending on the cost of the equipment and the space utilization.  The University issued policies that require departments to receive approval from Facility Services before a purchase can be processed.  Also, there are bid thresholds (see Bid Threshold section) that must be met in order to complete a purchase.  It is extremely important to communicate your needs to the Business Office so that your needs are accurately outlined and policies and procedures are followed.  

Facilities Services Requirements:
· Work Order is processed by the Business Office to include all relevant installation instructions, power requirements, heat output, and other relevant specifications 
· Purchasing will take NO ACTION until a response indicating Facilities Services has signed off on the purchase has been received by the Buyer handling the purchase.
· Once Facilities Services has communicated to Purchasing that all infrastructure needs have been addressed and that the proposed location for the equipment is appropriate, Purchasing will proceed with the procurement of the equipment.  
· Facilities Services does not have the personnel or expertise to handle moving the equipment from the dock to its final location.  The University should ensure that as much of that risk as possible is placed with the company delivering the equipment.  Purchasing may ask for information relating to packaged dimensions and weight to avoid having to uncrate the equipment at the dock and other special handling.  

Please Note: Once equipment arrives it must be tagged thru LSUHSC Asset Management. (Please notify the Business Office upon the equipment arrival.)


Bid Thresholds:

With the exception of items meeting the requirements of the Small Purchase Executive Order (see below), the following bid thresholds must be met:
· No Competition required on purchases less than $1,000 per transaction. 
· Three (3) Quotes are required for purchases between $1,000 and $5,000.  Price quotations may be secured via phone, fax, or in writing from prospective suppliers.  
· Five (5) Written/Faxed Quotes are required for purchases between $5,000 and $25,000.  The Purchasing Department will obtain these five written/faxed quotes. Bids shall be accepted for a minimum of three (3) days. 
· A minimum of five (5) Sealed Bids are required for purchases above $25,000.  Bids shall be accepted for a minimum of twenty-one (21) days.   Purchases above $25,000 must be advertised in accordance with Louisiana State Purchasing Regulations, Section 503. 
· If applicable, any brand preference must be handled and approved via the Sole Source/Proprietary justification process.  (See Business Office Administrator for further information about Sole Source/Proprietary purchases)
· All bids/quotes solicited, including Sole Source/Proprietary purchases, MUST SPECIFY INSIDE DELIVERY. 

Scientific Supply Exception

In April 2007, the Louisiana State Governor signed an Executive Order for Small Purchase Procedures.  The Order states:

Section 5: A. 26  Scientific and laboratory supplies and equipment when procured by colleges and universities for laboratory or scientific research not to exceed twenty-five thousand dollars ($25,000) per transaction.

The Order allows researchers to purchase scientific and laboratory supplies and equipment without having to facilitate a bid process for purchases under $25,000 per transaction.  





Featured State Contracts

The Office of State Purchasing and Travel negotiates contracts with vendors to provide the university with discounted services.  These vendors can be used and do not require the bid process.

The link below is to the ECAT system.  Expanding your search terms, using alternate names for items and services, etc, will often yield results if your first search is unsuccessful.
https://ecat.doa.louisiana.gov/ecat/external/search/externalSearch.sdo
[bookmark: Computers:]
[bookmark: Laboratory,_Safety_&_Homeland_Security_S]Laboratory Supplies:

# 406044- Fisher (http://doa.louisiana.gov/osp/contracts/approvedcatalogs/fisherlogin.htm) 

# 406021- VWR (http://doa.louisiana.gov/osp/contracts/approvedcatalogs/vwrlogin.htm) 

Medical Center Stores

Medical Center Stores (MCS) is available to LSUHSC employees for the purchase of scientific and teaching supplies.  It’s located in the Medical Education Building on the 2nd floor.  MCS maintains various scientific and teaching supplies in stock for purchase.  In addition to their inventory, additional items can be ordered through the MCS representatives.

Medical Education Building
1901 Perdido Street
New Orleans, LA 70112
Phone: (504) 568-8334
Fax: (504) 568-3882
Email:  aemcs@lsuhsc.edu
Hours: 9:00 am - 4:00 pm (M-F)
[bookmark: _GoBack]http://www.lsuhsc.edu/administration/supplychain/scientificsupplycenter.aspx 

Campus Office Stores

Campus Office Stores (COS) is available to LSUHSC employees for the purchase of office supplies and furniture.  It’s located in the Medical Education Building on the 2nd floor.  COS maintains various supplies in stock for purchase.  In addition to their inventory, additional items can be ordered through the catalogs.

Medical Education Building
1901 Perdido Street 
New Orleans, LA 70112
Internal Mail Drop: P2-2, Rm 2200
Phone: (504) 568-4447 
Fax: (504) 568-4598
Hours: 9:00 am - 4:00 pm
https://www.lsuhsc.edu/administration/ae/os.aspx 

