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Louisiana Tech University 
Bonds, Crime, and Property Program 

 
Introduction 

 
The Bonds, Crime, and Property Program is intended to protect the State of Louisiana 
and Louisiana Tech University from financial and/or property losses resulting from any 
act and/or omission by any Louisiana Tech University employees in the performance of 
their respective duties.  Louisiana Tech University shall abide by all federal, state, and 
local guidelines and legal requirements, including the accounting control guidelines 
established by the Office of Statewide Reporting and Accounting Policy.  
 
The purpose of the Bonds, Crime, and Property Program is to: 
 
 Assign responsibility for developing and managing fiscal controls. 
 Establish each individual’s accountability for the performance of his/her duties in 

compliance with the University’s fiscal control program. 
 Reduce the University’s exposure and losses and to safeguard state assets against 

theft, robbery, abuse, etc. 
 Maintain the public’s confidence in the ability of University’s employees to 

conduct business in an honest and professional manner. 
 
 

Components of the Bonds, Crime, and Property Program 
 

1. University Policies and Procedures 
2. Bonds, Crimes, and Property Coverage 
3. University System of Internal Accounting and Administrative Controls (Internal 

Control) 
4. Security Plan 
5. Key Control Policies and Procedures 
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Louisiana Tech University 
Bonds, Crime, and Property Program 

 
Component 1:  University Policies and Procedures 

 
A.  Program Responsibilities 

 
Louisiana Tech University, the Division of Finance, is responsible for developing and 
implementing a Bonds, Crimes, and Property Program.   
 
The University Bonds, Crime, and Property Program Policies and Procedures Manual is 
available online at https://www.latech.edu/administration/finance/comptroller/ and in the 
Office of the Comptroller, 128 Keeny Hall.  The Bonds, Crime, and Property Program is 
also included in the mandatory online training course offered quarterly by the University 
to new and continuing faculty and staff.  (See Component 1, Section C of this manual).   

https://www.latech.edu/administration/finance/comptroller/
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Louisiana Tech University 
Bonds, Crime, and Property Program 

 
Component 1:  University Policies and Procedures 

 
B.  University Procedures 

 
The University policies and procedures for managing the University assets and the fiscal 
internal control system to minimize potential losses and damages include the following: 
 
 Handling/processing negotiable items such as cash, checks, and postage 
 Controlling inventories 
 Employee accountability for equipment assigned to them 
 The securing of vaults and safes 
 Purchasing procedures. 

 
Procedures for Negotiable Items: 
 
All University employees responsible for handling and processing negotiable items such 
as cash and checks must follow University policies and procedures related to cash.  The 
procedures for handling and processing negotiable items are included in Appendix A of 
this manual and in the online Louisiana Tech University Policies and Procedures at 
https://www.latech.edu/administration/policies/.  
 
 Policy 5402:  University Funds  
 
 Policy 5404:  Cash Handling Policy and Procedures 
 
 Policy 5405:  Permanent Cash Advance Policy and Procedures 
 
 Policy 5406:  Temporary Cash Advance Policy and Procedures 
 
Procedures for the handling of postage are maintained by the Post Office. 
 
Procedures for Controlling Inventories: 
 
Each department that maintains inventories is responsible for the control of these 
inventories, including the disposal of any obsolete or damaged items.  All employees 
responsible for receiving, handling, disbursing, and/or disposing of inventories must 
comply with their departmental procedures. Procedures for inventory control are 
maintained at the departmental level. 
 
Departments with inventories conduct annual inventory counts at the end of each fiscal 
year.  The department head certifies that the inventory amount submitted to the Office of 
the Comptroller is a true and correct valuation of the inventory.  The University’s Internal 
Auditor observes and verifies certain departmental inventory counts each year. 
  

https://www.latech.edu/administration/policies/
https://www.latech.edu/about/administration/policies/p-5402/
https://www.latech.edu/about/administration/policies/p-5404/
https://www.latech.edu/about/administration/policies/p-5405/
https://www.latech.edu/about/administration/policies/p-5406/
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Procedures for Equipment: 
 
All University employees are required to comply with the University Property Control 
Regulations.  The procedures regarding employee accountability for equipment assigned 
to them are included in Appendix B of this manual and in the online Louisiana Tech 
University Policies and Procedures at https://www.latech.edu/administration/policies/.   
At the end of the work shift, employees should secure all University property to ensure 
protection from theft or the elements, as appropriate.  These measures may include such 
actions as locking doors, locking gates, securing alarm systems, or placing a tarp 
covering over outside materials. 
 
 Property Control Regulations: 
  
 Policy 5301:  Property Regulations and Responsibility 
 
 Policy 5302:  General Procedure 
 
 Policy 5303:  Annual Inventory Process 
 
 Policy 5304:  Forms 
 
 Policy 5305:  Departmental Listings 
 
 Policy 5306:  Property Location Index 
 
 Policy 5307:  Data Sanitization Policy 
 
 Policy 2302:  Campus Computer Use Policy 
 
 Policy 5408:  Vehicle Use Policy 
 
 
Procedures for Vaults and Safes: 
 
All employees granted the authority to access University safes and vaults must follow all 
required procedures to limit unauthorized access by others.  Any keys, combinations, or 
codes for vaults, safes, or money boxes assigned to employees must be safeguarded at all 
times.   
 
General university procedures regarding the security of vaults and safes in applicable 
departments are located in Appendix C of this manual and online at 
https://www.latech.edu/administration/finance/comptroller/.  Departments with vaults and 
safes may also maintain additional policies and procedures at the departmental level.   
 
The Cash Handling and Vault Procedures for the Office of the Comptroller – Cashiers 
Office are included in Appendix D.  Cashiers are responsible for reviewing these 
procedures and agreeing to adhere to them.  Copies of the signed procedures are 
maintained in the Office of the Comptroller. 

https://www.latech.edu/administration/policies/
https://www.latech.edu/about/administration/policies/p-5301/
https://www.latech.edu/about/administration/policies/p-5302/
https://www.latech.edu/about/administration/policies/p-5303/
https://www.latech.edu/about/administration/policies/p-5304/
https://www.latech.edu/about/administration/policies/p-5305/
https://www.latech.edu/about/administration/policies/p-5306/
https://www.latech.edu/about/administration/policies/p-5307/
https://www.latech.edu/about/administration/policies/p-2302/
https://www.latech.edu/about/administration/policies/p-5408/
https://www.latech.edu/administration/finance/comptroller/
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Procedures for Purchasing: 
 
All University employees are required to comply with the Louisiana Tech Purchasing 
Policy and the State of Louisiana purchasing laws and regulations.  The University 
Purchasing Policy (Policy Series 5200) is included in Appendix E of this manual and in 
the online Louisiana Tech University Policies and Procedures beginning at 
https://www.latech.edu/about/administration/policies/p-5200/.   Additional information 
regarding the Louisiana Tech University Purchasing Office and purchasing policies and 
procedures is available at https://www.latech.edu/administration/administration-
facilities/purchasing/.  
 
 

https://www.latech.edu/about/administration/policies/p-5201/
https://www.latech.edu/about/administration/policies/p-5200/
https://www.latech.edu/administration/administration-facilities/purchasing/
https://www.latech.edu/administration/administration-facilities/purchasing/
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Louisiana Tech University 
Bonds, Crime, and Property Program 

 
Component 1:  University Policies and Procedures 

 
C.  Training Programs for Employees 

 
University-Wide Training Programs: 
 
The University conducts training programs for employees on an ongoing basis.  Training 
includes both formal programs and on-the-job training.  Training is documented by the 
appropriate office. 
 
University Policy 1442 addressing employee training is included in Appendix F of this 
manual and in the online Louisiana Tech University Policies and Procedures at 
https://www.latech.edu/administration/policies/.  The mandatory training programs 
include ethics, safety issues, sexual harassment, tobacco-free and drug-free workplace, 
violence in the workplace, Americans with Disabilities Act, bonds, crimes, and property 
control, and computer use policies. 

 
As stated in Policy 1442, training for the Bonds, Crime, and Property Program is 
included in the mandatory training required for all new faculty and staff and continuing 
faculty and staff once every three years.  The subjects contained in the course have been 
mandated by the Office of Risk Management, State of Louisiana, and other State and 
Federal agencies.  The online presentation for the Bonds, Crime, and Property Program is 
included in Appendix G of this manual. 
 
Other University-sponsored training programs are conducted as necessary to inform and 
train department heads, faculty, and administrative clerical staff regarding changes in 
University policies and procedures, including assets and property management issues. 
 
All University employees are required to participate in quarterly safety meetings.  These 
quarterly meetings may address the management of university assets and property. 
 
 
Departmental Training Programs: 
 
New employees receive individual training in the management of University assets and 
property administered or controlled by their particular department.  Supervisors and other 
employees provide on-the-job training to new employees.  Employees are provided with 
the policies and procedures applicable to their assigned job duties. 
 
Training is provided for all continuing employees as needed.  Employees will be required 
to attend University-sponsored seminars and training sessions related to their job duties.  
Employees may also attend conferences and meetings provided by outside agencies and 
organizations.  

https://www.latech.edu/about/administration/policies/p-1442/
https://www.latech.edu/administration/policies/
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Louisiana Tech University 

Bonds, Crime, and Property Program 
 

Component 1:  University Policies and Procedures 
 

D.  Investigation/Reporting Procedures for 
Incidents Involving Losses/Damages 

 
When a loss or damage involving University assets is determined, it is to be immediately 
reported to the University Police and the Associate Vice President for Administration and 
Facilities.  The Associate Vice President for Administration and Facilities will collect 
supporting information such as the Police Report, Inventory Report, Photographs, 
Statements, and, if readily available, repair estimates or other loss calculations. 
 
University Police will complete a Police Report and notify the following:  President, 
Internal Auditor, the Associate Vice President for Administration and Facilities, and the 
Vice President for Finance.  After investigation and verification of the loss, the Vice 
President for Finance will notify the Lincoln Parish District Attorney and the Office of 
Legislative Auditor. 
 
Upon collection of information concerning the loss and if deemed an insurable loss, the 
Associate Vice President for Administration and Facilities will complete Office of Risk 
Management (“ORM”) forms if available within ORM time restrictions.  Ideally losses 
will be reported within five working days with a complete claims package to the ORM 
Claims Unit.  If the complete claims package cannot be completed in a timely manner, 
the Associate Vice President for Administration and Facilities shall notify the appropriate 
claims officer of the loss with the claims package to be completed at a later date. 
 
Should an incident occur that could yield additional loss or potential of additional 
damage, the University will consult with appropriate professionals to minimize additional 
loss or evaluate the situation for the safety of persons and property. 
 
Periodically, but no less than every quarter the Associate Vice President for 
Administration and Facilities will download the report of active claims from the 
ORM/Sedgwick reporting system.  The report is reviewed to ensure that no claims are 
assigned to Louisiana Tech that are not University claims.  A copy of the report is 
provided to the Office of Environmental Safety and Human Resources.  Reviews of claim 
history are made to determine if there are trends or clusters of claims that require review. 

Policies and procedures are reviewed periodically to ensure that necessary changes and/or 
corrective actions are undertaken.  A specific loss incident may result in immediate 
review and revision of the policies and procedures. 
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Louisiana Tech University 
Bonds, Crime, and Property Program 

 
Component 1:  University Policies and Procedures 

 
E. Policies/Procedures for Employees Requiring  

Bonds, Crime, and Property Coverage 
 

All individuals assigned to manage or handle cash, checks, or credit cards, University 
equipment or other property, or purchasing and/or other financial transactions should be 
authorized and trained for those duties.   
 
Employees who have duties related to cash, property, purchasing, and other financial 
transactions are responsible for reviewing and complying with the applicable University 
policies and procedures outlined in Component 1, Section B:  University Procedures. 
 
 
Specific Responsibilities for University Employees: 
 
Program Administration: 
 
The Vice President for Finance is designated as program administrator for the Louisiana 
Tech University Bonds, Crime, and Property Program.  The Division of Finance is 
responsible for the implementation of an internal fiscal control program and for 
reviewing the fiscal control program regularly for efficiency and effectiveness. 
 
 
Supervisor Responsibility: 
 
Supervisors must insure that employees are properly trained in the program’s policies, 
procedures, and guidelines so that all safeguards are followed at all times.  Supervisors 
should review the program’s internal controls to ensure protection of the University’s 
assets and property from losses.   
 
 
Employee Responsibility: 
 
The program applies to all employees who manage or handle any of the following: 
 
 Negotiable items such as cash, checks, or credit cards 
 Inventory 
 University equipment or other property 
 Purchasing or other financial transactions 

 
Employees are expected to follow the program fiscal controls and to report any 
deviations.  Deviations include but are not limited to: 
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 Deliberate recording of a transaction with inadequate documentation, inadequate 

information, and/or approval 
 Deliberate omission of information in a financial/statistical report 
 Failure to safeguard an asset 
 Unauthorized use of an asset 
 Failure to safeguard fiscal/personal information 
 Failure to secure files with confidential information. 

 
An employee should report a deviation from program controls in accordance with 
University policies and procedures. 
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Louisiana Tech University 
Bonds, Crime, and Property Program 

 
Component 2:  Bonds, Crime, and Property Coverage 

 
All University employees are covered under a fidelity bond through the State of 
Louisiana Office of Risk Management.  The Employees Faithful Performance Blanket 
Bond covers loss sustained by the University because of dishonest or fraudulent acts of 
employees or by failure of employees to faithfully perform duties.  The following 
mandatory areas are covered: 
 

1. Property Manager Bond: This bond covers dishonest or fraudulent acts or failure 
to faithfully perform duties in connection with the handling and control of state 
property, resulting in loss to insured.  

2. Notary Bond: This bond guarantees that a notary public will comply with 
applicable laws and regulations.  

3. Postal Bond: This bond guarantees that a post office contract, branch, or station 
located at such places as a university or college shall faithfully discharge all 
duties required under rules and regulations of the U.S. Postal Service. It must 
account for, deliver, and pay over monies, mail matters, and other properties that 
come in its possession to the proper post office official.  

4. Public Official Bond: This bond is required for state elected or appointed officials 
to fill positions of trust. It protects against dishonest and fraudulent acts as well as 
a person's failure to perform duties required.  

5. Crime (Inside/Outside Premises): Money and Securities; Depositors Forgery 
(usually secured by Combination Crime Policy): This policy should cover all 
perils except those that are excluded by the policy on money and securities 
including outside premises while conveyed by messenger. Property other than 
money and securities is insured against robbery or burglary. Coverage is provided 
against loss through forgery or alteration of checks drawn by insured. The Crime 
Policy shall also provide coverage for property damage to a safe during an 
attempted or actual robbery.  Cyber events where the insured receives and acts 
upon a fraudulent instruction that is allegedly coming to them from a vendor, 
client, or management instructing them to transfer funds, money or securities are 
covered under the crime policy. Cyber events involving attacks that re-route state 
funds are also covered by this policy as well. 
 

Information regarding the fidelity bond’s coverage for the University may be obtained by 
contacting the University’s Division of Administration and Facilities. 
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Louisiana Tech University 

Bonds, Crime, and Property Program 
 

Component 3:  Internal Control 
 
The University has established a system of internal accounting and administrative 
controls in accordance with applicable federal laws and Louisiana state statutes and 
regulations.  The internal control procedures include the following: 
 
 Reasonable assurance that internal control objectives will be met. 
 
 Competent personnel with adequate education, experience and training to 

accomplish their assigned duties.   
 
 Internal control objectives including: 

o Obligations and costs comply with applicable state laws (e.g., state 
contracts and bid process.)   

o Funds, property, and other assets are safeguarded against waste, loss, 
fraud, unauthorized use, or misappropriation. 

o Revenues and expenditures are properly recorded and accounted for to 
permit the preparation of reliable financial reports and maintain 
accountability over University assets. 

 
 Documentation of internal control systems, transactions, and events. 

 
 Documentation for the recording of cash receipts, purchasing, University assets, 

and other financial transactions is available in the appropriate department.  
  
 Separation of duties.  Key duties (e.g., authorizing, approving, and recording 

transactions; issuing or receiving assets; making payments; and reviewing or 
auditing) are assigned to separate individuals or separate departments to minimize 
the risk of loss to the State and University.  Duties are assigned so that no one 
individual controls all phases of an activity or transaction.  There are multiple 
departments in the Division of Administration and Facilities and the Division of 
Finance that coordinate expenditure functions ranging from payroll to purchases.  
For example, the Purchasing Office is responsible for the procurement of 
supplies, equipment, and services for the University; the Receiving Depot, part of 
the Physical Plant, receives equipment, supplies, and other purchases; the 
Property Office maintains the moveable property inventory, and the Office of 
Comptroller is responsible for the disbursement of payments to vendors for these 
goods and services.  

 
 Supervision.  Proper supervision is provided in each University department to 

assure that approved procedures are followed.  Lines of personal responsibility 
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and accountability are cleared defined. Both classified and unclassified employees 
have official job descriptions that are updated periodically by the supervisor and 
the employee. 

 
 Access to Resources.  Access to resources is limited to authorized personnel.  

Access includes both direct physical access and indirect access through the 
preparation or processing of documents that authorize the use or disposition of 
resources.  Periodic internal audits are made comparing the physical resources 
with the recorded accountability to determine whether the two agree.   

 
Examples: 
 
o Cash Counts. There are periodic unscheduled cash counts of the 

Comptroller vault and the Cashier money boxes by other Comptroller 
personnel.      

o Inventories. A physical inventory is conducted annually in each 
department that maintains inventories.  The objective of the annual 
inventory is to update and verify all items on hand, thus ensuring the 
accuracy of the accounting data.  The University’s Internal Auditor 
observes and verifies certain departmental inventory counts each year.  All 
final inventory reports are compiled and sent to the Office of the 
Comptroller.  Copies of the reports are sent to the Internal Auditor. 

o Athletic Tickets.  Athletic tickets are counted and reconciled by the 
Athletic Ticket Office and then forwarded to the Office of the Comptroller 
for independent count and review. 

o University Deposits.  The cashiers’ daily receipts and the daily bank 
deposit are reviewed and verified daily by employees in other areas of the 
Office of the Comptroller.  All checks are remotely deposited by the 
cashiers each day using the bank’s remote deposit capture system.  
University police transport cash deposits to the bank as needed and are 
required to sign a register (log) in the Cashiers’ Office when the locked 
bank bag is picked up and returned. 

 
 Addressing Audit Findings. The appropriate University department is responsible 

for promptly evaluating findings and recommendations reported by auditors; 
determining proper action, and implementing actions that correct the findings 
within the designated time frame. In the event of findings and recommendations 
by the University Internal Auditor, Louisiana Legislative Auditor, or any other 
outside auditor, the following procedures are followed: 

 
o The appropriate department will evaluate the findings and 

recommendations, determine the proper actions, and respond in a timely 
manner.  The response will include a corrective action plan with estimated 
implementation dates to resolve findings, whether or not the availability of 
resources is a restraining factor.  Such lack of resources should be 
documented. 

o The findings and/or recommendation, along with the response from the 
department, is reviewed by the appropriate dean (if applicable), 
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appropriate Vice President or Associate Vice President, and the University 
President. 

o The University’s response is submitted to the Internal Auditor or the 
Legislative Auditor by the designated deadline. 

o The department head, the Internal Auditor, and or/other appropriate parties 
will periodically review the progress made in implementing the corrective 
action plan to help ensure completion by the specified dates. 
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Louisiana Tech University 
Bonds, Crime, and Property Program 

 
Component 4:  Security 

 
The University’s goal is to ensure the safety and security of each University employee, 
student, and visitor, while also securing University property.  The University Police 
Department is responsible for the University’s overall security plan.  The University 
Police maintains a detailed procedure manual that includes specific policies and 
procedures for securing the campus.  The security plan is re-evaluated annually and as the 
situation necessitates. For enhanced security, these procedures are not published for the 
general public. 
 
Public Access to University Property: 
 
Louisiana Tech University is a public facility with access available to the general public.  
There are specific areas such as centers for research and access to sensitive equipment 
and materials that require restricted access.  Unit Heads shall review their area for the 
need of restricted access and where appropriate employ access control devices.  These 
devices can range from signage, locked doors with key access, electronic controlled 
access recording entry, and electronic controlled access recording entry and exit. 
 
Unit Heads are responsible for determining the level of access required for their specific 
areas.  The University Police, Research Committee, and Office of Environmental Health 
and Safety should be consulted as appropriate. 
 
All University employees are responsible to ensure that there are not unauthorized 
persons in their area.  All suspicious persons should be reported to University Police. 
 
Security Systems: 
 
Department Heads and/or Property Managers shall periodically review property located 
in their area of responsibility to determine whether electronic monitoring measures 
(security systems and camera systems) should be deployed.  Acknowledging that the 
campus and each situation is unique, no single policy or rule of measure is appropriate for 
all areas of the campus. 
 
Department Heads and/or Property Managers shall periodically review their area for 
potential of loss, accreditation, or other requirements to determine if additional measures 
such as security systems and cameras are needed. 
 
In the review process, Department Heads and/or Property Managers should consult with 
University Police to determine the location of cameras, if they should be monitored, and 
if a security system should be deployed.  If a security system is deployed, the appropriate 
Department Head and/or Property Manager will determine if the security system is to be 
remotely monitored and who will have access to arm and disarm the system.  Security 
codes should be changed as employees leave service with the department.  Department 
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Heads should maintain a list of persons with access to arm and disarm the security 
system. 
 

Examples of security measures for the University include: 
 
 Departmental vault, safes, and alarm systems – See Appendix  C 
 Electronic access systems for University buildings 
 Police responsibility for transport of University bank deposits 
 Night patrol by police officers and police student employees 
 Use of golf carts to carry students across the campus, particularly after dark 
 Safety programs for students conducted by the Division of Student Advancement 
 “High Mast” lighting for safety 

 
The University has also established a Crisis/Risk Management Plan for the campus.  As 
part of this plan, the University has established an Emergency Response Team that is 
designated to handle emergency situations that may affect the entire campus.  
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Louisiana Tech University 
Bonds, Crime, and Property Program 

 
Component 5:  Key Control 

 
The purpose of the University-wide key control policy is: 
 
 To ensure that all University keys are accounted for and used appropriately. 
 To implement a tracking system for all University keys. 
 To ensure the safe access and security to all University buildings. 

 
The University-wide key control policy, Keys for Offices and Buildings: Policy 4106 is 
included in Appendix H of this manual and in the online Louisiana Tech University 
Policies and Procedures at https://www.latech.edu/administration/policies/.  
 
The key and electronic access (FOB and RFID Campus ID card) policies for specific 
buildings and departments are included in Appendix H of this manual.  

https://www.latech.edu/about/administration/policies/p-4106/
https://www.latech.edu/administration/policies/
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Louisiana Tech University 
Bonds, Crime, and Property Program 

Other University Policies and Procedures 

Other University-wide policies and procedures related to the Bonds, Crime, and Property 
Program are included in the online Louisiana Tech University Policies and Procedures 
https://www.latech.edu/administration/policies/.  

Policy 1306: 
Policy 2303:  
Policy 2304: 

Records Retention and Disposition 
Policies on Internet Use 
Ethical and Legal Use of Computer Software for Members 
of the Academic Community 

Policy 4200 Series:  Safety Plan 
Policy 5407:    Information Security Program 
Policy 6100:    Student Handbook 

. 

https://www.latech.edu/administration/policies/
https://www.latech.edu/about/administration/policies/p-1306/
https://www.latech.edu/about/administration/policies/p-2303/
https://www.latech.edu/about/administration/policies/p-2304/
https://www.latech.edu/about/administration/policies/p-4107/
https://www.latech.edu/about/administration/policies/p-4200/
https://www.latech.edu/about/administration/policies/p-5407/
https://www.latech.edu/about/administration/policies/p-6100/
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Policy 5304 – Forms

Revision Date: 9/12/2016

Responsible O�ce: Property O�cer

If you don’t have the free Adobe Acrobat Reader, please visit their website for your free copy.

When preparing forms relating to university inventory:

�. Supply all requested information.

�. Obtain all required signatures.

�. Submit completed forms to the property o�ce PRIOR to making any changes in property

status.

Available Forms

�. EQUIPMENT TRANSFER REQUEST (pdf format) – Use this form when transferring equipment

between departments OR when moving equipment within a department.

�. EQUIPMENT DISPOSITION REQUEST (pdf format) – This form is to be used to report

equipment ready for surplus; equipment to be dismantled for parts; stolen equipment, etc.

�. DONATION CERTIFICATION (pdf format)– Submit this completed form for all equipment

donated to the university, new or used. Approval from the University Donation Committee may

be required.

�. REQUEST FOR OFF-CAMPUS USE OF TAGGED ITEMS (pdf format) – This form must be

completed and returned to the property o�ce prior to removing equipment from the Louisiana

Tech Campus.

�. EQUIPMENT REPAIR/EXCHANGE (pdf format) – Use this form when equipment must be sent

to a dealer for repair OR returned and replaced by the vendor because of defect or poor

quality.

Copies of these forms are available in the Property O�ce or may be duplicated from the examples in this

manual.



EQUIPMENT TRANSFER REQUEST 
 
 
TAG 
NUMBER 

DESCRIPTION TRANSFER TO 
DEPT # 

NEW 
LOCATION 
CODE 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
1.   Fill in the required information as indicated above. 
2 Signatures of the requesting person, receiving person AND the appropriate 

Department Head(s) are required. 
3. Submit completed form to the property office PRIOR to moving equipment. 
 
 
______________________________________________________ 
Date  Person Requesting Transfer 
 
______________________________________________________ 
Date  Department Head 
 
 
______________________________________________________ 
Date  Person Receiving Property 
 
______________________________________________________ 
Date  Department Head 

4/2002-Property



EQUIPMENT DISPOSITION REQUEST 
 
 
TAG 
NUMBER 

DESCRIPTION BLDG/ROOM CONDITION OF ITEM 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   
 

 
 

   

 
 

   

Recommended Disposal: (check one) 
_________Functional surplus 
_________Scrap 
_________Trade-in 
_________Dismantle for Parts 
_________Stolen (Police report required) 
 
 
__________________________________________________________________ 
Signature of Releasing Department Head                       Date 
 
 
__________________________________________________________________ 
Contact Person/Phone 
 
 
__________________________________________________________________ 
Reason for Deletion 

4/2002-Property



MEMORANDUM 

TO:  Equipment Donation Committee 

FROM:  _______________________________ 

_______________________________ 

DATE:  _______________________________ 

SUBJECT:  Property Donation 

Request your review of the attached list of items(s) to be donated to Louisiana Tech 
University. 

The following is additional information on equipment to be donated: 

DONOR:_________________________________________________________ 

_________________________________________________________________ 

ITEM(S) DONATED:______________________________________________ 

_________________________________________________________________ 

VALUE OF DONATED ITEMS (Please include an invoice copy if items are new or a 
signed appraisal stating the fair market value if items are used) ________ 

______________________________________________________________ 

SPECIAL FEATURES:____________________________________________ 

_________________________________________________________________ 

SPECIAL NEEDS:________________________________________________ 

________________________________________________________________ 

MAINTENANCE REQUIRED:_____________________________________ 

________________________________________________________________ 

SPACE, SAFETY, SECURITY, ETC. NEEDS:_______________________ 

_______________________________________________________________ 



INSTALLATION COSTS:________________________________________ 

_______________________________________________________________ 

TRANSPORTATION COSTS:____________________________________ 

_______________________________________________________________ 

SPECIAL TRAINING NEEDED TO OPERATE THE EQUIPMENT: 

________________________________________________________________ 

Property Donation committee approval/disapproval: 

Ms. Ann White:  

Approval ______ Disapproval _____ 

Committee Meeting Required   ____ 

Additional information needed: 

_________________________________________________________ 

_________________________________________________________ 

Dean Don Kaczvinsky:  

Approval ______ Disapproval _____ 

Committee Meeting Required   ____ 

Additional information needed: 

_________________________________________________________ 

_________________________________________________________ 

Associate Vice President Dickie Crawford: 

Approval ______ Disapproval _____ 

Committee Meeting Required   ____ 



Additional information needed: 

_________________________________________________________ 

_________________________________________________________ 

Associate Vice President Ramu Ramachandran: 

Approval ______ Disapproval _____ 

Committee Meeting Required   ____ 

Additional information needed: 

_________________________________________________________ 

_________________________________________________________ 



REQUEST FOR OFF-CAMPUS USE OF TAGGED ITEMS 
 
 
DEPARTMENT NAME_______________________________________________ 
 
REQUESTING PERSON_____________________________________________ 
Please print 
 
Request permission to remove the following tagged item(s) of State Property from the  
Louisiana Tech University Campus: 

 
 

Tag #____________ Description _______________________S/N________________ 
 

Tag #____________ Description _______________________S/N________________ 
 

Tag #____________ Description _______________________S/N________________ 
 

Tag #____________ Description _______________________S/N________________ 

 
The purpose of this request is:  ___________________________________________ 
 
____________________________________________________________________ 
 
Date equipment is to be used:  ____________________to___________________ 
                                                          (All forms expire at the end of each academic year) 
 
 
This completed form must be returned to the property office PRIOR to the removal of equipment. 
__________________________________________________________________________ 
 
 
 
___________________________________________________ 
Signature of Primary User 
 
___________________________________________________ 
Signature of Department Property Custodian 
 
___________________________________________________ 
Signature of Department Head 
 
____________________________________________________ 
Signature of Property Manager  Date Approved 
 
 
 
Please note:  In accordance with state regulations (Title 34, Part VII/305) “Each person to whom property is entrusted 
….shall be liable for the payment of damages whenever his wrongful or grossly negligent act or omission causes any 
loss, theft, disappearance, or damage of property for which he is responsible.” 















































































Policy 5408 – Vehicle Use Policy

Revision Date: 10/21/2019

Last Review: 10/21/2019

Original E�ective Date: 11/21/2007

Responsible O�ce: Associate Vice President for Administration and Facilities

Reference: State Travel Policies (PPM-49) and State Driver Safety Program

Policy:

No person may operate a University vehicle unless they are an employee of Louisiana Tech University

authorized by their immediate supervisor. No employee may operate a University vehicle unless they have met

the conditions of the University Driver Safety Program.

No person may be transported in a University vehicle unless they meet the conditions described herein. Persons

being transported must be on o�cial University business, must be either an employee of the State of Louisiana,

a student of the University or otherwise listed on an approved travel authorization.

All non-employees being transported in a state-owned or state-leased vehicle must sign an Acknowledgement

of Non-State Employees utilizing state vehicles form.

No University vehicle owned or leased shall be used for any purpose other than performing o�cial state

business. The personal use of a University owned or leased vehicle is prohibited.

Home storage of University vehicles is prohibited. When not away from Ruston on trips, vehicles must be parked

on-campus.

All drivers of University vehicles are responsible to ensure that they are familiar with the vehicle and can safely

operate the vehicle prior to vehicle use.

Drivers must obey all tra�c laws and not drive if they are impaired in any way.

Drivers are responsible for daily completion of state vehicle log. Department Heads assigned vehicles are

responsible for reviewing vehicle logs.

University Fueltrac can only be used to purchase gasoline or other vehicle related expenses for University

Vehicles. These cards cannot be used for vehicles not owned or leased by Louisiana Tech University.

Department heads are responsible for reviewing Fueltrac reports and other invoices for compliance with these

and other Purchasing policies.



Keys are not to be left in vehicles when unattended.

Employees must have approval from their immediate supervisor to utilize vehicles owned or leased by the

University.

All vehicles must be included on the University Physical Inventory. Property Custodians are responsible for

completing and maintaining preventive maintenance records for the vehicle. All vehicles are to be maintained

per recommended maintenance schedule.

In case of an accident, department heads are responsible for obtaining a Police Accident Report, ensuring that

the O�ce of Risk Management Accident Report is completed and investigating the accident to ensure that the

employee was authorized to drive the vehicle and was on o�cial business at the time of the accident.

Should an employee cause an accident and it is determined that he or she was on personal business and not

acting in the course and scope of their employment at the time of the accident, then the State will only pay the

mandatory minimum insurance requirements. Losses greater than the mandatory minimum may become the

responsibility of the driver. The State may pursue reimbursement for insurance payments for accidents occurring

when on personal business.

De�nitions:

Not Applicable.

Procedures:

Not Applicable.



 

 

 

 

 

 

 

 

 

 

Appendix C 

 



Louisiana Tech University 

Departmental Vault and Safe Control 

This policy provides guidelines for the safeguarding of cash and non-cash items secured in a 
departmental vault or safe. 

Policy: 

1. All University employees who receive and/or deposit cash must properly safeguard the cash 
and deposit it timely with the Cashiers Office. 

The policy and procedures regarding cash handling are outlined in Policy 5404 of the online 
Louisiana Tech University Policies and Procedures 
at https://www.latech.edu/administration/policies/. 

All departments that collect cash or checks on a regular basis should have a vault, safe, or other 
secure locked location to secure University assets or make a daily 
deposit of funds. Departments handling limited cash or checks should make timely deposits to 
avoid the storing of University assets overnight. 

2. Vault combinations: 

Each department with a vault or safe should assign one person in the department as the vault/safe 
custodian and at least one individual as the backup custodian. These individuals should safeguard 
the combination to the vault or safe. 

The combination should be changed periodically and whenever an employee who has the vault 
combination separates from the University, transfers to another department, or changes job 
duties. Such action should be taken in a timely manner. 

3. Vault Keys (if applicable): 

Each department should assign one or more persons in the department responsibility for the key 
to the vault. These individuals should safeguard these keys at all times. 

Whenever an employee who has the vault combination separates from the University, transfers to 
another department, or changes job duties the vault key must be returned to the department head. 
Any extra keys must be kept in a secure location. 

4. Alarm System (if applicable): 

Departments with vaults/safes maintaining larger operating cash funds and daily receipts prior to 
a deposit should periodically review the need for an alarm control system. Major vault and cash 
handling areas should consider the need for a video camera security system and a silent “hold 
up” alarm for additional security and safety of the University assets and the employees. 

https://www.latech.edu/administration/policies/


For departments with an alarm system, access to alarm codes should be carefully controlled by 
the department and the employee. Each department should assign one or more persons in the 
department responsibility for the access code to the alarm. These individuals should safeguard 
the codes at all times. 

Whenever an employee who has the alarm system access code separates from the University, 
transfers to another department, or changes job duties the access code should be deactivated. 

5. The Vault/Safe Custodian is responsible for the following: 

• Assuring that the university assets are secured in the vault or safe. 
• Assuring that the vault is not left unattended while it is open. 
• Assuring that the vault is locked at all times when not in use. 
• Maintaining a log or register of transactions. 
• Reconciling the vault cash on a regular basis. In the event that assets are 
• Found missing, the department head must be notified immediately. 
• Forwarding vault reconciliations should be forwarded to the department head for review. 

6. The department head or the internal auditor will periodically perform a random (unannounced) 
vault reconciliation. 
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5200: Purchasing

Revision Date: 10/21/2019

Last Review: 10/21/2019

Original E�ective Date: 10/21/2019

Responsible O�ce: Purchasing O�ce

References: LRS 39:1551-1755; LRS 38:2181-2320; Title 34 and Executive Orders

Policy:

The primary function of the Louisiana Tech University Purchasing Department is to procure needed supplies,

equipment, and services with maximum value obtained for each dollar expended. All procurement must be in

compliance with the appropriate state regulations and provide support for the education, research and public

service goals of the University.

The Purchasing Department of Louisiana Tech University operates in full compliance with the laws and

regulations of the State of Louisiana. Purchasing Regulations are contained in Louisiana Revised Statutes

39:1551-1755, Louisiana Revised Statutes 38:2181 – 2320, Executive Orders of the Governor, and the Rules and

Regulations promulgated by the Commissioner of Administration in Title 34, part I of the Louisiana Administrative

Code.

The University’s purchasing regulations apply uniformly to every expenditure of public funds, irrespective of its

source, including all forms of federal assistance, as well as all self-generated funds, private gifts, and contracts.

The University’s procurement process fully complies with federal laws and authorized regulations, which are

mandatory.

To enable e�cient procurement and ensure compliance with state and federal regulations for various situations

procedures have been developed to assist the University community.  Procedures identity the approval process

and responsible parties.

Only the Director of Purchasing or University President or speci�c designee may execute contracts on behalf of

the University committing expenditure of university funds or other resources.

De�nitions:

Annual, semi-annual or quarterly bid – Bids for speci�c quantity of goods, for a speci�c time period. Goods

received only on request.



Blanket bid -Bids are for pricing only and to be �rm for a speci�c period of time.

Change order – These forms are used to make corrections or cancellations on Purchase Orders. A written

request from the Department to Purchasing is needed for a Change Order to be issued.

Check to accompany order – A request for payment when there is not an invoice. A request when prepayment

is required.

Codes – Numbers assigned to di�erentiate funds, departments and expenses. Questions pertaining to coding

should be directed to the Comptroller’s O�ce.

Direct charge – The request of payment of an invoice when items were not ordered on a Louisiana Tech

Purchase Order.

Intracampus requisition form – These forms are obtained from the Comptroller’s O�ce. Items or services

purchased from other departments on the campus are paid by submitting completed Intracampus Requisition

forms DIRECTLY TO THE COMPTROLLER.

Inventory – Any equipment purchased or acquired with a value of $1000.00 or more must be placed on the

University’s inventory. Please consult the Louisiana Tech Property Control Manual or the University Property

Manager for instructions.

Invoices – An itemized list of purchased goods with unit price extended and totaled issued by the Vendor. Most

invoices are numbered.

Manual or immediate check – A check that is issued immediately. The Comptroller must �rst give a written

approval.

Overload – Payment to faculty or sta� for services other than assigned duties. Questions pertaining to any

compensation for services of Louisiana Tech faculty or sta� should be directed to Personnel.

Petty cash – Cash reimbursements to individuals.

Reimbursements -A refund for purchases paid for by an individual.

Cash – Check Petty Cash instructions

Check – Proper original receipt marked paid attached to the requisition clearly marked REIMBURSEMENTS. This

will be forwarded directly to the Comptroller for payment.

Rushed Check – A check that is needed before the regular processing time of 10 days.

Procedure:

Attach note to requisition notifying purchasing.

Explanation of why the emergency exists.

Checks are normally written every Tuesday and Thursday. The requisition must be in the

Purchasing O�ce in time for a purchase order to be typed and given to the Comptroller by 12:00



PM on either of these days.

Travel authorization forms -These forms are obtained from the Comptroller’s O�ce.

University research approval -Expenditures of designated grants must have prior approval from University

Research before the requisition can be processed. Any questions concerning these grants should be directed

Procedures:

Ethics Statement

All public purchasers are required to adhere to the ethical standards for public servants. Care must be exercised

to avoid impropriety or the appearance of impropriety. The Code of Governmental Ethics can be found by

searching La. R.S. 42:1101-1170.

The Code of Governmental Ethics speci�cally prohibits:

Receipt of a thing of economic value for assisting someone with a transaction with the agency of the public

servant.

Receipt of a thing of economic value by a public servant for services rendered to or for the following: persons

who have or are seeking to obtain a contractual or other business or �nancial relationship with the public

servant’s agency.

Participation by a public servant in a transaction involving the governmental entity in which any of the following

persons have a substantial economic interest:

the public servant;

any member of his immediate family;

any person in which he has an ownership interest that is greater than the interest of a general

class;

any person of which he is an o�cer, director, trustee, partner, or employee;

any person with whom he is negotiating or has an arrangement concerning prospective

employment;

any person who is indebted to him or is a party to an existing contract with him and by reason

thereof is in a position to a�ect directly his economic interests.

Purchasing items to remember:

�. Comply with all procurement laws (LA R.S. 39: 1551-1755; LRS 38: 2181-2320; Title 34), rules,

regulations, executive orders, policies and procedures concerning the purchase of goods and

services.



�. When completing a requisition, tell a complete story, someone unfamiliar with your purchase

should be able to read the requisition and fully understand what is happening and why.

�. Purchase o�ce supplies through the Staples Advantage, the State Contract vendor.

�. The O�ce of State Procurement State Contract website references multiple contracts for

paper, furniture (Dell, HP, Grainger, MSC Industrial, Fisher Scienti�c, VWR Scienti�c) and other

Approved Catalog Contracts. Use of these state contracts save bidding time and money. 

https://www.doa.la.gov/Pages/osp/contracts_index.aspx   

�. Refer to the “Purchasing Procedures” for guidelines on purchases up to $5,000, Purchases

over $5,000 but less than $15,000, Purchases over $15,000 but less than $25,000, and

purchases over $25,000. The splitting of purchases in order to circumvent the bid law and to

stay within the bidding thresholds is not permitted.

�. Follow guidelines and secure special approvals for purchases of food through Aramark;

purchasing and serving of beverages which are Pepsi products ONLY.

�. Louisiana Tech has guidelines established for the use and reproduction of logos and

trademarks that require the advance approval of the O�ce of University Communications. The

approval form can be found at https://www.latech.edu/documents/2018/05/policy1309_logo-

brand_usage_approval_form_fillable.pdf/ 

�. Only the President and Director of Purchasing are authorized to sign contracts or agreements

for the purchase of goods or services that obligate the University.

�. Software Agreements – Sometimes vendors will require that an agreement be signed, or will

state that the University agrees to the company’s Terms and Conditions/ EULA (End User

License Agreement). In this case, the original agreement, not signed by the University, must

be forwarded to Purchasing for review with compliance with Louisiana law and for

Purchasing’s signature.  Only the President and Director of Purchasing are authorized to sign

these agreements binding the University.

��. Obtain all required approvals before sending requisitions to Purchasing. Grant purchases

require an additional approval from Sponsored Projects.  Student Technology accounts

require the signature of Provost and President.

��. Attach all forms required in addition to the requisition (i.e. travel authorization, meal form, etc).

��. Remember that all subscriptions, membership dues, software licenses, etc. are allowed for a

period of ONE year. Two year subscriptions, memberships, etc. are not allowed.

Procurement thresholds established by executive order of the

governor of Louisiana – JBE 2016-39

Purchases up to $5,000

No competitive bidding or purchase order is required. Even though competitive bidding is not required, each

department is responsible for obtaining a purchase price that is competitive and reasonable. This purchasing

authority is delegated to each budget unit approved by Purchasing. Purchases under $5,000 must be kept to a

https://www.latech.edu/documents/2018/05/policy1309_logo-brand_usage_approval_form_fillable.pdf/


minimum and reserved for those unforeseen needs. Advanced planning to consolidate quantities and secure

bids will eliminate the overuse of this privilege.

Purchases of $5,000 or less made on the State of Louisiana LaCarte Purchasing Card are also exempt from the

competitive bidding requirements.

The splitting of purchases in order to circumvent the bid law and to stay within the bidding thresholds is not

permitted.

All delegated authority is subject to revocation by the purchasing department for over-use or abuse.

Purchases over $5,000, but less than $15,000

Price quotations shall be solicited from three (3) or more bona �de, quali�ed vendors for purchases exceeding

�ve thousand dollars ($5,000), but not exceeding �fteen thousand dollars ($15,000).

Quotations may be made by telephone, facsimile, or other means and shall be awarded on the basis of the

lowest responsive quotation. Whenever possible, at least one (1) of the bona �de, quali�ed vendors shall be a

certi�ed small and emerging business, a small entrepreneurship, or a veteran or service-connected disabled

veteran-owned small entrepreneurship. A minimum of three (3) working days shall be allowed for receipt of

quotations.  Agency �les shall document and list all solicited vendors and each vendor’s contact person,

summarize quotations received, indicate the successful vendor and state the reason why any lower quotation

was rejected. Agency �les should also contain written con�rmation of the quotation from the successful vendor. 

Quotation results must be summarized in summary format speci�ed by the Purchasing Department.

When the price is determined to be reasonable, the requirement to solicit three (3) quotations may be waived

when making purchases from a small and emerging business, a small entrepreneurship, or a veteran or service -

connected disabled veteran-owned small entrepreneurship that is currently certi�ed by the Department of

Economic Development. Reasonable is a best value determination based on price, delivery, service, and/or any

other related factors. This determination is to be maintained in the �le.

Soliciting three (3) quotations may be waived when purchasing from a business registered with the Secretary of

State as domiciled in Louisiana. A business analysis must determine that in-state prices are equal or better than

two other current price comparisons. Comparisons may include, but are not limited to, state contract prices,

General Services Administration (GSA) prices, or similar resources. Comparison documents are to be maintained

in the �le.

Departments are not permitted to split or arti�cially divide purchases to circumvent these bid requirements.

Purchases over $15,000, but less than $25,000

These solicitations must be on the Purchasing Department’s bid forms containing complete, competitive

speci�cations, the quantity required, terms and conditions, delivery point and other information su�cient for a

supplier to make an acceptable bid.



The Purchasing Department (after receiving award recommendations from issuing department) will review the

quotations and place the order with the lowest responsive bidder.

Price quotations shall be solicited from �ve (5) or more bona �de, quali�ed vendors for purchases exceeding

�fteen thousand ($15,000) but not exceeding twenty-�ve thousand dollars ($25,000).

Quotations may be made by facsimile or written means and shall be awarded on the basis of the lowest

responsive price quotation received. Whenever possible, at least two (2) of the bona �de, quali�ed vendors shall

be certi�ed small and emerging businesses, small entrepreneurships, or a veteran or service-connected disabled

veteran-owned small entrepreneurship. Agency �les shall document and list all solicited vendors and each

vendor’s response, summarize quotations received, indicate the awarded quotation, and state the reason why

any lower quotation was rejected.

The requirement to solicit certi�ed small and emerging businesses, small entrepreneurships, or veteran or

service  connected disabled veteran-owned small entrepreneurships is waived for those agencies that post on

LaPAC, Louisiana’s internet based system for posting vendor opportunities and award information.

A minimum of �ve (5) working days shall be allowed for receipt of quotations.

All written or facsimile solicitations shall include the closing date, time, and all pertinent competitive

speci�cations, including quantities, units of measure, packaging, delivery requirements, ship-to location, terms

and conditions, and other information su�cient for a supplier to make an acceptable quotation. Precautionary

measures shall be taken to safeguard the con�dentiality of vendor responses prior to the closing time for receipt

of quotations. No quotation shall be evaluated using criteria not disclosed in the solicitation.

Purchases over $25,000

Where the estimated cost of materials, supplies and/or equipment is above $25,000, an Invitation to Bid (ITB) will

be mailed to at least �ve (5) bona �de prospective bidders.

Sealed bids will be received in the Purchasing O�ce, and opened publicly at the designated time and place.

Generally, a minimum of twenty-one (21) days will be allowed for bids to be received, unless extenuating

circumstances exist which allow for a ten (10) day bidding period.

The requesting department will be noti�ed of the assigned bid number and opening date, after which the bids

can be picked up for evaluation.

Departments are not permitted to split or arti�cially divide purchases to circumvent these bid requirements.

Purchases estimated to cost over $25,000 are to be made by sealed bid after publicly advertising in the o�cial

journal of the state (The Advocate in Baton Rouge) and in a newspaper in the locality of the budget unit to be

served.  In addition to advertisement all purchases requiring advertisement must be posted on the State of

Louisiana State Procurement public website LaPAC.  Vendors registered with the State of Louisiana State

Procurement O�ce will receive email noti�cation of bids by the classi�cation of procurement.

Five (5) bona �de, quali�ed bidders are to be solicited.



Departments are not permitted to split or arti�cially divide purchases to circumvent these bid requirements.

Exceptions to competitive bidding – as outlined in JBE 2016-39;

Section 5

The following items are considered small purchases and may be procured in the following manner:

No competitive process is required for the following items:

Repair parts for equipment obtained from an authorized dealer. A Louisiana authorized dealer

shall be used if available. This provision does not apply to the stocking of parts;

Equipment repairs obtained from an authorized dealer. A Louisiana authorized dealer shall be

used if available;

Vehicle repairs not covered by a competitive state contract or the state �eet maintenance repair

contract, obtained from an authorized dealer. A Louisiana authorized dealer shall be used if

available;

Vehicle body repairs covered by insurance recovery and in accordance with insurance

requirements;

Livestock procured at public auction or from an individual which has purebred certi�cation

approved by the Department of Agriculture and Forestry;

Purchasing or selling transactions between state budget units and other governmental

agencies;

Publications and/or copyrighted materials purchased directly from the publisher or copyright

holder not exceeding ten thousand dollars ($10,000);

Publications and/or copyrighted materials purchased by libraries or text rental stores from either

subscription services or wholesale dealers which distribute for publishers and/or copyright

holders not exceeding �fteen thousand dollars ($15,000);

Public utilities and services provided by local governments;

Prosthetic devices, implantable devices, and devices for physical restoration which are not

covered by a competitive state contract;

Educational training, including instructor fees, and related resources (except equipment) used to

enhance the performance of state employees and good standing of state agencies, including

memberships in and accreditations by professional societies and organizations, not exceeding

ten thousand dollars ($10,000), except for customized training which is covered under La. R.S.

39:1551 et seq.;

Procurements for clients of blind and vocational rehabilitation programs not covered by

competitive state contract which are federally funded at a rate of at least 78.7%, regulated by

Title 34, Parts 361, 365, 370, and 395 of the Code of Federal Regulations, and in accordance

with OMB Circular A-102;



Materials, supplies, exhibitor fees, and exhibit booths for conferences, seminars, and workshops,

or similar events (business, educational, promotional, cultural, etc.) for participation in

promotional activities which enhance economic development or further the department’s

mission, duties and/or functions, not exceeding ten thousand dollars ($10,000) with the approval

of the department secretary, or agency equivalent, if not covered by competitive state contract;

Wire, related equipment, time and material charges to accomplish repairs, adds, moves, and/or

changes to telecommunications systems not exceeding two thousand �ve hundred dollars

($2,500);

Working-class animals trained to perform special tasks, including but not limited to, narcotics

detection, bomb detection, arson investigation, and rescue techniques;

Food, materials, and supplies for teaching and training not exceeding ten thousand dollars

($10,000), where the purchasing, preparing, and serving of food are part of the regularly

prescribed course;

Shipping charges and associated overseas screening and broker fees between international

and domestic origins and destinations not exceeding ten thousand dollars ($10,000) per

transaction;

Renewal of termite service contracts;

Purchase of supplies, operating services, or equipment for Louisiana Rehabilitation Services,

Traumatic Head and Spinal Cord Injury Trust Fund Program. Although competitive bidding is not

required under this paragraph, whenever practicable, three (3) quotations from bona �de,

quali�ed vendors should be obtained. Whenever possible, at least one (1) of the bona �de,

quali�ed vendors shall be a certi�ed small and emerging business, a small entrepreneurship; or

a veteran or service-connected disabled veteran-owned small entrepreneurship;

Purchasing of clothing at retail necessary to individualize clients at state developmental centers

in compliance with Federal Regulations for ICFIMR facilities;

Health insurance for the managers of Randolph-Sheppard programs, as de�ned by 20 U.S.C.

§107 et seq., and paid from income generated by unmanned vending locations;

Purchases made to resell as part of a merchandising program with the written approval on �le

from the secretary of the department, or agency equivalent, when it is not practical or feasible to

obtain competitive price quotations;

Commercial Internet Service not exceeding one thousand �ve hundred dollars ($1,500) per

subscription per year;

Advertising, where permitted by law, and the head of an agency or designee certi�es that

speci�c media is required to reach targeted audiences;

Scienti�c and laboratory supplies and equipment when procured by colleges and universities for

laboratory or scienti�c research not to exceed twenty-�ve thousand dollars ($25,000) per

transaction;

Publication of articles, manuscripts, etc. in professional scienti�c, research, or educational

journals/media and/or the purchase of reprints not exceeding ten thousand dollars ($10,000);

Livestock sperm and ova;



Royalties and license fees for use rights to intellectual property, such as but not limited to:

patents, trademarks, service marks, copyrights, music, artistic works, trade secrets, industrial

designs, domain names, etc.;

Equipment moves by the original equipment manufacturer or authorized dealer to ensure

equipment operation to original equipment manufacturer speci�cations, calibration, warranty,

etcetera, not to exceed twenty-�ve thousand dollars ($25,000) per transaction;

Mailing list rentals or purchases not exceeding ten thousand dollars ($10,000); and

Art Exhibition rentals and/or loan agreements and associated costs of curatorial fees,

transportation, and installation.

For the following items, telephone or facsimile price quotations shall be solicited, where feasible, from at least

three (3) bona �de, quali�ed vendors. Whenever possible, at least one (1) of the bona �de, quali�ed vendors shall

be a certi�ed small and emerging business, a small entrepreneurship, or a veteran or service  connected disabled

veteran-owned small entrepreneurship.

Farm products including, but not limited to, fresh vegetables, milk, eggs, �sh, or other perishable

foods, when it is determined that market conditions are unstable and the competitive sealed

bidding process is not conducive for obtaining the lowest prices;

Food, materials, and supplies needed for:

�. Operation of boats and/or facilities in isolated localities where only limited outlets of such

supplies are available and the cost of the food, materials, and supplies do not exceed twenty-

�ve thousand dollars ($25,000); and/or

�. Juvenile detention homes and rehabilitation facilities/homes where the number of inmates,

students, or clients is unstable and unpredictable;

Convention and meeting facilities not exceeding twenty  �ve thousand dollars ($25,000),

provided that any associated food or lodging must be in accordance with Policy & Procedure

Memorandum No. 49- General Travel Regulations;

Gasoline and fuel purchases not exceeding ten thousand dollars ($10,000);

Equipment for blind operated facilities not covered by competitive state contract;

Livestock feed commodities, including but not limited to soybean meal, cottonseed meal, and

oats not exceeding ten thousand dollars ($10,000);

Seed commodities, including but not limited to rye grass, soybean seed, com seed, cotton seed,

etc. as well as related fertilizers, herbicides, insecticides, and fungicides when not covered by

competitive state contract;

FAA PMA approved aircraft parts and/or repairs, inspections, and modi�cations performed by an

FAA  certi�ed mechanic and/or at an FAA certi�ed repair station in accordance with FAA

requirements with approval by the head of the agency or head of O�ce of Aircraft Services,

Division of Administration; and

Air and bus charters in accordance with PPM 49, including group travel that does not qualify for

commercial rates available to individual travelers.



Memorandum OSP 17-04 – Executive Order JBE 16-39 Exemption

Executive Order JBE 16-39 prescribes small purchases procedures in accordance with La. R.S. 39:1596 of the

Louisiana Procurement Code (La. R.S. 39:1551 et seq.). In Sections 5(A)(7) and (8), the Executive Order allows for

the procurement of publications and/or copyrighted materials purchased directly from the publisher or

copyrighted holder without competition up to $10,000, and of publications and/or copyrighted materials

purchased by libraries or text rental stores from either subscription services or wholesale dealers which

distribute for publishers and/or copyrighted holders without competition up to $15,000.

Public Institutions of Higher Education, the State Library and local public school boards are exempt from the

monetary caps set forth in Sections 5(A)(7) and (8) of E.O. JBE 16-39 with respect to the procurement of

publications and/or copyrighted materials purchased directly from the publisher or copyright holder, and

publications and/or copyrighted materials purchased by libraries or text rental stores from either subscription

services or wholesale dealers which distribute for publishers and/or copyright holders.

Purchases speci�ed in the Louisiana procurement code RS 39:1551-1738

State Contract – If a competitive statewide contract exists, items can be purchased without bidding.

Software – Competitive bids are not required for software purchase but must be accompanied by price

documentation. Note: Software and/or Hardware purchases exceeding $100,000 require processing through the

O�ce of State Purchasing Procurement Support Team.

Sole Source – Sole source procurement is a rare exception and is reviewed and approved on a case by case

basis.

Sole Source Procurement is permissible only if a requirement is available from a single supplier. If there is more

than one potential bidder, it is not a sole source. These purchases are reported annually to the Louisiana State

Legislature.

Before a department commits funds or places an order using sole source as a factor, Purchasing must determine

and approve. In case of reasonable doubt, competition should be solicited. Any request by a using department

that a procurement be restricted to one potential vendor shall be accompanied by an explanation as to why no

other will be suitable or acceptable to meet the need as follows:

Requirements for Sole Source:

Letter or statement from manufacturer stating that they are the sole supplier, &

Statement or explanation from Requesting Department as to why no other product will be

suitable or acceptable to meet the need. The need must be identi�ed, &

Bid or other documentation of price with order information.

Examples of circumstances which could necessitate sole source procurement are:



Where the compatibility of equipment, accessories or replacement parts is the paramount

consideration.

Where a sole supplier item is needed for trial use or testing.

Procurement of items for resale.

Procurement of public utility services.

Procurement of registered breeding stock.

Livestock may be purchased on a selective basis.

Emergency Purchasing

An emergency condition is a situation that creates a threat to public health, welfare, or safety. The existence of

such condition creates an immediate and serious need for supplies, services, or major repairs that cannot be met

through normal procurement methods, and the lack of which would seriously threaten:

The function of Louisiana Government;

The preservation or protection of property; or

The health or safety of any person.

Emergency purchases are reported annually to Louisiana State Legislature.

The emergency quotation tabulation form is used whenever an emergency exists that is justi�ed in accordance

with RS 39:1598. A written determination must be made on why an emergency purchase was required and

justi�cation if the award was to other than the low bidder.

All vendors contacted must be listed along with the information of unit price, delivery time, terms, and F.O.B.

Point. The name and phone number of the person quoting must also be given. Attach the completed form to the

requisition and send to Purchasing for the issuance of a purchase order. If additional forms are needed, please

duplicate the sample form. Prior approval from the Purchasing O�ce is required before telephone quotes will be

accepted. Prior approval from the Purchasing O�ce is required before telephone quotes will be accepted.

Antiques, Used or Demonstrator Equipment

The purchase of used equipment is discouraged, but if it should be necessary, certain requirements must be

met:

Revised Statute 39:1645 reads as follows and the documents/certi�cations required should be forwarded to the

purchasing department for approval:

Procurement of Used Equipment

Any agency covered by this Chapter may procure any equipment which is used or which has been previously

purchased by an individual or corporation where the agency proposing to make such procurement can present



satisfactory information to the procurement o�cer to illustrate that the procurement of said equipment is cost-

e�ective to the state.

�. The used equipment shall be purchased by the head of the agency, college, or university,

within the price range set by the director of state purchasing, or the directors of purchasing at

colleges and universities, in a statement of written approval for the purchase which must be

obtained by the head of the agency, college, or university, prior to the purchase.

�. The head of the agency, college, or university, shall certify in writing to the director of state

purchasing, or the directors of purchasing at colleges and universities, all of the following:

The price for which the used equipment may be obtained.

The plan for maintenance and repair of the equipment and the cost thereof.

The savings that will accrue to the state because of the purchase of the used equipment.

The fact that following the procedures set out in the Louisiana Procurement Code will result

in the loss of the opportunity to purchase the equipment.”

Types of competitive bids

Regular Bid – Bids are for a particular item or items with speci�c a quantity. A purchase order is

to be issued as soon as bid is awarded. The bid prices are normally �rm for 30 days.

Annual Bid, Semi-annual or Quarterly Bid – The bid speci�cations request prices to be �rm for

a speci�c period of time, and states the expected quantity of each item to be ordered. Funds are

encumbered and usage is processed by partial receiving report. Items are only delivered on

request. This method requires less paper work and allows the Department to “pick up the

phone” and order any of the items on the Purchase Order. The invoice will be paid by the

Comptroller’s O�ce without additional paper work.

Blanket Bid – Bids are for pricing only for a speci�ed period of time. The speci�cations will state

that all items may not be ordered. Funds will not be encumbered and goods will not be ordered.

A second requisition must be submitted for the items to be ordered. A Purchase Order will then

be issued for the requested items. This is used for situations when funds are not available until

collected, such as student assessment fee accounts.

Bid evaluation process

The departments usually evaluate their own bids and make recommendations as to the bid award, but the �nal

decision will be by the Purchasing O�ce.

Beginning with the lowest bid, a determination must be made if the criteria outlined in the ITB was met and the

bid is acceptable. If the low bid meets speci�cations and is acceptable, an indication is made on the summary

sheet and the bid can then be awarded.

If the low bid is not acceptable, reasons must be documented and the process is repeated for the next low bid.

Red is used to note reasons for rejecting a bid on the summary sheet. A separate memo may also be attached.



No criteria may be used in bid evaluation that are not set forth in the ITB.

Purchases are not to be arti�cially divided

Any procurement not exceeding the amount established by executive order of the Governor may be made in

accordance with small purchase procedures prescribed by such executive order, except that procurement

requirements shall not be arti�cially divided so as to constitute a small purchase under this section.

In other words, a department cannot submit two or more requisitions to the same vendor or similar vendors in

order to avoid the formal solicitation of competitive sealed bids.

Arti�cial division of purchases can be outlined as follows:

Department submitting two or more requisitions to the same vendor, similar vendors, or for like

or similar commodities in order to avoid bid requirements or to avoid the formal solicitation of

sealed bid.

Multiple requisitions received in the Purchasing Department on the same day, or within the same

week or month to the same vendor, similar vendors or for like or similar commodities.

Multiple requisitions staggered to arrive in the Purchasing Department with the same requisition

date and/or sequential requisition numbers to the same vendor, similar vendors or for like or

similar commodities.

Recurring pattern of requisitioning over the course of a �scal year for like commodities from the

same vendor or similar vendors.

Individuals and individual departments will be held accountable to the Legislative Auditors for violations of these

regulations.

The Purchasing Department will attempt to enforce these regulations by combining requisitions it interprets in

possible violation of Executive Order. If requisitions are combined by the Purchasing Department, the necessary

bids will be solicited unquestioned, unless the requisition is accompanied by a suitable explanation for dividing a

purchase.

In a few cases, there are daily or weekly recurrences of small noncompetitive purchases necessary to perform

unanticipated remedial maintenance.

Speci�cations

To provide a common basis for bidding, speci�cations should set out the essential characteristics of the items

being purchased, so that all bidders know exactly what is wanted and can accurately compute their bids. If some

essential requirement is left out, the award may be made without determining whether the successful bid meets

the needs. The unsuitability of the product purchased may not become apparent until much later. Requiring

unnecessary features can also result in restrictive speci�cations, which is illegal. It can also be defeating. Select

wording carefully. Use “shall” when speci�cations express a requirement binding on either the contractor or the

purchaser. Use “should” and/or “may” to express non-mandatory provision.



Types of speci�cations:

Material Speci�cation – (also referred to as design or descriptive speci�cations). It speci�es what

the product must be. (i.e., all of the physical characteristics of the product; height, weight,

surface texture, voltage, etc.)

Performance Speci�cation – (also referred to as a functional speci�cation) It speci�es what the

product must do. (i.e., all of the performance characteristics of the product without regard to how

it is constructed, what size it is, etc.)

Combination of Material and Performance Speci�cations In many cases, a bid speci�cation falls

somewhere in between the performance related and design oriented.

All Speci�cations Must:

Identify the minimum requirements.

Allow for competitive bidding.

Provide for a just and fair award at the lowest possible cost.

Purchase requisitions

Requisition items for purchase – make the requisition tell a complete story

Bidding

Any item or combination of items whose total value exceeds $5,000 and is not exempt from bidding must be

sent to the required number of vendors for quotations or bids. Requisition must contain a numerical list of

desired items with complete speci�cations. A vendor list should be attached with an estimated total price

indicated. It is not necessary to list individual prices.

Exempt items may be purchased without a competitive bid. If there is not a current documentation of price and

order information, a quotation will be requested from the speci�ed vendor.

State contract

Items that are on State Contract can be purchased by listing the item, contract number and vendor on the

requisition. Contact Purchasing for help in determining this information. The website for Louisiana O�ce of State

Purchasing is: http://www.doa.la.gov/Pages/osp/Index.aspx

Check to accompany order (CTAO)

When a check is required, current documentation of price and order information must be attached to the

requisitions. A check can be returned to the department for mailing if requested.



A “mail to” address should be included when items are to be sent directly to the department.

Memberships, conference fees, registration fees, deposits, airline tickets, etc., must include the information of

who, what, where, and when.

Payment of invoices – Direct charge

Invoices are paid on a requisition when a purchase order was not issued prior to the receipt of the goods. These

requisitions are referred to as a Direct Charge and must have the invoice number, invoice date, and the items

listed on the invoice. ONLY ORIGINAL INVOICES made to LOUISIANA TECH UNIVERSITY will be processed.

Packing slips, acknowledgments, copies, or statements will not be accepted.

These requisitions will be processed as a DIRECT CHARGE and sent directly to the Comptroller’s O�ce for

payment. A Purchase order will not be typed, therefore, the department will not receive the “pink copy” for these

charges.

Payment for services

Check to Accompany Order (CTAO) is also used when an invoice does not exist, in cases such as honorariums

and professional services. The Professional Services form or contract is used for documentation of price.

Stipends are sent directly to the Comptroller’s O�ce and are not processed through Purchasing.

Rejection of forms

The Purchasing O�ce normally will reject requisitions and petty cash tickets when:

The items are not relevant to the e�ective operation of the University and do not bene�t the

State of Louisiana.

The requisition is not typed in at least a 10 pitch.

Statement, packing slip, or acknowledgment is attached rather than an invoice.

The invoice is not an original.

The attached invoice is made out to an individual. Invoices must read Louisiana Tech University

or Department of ______. Receipts for reimbursement on petty cash can, however, be made out

to an individual.

The reimbursements are for prospective employees. (Check with the Comptroller for correct

procedures.)

The forms have insu�cient information, such as:

Required signatures

Required attachments (meal forms, professional services, travel authorizations, speci�cations)

Incomplete speci�cations.



Insu�cient funds, incorrect or incomplete code.

Special Instructions

For travel, honorariums, lodging, prospect’s expense, workshops, stipends, and professional services, the

following information must be included on the requisition.

When: Dates

Where: Places

What: Project or purpose

Who: List of people involved

Social security number or federal ID number

A W9 Form for the payee must also be on �le in the Comptroller’s O�ce.

Requisitions must have the following forms attached when applicable:

Authorization Form – Professional Services – Consultant – Honorarium Requisitions for

professional services (5070 code) must have the completed form attached as well as the

individual’s social security number or federal identi�cation number and the complete address.

Contract – When the payment is for a professional service a copy of the completed formal

contract is required.

Supplemental information for food – An approved form must be attached to any requisition for

food or meals.

Travel Authorization Form

A copy of the APPROVED travel authorization form must be attached to any requisition for travel related

expenses, including but not limited to, registration fees, lodging costs, deposits and reservations.

Preparation of requisitions – Make the requisition tell a complete story

Requisitions must be submitted with print size at least equivalent to Times Roman 10 pt or Type 10 pitch. Submit

the original and a copy to Purchasing and retain another copy for your department �les.

Date: –  Enter date the requisition is typed.

Department charge code- Enter complete ten (10) digit expenditure code. (plus grant code if

applicable)

Department – Enter originating department.

Contact person – Enter name of person with knowledge of the requisition information

Phone – Phone number of contact person.

Vendor or payee – Name and address of the vendor or payee that is to receive the check.

Item number – Number items in sequence. DOUBLE SPACE BETWEEN EACH, using second

sheet if necessary.



Invoice date – invoice number – itemized as invoiced

List this information on all Direct Charges. Requisitions must contain each item of the invoice

that is to be paid.

Complete speci�cations – Check to Accompany Order; List su�cient information so vendor will

be able to identify items, such as a catalog number, part number, model, etc.

Request for Bids or Quotes; Name the item �rst, then give detailed speci�cations. If a brand name is used, the

statement “Brand Name” or equal must be added. Details are important, but state only what is necessary to

insure the purchase of the quality of merchandise that is desired. The vendor must know what is expected and

wanted.

Quantity – State quantity to be ordered or that has been ordered. The unit of the item must also

be speci�ed such as 1 each, 1 pkg., 1 case, etc.

Unit price and amount – Complete these columns on Direct Charges and Check to Accompany

Orders. Please leave this blank on Request for Bids or Quotation.

Approved by and requested by – Signatures are required according to each department’s

regulations. Some accounts require additional approval, such as O�ce of Sponsored Projects.

All requisitions must be approved before submitting to Purchasing. Stamped signatures are not

acceptable.

Bidder list – submit a bidder list with each requisition that requires bidding. The bidder list should provide the

following information:

Estimated total amount- This is important in determining bid category.

Vendor name and address – List known vendors for items requested, giving complete names,

addresses, phone numbers, contact names and fax numbers, email address. Purchasing will

delete or add vendors as necessary.

Payment methods

Purchase order – Purchase Orders will only be issued after funds have been approved by the Comptroller’s

O�ce. Purchase Order numbers are never assigned in advance.

The Purchase Order is a seven (7) part form; the Vendor copy, Purchasing’s �le copy, the Comptroller’s

encumbrance copy, the Department copy and Receiving’s three (3) copies. Of Receiving’s three (3) copies, one is

to be returned to Purchasing when goods are received, one is to be sent to the Comptroller’s O�ce when

payment is to be made, and the third is their �le copy.

Departments must call receiving for these copies to be released. Payment cannot be made otherwise.

Petty cash reimbursement

Petty Cash Reimbursement forms are available from the Comptroller’s o�ce.



Reimbursement to an individual for cash payment of purchases on behalf of Louisiana Tech, providing all

purchasing requirements were met.

Items purchased under $15 in the Ruston area are to be paid when purchased.

Instructions for Completion

Date: Date that the form is presented for payment.

Amount: Amount to be reimbursed.

There is not a monetary limit that can be reimbursed, but all purchasing rules and regulations

apply.

Charge code: Department code to be charged.

For: Items purchased.

Approved: Signatures are required according to the regulations of each department and the

University.

Special meal forms, travel authorization forms, and professional service forms must be attached, if applicable.

Procedure in Submitting Form For Payment

Attach the original itemized receipt that states vendor name and address, identi�es items purchased, gives date

purchased and indicated payment was made.

Completed form is to be approved by Purchasing and then presented to Cashier’s window in the Comptroller’s

O�ce for reimbursement.

Reimbursements

Under normal circumstances, cash reimbursements on the Petty Cash form will be limited to a

maximum of $50; reimbursements over $50 will be made by check. Proof of payment from

faculty/sta� should be attached to a Purchase Requisition with an individual listed as payee.

Following the normal procedure, a check will be issued and sent to the individual.

The reimbursement form and accompanying paid receipts and/or proof of payment must be

presented to Purchasing/Cashier for reimbursement within 60 days of the oldest date on the

receipts.

Reimbursement requires original receipts; copies will normally be rejected. If proof of payment is

to be a check, a copy of the canceled check is acceptable.

The receipts accompanying reimbursement must clearly identify what was purchased. The

receipt MUST also indicate name and address of the vendor. Charge card statements do not

identify the item purchased, therefore are not acceptable without other documentation.

Prior to review by the Purchasing O�ce, all authorized signatures including University Research

must be on the form. Departments must also verify that the receipts total the amount of the



reimbursement and that the correct account number with the budget object code is used.

An appropriate explanation should accompany each reimbursement request and any unusual

items should be explained.

The Purchasing O�ce cannot sign petty cash slips as they are hand delivered. Petty cash will be

signed in our log book and will be approved within 2 days of receipt of the form.  It is the

department’s responsibility to pick up their petty cash after the 2-day period.  Petty cash cannot

cross �scal years.

Petty cash vouchers for the refund of student deposits will be processed directly with the

cashier and do not require approval by the Purchasing O�ce.

Duplicate copies of lost petty cash vouchers will not be accepted. Losing a petty cash voucher

will be the same as loss of currency.

Use of campus mail for sending petty cash vouchers to the cashier is discouraged.

Business calls placed on home phones are discouraged. If it is necessary, the following will be

required:

Bill must be the original with calls highlighted.

The name of the person called and the purpose must be listed, legibly.

An explanation of why it was necessary to use the home phone rather than take advantage of

the reduced rates available at the o�ce.

Purchase of Desktops, Laptops, Netbooks, and Other Smart

Devices

To ensure procurement of Desktops, Laptops, Netbooks and other Smart Devices conform to State of Louisiana

and Louisiana Tech purchasing regulations and also meet the University’s technical standards for access to

University Systems and networks, the following policies and technical requirements are being instituted.

Departments must purchase “Business/Commercial grade” devices and the University will no

longer be permitted to purchase the “home/retail” versions of these devices to connect to

University systems and networks.

In order to conform to the State tagging/Property guidelines for computer purchases, the

purchasing card is no longer permitted for computer purchases. Normal requisition guidelines

must be followed.

All desktops, laptops, netbooks or other devices (where applicable) will be required to

authenticate via network login and will be required to have McAfee antivirus, Zen patch

management, and any other licensed software installed by your designated IT Personnel.

All computer devices in excess of $1,000.00 must have a state issued tag and all computer

devices less than $1,000.00 must have a University issued tag.

For portable devices to be taken o�-campus, the assigned user of the device must complete the

State Property Form (Request for O�-Campus Use) and �le the form with the Property o�ce.



The Louisiana Tech Purchasing O�ce will obtain and make available contracts/bids for approved devices to

ensure compliance with State procurement guidelines. The University Computing Center has provided the

following technical standards for these devices to safely access our campus systems and networks:

Minimum Criteria for Computer Purchases

For the list of approved computer equipment including Apple computers, please visit the Louisiana Tech website:

htps://www.latech.edu/administration/administration-facilities/purchasing/ and click on the “Computer Contracts”

link. Should you wish to have equipment added to the approved list, please send a request and device

information to the Director of Purchasing via Campus mail or email.

Related links and resources

Louisiana State Contracts

State Contract (Computer Items)

Minimum Computer Standards – Established through Computing Center

Forms

Authorized Dealer Certification

Bidder List

Bidder Application

Copier Cancellation Form

Research Lab Supplies/Equipment Exemption

Purchasing Card Enrollment

Purchasing Card Cardholder Agreement Form

Purchasing Card Approver Agreement Form

Purchasing Card Transfer of Charges

Sole Source

Supplemental Meal

Louisiana Tech University Checklist for Business Entities performing Personal, Professional,

Consulting or Social Service Contracts

Contract Routing Form

Professional Services Contract – sample

Requisition – Fillable

Schedule of Items Page 2

Phone Quote Form – Fillable

 

https://www.doa.la.gov/Pages/osp/contracts_index.aspx
https://www.doa.la.gov/pages/osp/contracts/technology/microcomputers.aspx
https://www.latech.edu/documents/2018/05/minimum-criteria-for-computer-purchases.pdf/
https://www.latech.edu/documents/2018/05/autdealercert.pdf
https://www.latech.edu/documents/2018/05/bidder-list-2009.pdf
https://www.latech.edu/documents/2018/05/bidderap.pdf
https://www.latech.edu/documents/2018/05/copier-cancellation-form.pdf
https://www.latech.edu/documents/2018/05/lab-supplies-equipment-form.pdf
https://www.latech.edu/documents/2018/05/purchasing-card-application-10517.pdf
https://www.latech.edu/documents/2018/05/pcard-cardholder-agreement-form.pdf
https://www.latech.edu/documents/2018/05/pcard-approver-agreement-form.pdf
https://www.latech.edu/documents/2018/05/purchasingcardchange.pdf
https://www.latech.edu/documents/2018/05/solesourceform.pdf
https://www.latech.edu/documents/2018/05/supplemental-meal-form.pdf
https://www.latech.edu/documents/2018/05/businesschecklistindiv.pdf/
https://www.latech.edu/documents/2018/05/psroute.pdf
https://www.latech.edu/documents/2019/02/professional-services-contract-sample.docx
https://www.latech.edu/documents/2018/05/req-adobe.pdf
https://www.latech.edu/documents/2018/05/schedule-of-items-page-2.pdf
https://www.latech.edu/documents/2018/05/purchasing-quote-form-fill-061115.pdf


Policy 5215 – Professional Services

Revision Date: 10/21/2019

Last Review:  10/21/2019

Original E�ective Date: 11/1/2002

Responsible O�ce: Purchasing O�ce

References: LRS 39:1551 et seq.; Title 34, Part V; Louisiana Procurement Code

Policy:

The Purchasing Department is charged with administering the rules and regulations adopted by the Louisiana

O�ce of State Procurement (OSP) for the procurement, management, control and disposition of all professional,

personal, consulting, and social services contracts required by University Departments.

Louisiana Revised Statutes Title 39:1551 et seq. and the Louisiana Procurement Code directly addresses the laws

and regulations governing Professional, Personal, Consulting, and Social Services Contracts. The o�cial rules

and regulations of the O�ce of State Procurement appear in Title 34, Part V of the Louisiana Administrative

Code.

The Purchasing Department decides all matters of policy relative to professional, personal, consulting, and social

services contracts for the University.

De�nitions:

Not Applicable.

Procedures:

Ethics Statement:  All public purchasers are required to adhere to the ethical standards for public servants.  Care

must be exercised to avoid impropriety or the appearance of impropriety.   The Code of Governmental Ethics can

be found by searching La. R.S. 42:1101-1170.

The Code of Governmental Ethics speci�cally prohibits: 

Receipt of a thing of economic value for assisting someone with a transaction with the agency of the public

servant.



Receipt of a thing of economic value by a public servant for services rendered to or for the following: persons

who have or are seeking to obtain a contractual or other business or �nancial relationship with the public

servant’s agency.

Participation by a public servant in a transaction involving the governmental entity in which any of the following

persons have a substantial economic interest:

the public servant;

any member of his immediate family;

any person in which he has an ownership interest that is greater than the interest of a general

class;

any person of which he is an o�cer, director, trustee, partner, or employee;

any person with whom he is negotiating or has an arrangement concerning prospective

employment;

any person who is indebted to him or is a party to an existing contract with him and by reason

thereof is in a position to a�ect directly his economic interests.

Authorized Signature – Only the Director of Purchasing or University President or speci�c designee may execute

contracts on behalf of the University committing expenditure of university funds or other resources.

In general, contracts are prohibited in the following situations:

Individual is not a U.S. Citizen

Individual is a current Louisiana Tech Student

Individuals that have been an employee of Louisiana Tech within the previous 2 years

Contract approval routing 

In the approval process, submit three (3) original contracts accompanied with a contract routing form and

Louisiana Tech University Checklist for Personal Professional, Consulting or Social Services Contract.

Certi�cation:

When submitting a contract to the Purchasing Department, the person initiating the contract must certify in

writing the following:

�. Either no employee of our agency is both competent and available to perform the services

called for by the proposed contract or the services called for are not the types readily

susceptible of being performed by persons who are employed by the state on a continuing

basis;

�. The services are not available as a product of a prior or existing professional, personal,

consulting, or social services contract;



�. When applicable, the requirements for consulting or social services contracts have been

complied with.

Contracts may only be signed by the President. 

Contracts exceeding $50,000 require approval of the State of Louisiana O�ce of State Procurement and may

require RFP.

All contracts must be routed by routing form and will be returned to the person initiating the routing form.

Three original contracts should be prepared with one for each of the following:  (1) O�ce of Purchasing, (2)

Department initiating the contract and (3) Other party on contract.

Contracts for legal services require all of the following, plus approval by the O�ce of Attorney General and

O�ce of State Procurement.  Coordinate all requests for legal services through the O�ce of President.

General Policy – The Purchasing Department is charged with administering the rules and regulations adopted by

the Louisiana O�ce of State Procurement for the procurement, management, control and disposition of all

professional, personal, consulting, and social services contracts required by University Departments.

Louisiana Revised Statutes Title 39:1551 et seq. directly addresses the laws governing Professional, Personal,

Consulting, and Social Services Contracts. The o�cial rules and regulations of the O�ce of Contractual Review

appear in Title 34, Part V of the Louisiana Administrative Code.

Contracts must be accompanied by a W9, proof of authority to sign, and Certi�cate of Insurance.

The Purchasing Department decides all matters of policy relative to professional, personal, consulting, and social

services contracts for the University.  Requirements established in Louisiana Revised Statutes and Administrative

Code are strictly followed.  The O�ce of State Procurement has established the following minimum

requirements:

Contracts Shall:

�. Contain appropriate original (not a signature stamp) signatures of agency and contractor.

�. Contain appropriate approvals; i.e. Civil Service, Attorney General, Higher Education Boards, if

applicable, etc.

�. Contain a date upon which the contract is to begin and upon which contract will terminate.

�. Contain a description of the work to be performed including goals and objectives,

deliverables, performance measures and a monitoring plan.

�. Contain a maximum amount and schedule of payments to be made.

�. Contain an itemized budget if it is a cost reimbursement contract.

�. Contain a description of reports or other deliverables to be received, when applicable.

�. Contain a schedule when reports or other deliverables are to be received, when applicable.

�. When a contract includes travel and/or other reimbursable expenses, it contains language to

e�ect the following:



Travel and other reimbursable expenses constitute part of the total maximum payable under

the contract, or

No more than ($_________) of the total maximum amount payable under this contract shall

be paid as reimbursable expenses, and

Travel expenses shall be reimbursed in accordance with Division of Administration Policy

and Procedure Memorandum 49 (The State General Travel Regulations).

��. Contain the responsibility for payment of taxes, when applicable.

��. Contain the circumstances under which the contract can be terminated either with or without

cause and contains remedies for default. Must contain 30 day termination at convenience of

the state unless justi�ed and approved by the Director of the O�ce of Contractual Review.

��. Contain a statement giving the Legislative Auditor and the Division of Administration Auditors

the authority to audit records of the individual(s) or �rm(s).

��. Contain an assignability clause.

��. Contain required anti-discrimination language (ADA).

��. Prohibition of Discriminatory Boycotts of Israel

��. Continuing Obligation requirement

��. Eligibility Status – Not on Federal List of Excluded Parties                  

��. Appropriate language if key internal controls have been outsourced.

Contracts that must be forwarded to O�ce of State Procurement must have:

�. Signed BA-22 form.

�. Certi�cation letter, if contract is over $5,000.

�. Multi-year letter, if contract exceeds 12 months.

�. Late letter, if contract is more than 60 days late.

�. Board Resolution, if contractor is a corporation, either pro�t or non-pro�t.

�. Disclosure of Ownership a�davit which has been �led with the Secretary of State’s O�ce if

contractor is a for pro�t corporation whose stock is not publicly traded.

�. Certi�cate of Authority to do business in Louisiana if contractor is an out-of-state corporation.

�. Resume for Consultants.

�. Advance payment justi�cation from non-pro�t contractor and approval by the agency with a

statement that this is the most cost e�ective way of obtaining the services as well as a

recoupment schedule.

��. Information and documentation if contract was awarded through the Request for Proposals

process.

Related Links and Resources

Louisiana Tech University Checklist for Business Entities performing Personal, Professional,

Consulting or Social Service Contracts

https://www.latech.edu/documents/2018/05/businesschecklistindiv.pdf


Contract Routing Form

Professional Services Contract – sample

https://www.latech.edu/documents/2018/05/psroute.pdf
https://www.latech.edu/documents/2019/02/professional-services-contract-sample.pdf


Policy 5216 – Purchasing Card (LaCarte)

Revision Date: 10/21/2019

Last Review: 10/21/2019

Original E�ective Date: 11/1/2002

Responsible O�ce: Purchasing O�ce

References: O�ce of State Procurement

Policy:

Introduction

Louisiana Tech University has entered into an agreement with the State of Louisiana and Bank of America that

provides quali�ed employees with a Visa Purchasing Card to purchase low cost materials and services. Using

the Purchasing Card bene�ts the University and its vendors through:

Prompt payments to vendors

Reduced processing costs and paper �ow

Controlled decentralization of Purchasing

The Purchasing Card will provide the University with a system which is e�cient, �exible, and convenient for

departments purchasing goods and services directly from vendors for transactions up to $5,000. The Purchasing

Card simpli�es the way in which departments may order small dollar goods and services from vendors that

accept the Visa credit card.  Multiple purchases may be made with the Purchasing Card for contract purchases,

each day, up to but not exceeding $5,000 per contract.  Purchases from contract vendors must be for each

contract’s speci�c approved contract items.  

The Purchasing Card program is designed to delegate the authority and capability to purchase small dollar items

directly to the end user or department. Use of the Card will enable cardholders to purchase non-restricted items

directly from vendors without the issuance of a requisition or a purchase order.

As a State agency, Louisiana Tech University is bound by the State Travel Card Policy, State Statutes, State

Executive Orders, PPM49, and Federal regulations and laws. To ensure compliance with these requirements,

cardholders must adhere to the guidelines outlined in the application and cardholder agreement. The policies in

the application and agreement, as well as any revisions by the Purchasing Department, pertaining to the

program must be followed when using the Purchasing Card.



De�nitions:

Account holder/Cardholder – terminology used to reference the employee that has been issued

a purchasing card or account holder/authorized user of the CBA.

Agreement Form – a form signed by a program administrator, cardholder and cardholder

approver, annually, that acknowledges they have received required training from agency,

completed the state’s certi�cation requirement and received a passing score of at least 90,

understands the purchasing card policies, both state and agency, and accepts responsibility for

compliance with all policies and procedures.

Approver – The cardholder’s supervisor or the most logical supervisor that is at least one level

higher which would be most familiar with the business case and appropriate business needs for

the cardholder’s transaction and is responsible for approving transactions on-line and signs both

the cardholder’s billing cycle log and monthly statement.

Billing Cycle – The period of time between billings. For example, the State of Louisiana P-Card

closing period ends at midnight on the 5th of each month.

Card Abuse – Use of the card for non-approved State business purchases such as for personal

purchases.

Card Misuse – Use of the card for legitimate purchases but for goods or services that are

prohibited by the State or internal policy (e.g., purchases for fuel for a State vehicle when the

agency participates in the Statewide Fuel Card Program).

Cardholder – A State of Louisiana employee whose name appears on the P-Card or the person

who has been assigned by the agency as the accountholder/authorizer for the CBA and is given

authority to make purchases within preset limits on behalf of the agency.

Cardholder Enrollment Form – A form that initiates the purchasing card issuance process for the

cardholder.

Controlled Billed Account (CBA) – a credit account (no plastic cards issued). These accounts are

direct liabilities of the State.  CBA Accounts are controlled through a single authorized

accountholder/authorizer to provide means to purchase any allowed transactions/services

allowed in the current State Liability Travel Card and CBA Policy.  Although other travel related

charges are now allowed on the CBA account, the traveler should be aware that there is no

plastic issued for a CBA to ensure that this will not impair his/her travel plans.

Controlled Billed Account (CBA) Accountholder/Authorizer – Person responsible for the CBA

account. The accountholder/authorizer is a speci�c person assigned to a CBA account with the

same responsibilities as that of a cardholder.  Each CBA account must have only one

accountholder/authorizer.

Cycle Limit – Maximum spending (dollar) limit a P-Card/CBA is authorized to charge in a cycle.

These limits should re�ect the individual’s purchasing patterns. These are preventative controls

and, as such, should be used judiciously.

Default Coding – Agency speci�c accounting assigned to an individual cardholder’s transaction

which exports to the agency’s accounting system, if applicable.



Department Head – An elected o�cer, an appointed o�cer, the executive head of a State

agency or President of a College or University.

Disputed Item – Any transaction that was double charged; charged an inaccurate amount, or

charged without corresponding goods or services by the individual cardholder.

Electronic Funds Transfer (EFT) – An electronic exchange or transfer of money from one account

to another, either within the same �nancial institution or across multiple institutions.

Electronic Signature – An electronic sound, symbol or process attached to or logically

associated with a record or executed or adopted by a person with the intent to sign the record.

Export File – Data that pushes from Bank of America WORKS into ISIS/LEO or other applicable

accounting system which imports to the agency’s �nancial system to create the voucher for

Bank of America payments.

Fraud – Any transaction, intentionally made that was not authorized by the cardholder or not for

O�cial State Business.

Incidental Expense – Expenses incurred while traveling on o�cial state business, which are not

allowed on the state liability P-Card. Incidentals include, but are not limited to meals; fees and

tips (porters, baggage carriers, bellhops, hotel maids); transportation between places of

lodging/airport such as taxi; phone calls and any other expense not allowed in the State Liability

Travel Card and CBA Policy.

INTELLILINK – Visa’s web-based auditing tool which is used to assist with monitoring and

managing the agency’s card program usage to ensure that card use conforms to all policies and

procedures.

ISIS – State of Louisiana’s integrated system used for accounting, �nancing, purchasing, and

contracting functions.

LaGov – State of Louisiana’s integrated system used for accounting, �nancing, logistics, human

resources, procurement, travel, and data warehouse storage and reporting.

MCC (Merchant Category Code) – A standard code the credit card industry uses to categorize

merchants based on the type of goods or services provided by the merchant. A merchant is

assigned a MCC by the acquiring bank.

MCCG (Merchant Category Code Group) – A de�ned group of merchant category codes.

MCCGs which are used to control whether or not cardholders can make purchases from

particular types of merchants.

Merchant – A business or other organization that may provide goods or services to a customer.

Synonymous with “supplier” or “vendor”.

P-Card – A credit account issued in an employee’s name. This account is direct liability of the

State and is paid by each agency. P-Card accounts are an alternate means of payment for

purchases of goods and services.

P-Card/Billing Cycle Purchase Log – Paper and electronic form used in the reconciliation

process for purchases/services charged during the billing cycle. The log is used to document

cardholder’s approval of purchases billed by matching the paper billing statement, received

from the bank, to the log and the original documentation obtained from the vendor(s).  Approval



of the log by the cardholder can either be by signature (paper log) or electronic signo� (through

WORKS Work�ow).  Likewise, the designated approver’s approval can either be by signature

(paper) or electronic signo� (online in WORKS Work�ow).  Electronic logs must be in an un-

editable format such as a PDF.

Personal Purchases – Non-work related goods or services purchased solely for the bene�t of

the cardholder, the cardholder’s family, or other individual(s).

Policy and Procedure Memorandum 49 (PPM49) – The State’s general travel regulations

(http://www.doa.la.gov/Pages/osp/Travel/Index.aspx) these regulations apply to all state

departments, boards, and commissions created by the legislature or executive order and

operating from funds appropriated, dedicated, or self-sustaining, federal funds, or funds

generated from other sources.

Program Administrator – Person responsible for administering and managing the LaCarte

Program at the agency level and acts as the main contact between the agency, the State, and

the issuing bank.

Purchasing Card Pro�le – Unique pro�le associated with a cardholder that sets the card credit

limit, single purchase limit, and MCCs on the cardholder’s ability to make purchases on behalf of

the State. The pro�le name must be unique and should be set up in the following format, this is

an example only- CL$20,000; STL$1,000; MCCG: csh, tvl, rest

Receipt – A merchant-produced original document that records the relevant details for each

item purchased including quantities, amounts, a description of what was purchased, the total

charge amount and the merchant’s name and address (e.g. sales receipt, original invoice,

packing slip, credit receipt, etc.). This must match the online transaction amount and be matched

to any other related documentation regarding the transaction.

SPL (Single Purchase Limit) – The maximum spending (dollar) limit a P-Card is authorized to

charge in a single purchase. Under no circumstances will a cardholder have a SPL exceed

$5,000.00. The SPL limit may be up to $5,000; however, this limit should re�ect the individual’s

purchasing patterns. These are preventative controls and, as such, should be used judiciously.

Split Purchase – A practice whereby one or more cardholders or suppliers split a purchase into

two or more transactions and/or purchase orders to circumvent either single transaction limits or

bid requirements. This is prohibited by the Statewide Purchasing Card Policy.

State Program Administrator – Central point of contact responsible for managing and

overseeing the Statewide LaCarte Program.

Transaction – A single purchase of goods or services. A credit also constitutes a transaction.

Transaction Documentation – All documents pertaining to a transaction. The documentation is

also used for reconciliation at the end of the billing cycle and is to be retained (and scanned)

with the monthly reconciliation documentation for review and audit purposes. Examples of

transaction documentation include, but are not limited to: original itemized purchase

receipts/invoices (with complete item descriptions, not generic such as “general merchandise”),

receiving documents, credits, disputes, and written approvals.



WORKS – Bank of America’s web-based system used for program maintenance, card/CBA

issuing/suspension/cancellation and reporting.

WORKS Work�ow – Bank of America’s online system that includes user pro�les and transaction

work�ow.

Procedures:

The O�ce of Purchasing is responsible for the implementation and administration of the purchasing card.  To

ensure that purchasing card utilization is used in adherence with University budget, accounting and audit

policies, the O�ce of Purchasing will coordinate purchasing card management with the O�ce of Comptroller,

O�ce of Sponsored Projects, and O�ce of Internal Audit.

No Purchasing Card or CBA account shall be issued to any Program Administrator, CBA Administrator or auditor

or any other roles associated with administering, monitoring or reviewing the activities of the Purchasing Card

Program including the person responsible for monthly audits/reports and second level review of the University’s

program.  No Purchasing Card shall be issued to any non-state employee.

The O�ce of Purchasing has developed and will maintain an application form that contains the following

information:

Name of Cardholder

Cardholder’s department

Name of Cardholder’s immediate supervisor

Email of Cardholder’s immediate supervisor

Signature of Cardholder’s immediate supervisor

University department codes that Cardholder is authorized to utilize

Cardholder University address

Cardholder phone number

Cardholder email address (in adherence with State Travel Policy)

Single transaction limit

Monthly limit

Cardholder signature

Approver’s (Monthly Transaction Reviewer) name

Approver’s signature

Approver’s email

Comptroller approval (signifying budget authority)

Notes:

In most cases, Cardholders may have only one card.  When the cardholder reviews transactions each month, the

cardholder will assign University account and budget object code for each transaction.  Grant purchases and



other University fund purchases should not be made on the same card.

In case of grants administered by O�ce of Sponsored Projects, O�ce of Sponsored Projects will serve as

approver.

All cardholders must have a reviewer that is at least one level of authority higher than the cardholder.

No cardholder can be their own reviewer.

The O�ce of Human Resources will receive noti�cation of adverse Internal Audit �ndings and document in

Personnel Files �ndings in accordance with Civil Service regulations and policies of the University of Louisiana

System.

The O�ce of Human Resources will ensure that the O�ce of Purchasing is noti�ed of the separation of any

cardholder from University employment.  If employee is separated from service before the card is collected,

Purchasing will immediately cancel the card and notify the immediate supervisor and/or O�ce of Sponsored

Projects to ensure that all transactions are documented in WORKS Work�ow system.

Process in obtaining purchasing card

�. Employee must take and pass with a minimum of 90% the State of Louisiana on-line test.

Evidence of completion must be printed by employee and submitted with an application form.

�. Employee’s direct supervisor must review and approve the application (supervisor must have

completed on-line exam and passed with a minimum of 90%). Supervisor will route the form

through all o�ces on the routing form.  (Approving authority in O�ce of Comptroller and

O�ce of Sponsored Projects must have passed the State exam with a minimum score of 90%).

�. Employee requesting a purchasing card must complete and sign State of Louisiana

Cardholder agreement form. The cardholder application will not be processed unless the

cardholder approver form has been completed and the approver has passed the on-line exam

with a 90% score.  Completed application form will be kept on �le in the O�ce of Purchasing

for 3 �scal years. 

�. Signed cardholder approver forms and proof of passing the on-line exam are kept on �le in

the O�ce of Purchasing for three �scal years.

�. The purchasing card program administrator agreement form will be completed by the Director

of Purchasing and maintained with other cardholder information. A copy with proof of passing

the on-line exam will be sent to the President and the Director of Internal Audit.

�. The O�ce of Purchasing will receive and issue purchasing cards and maintain a database that

includes the card application, date card is received, date card is issued and date card is

returned by cardholder.

Monthly review process

Within 5 working days of the close of each month, cardholder will review each transaction.



�. Cardholder will scan and upload into system all receipts

�. Cardholder will certify that each transaction was made within University and State Travel Card

Policies

�. Cardholder will assign a University account & budget object code to each transaction

�. Cardholder will attach original receipts to paper statement and forward paper statement to

approver. Original billing statements must be signed by both the cardholder and the approver. 

Electronic or stamped signatures are not acceptable.

If Cardholder does not approve transactions within �ve working days, Approver will move the transactions up the

system.  Approver will counsel cardholder and determine if cardholder is to maintain the privilege of having a

card.

If Cardholder will be on extended leave, the cardholder must notify their Approver and the Purchasing O�ce to

suspend the card or reduce limits on the card to $1.00, until the cardholder returns to the University.

If sales tax is included on transactions, cardholder is responsible for obtaining a credit for the charged sales tax. 

Credit must be issued to card account.

Within 10 working days of the close of each month, �rst level reviewer will review and approve

each transaction. Should documentation, account, budget object code or any other issue need

to be corrected, approver will make the correction.  If purchases are to be charged to a grant,

O�ce of Sponsored Projects will review expenditure to ensure it is in compliance with grant

guidelines and restrictions.

Approver will ensure that original statement and copies of receipts are signed, reviewed and

forwarded to the O�ce of Purchasing. Electronic signatures in Work�ow by the cardholder and

the approver are required as well as a signed log matching the monthly statement.

If approver does not approve transactions within �ve working days, Purchasing will move the transactions up the

system.  Purchasing will counsel cardholder and approver and determine if cardholder is to maintain the

privilege of having a card.

If cardholder has not had sales tax collection removed, approver will either require that sales tax be credited or

take necessary steps to obtain a credit for sales tax.

Within 15 working days of the close of each month, the O�ce of Purchasing will review each

cardholder statement and approve or cause documentation to be corrected. The O�ce of

Purchasing will review transactions and statements for adherence with purchasing regulations

and purchasing card policies.

O�ce of Purchasing will ensure that the original statement and copies of receipts are signed,

reviewed and forwarded to the O�ce of Comptroller.

O�ce of Comptroller will con�rm University account coding and issue EFT payment prior to the

end of each month.



Hard copies of all statements will be maintained with other �nancial records in the O�ce of

Comptroller.

O�ce of Purchasing will run all required reports and certify to the State O�ce of Travel that all

reports have been run and reviewed. The monthly report shall state that all �ndings have been

investigated, documented and handled appropriately.

O�ce of Purchasing will check all contract purchases to ensure purchases are for each

contract’s speci�c approved contract items while performing monthly audit of statements.

Should approver note improper purchasing activity

If approver is not immediate supervisor, approver shall notify the immediate supervisor.

Immediate supervisor shall determine if activity is incidental. If activity is incidental, supervisor

will counsel cardholder.

If activity is serious, supervisor shall notify O�ce of Purchasing to suspend card and notify O�ce

of Internal Audit. O�ce of Internal Audit shall determine if further investigation is warranted. 

Investigation shall follow standard University Internal Audit procedures.

If at any time illegal activity is detected, the O�ce of President and the O�ce of Comptroller

shall be noti�ed and further noti�cations are made as required by law or policy. Further

noti�cations include State Travel, Legislative Auditor, and the District Attorney.  Illegal activity

may result in the loss of job and reimbursement of unauthorized charges.

Card suspension shall not be lifted without recommendation of Internal Audit and Immediate

Supervisor.

Should the O�ce of Purchasing note improper purchasing activity

If Purchasing determines that the activity is incidental, Purchasing shall counsel both approver

and cardholder and cause any necessary corrective action to be taken.

If Purchasing determines that the activity is serious, Purchasing shall suspend the card and

notify the O�ce of Internal Audit. If the O�ce of Internal Audit determines further investigation is

warranted, investigation shall follow standard University Internal Audit procedures.

If at any time illegal activity is detected, the O�ce of President, O�ce of Internal Audit and the

O�ce of Comptroller shall be noti�ed. Further noti�cations include State Travel, Legislative

Auditor, and District Attorney.

Card suspension shall not be lifted without recommendation of Internal Audit and Immediate

Supervisor.

Annual Review Process

O�ce of Purchasing shall run and review all required reports and certify to the O�ce of State

Travel.

O�ce of Internal Audit will audit Purchasing card system and transactions per State Travel

Requirements and Internal Audit Plan. Conducting an audit of the purchasing card program no



less than once every 3 years is encouraged by the O�ce of State Travel.

The O�ce of Purchasing will review annual card utilization to identify any cards with no use. If a

card has no use, cardholder and immediate supervisor shall be contacted to determine if

cardholder requires continued use of a card.

O�ce of Purchasing will prepare annual report identifying individual cardholders and submit to

each approver for review and approval.

O�ce of Purchasing will require that each cardholder complete a new application and route the

application through the approval process. The annual report shall state that all �ndings have

been investigated, documented and handled appropriately.  The O�ce of Internal Audit and the

O�ce of the President shall receive a copy of this Report.

The O�ce of Purchasing will ensure that an electronic copy of all transactions and reports on

the WORKFLOW System are backed up for archival purposes.

Each Year, the O�ce of Purchasing shall provide training on purchasing card use, WORKS

Work�ow system and annual changes in the system.

Purchasing card cardholder’s guide

I. Overview

a. Louisiana “LaCarte” Purchasing Card

Louisiana “LaCarte” Purchasing Card is a Visa Card used by Louisiana Tech

University employees to purchase materials and services up to $5,000 per

transaction (including shipping and handling). It is the preferred purchasing tool used

to purchase low cost materials and services.

b. How Your Card May Be Used

Your card may be used for any purchase of materials and services provided that:

i. the transaction does not exceed $5,000, including shipping and handling

charges;

ii. the transaction does not fall within one of the merchant groups/spending

categories excluded by cardholder request;

iii. the transaction does not involve a purchase of one of the types listed in Exhibit I.

c. Purpose and Bene�ts of Using the Purchasing Card

i. To simplify and reduce costs of the purchasing and payment process for material

orders and services under $5,000 where applicable. The cardholder uses the

card to make the purchase from suppliers without completing purchase orders or

requisitions. All necessary service contract procedures must be followed; only

the method of payment has changed.

ii. To simplify and reduce the number of invoices processed by Accounts Payable.

One monthly invoice is paid to Bank of America versus handling large volumes

of low dollar invoices.



iii. The Purchasing Card process pays the suppliers within two business days of

requesting payment for merchandise provided.

d. Purchasing Card Cycle

i. Suppliers receive remuneration from Visa within two business days of requesting

payment for merchandise provided.

ii. Adhere to all provisions herein.

iii. Statements are received each month. Cardholder and approver reviews

statement for appropriate charges, attaches receipts for each charge, signs

statement and forwards statement to the Purchasing O�ce.

iv. Louisiana Tech University remits payment to the Bank of America by the 30th

business day of each month.

v. Individual charge transactions are received electronically each month and down

loaded into the University’s Accounting system to allow charges to be posted to

each cardholders FIS account.

II. Cardholder’s Responsibilities

A. General Responsibilities

�. The card is used for payment of materials and services under $5,000 (including shipping

and handling charges). The transaction and credit limits on the card have been approved by

the Approver, Comptroller, O�ce of Sponsored Projects (if applicable) and the Purchasing

Department. The Purchasing Card delegates the expenditure and purchasing authority, less

than $5,000, to the authorized cardholder.

�. Individual transactions must be reviewed in Work�ow System as described in this policy.

�. The Purchasing Card remains the property of Bank of America. It may not be transferred,

assigned to, or used by anyone other than the designated cardholder. The cardholder will

surrender the Purchasing Card upon request to Louisiana Tech University or any authorized

agent of Bank of America.

�. Louisiana Tech University retains the right to cancel a cardholder’s privileges. Cards may be

revoked for misuse or non-compliance with procedures and/or the Cardholders Agreement.

�. State sales tax should not be charged on card purchases. Cardholders should make every

e�ort at the time of purchase to avoid being charged state sales tax. Please notify the

vendor BEFORE the purchase is rung up that your card is tax exempt. In the event state

sales tax is charged, it is the Cardholder’s responsibility to have the vendor-merchant issue a

credit to the Cardholder’s account. Cardholder cannot receive cash or check as

reimbursement for taxes. If the vendor refuses to reimburse taxes, cardholder should not use

this vendor for future purchases. Cardholder may also be responsible for reimbursement of

taxes if the tax is $25 or more.

�. Expiring Purchasing Cards will automatically be replaced/renewed prior to the expiration

date by Bank of America. All replacement/renewed cards will be sent to the Agency’s

program administrator.



�. The Cardholder is also responsible for maintaining the security of card data such as the

account number, the expiration date, and the card veri�cation code (CVV), the 3-digit

security code located on the back of the card.

�. Never accept cash in lieu of a credit to the purchasing card account.

�. Never use the Purchasing Card for fuel or vehicle maintenance since Louisiana Tech uses

FuelTrac (fuel card and maintenance program). However, in the event that the fuel program

is not covered in a certain geographic area, then the purchasing card may be used for

maintenance only (not fuel).  Documentation of the transaction should be maintained

indicating the reasons why a fuel card could not be used.

��. Never use the Purchasing Card to avoid procurement or payment procedures.

B. Ordering and Receiving of Materials and Services

The cardholder is responsible for ensuring receipt of materials and services, and

resolving any receiving discrepancies or damaged goods issues. (For disputes or

questions, see item F.)

�. Ask the supplier if they will accept Visa.

�. The card is used for payments under $5,000. Ask the supplier to calculate the total value of

the order, including shipping & handling charges and freight costs. If the total charge is over

$5,000 the card cannot be used.

a. Do not split a transaction into two or more transactions to get below the single

transaction limit. Each cardholder must know the monthly spending limits of your card.

b. The exception to this policy may require cancellation of your card.

�. Obtain from the supplier a sales receipt or invoice which itemizes and details the order.

Retain this documentation for matching with your monthly statement.

�. The Cardholder shall never send a copy of the P-Card if requested by a merchant. If this is

required for payment, then the cardholder must use another form of payment other than the

State Liability Card.

�. For purchases with online vendors such as Amazon, PayPal, Ebay, etc, cardholders must

have a standalone business account or registration. The account or registration cannot be

combined with an individual’s personal account.  By doing this, it allows approvers,

Purchasing, and auditors access to view the accounts online while verifying that all

purchases are business related and email receipts are not altered and that all purchases are

being delivered directly to Louisiana Tech University (instead of a home address). 

Purchasing from these vendors is strongly discouraged.

C. Telephone Orders

�. Provide the supplier with your complete shipping instructions including name, street

address, and internal location information.

�. Instruct the supplier to include in the delivery package a sales receipt, invoice, or

the Purchasing Card charge slip itemizing the order.

�. Instruct the supplier to send any sales receipt or invoice directly to you rather

than the Accounts Payable Department. This will avoid the possibility of having



the same invoice paid twice.

D. If Approval is Denied

�. If a supplier advises that card approval has been denied, it is most likely a violation of one

the established levels of authority checks.

a. Example – the purchase exceeds the single transaction limit of $5,000

b. Example – the account is over the monthly number of transactions limit and/or

spending limit.

c. Example – the purchase is a violation of a Merchant Group/Spending Category code or

a Merchant Category Code to which access is prohibited.

d. Example – cardholder’s purchasing card has expired and hasn’t picked up and signed

for new card.

�. The supplier will not have information related to the reason for denial, nor does the

cardholder have the authority to obtain this information. If a transaction is denied, the

cardholder should contact the Purchasing Department for assistance.

The Purchasing Department will contact the proper persons, obtain information on the

denial and coordinate resolution of the issue.

E. Reconciliation and Approval Process

�. Primary responsibility for the reconciliation and approval process rests with the

cardholder of each department.  

�. Statements are received by each cardholder on a monthly basis.

�. Compare the transactions on the statement with the actual sales receipts,

invoices, credit card slips, etc. (supporting documentation).

�. Verify each transaction as to date, vendor and amount by matching to the

supporting documentation. Supporting documentation must be an

itemized/detailed receipt (cannot be a generic receipt).

�. Attach to the statement, supporting documentation for all transactions listed on

the record. Also, attach Disputed Items Report (if applicable).

�. Cardholder must sign statement certifying agreement with the legitimacy and

accuracy of the listed transactions. The statement must also be signed by the

Department Head and Dean (if applicable). These signatures will be a

certi�cation by the signers that all charges are accurate and valid University

expenditures. The cardholder should retain a copy of the statement.

�. Submit statement with supporting documentation, Disputed Item Report (where

applicable) to the Purchasing Department within �ve days of receipt of memo

statement.

Statements not received within 10 days will result in cancellation of card.

�. For disputed or questioned items – See item F.

�. Personal expenses charge on card

a. Personal usage of card is NOT ALLOWED.



b. Violations may result in cancellation of your card.

��. Never put the full P-Card/CBA account number in emails, fax, reports, memo, etc.

If designation of an account is necessary, only use of the last four or eight digits

of the account is to be allowed.

F. Disputed and Questioned Items

�. The cardholder is responsible for ensuring receipt of materials and services, and resolving

any receiving discrepancies or damaged goods issues.

�. Cardholder is responsible for settling any disputes, clearing erroneous charges and

requesting credit for returned merchandise directly with the supplier.

�. Cardholder should contact supplier to resolve any outstanding issues. Most billing problems

can be resolved expeditiously in this manner.

�. If cardholder is unable to reach agreement with supplier, the Disputed Item Form must be

submitted and forwarded to the Purchasing Department. Bank of America must be noti�ed in

writing of any unresolved disputed item within sixty (60) days of the date of the statement on

which the questioned item appears.

�. Cardholder should indicate on statement that an item is in dispute and attach a copy of the

Disputed Item Form.

�. Purchasing Department will forward Disputed Item Reports to Bank of America and assist

cardholder in resolving disputes and ensuring that proper credit is given on subsequent

statements.

�. Never make a payment directly to the bank in the event that an unauthorized charge is

placed on the individual’s state corporate liability P-Card. If the payment is made directly to

the bank, it will cause the monthly statement billing �le to be out of balance and agency will

have to determine the cause. Ultimately, it will be determined that a personal payment was

made; therefore, report any unauthorized charges to your program administrator

immediately.

G. Lost or Stolen Cards

�. To report lost or stolen cards, contact Bank of America at (888)449-2273.

�. Report any lost or stolen cards immediately to the Bank �rst and then the

Purchasing Department. The bank will immediately cancel the card and forward

a replacement card within three to �ve business days.

To report recognized or suspected misuse of the card, contact the State of

Louisiana Inspector General’s Fraud and Abuse Hotline at (866)801-2549.

H. Termination of Employment or Extended Leave Employees must notify the Purchasing

Department in writing upon termination of employment or extended leave from the university.

Please give the Purchasing Department ample notice so that your card may be cancelled or

suspended if absent for extended periods. Please cut up your purchasing card and include it with

your letter. Please do not send the letter and card in the campus mail.

I. Card Misuse



�. Fraud Purchases – any use of the P-Card/CBA which is determined to be an

intentional attempt to defraud the state for personal gain or for the personal gain

of others. An employee suspected of having misused the P-Card/CBA with the

intent to defraud the state will be subjected to an investigation. Should the

investigation result in �ndings which show that the actions of the employee have

caused an impairment to the state service, and should those �ndings be

su�cient to support such action, the employee will be subject to disciplinary

action. The nature of the disciplinary action will be the prerogative of the

appointing authority and will be based on the investigation �ndings and the

record of the employee. Any such investigation and ensuing action shall be

reported to the Legislative Auditor and the Director of the O�ce of State Travel.

�. Non-Approved Purchase – a purchase made by a State Cardholder for which

payment by the state is unapproved. A non-approved purchase di�ers from a

fraud purchase in that it is a non-intentional misuse of the P-Card/CBA with no

intent to deceive that agency for personal gain or for the personal gain of others.

A non-approved purchase is generally the result of a miscommunication

between a supervisor and the Cardholder. A non-approved purchase could

occur when the Cardholder mistakenly uses the P-Card rather than a personal

card. When a non-approved purchase occurs, the Cardholder should be

counseled to use more care in handling of the P-Card/CBA. The counseling

should be in writing and maintained in the employee’s �le for no longer than one

year unless another incident occurs. The employee should be made to pay for

the item purchased inappropriately. Should another incident of a non-approved

purchase occur within a 12-month period, the appointing authority should

consider revocation of the P-Card/CBA.

�. Merchant Forced Transactions – Commercial cards are accepted by a variety of

merchants that process transactions only if approved by the issuing bank

thereby abiding by the card controls in place. Processing transactions are

administered as follows: Merchants processing transactions is typically a two

step process:

a. Merchant authorizes transactions against card controls (MCC, limits, exp date, etc.) and

if approved receives an authorization number.

b. Merchant submits the transactions for payment from the bank.

i. In rare instances, merchants will circumvent the authorization process and only

perform step 2. This means that the merchant didn’t authorize the transaction

against the card controls and therefore did not receive an authorization number.

ii. If this does happen, the merchant has forfeited all dispute rights and the

transaction can be disputed and unless the merchant can provide a valid

authorization number, the dispute will be resolved in the cardholder’s favor.

�. Card security – Each Cardholder is responsible for the security of their card, and therefore

should:



�. Never display their Card Account Number around their work area.

�. Never give his or her Card Account Number to someone else without his or her

Program Administrator’s permission.

�. Never email full account numbers under any circumstances.

J. Declared Emergency Use

�. In the event the Governor declares a state of emergency, the Purchasing Card may be

changed to allow higher limits and opening of certain MCC codes for essential employees

who are cardholders that would be active during an emergency situation and not for ALL

cardholders.  An emergency pro�le will be created for those “essential employees” and shall

not exceed the following limits, without prior approval from the O�ce of State Travel:  SPL

(single purchase limit) $25,000, Travel and Rest MCC Groups may be removed if determined

to be necessary for group accommodations; however, Cash will never be allowed, even

during emergency situations.

�. Higher limits do NOT eliminate the need to follow emergency procurement rules, policies,

procedures and/or executive orders.

�. All emergency cards will be returned to their original pro�le once the emergency declaration

has expired and/or when higher emergency limits are no longer necessary.

K. Corporate Business Account (CBA) Requirements/Guidelines

�. All CBA transactions must be in accordance with PPM49 guidelines, State Liability Travel

Card and CBA Policy, Purchasing Policies, Rules and Regulations, Louisiana Statutes and/or

Executive Orders.

�. The purpose of CBA is to provide a tool to purchase airfare and payment of high dollar travel

expenses only, as per current State Liability Travel Card and CBA Policy. There is not a

plastic card issued for these accounts.

�. The account(s) are issued in the name of the department authorized to have a CBA account.

The Purchasing Department will designate an administrator/authorizer per authorized

account.  Each administrator has the same duties, obligations and responsibilities as a

cardholder, as outlined throughout this policy.  Electronic Billing Cycle Logs for CBA

accounts must be signed by both the administrator/authorizer and the supervisor/approver

responsible for the CBA acknowledging that all transactions are for state business.

�. The Purchasing Department will determine the card cycle limit. These limits will re�ect the

department’s travel patterns.  Therefore, these limits must be judiciously established and

adhered to accordingly.

�. The CBA accounts are the direct liability of the State. These accounts are paid in full monthly

with the EFT payment to Bank of America.

�. CBA accounts do not allow issuance of a plastic card. These are referred to as ghost

accounts.  If it is determined that personal or other unauthorized charges are occurring on

the CBA account, appropriate steps, up to and including dismissal, shall be taken to resolve

the misuse/abuse of the account.



�. The full CBA account number shall never be included in emails, fax, reports, memos, etc. If

an account number is necessary, only the use of the last four or eight digits of the account

number is allowed.

Exhibit I

Louisiana Tech University restrictions on card use

The purchasing card may not be used for the following purchases:

Alcoholic beverages

Cash advances, cash instruments, cash refunds

Computer purchases (such as netbooks, computers, iPads or other computing devices)

Consultants and speakers fees/honorariums

Controlled substances (prescription drugs, narcotics, etc.)

Entertainment costs – ski tickets, tours, etc.

Food & meals

Personal purchases

Travel (gas stations, lodging, restaurants, airline tickets, conference registrations, etc.)

Gift Cards/Gift Certi�cates

Fuel or vehicle maintenance

The cardholder shall:

Assure that Purchasing Card transactions are not arti�cially split in order to circumvent the single

purchase limit.

Assure that the items purchased are required for bona �de University purposes (no personal

expenses).

Assure that the prices paid are fair and reasonable.

Notify the merchant that the purchase if being made in the name of the University which is

exempt from state and local taxes.

Obtain transaction receipts from the merchant or vendor each time the Purchasing Card is used.

Assure that all items are received (no back orders are allowed).

Assume personal responsibility for all purchases made with the card.

Assure that the information provided is correct in all respects.

Steps in obtaining a purchasing visa card:

Visa applications can be picked up in the Purchasing Department or obtained on our website.

Complete application and return to Purchasing.

Application will be sent to Bank of America.



Visa card will be sent directly to the Purchasing O�ce in approximately 3 – 5 days (if the card is

sent directly to the department, please inform Purchasing immediately).

The Cardholder will be trained prior to receipt of card.

The Cardholder will be required to pick up their card and sign a Purchasing Cardholder’s

Agreement.

Cardholder should sign the Purchasing Card immediately upon receipt.



 

 

 

 

 

 

 

 

 

 

Appendix F 

 



Policy 1442 – Employee Training

Revision Date:  7/30/2009

Original E�ective Date:  10/3/2003

Responsible O�ce:  Department of Human Resources

As part of Tech’s ongoing training and risk management program, bene�cial training 

is provided to all employees (classi�ed and unclassi�ed). Mandatory training is 

provided in a variety of subjects including but not limited to:

Ethics

Safety Rules and Responsibilities

Drivers Safety and Accident Reporting/Investigations

Emergency Preparedness

Preventative Maintenance/Hazard Control

Blood Borne Pathogens and First Aid

Sexual Harassment

Drug Free Workplace

Violence in the Workplace

Americans with Disabilities Act

Bonds, Crime and Property Control

Computer Use Policies

Training is required for all new employees and continuing employees are required to 

train once every three years. Failure to complete this mandatory training will result 

in appropriate action.
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Louisiana Tech University

Bonds, Crime,

and Property 

Program

Louisiana Tech University

Bonds, Crime, and Property Program

The Bonds, Crime, and Property Program is 
intended to protect the State and the University from 
financial and/or property losses resulting from any act 
and/or omission by any Louisiana Tech University 
employees in the performance of their duties.



Louisiana Tech University

Purpose of the Program

• Assign responsibility for developing and managing fiscal
controls for the University.

• Establish each individual employee’s accountability for the
performance of his/her duties in compliance with the
University’s fiscal control program.

• Reduce the University’s exposure and losses and to
safeguard state assets against theft, robbery, abuse, or
other harm.

• Maintain the public’s confidence in the ability of University
employees to conduct the University’s business in an
honest and professional manner.

Louisiana Tech University

Does this program apply to you?

The Bonds, Crimes, and Property Program applies if you 
manage or handle any of the following:

• Cash, checks, or credit cards

• University equipment or other property

• Purchasing or other financial transactions

• Keys to University offices and/or buildings

Responsibility for safeguarding the University’s assets lies
with all University employees.



Louisiana Tech University

Policies and Procedures Manual

The University is responsible for developing and implementing 
a written Bonds, Crime, and Property Loss Control Program.

The University Bonds, Crime, and Property Loss Control Program Policies 
and Procedures Manual is available online at 
https://www.latech.edu/documents/2019/09/20‐21‐bonds‐crime‐property‐
program.pdf. 

Louisiana Tech University
Cash (Negotiable Items)

All University employees responsible for handling and processing 
negotiable items such as cash and checks must follow University policies 
and procedures for cash.  

• Cash is defined as currency, coin, check, money order, travelers check,
credit card, or debit card.

• University employees who receive and/or deposit cash must properly
safeguard the cash and deposit it timely with the Cashiers’ Office.

• Only University employees (full, part‐time, or student) are permitted to
handle cash.

• The full amount of all cash collected, including cash collected by
departments, must be deposited with the Cashiers’ Office. Cash
collected is not to be used to make disbursements or refunds, and
deductions may not be made to pay expenses.



Louisiana Tech University
Cash (Continued)

• Access to cash should be restricted. All cash, including cash
collected by individual departments, must be safeguarded from
fire and theft and stored in a locked safe, cabinet, or drawer
depending on the amount of the cash. Departments should
encourage the use of check payments instead of currency.

• If monies are found to be missing, or if there is suspicion of theft
or diversion of funds, immediately contact the Comptroller,
University Police, appropriate Dean or Division Head, and/or the
Office of Internal Audit.

• All checks should be made payable to “Louisiana Tech
University.”  All checks must be restrictively endorsed upon
receipt.

Louisiana Tech University

Cash (Continued)

• All bank accounts for the University must be set up by the Office
of the Comptroller. No employee may establish a University bank
account or deposit University funds into an unauthorized bank
account.

The complete Cash Handling procedures are located in the online 
Louisiana Tech University Policies and Procedures Policy 5404.  Other 
policies related to cash include:

Policy 5402:  University Funds
Policy 5405:  Permanent Cash Advance Policy and Procedures
Policy 5406:  Temporary Cash Advance Policy and Procedures

Link:
http://www.latech.edu/administration/policies‐and‐procedures/



Louisiana Tech University

Equipment and Other Property

All University employees are required to comply with the 
University Property Control Regulations. The complete Property 
Control Regulations are included in the online Louisiana Tech 
University Policies and Procedures Policy 5300 Series 
(http://www.latech.edu/administration/policies‐and‐procedures/).

• Responsibility for safeguarding property owned by Louisiana Tech
University lies with ALL University employees.

• Equipment should be secured at all times and unauthorized persons
should not be allowed to use equipment.

• Movable property with a value of $1000 or more and computers, laptops
and tablets, regardless of cost,  must be tagged and placed on inventory
within 60 days of receipt.

• All university departments must have an assigned property custodian.
• The departmental property custodian must be notified before

equipment is moved from its designated location.

Louisiana Tech University

Equipment and Other Property (continued)

• If University equipment is used off campus for the purpose of conducting
University business, the employee is required to notify the departmental
property custodian. For tagged items, an approved Request for Off
Campus Use form must be on file in the Property Office.

• Equipment considered surplus by a university department should be
reported to the Property Office on an Equipment Disposition Request
form. This includes tagged and untagged items. The Property Office will
make arrangements to have the equipment picked up and determine the
proper means of disposal.

• Each university department is responsible for removing security‐
sensitive data from its computer storage and electronic media devices
prior to completing a transfer. Technical support is available through the
University Help Desk.  See Policy 5307 for additional information.



Louisiana Tech University

Purchasing

All University employees are required to comply with the Louisiana Tech 
University Purchasing Policy and the State of Louisiana purchasing laws and 
regulations. 

The Louisiana Tech University Purchasing Policy 5200 can be found online at 
www.latech.edu/administration/policies‐and‐procedures/ to assist all 
Departments in following appropriate procedures for procurement of 
supplies, equipment, and services as well as compliance with University, 
State and Federal (if applicable) guidelines.

Louisiana Tech University

Purchasing

General Information

• Purchases under $5,000 ‐ competitive bids are not required, but the purchase price 
must be competitive and reasonable.

• Purchases over $5,000, but less than $15,000 ‐ price quotations shall be solicited from
three (3) or more bona fide, qualified vendors.

• Purchases over $15,000, but less than $25,000 ‐ the Purchasing Department will send 
facsimile or written solicitations to at least five (5) bona fide, qualified bidders.
Facsimile solicitations will allow for bids to be accepted for a minimum period of five 
(5) calendar days.  Written solicitations will allow for bids to be accepted for a 
minimum period of ten (10) calendar days.

• Purchases over $25,000 ‐ an Invitation to Bid (ITB) will be mailed to at least five (5)
bona fide prospective bidders.  Sealed bids will be received in the Purchasing Office,
and opened publicly at the designated time and place.  Generally, a minimum of 
twenty‐one (21) days will be allowed for bids to be received



Louisiana Tech University

Purchasing

Exceptions to Competitive Bidding

There are several items outlined on the Purchasing website within Policy 5200 for exceptions 
to competitive bidding.  A few of the exceptions are the following:

• Repair parts for equipment obtained from a Louisiana Authorized Dealer.

• Equipment repairs obtained from a Louisiana authorized dealer.

• Publications and/or copyrighted materials purchased directly from the publisher or 
copyright holder.

• State Contract purchases.

• Software – Software and/or Hardware purchases exceeding $100,000, require processing 
through the Office of State Purchasing Procurement Support Team.

• Sole Source – Sole Source Procurement is permissible only if a requirement is available 
from a single supplier.  If there is more than one potential bidder, it is not a sole source.
There are three (3) required documents to accompany all sole source purchases as per 
Policy 5200.

Louisiana Tech University

Purchasing
Requisitioning Items for Purchase

• BIDDING – Any item or combination of items whose total value exceeds $5,000, and is not 
exempt from bidding must be sent to the required number of vendors for bids.  Exempt items
may be purchased without a competitive bid and must include a CURRENT quote from the 
vendor and cannot be catalog or internet price documentation.

• STATE CONTRACT – Items that are on State Contract can be purchased by listing the item, 
contract number and vendor on the requisition.  The website for Louisiana Office of State 
Purchasing is:  http://www.doa.la.gov/Pages/osp/contracts_index.aspx.

• CHECK TO ACCOMPANY ORDER – When a check is required, current documentation of price and 
order information must be attached to the requisition.

• PAYMENT OF INVOICES – Invoices are paid on a requisition when a purchase order was not 
issued prior to the receipt of the goods.

• PAYMENT FOR SERVICES – Checks are also issued when an invoice does not exist, in cases such as
honorariums and professional services.  The Professional Services Contract is used for 
documentation of price.  Please refer to Policy 5215 for the Professional Services Procedures.



Louisiana Tech University

Purchasing

Payment Methods

• REQUISITION – “Direct Charge” requisitions with invoice from vendor or
reimbursement over $50.

• PURCHASE ORDER – Issued to vendor after funds approval and correct price
documentation attached.

• PETTY CASH – Reimbursement  to an individual for cash payment of purchases on 
behalf of the University up to $50. If over $50, reimbursement must be
processed on a requisition.

• PURCHASING CARD – Visa card issued by the University to individual cardholders
to purchase non‐restricted items directly from vendors without the issuance of a
requisition or a purchase order.

Louisiana Tech University

Purchasing

Purchasing Card

• Used to purchase materials and services up to $5,000 (for approved cardholders).
Cannot split purchases into two or more transactions to get below the single 
transaction limit. 

• Purchasing Card MAY NOT be used to purchase Computers, 
Consultants/honorariums, Travel (includes conference registration fees, hotels,
etc.), Food & Meals (See Exhibit I on Policy 5216 for more restrictions.)



Louisiana Tech University

Purchasing

Purchasing Card

• Each month, the Cardholder is required to:

– Scan and upload into the WORKS system all receipts

– Certify that each transaction was made within University and State 

– Purchasing card policies

– Assign a University account & budget object code to each transaction

– Attach all original receipts for purchases that month

– Ensure no taxes are charged

– Obtain all signatures required

– Submit the statements to Purchasing

• Cardholder must notify Bank of America and the Purchasing Department if their
card was lost or stolen immediately.  Cardholder must also notify the Purchasing
Department upon Termination of Employment.

Louisiana Tech University

Key Control 

The complete University Key Policy is included in in the online Louisiana 
Tech University Policies and Procedures Policy 4106 
(http://www.latech.edu/administration/policies‐and‐procedures/).

Purpose of the Key Policy:
• To ensure that all University keys are accounted for and used

appropriately.
• To implement a tracking system for all University keys.
• To ensure the safe access and security to all University buildings.



Louisiana Tech University

Key Control (continued)

To obtain a key to a University building the following 
procedures will be required:

• Complete a key request form and have the form signed by the
department head.

• All Building Master and Grand Master keys must have approval and
signature of the Associate Vice President for Administration and
Facilities.

• Submit the completed form to Physical Plant.

• Physical Plant will then make the appropriate key(s). The employee will
be required to come to Physical Plant Office to receive their key(s).

• Keys will only be held at the physical plant for 30 days.

Louisiana Tech University

Key Control (continued)

• Before the key is given to the employee, the employee will be required
to identify themselves to Physical Plant personnel by presenting their
university identification card.

• Upon termination of employment for any reason the employee will be
required to turn in all assigned keys to the Physical Plant.

• Departments wishing to request a key for a student will request a key be
issued to their Departmental Student Key Set using the student key
request form.

• Random key audits may be performed by a representative from the
Physical Plant or from the Office of Internal Audit.  During a key audit
any person or department that has been issued a University key will be
required to account for all issued keys.



Louisiana Tech University

Key Control (continued)

In the event a key is lost: 

• Report the situation to Physical Plant immediately.

• Physical Plant may provide a copy of the lost key and will charge the
employee or Department the appropriate fee.

• For security sensitive areas it may be necessary to change the locks
when a key is lost.

The Academic Colleges have developed key policies for their academic
areas.  These policies are maintained at the college level and are included in 
the University Bonds, Crimes, and Property Loss Control Program Policies 
and Procedures Manual.

It is the responsibility of each University employee to safeguard their 
key(s) to ensure safe access and security to all University buildings and 
offices.

Louisiana Tech University

University and Employee Responsibilities for the Bonds, 
Crime, and Property Program

Program Administrator:
The University President has designated the Associate Vice President for Finance and Comptroller 
as the program administrator for the University’s Bonds, Crime, and Property Program. She was 
responsible for the implementation of an internal fiscal control program and is responsible for 
reviewing the fiscal control program regularly for efficiency and effectiveness. She is also 
responsible for reviewing audit findings and implementing the recommendations.

Supervisors:
Supervisors must ensure that employees are properly trained in the program’s policies, 
procedures, and guidelines so that all safeguards are followed at all times. Supervisors should 
review the program’s internal controls to ensure protection of the University’s assets and 
property from losses.

Employees:
Employees are expected to follow the Bonds, Crime, and Property Program and to report any 
deviations, discrepancies, or problems.

The most important person on this list is you, the employee!  Remember that 
responsibility for safeguarding the University’s assets lies with all University 
employees.



Louisiana Tech University

Contact Information:
Lisa L. Cole

Vice President for Finance

Telephone:  257‐5222

Email:  lcole@latech.edu

Ann White

Property

Telephone:  257‐2742

Email:  awhite@latech.edu

Melissa Hughes

Purchasing

Telephone: 257‐4205

Email:  mhughes@latech.edu
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Policy 4106 – Keys for O�ces and Buildings

Revision Date: 10/21/2019

Last Review: 10/21/2019

Responsible O�ce: Operations and Maintenance (Administration and Facilities)

References:

Policy:

The Key Policy is established to ensure accessibility to University facilities while maintaining a safe and secure

campus. Individuals assigned keys are responsible for securing assigned keys and for their use. Should a key

become lost it is the responsibility of the employee to immediately notify the University.

Residential Life develops policies and administers key control and maintains a key inventory for all Residential

Facilities. The Physical Plant administers key control and maintains a key inventory for all other buildings on the

Louisiana Tech University campus. 

The Physical Plant will establish forms for key requests and approvals. Employees assigned keys must pick-up

keys at the Physical Plant and will sign the key request form as a receipt, signifying acceptance of responsibility

for the key and its use. Employees will be charged an appropriate fee if the key is lost or if it is not returned upon

termination of their employment with the University. If at anytime a key is no longer needed before separation

from the University, the employee must return the key to the Physical Plant. Employees must identify themselves

to Physical Plant personnel by presenting their university identi�cation card. A copy will be made and kept on �le

with the key request form and will be charged an appropriate fee if the key is lost or if it is not returned upon

termination of their employment with the University. No keys will be distributed without being assigned to an

individual employee.

Issuance of Master Keys must be approved by the Associate Vice President for Administration and Facilities.

Only one master key will be assigned to any individual.

The Physical Plant will notify the employee when the keys are ready to be picked up.

It is against University Policy and poor practice to loan a key to another individual.

Keys must not be transferred directly from one employee to another employee.

Employees will be charged for key replacement or for keys not returned at time of separation from service. 

For security of sensitive areas, it may be necessary to change the locks when a key is lost. If deemed necessary,

the employee or Department will be charged an appropriate fee for this service. The decision to replace the key



with a copy or change locks will be determined by Physical Plant. If this is necessary, all employees who have

been issued this key will be issued a new key matching the new lock. These employees will have to come to the

Physical Plant facility to receive their new keys.

Random key audits may be performed by a representative from the Physical Plant or from the O�ce of Internal

Audit. During a key audit, any person or department that has been issued a University key will be required to

account for all issued keys.

Electronic access to buildings is available through radio frequency identi�cation (RFID) enabled Campus ID cards

or key chain fobs issued by individual facility administrators. ID cards are issued through the Tech Express o�ce

and are tied to the Campus Wide ID number. Through Active Directory maintained by the Computing Center, ID

cards are activated and deactivated by either employment status or enrollment status. Rules for which areas are

granted electronic access are determined by administrators controlling the facility. Each area controlling the

facility shall maintain a policy for their area of responsibility. The electronic control system will maintain who

authorized access, the date authorization was granted and speci�c areas granted access.

De�nitions:

Sub-Master Key – a key �tting a group of related doors within a building. The Sub-Master Key will open all doors

commonly grouped, but not every door in a facility.

Building Master Key – a key �tting one building and most doors within a building. A Building Master Key will open

all doors in a building.

Fob or ID Card with RFID – University ID Card or key chain fob that unlocks doors programmed to provide

access instead of a key.

Procedures:

Key request form

https://www.latech.edu/documents/2018/05/key-core-request-form_2017.pdf/


Physical Plant

Employee Key Request Form
revised 09/25/2017

New Request Replacement Keys

Employee Name:

Department Name:

Department Account #:

Department Phone #:
Keys Requested To:

Employee:

All Building Master or Grand Master key requests require approval from the Associate VP for Administration & Facilities.

Submit the completed form to the Physical Plant. Once the keys are complete, the employee will be contacted at the 
number/email listed above to pick up the keys. Before the keys are given to the employee, the employee will be required to 
produce identification and sign below indicating that they have received the requested keys.  
Note: Keys will only be held at the Physical Plant for 30 days after notification of availability.  

Employee: Date:

Date:

DO NOT COMPLETE THIS PORTION UNTIL KEYS ARE RECEIVED

I certify that I have received the keys that I requested above. I understand that I am personally responsible for these keys,
and I agree to follow the University Key Policy 4106.  I agree to immediately report any lost keys to the Physical Plant.

keys and associated lock changes will be deducted from my last paycheck.  

Furthermore, I understand that I will be required to pay any required fees associated with the lost key(s).  I also
understand that all keys must be turned in to the Physical Plant upon termination of my employment with the University. 
If all keys issued to me are not returned to the Physical Plant, I understand that the costs associated with replacement

Sign Name

Room/Door

Sign Name

Print Name

My signature below certifies that I have read, fully understand and agree to follow the University Key Policy 4106.  I also 
certify that I have obtained approval by my Department Head and Dean as indicated by their signature below.

Expiration Date# Keys NeededBuilding Name

Sign Name

Key/Core #

Print Name

Print Name

Date:

CWID:

Position:

Email:

Employee 
Signature:

Received 
by:

RETURNED KEYS

Associate VP for Administration & Facilities:

Department Head:

Dean:



Physical Plant
STUDENT or OFFICE KEY SET REQUEST FORM
revised 09/16/11

New Request Replacement Keys

Department Contact Name:

Department Name:

Department Account #:

Department Phone #:
Keys Requested To:

Department Head:

Dean: 

Request for a building master key require approval from:

Vice President of Finance & Administration:

Submit the completed form to the Physical Plant. Once the keys are complete, the Department will be contacted at the 
number/email listed above to pick up the keys. Before the keys are given to the Department, a Department Representativie
will be required to sign below indicating that they have received the requested keys.  
Note: Keys will only be held at the Physical Plant for 30 days after notification of availability.  

Department Representative: Date:

Date:

Room/Door

Student Key Set or Office Key Set

Student or Office Set

# Keys Needed

Print Name

RETURNED KEYS

Received By 
Whom:

Signature of 
employee:

DO NOT COMPLETE THIS PORTION UNTIL KEYS ARE RECEIVED

We acknowledge that the Department will be responsible for issuing, tracking, and retrieving all keys issued to students or 
assigned to the office key set within our department.  In the event a key is lost we understands that it is the Departments 
responsibility to immediately report lost keys to the Physical Plant and pay any required fees for replacement locks and keys.  
Refer to Policy 4106 for a complete list of fees and responsibilities.

Building Name

I certify that I have received the keys that were requested above.

Sign Name

Key/Core # Expiration Date

Date:

CWID:

Position:

Email:

Print Name Sign Name



FOB Policies and Procedures 
Office of Admissions 

Rev 9-17-19 
 

 
 
The database of assigned individuals that are assigned access to the entrance of Hale Hall 
(Admissions portion-North side) will be maintained by the Office of Admissions.  The database 
will be maintained in the FOB access control server. 
 
FOB and RFID Campus ID card access will be granted and assigned building access privilege by 
the Director of Admissions. 
 
Periodically, a FOB inventory list will be distributed within the department for a review to 
ensure that FOB holders continue to need access. 
 
At the separation of an employee (Unclassified, Classified, or Student) from Louisiana Tech 
University, FOBs that were assigned are to be immediately returned to the Director of 
Admissions.  All returned FOBs must be placed inactive before being assigned to a new 
employee.   
 
In addition to the Hale Hall FOB, the Campus Visit Coordinator has fifteen FOBs for Adams Hall.  
These are used during campus tours to show potential students an example of a dorm room.  
The tours are led by a team of Student Recruiters and/or Admissions Recruiters who check out 
and return a FOB to the Campus Visit Coordinator before and after each tour. 
 
In the event of a lost or stolen FOB, the employee will report this to the Director of Admissions 
and the FOB will immediately be deactivated.   
 



LOUISIANA TECH ATHLETICS 
ACCESS CONTROL PROCEDURES 

 
• The Associate AD for Internal Operations will maintain the access control database for 

individuals needing access to the Thomas Assembly Center, Davison Athletics Complex and Joe 
Aillet Stadium Press Box. The inventory will be maintained in the Genetec access control server. 

• In addition to FOB access, RFID Campus ID cards will be assigned building access privilege upon 
request from the staff and coaches of the Department of Athletics. Privilege will be granted 
through the Associate AD for Internal Operations. 

• Periodically, a FOB/RFID inventory list will be distributed to units within the Department of 
Athletics for a review to ensure that FOB/RFID holders continue to need access. 

• Upon separation of employment, access is immediately terminated to all facilities. When 
possible, FOBs should be returned to the Associate AD for Internal Operations. 

• If an RFID-enabled campus ID card is lost or stolen, it is the responsibility of the cardholder to 
report this to the Tech Express ID office and obtain a replacement campus ID. If a key fob 
credential is lost or stolen, the cardholder must report this to the Associate AD for Internal 
Operations as soon as possible so that credential may be removed from the cardholder’s 
account; the credential will be replaced at the discretion of the Associate AD for Internal 
Operations. 

 







 
 

Carson-Taylor Hall FOB Procedures (Chemistry) 
 

• The inventory of FOB’s assigned to individuals needing access to the exterior door of 
Carson-Taylor Hall or to specific rooms in Carson-Taylor Hall will be maintained in the 
University FOB access control server. 

• In addition to FOB access, RFID Campus ID cards will be assigned building access or 
room access privilege through the Biology Department or Chemistry Program.   

• Periodically, a FOB inventory list will be distributed to departments within Carson-
Taylor Hall for a review to ensure that FOB holders continue to need access. 

• Departments will remove access upon the separation of an employee from employment or 
if access is no longer needed by a student.   

• In order to be assigned a FOB or access through use of Louisiana Tech University ID 
card, employees or students must be assigned a C.W.I.D. 

• When an employee or student separates from the University, that information will be 
automatically passed through Active Directory thereby de-activating FOB access rights.  
Responsibility of providing or denying access is primarly to the Biology Department or 
Chemistry Program for Carson-Taylor Hall, but Active Directory provides back-up de-
activation. 

• If the fob is lost or stolen, report it to the issuing office (Biology Department or 
Chemistry Program) so the fob can be deactivated.  If you lose a fob, a new one must be 
purchased.  The number of the new fob will be entered in the computer and that fob will 
be given access to Carson-Taylor Hall.  

• In general, we prefer to phase out the use of FOBs in favor RFID Campus ID cards. 
 

 
 



College of Business FOB Procedures 
 

• The College of Business uses the University controlled access system to grant access to 
the building outside of the normal business hours.  For safety and security, access will be 
limited to those with a valid University ID, and or FOB. 

• The College of Business will maintain the database of FOB’s assigned to individuals 
needing access to controlled access areas, of the College of Business Building.  The 
inventory will be maintained in the FOB access control server. 

• In addition to FOB access, RFID Campus ID cards will be assigned building access 
privilege upon request from the College of Business Deans office. 

• FOBs will be assigned on the authorization of the College of Business Dean’s office.  
• Periodically, the FOB inventory list will be reviewed by the Dean’s office for a review to 

ensure that FOB holders continue to need access. 
• FOBs issued through the Deans office are to be returned to the Dean’s office at the 

separation from the University by an employee or student.   
• The Dean’s Office is to be notified IMMEDIATELY upon a FOB being lost or stolen.  

The FOB will then be disabled in the controlled access system.   



Key Fob Policy 

Louisiana Tech IT and Infrastructure/Computing Center 
Key Fob Policy 

 
The Louisiana Tech IT and Infrastructure department and Computing Center utilized electronic access 
controls to protect key areas. Access is assigned based on need and is granted by the appropriate 
Director or designee. 
 
The north end doorway (known as “the ramp”) is always locked. 
 
The south end doorway (known as “the stairwell”) is automatically unlocked during normal business 
hours. 
 
The mainframe/server room (152) doors are always locked. 
 
The Louisiana Tech IT and Infrastructure department and Computing Center will comply with Policy 
#4106 from Louisiana Tech’s Policies and Procedures: 
 

ELECTRONIC ACCESS 
Electronic access to buildings is available through RFID enabled Campus ID cards or key chain 
FOBs issued by individual facility administrators. ID cards are issued through the Tech Express 
office and are tied to the Campus Wide ID number. Through Active Directory, maintained by 
the IT and Infrastructure department, ID cards are activated and deactivated by either 
employment status or enrollment status. FOBs are activated and deactivated by individual 
facility administrators. History of credential use is archived in the access control system 
database.  
 
Access to University facilities through the electronic system is authorized by the 
administrators for each area controlling the facility. Each area controlling the facility shall 
maintain a policy for their area of responsibility. The access control system will maintain who 
authorized access, the date authorization is granted and specific areas granted access. 
 
Audits of persons granted access to specific space will be performed periodically to ensure 
security. 

 

Louisiana Tech IT and Infrastructure department and Computing Center management will review the 
Reader Access Report annually to ensure access privileges are appropriate. 

Louisiana Tech IT and Infrastructure and Computing Center employees are issued an RFID enabled 
campus wide ID card. This ID card is used to access areas the employee is given authority to access. The 
employee’s privileges are revoked automatically when employment ends.  If an ID card is lost or stolen, 
it should be reported to the Computing Center Director so the ID card can be deactivated. 

Other Tech employees who have a demonstrated need to have privileged access to the Computing 
Center may obtain access. Their department head should contact the Louisiana Tech IT and 
Infrastructure department or Computing Center Director or designee to request employee access. 



Vendors who have a demonstrated need for privileged access to the Computing Center may request 
access via the Louisiana Tech IT and Infrastructure department or Computing Center Director or 
designee. 

Revision Date 09/11/2019 



	
	
	
BUILDING	ACCESS	POLICY	
	
The	University	and	the	School	of	Design	require	anyone	using	the	spaces	and	facilities	of	Hale	Hall,	FJ	Taylor	Visual	
Arts	Center,	Wyly	Tower	13th	Floor	and	Richardson	Hall	outside	of	normal	operational	days	and	hours	(M-F		
7:30a.m.	–		5:00p.m.)	to	utilize	a	University-issued	Key	Fob/RFID	Campus	ID	card	for	access	to	studios	and/or	
evening	classes.	
	
Faculty	members	of	the	School	of	Design	will	be	provided	24-hour	Key	Fob/RFID	Campus	ID	card	access	to	their	
office	spaces.	
	
Students’	Key	Fob/RFID	Campus	ID	card	access	to	Hale	Hall,	FJ	Taylor	Visual	Arts	Center	and	Wyly	Tower	outside	of	
the	normal	operational	days	and	hours	will	be:	
	
	 	 	 Monday-Friday:	 	 	 5:00	p.m.	–	2:00	a.m.	
	 	 	 Saturday/Sunday/Holidays:	 8:00	a.m.	–	2:00	a.m.	
	
RFID	Campus	ID	card	privileges	are	assigned	to	students	quarterly,	based	on		

(1)	their	major	(ARST,	INDS,	STUD,	GRDS,	MARC,	MFA)	and		
(2)	enrollment	in	a	design	studio	or	an	evening	course	scheduled	to	meet	in	Hale	Hall,	FJ	Taylor	Visual	Arts	
Center	or	Wyly	Tower.		

	
• Hale	Hall	assess	is	available	to	ARST,	MARC	and	INDS	students	who	are	in	the	second,	third,	fourth	or	

graduate	year	of	their	respective	programs	and	are	taking	at	least	one	of	the	following	courses:		ARCH	
215,	225,	235,	315,	325,	335,	415,425,	435,	510,	520,	530	or	lecture/seminar	courses	offered	in	the	
evening.	

	
• FJ	Taylor	Visual	Arts	Center	access	is	available	to	STUD,	GRDS	and	MFA	students.	

	
• Wyly	Tower	access	is	available	to	ARST	and	INDS	students	who	are	in	the	first	year	of	their	respective	

programs	and	are	taking	at	least	one	of	the	following	courses:		ARCH	112,	115,	122,	125,	135	
	

• Richardson	Hall	access	is	available	to	selected	STUD	and	GRDS	student	and	SOD	faculty.	
	 	
Instructors	and	Faculty	who	do	not	meet	the	criteria	for	access	to	the	School	od	Design	facilities	described	above			
and	who	seek	Key	Fob/RFID	Campus	ID	card	access	to	any	of	the	facilities	must	submit	a	request	in	writing	to	the	
Director	of	the	School	of	Design	for	consideration.	
	
For	Safety	and	Security	Reasons:	

	
Students	shall	not	let	others	borrow	his/her	key	fob/RFID	Campus	ID	card	
Students	are	not	to	let	others	into	the	School	of	Design	facilities	without	permission	
Students	shall	not	prop	open	doors,	allowing	others	access	to	Hale	Hall,	FJ	Taylor	Visual	Arts	Center	or	Wyly	Tower	
Students	should	use	Hale	Hall,	FJ	Taylor	Visual	Arts	Center	and	Wyly	Tower	as	places	for	work	and	respect	other					
			students	doing	the	same	
If	a	fob	is	lost	or	stolen,	report	it	to	the	Director	of	the	School	of	Design	so	the	fob	can	be	deactivated.		If	a	student	
loses	a	fob,	a	new	one	must	be	purchased.		The	number	of	the	new	fob	will	be	entered	in	the	computer	and	that	
fob	will	be	given	access	to	the	appropriate	facilities. 
	
	
	
If	any	form	of	abuse	or	misuse	of	the	privilege	of	after-hours	access	to	Hale	Hall,	FJ	Taylor	Visual	Arts	Center,	Wyly	
Tower	13th	Floor	or	Robinson	Hall	will	result	in	forfeiture	of	the	privilege.		
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Early Childhood Education Center 
 

Electronic Building Access & Credential Policy 
 

 The Technical Services Department (TSD) will work with the Director of the Early Childhood 

Education Center (ECEC) to maintain the database of both RFID-enabled campus ID cards and 

key fob credentials assigned to individuals needing access to the doors of the ECEC. 

 

 The credential inventory will be maintained in the Security Desk access control system.  

 

 Access to the ECEC requires an active credential at all times, except during special scheduled 

events. 

 

 The Director of the ECEC will approve access to faculty/staff and students that work in the 

building, as well as access to parents with children enrolled at the ECEC. 

 

 Temporary access for students participating in classroom observation may also be granted if 

requested in writing by the course instructor and approved by the Director of the ECEC. 

 

 TSD will work with the Director of the ECEC to conduct a yearly audit of faculty/staff, students, 

and parents with access to the building in order to ensure that access is assigned properly and 

security is maintained. 

 

 If an RFID-enabled campus ID card is lost or stolen, it is the responsibility of the cardholder to 

report this to the Tech Express ID office and obtain a replacement campus ID. If a key fob 

credential is lost or stolen, the cardholder must report this to the Director of the ECEC as soon 

as possible so that credential may be removed from the cardholder’s account; the credential will 

be replaced at the discretion of the Director of the ECEC. 
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For Parents/Guardians 
 

 If you are a member of the faculty/staff or if you are a student at LaTech, your campus ID will be 

able to provide access to the ECEC after an approved Electronic Access Request Form has been 

received. If you already have a key fob for campus access, it can also be used for access to the 

ECEC. 

 

 The key fobs issued for parent/guardian access to the ECEC remain the property of Louisiana 

Tech University; please return them when we’re done with the school year, or if you child is no 

longer enrolled at the ECEC. 

 

 Anyone picking your child up on a regular basis should have their own key fob; please do not 

share your credential with anyone else, unless it is an emergency. 

 

 Access to the ECEC for parents/guardians will be removed at the end of the school year. If you 

have a child returning to the ECEC, you will need to submit another Electronic Access Request 

Form before the beginning of the next school year. 



 

Early Childhood Education Center      

Electronic Access Request Form 
revised 2017-11-08 

 
Date:    

 
Parent/Guardian Faculty/Staff Student 

 

Name:    Phone #:    

 
Child’s Name:    CWID #:    

 
Relationship:    Department:    

 
Email:    Position:   

Please list anyone besides yourself that may need access to pick up your child (spouse, grandparent, etc.): 
 

Last Name First Name Phone# eMail Relationship 
     
     
     
     
     

My signature below certifies that I have read, understood, and agreed to follow the attached ECEC Access Policy. I also certify 
that I have obtained approval by the Director of the Early Childhood Education Center as indicated by their signature below. 

 

Cardholder:    
 

Print Name Sign Name 
 

Director, ECEC:    
 

Print Name Sign Name 
 

 
 

Please return the completed form to the Director of the Early Childhood Education Center. Before any key fobs are given 
to the cardholder, the cardholder will be required to produce identification and sign below indicating that they have received 
the requested fobs. 

 

DO NOT COMPLETE THIS PORTION UNTIL KEY FOBS ARE RECEIVED 

I certify that I have received the key fobs that I requested above. I understand that I am personally responsible for these 
key fobs, and I agree to follow the ECEC Access Policy. I agree to immediately report any lost key fobs to the Director of 
the Early Childhood Education Center. Furthermore, I understand that I may be required to pay any fees associated with 
the replacement of lost key fobs. I also understand that all key fobs must be turned in to the Early Childhood Education 
Center upon termination of my child’s enrollment at the Early Childhood Education Center, or my enrollment/employment by 
Louisiana Tech University. 

 
Cardholder:   Date:    

 
 

 
 

 
Received By 

Whom:    

RETURNED 
FOBS 

Signature of 
Cardholder:   

 
 
 

 
Date:   



George T. Madison Hall 
Key Fob / RFID Policy 

      2020  
 

The Associate Dean of Liberal Arts Office will maintain the database of RFID Campus ID cards assigned to 
individuals needing entry to the exterior door of George T. Madison Hall.  Entry to George T. Madison Hall requires 
an electronic key fob or RFID Campus ID card for after-hours and weekend access.  The inventory will be 
maintained in the RFID/FOB access control server.  The Dean or Associate Dean of Liberal Arts grants access to 
faculty and staff that work in the building.  Access can also be granted to Graduate Assistants and under graduate 
students per the department’s request in writing.  

RFID CAMPUS ID CARDS  

Each person needing after-hour access to George T. Madison Hall will need to report to the Associate Dean of 
Liberal Arts Office.  The faculty or staff member’s RFID Campus ID card will be activated in the server.  The ID 
card can be carried in an ID card carrier.  This ID card, when passed in front of the Fob/ID reader on the door, will 
open the door.  The ID card is not a magnet:  each ID door access sends an individual electronic signal to the reader.  
If that ID card is listed in the database as authorized for access, the door will open.  The computer continually 
creates a database, listing each ID card used to open the door and the time it was used.  EVERYONE will be 
provided access using their campus ID.  Students will use IDs only.    

KEY FOBS  

Faculty/staff will have the option to request a fob (or retain their current one) IN ADDITION to using their ID.  
Persons who would like to have a fob should contact Technical Services.  To arrange a time to obtain the fob, call 
X3097.  Technical Services is located in GTMH, Room 77B.  The fob can be carried on a key ring.  This fob, when 
passed in front of the fob reader on the door, will open the door.  The fob is not a magnet; each fob sends an 
individual electronic signal to the reader.  If that fob is listed in the database as authorized for access, the door will 
open.  The computer continually creates a database, listing each fob used to open the door and the time it was used.  

***Be aware of the following:  Access using a fob is being discouraged by Technical Services.  Personnel 
wishing to have a fob should be prepared to provide a reason for needing fob access in addition to their RFID 
access.   

NOTES ABOUT RFID/KEY FOBS 

If for some reason the RFID/Fob fails to unlock the door, campus police may be contacted and they will unlock the 
door.  Also, notify the Associate Dean’s office (GTMH 104) so the problem with the RFID can be resolved.  Notify 
Technical Services if there is a problem with a fob.   

If the fob is lost or stolen, report it to the Associate Dean of Liberal Arts Office so the fob can be deactivated.  If you 
lose a fob, a new one must be purchased.  The number of the new fob will be entered in the computer and that fob 
will be given access to GTMH.   

When exiting the University at the end of one’s employment, the fob may be turned into the Associate Dean’s 
Office to be forwarded to Technical Services.  If someone should fail to return their fob to Associate Dean’s office, 
a report of employees who have left the University will be reviewed by Technical Services.  Any fobs not returned 
will be deactivated at that time.   



 
 

Keeny Hall FOB Procedures 
 

• The Office of Administration and Facilities will maintain the database of FOB’s assigned 
to individuals needing access to the exterior door of Keeny Hall.  The inventory will be 
maintained in the FOB access control server. 

• In addition to FOB access, RFID Campus ID cards will be assigned building access 
privilege upon request from the Keeny Hall Department.  Privilege will be granted 
through the Office of Administration and Facilities. 

• Periodically, a FOB inventory list will be distributed to departments within Keeny Hall 
for a review to ensure that FOB holders continue to need access. 

• Departments will notify the Office of Administration and Facilities of the separation of 
an employee from employment or if access is no longer needed.  FOBs are to be returned 
to the Office of Administration and Facilities at the separation of an employee from 
University employment.   

• In order to be assigned a FOB or access through use of Louisiana Tech University ID 
card, employees or students must be assigned a C.W.I.D. 

• When an employee or student separates from the University, that information will be 
automatically passed through Active Directory thereby de-activating FOB access rights.  
Responsibility of departments within the building to notify the Administration and 
Facilities office is primary, but Active Directory provides back-up de-activation. 

• If a FOB is lost, the employee assigned the FOB must notify their supervisor and/or the 
Office of Administration and Facilities so the FOB may be deactivated. 

• If a Louisiana Tech University ID card is lost, the Tech Express office should be notified 
so the card can be deactivated and that a new card issued. 

 
 



September 28, 2016 
 

FOB Policy and Procedures 
Physical Plant Department 

 

The Physical Plant issues FOB’s to its employees who utilize them as a means of clocking in and 
out as well as entering the Physical Plant facility after hours. 

The Physical Plant maintains a database of these FOB’s. 

Employees are required to return to the Physical Plant office any FOB’s issued to them 
immediately upon ending their employment or at the request of the Director of Physical Plant.  
Returned FOB’s are deactivated and reissued as needed. 

A lost or broken FOB is required to be reported to the Physical Plant office immediately.  New 
FOB’s will be issued as necessary and the old will be deactivated. 

Requests for an employee to utilize an RFID Campus ID in lieu of a FOB will be reviewed by 
the Director of Physical Plant. 



Louisiana Tech University 
Residential Life Key/Key 

Fob/RFID Campus ID Card Policy 

Purpose 
The Residential Life key/key fob/RFID Campus ID card policy has been 
established as a basis for key and fob issue, safety and security of residents, and a 
maintenance system for the Louisiana Tech University campus. 

Policy Detail and Instructions 
Departmental Responsibility for Control of Campus Keys and Key Fobs 

The Louisiana Tech Police Department, Residential Life, and the Physical Plant 
are responsible for the administration of the campus key/fob policy. 

Issue of Campus Keys/Fobs/RFID Campus ID Cards 

All employees and students of Louisiana Tech University are eligible to hold keys, 
fobs, and/or be given access via RFID Campus ID Cards for areas to which they 
need access on a daily basis to perform their jobs. All requests for permanently 
issued keys, fobs, and/or RFID Campus ID Cards for residential facilities should 
be made through the Department of Residential Life while access to all other 
campus facilities should be made through the Physical Plant.   Requests should 
include the proper authorization by division/department chair, dean or director. 
Requests for temporary keys and fobs must have definite issue, return dates, and 
include the proper authorized signature before they will be processed. Once 
processed, keys and fobs must be picked up in person by the key holder at the 
Physical Plant.  Students and employees of Residential Life will be given access to 
buildings programmed through their campus ID Card.  Students will receive a key 



to their assigned room upon check in. 

Return of Campus Keys/Fobs 

All keys and fobs must be returned, by the key holder to the Physical Plant upon 
departmental transfer or termination of employment. Any keys or fobs not 
currently used by the University employee should also be returned to reduce the 
number of keys and fobs in circulation. 

Transfer/Loan of Keys/Fobs 

Employees must sign for keys and fobs issued to them and should not receive or 
take into possession any campus keys or fobs that have not been formally issued to 
them by the Residential Life Department or the Physical Plant. 

Lost Keys/Fobs/RFID Campus ID Cards 

In the event that a key, fob or RFID Campus ID Card is lost, report the loss 
immediately to the department head and to the Louisiana Tech Police within 24-
hours.  Upon notification from the department head or Louisiana Tech Police, lost 
fobs and/or RFID Campus ID Cards will be deactivated.   Employees and students 
will need to request new keys or fobs through the Department of Residential Life 
or the University’s Physical Plant and/or a new RFID Campus ID Card from the 
Tech Express Office.  All re-keying or installation of new locks in all residential 
areas will be scheduled during normal business hours.  Once processed, a new key 
will be given to the student by a staff member during business hours, unless there 
is an emergency necessitating immediate delivery of key to resident after hours. If 
an employee needs replacement keys, new keys and fobs must be picked up in 
person by the key holder in the Physical Plant. 

Key/Fob Duplication 

Key holders MUST NOT duplicate any keys or fobs issued to them. Disciplinary 
action may result for unauthorized key or fob duplication. 

Worn or Broken Keys/Fobs 



A replacement for a worn or broken key or fob will be provided at no charge in 
exchange for the defective key or fob. 

Re-Keying or Installation of New Locks 

All re-keying or installation of new locks in all residential areas must be requested 
through the Residential Life Department.  All re-keying or installation of new 
locks in all residential areas will be scheduled during normal business hours. 

 

Keys for Service Personnel 

Short-term contracted vendors to the campus will not be issued permanent keys or 
fobs to the Louisiana Tech campus. Keys and fobs will be made available for daily 
check out from the Residential Life office. In the event a vendor needs after-hours 
access to a part of the campus, arrangements can be made through the Louisiana 
Tech Police Department.  



 

 

 

Louisiana Tech University 
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Access Control Policy 
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Louisiana Tech University 
Tech Pointe Access Control Policy 

 
 
 
1. Purpose 

The purpose of this policy is to establish and implement procedures for access control to Tech 
Pointe.  
 

2. Policy 
a) Access into Tech Pointe will be via RFID Campus ID cards or key fobs issued to tenants.   
b) A user may request electronic access by filling out the Tech Pointe Access Request form. 
c) The Tenant Services & Buildings Coordinator will approve or deny all electronic access requests.  
d) Access can be programmed to allow access during certain hours. These hours will be listed on 

the Building Access Request form and approved or denied by the Tenant Services & Buildings 
Coordinator. 

e) Before access is issued, the requester will be required to identify themselves by presenting a 
form of a picture identification card.   Once identified, the requester will be required to read, 
understand and sign the Building Access Request form. This authorization will acknowledge that 
the employee is responsible for any issued key fob and will be charged an appropriate fee if the 
key fob is lost or if it is not returned upon termination of their employment with the University 
or tenant company.  

f) The user will be granted access in the campus Genetec security system database and will be 
used to track usage of the individual’s electronic access. 

g) Any user entering the building after hours will be responsible for any guests they let in. (This is 
covered in the Responsibility and Control statement of the Building Access Request form that 
the user signs.) 

h) Upon termination or resignation of employment the employee will be required to turn in any 
assigned key fobs to the Tenant Services & Buildings Coordinator.   

i) Lost key fobs must be reported immediately to Louisiana Tech University Campus Police (318-
257-4018) in order to prevent authorized access. 
 



 

 

 

Louisiana Tech University 
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Access Control Policy 

 

 

 

 

August 2018 



Louisiana Tech University 
University Hall Access Control Policy 

 
 
 
1. Purpose 

The purpose of this policy is to establish and implement procedures for access control to University 
Hall.  
 

2. Policy 
a) RFID Campus ID cards and key fobs will be used for access into University Hall during 

nonbusiness hours.  Students will not be provided key fobs.  
b) A user may request building access privilege by filling out the University Hall Building Access 

Request form.  
c) The Tenant Services & Buildings Coordinator will approve or deny all building access requests.  
d) RFID Campus ID cards and fobs can be programmed to allow access during certain hours. These 

hours will be listed on the Building Access Request form and approved or denied by the Tenant 
Services & Buildings Coordinator.  

e) Students will not be provided fobs, they will use their RFID Campus ID card. Before access is 
granted to students, the student will be required to identify themselves by presenting their 
Campus Wide Identification Card.  Once identified, the requester will be required to read, 
understand and sign the Building Access Request form.   

f) The user will be granted access in the campus Genetec security system database and will be 
used to track usage of the individual’s electronic access. 

g) Any user entering the building after hours will be responsible for the guests they let in. (This will 
be part of the authorization statement of the Building Access Request form that the user signs.) 

h) Upon termination of employment for any reason employees will be required to turn in key fobs 
to the Tenant Services & Buildings Coordinator.  

i) Lost key fobs must be reported immediately to Louisiana Tech University Campus Police (318-
257-4018) in order to prevent authorized access. 



 
 

Woodard Hall FOB Procedures 
 

• The representatives from the Department of Psychology and Behavioral Sciences will 
maintain the database of FOB’s assigned to individuals needing access to the exterior 
door of Woodard Hall (exterior door from the Woodard Hall Parking Lot on the North 
side of Woodard Hall).  The inventory will be maintained in the FOB access control 
server. 

• In addition to FOB access, RFID Campus ID cards will be assigned building access 
privilege upon request from the Departments of Psychology and Behavioral Sciences.  
Privilege will be granted through the Offices of Psychology and Behavioral Sciences. 

• Periodically, a FOB inventory list will be distributed to the departments of Psychology 
and Behavioral Sciences within the College of Education for a review to ensure that FOB 
holders continue to need access. 

• FOBs are to be returned to the Office of Psychology and Behavioral Sciences at the 
separation of an employee from University employment.  If an employee leaves 
University Service and the position is immediately filled, the department may send the 
new employee with the used FOB to the Office of Psychology and Behavioral Sciences to 
have the FOB reassigned to the new employee.  This ensures that the inventory will be 
updated and the FOB will record the correct user when scanned. 

• If the fob is lost or stolen, report it to the Associate Dean of the College of Education so 
the fob can be deactivated.  If you lose a fob, a new one must be purchased.  The number 
of the new fob will be entered in the computer and that fob will be given access to 
WOOH. 
 

 
 



 
 

Wyly Tower FOB Procedures 
 

• In addition to FOB access, RFID Campus ID cards will be assigned building access 
privilege upon request from the appropriate department head.   

• Access privilege will be granted through the Office of the President for individuals with 
offices located on the 12th, 15th and 16th floors of Wyly Tower needing access to the 
exterior entrance.  The inventory will be maintained on the FOB access control server. 

• The Office of Provost will provide and monitor access privilege for persons on the 11th 
and 14th floors. 

• The BARC will provide and monitor access privilege for persons on the 2nd and 3rd Floor. 
• The School of Architecture will provide and monitor access privilege for persons on the 

13th Floor. 
• Periodically, a FOB inventory list will be distributed to departments assigning and 

monitoring access privilege review to ensure that FOB holders continue to need access. 
• Departments housed in Wyly Tower will notify the office monitoring access of the 

separation of an employee from employment or if access is no longer needed.  FOBs are 
to be returned to the Office of the President at the separation of an employee from 
University employment. 

• If an RFID-enabled campus ID card is lost or stolen, it is the responsibility of the 
cardholder to report this to the Tech Express ID office and obtain a replacement campus 
ID. If a key fob credential is lost or stolen, the cardholder must report this to the proper 
department head as soon as possible so that credential may be removed from the 
cardholder’s account; the credential will be replaced at the discretion of each department 
head. 

 
 



 
 

BARC/TDS/Dual Enrollment/DAVH FOB 
Procedures 

 
• The Dean of Student Services and Academic Support will maintain the database of 

FOB’s assigned to individuals needing access to the exterior doors of Wyly Tower and 
Davison Hall (QEP only).  The inventory will be maintained in the FOB access control 
server. 

• In addition to FOB access, RFID Campus ID cards will be assigned building access 
privilege upon request from the Wyly Tower Departments.  Privilege will be granted 
through the Dean of Student Services and Academic Support. 

• Periodically, a FOB inventory list will be distributed to departments within Wyly Tower 
for a review to ensure that FOB holders continue to need access. 

• Departments will notify the Dean of Student Services and Academic Support of the 
separation of an employee from employment or if access is no longer needed.  FOBs are 
to be returned to the Dean of Student Services and Academic Support at the separation of 
an employee from University employment. 

• If an RFID-enabled campus ID card is lost or stolen, it is the responsibility of the 
cardholder to report this to the Tech Express ID office and obtain a replacement campus 
ID. If a key fob credential is lost or stolen, the cardholder must report this to the Dean of 
Student Services and Academic Support as soon as possible so that credential may be 
removed from the cardholder’s account; the credential will be replaced at the discretion 
of the Dean of Student Services and Academic Support. 

 



Academic Success Center Bossier FOB/Key Card Procedures: 
 

• The ASCB will maintain a database for all FOBs/key cards assigned to individuals 
needing access to the facility, along with their assigned level of access. The inventory 
will be maintained in the FOB/key card access control server. 

• Individuals with legitimate need who do not have a Louisiana Tech University ID card 
(key card) will complete a key control agreement, relevant identifying information will 
be entered into the access control system, and the individual will be assigned a numerated 
key card in order to be granted needed access. An inventory list of these key card holders 
will be maintained and monitored on a regular basis to ensure there is a continued need of 
access.   

• Periodically, a FOB/key card inventory list will be generated for review by the ASCB to 
ensure access holders continue to need access. 

• Departments offering programs/courses at the ASCB will notify the ASCB of the 
separation of an employee from employment or if access is no longer needed. FOBs/key 
cards are to be returned to the ASCB at the separation of an employee from University 
employment.   

• When an employee or student separates from the University, that information will be 
automatically passed through Active Directory thereby de-activating FOB/key card 
access rights.  Responsibility of departments operating within the building to notify the 
ASCB is primary, but Active Directory provides back-up de-activation. 

• If a FOB/key card is lost or stolen, it should be reported to the ASC IT Coordinator so the 
FOB/key card can be deactivated.  



 
 

Aramark ID/FOB Procedures 
 

• Food Services will maintain the database of ID’s assigned to individuals needing access 
to the exterior doors of Tech Table.   

• RFID Campus ID cards will be assigned building access privilege upon request from the 
Admin for Foodservices.  Privilege will be granted by food service managers only. 

• Periodically, an ID inventory list will be distributed to Aramark Admin for a review to 
ensure that FOB holders continue to need access. 

• Managers will notify Aramark Admin of the separation of an employee from employment 
or if access is no longer needed.  ID’s are to be returned to the Aramark Admin and at the 
separation of an employee from Aramark employment.   

• In order to be assigned an ID or access through use of Louisiana Tech University ID card, 
Aramark employees or students must be assigned a C.W.I.D. 

• When an employee or student separates from the University, that information will be 
automatically passed to Aramark Admin thereby de-activating ID access rights.   

• If an RFID-enabled campus ID card is lost or stolen, it is the responsibility of the 
cardholder to report this to the Tech Express ID office and obtain a replacement campus 
ID. If a key fob credential is lost or stolen, the cardholder must report this to their 
location manager as soon as possible so that credential may be removed from the 
cardholder’s account; the credential will be replaced at the discretion of the location 
manager. 

 
 



 
 

South Hall FOB Procedures 
 

• The Louisiana Tech University Office of Technical Services will maintain the database of 
FOB’s and RFID Campus ID cards assigned to individuals needing access to the interior 
door of the Louisiana Tech Ubniversity Police  Department, located inside the lobby of 
South Hall.  The inventory will be maintained in the Genetec Access Control server. 

• FOB’s and RFID Campus ID cards will be assigned building access privilege upon 
request from the Louisiana Tech University Police and the officers tasked with hiring 
students working with the Louisiana Tech University Police.  Privilege will be granted 
through the Louisiana Tech University Police or the Louisiana Tech University Technical 
Services Department. 

• Periodically, a FOB and access inventory list will be distributed to officers supervising 
student workers within LTPD for a review to ensure that FOB and RFID Campus ID 
card holders continue to need access. 

• Supervising officers will notify the LTPD administration of the separation of a student 
employee from employment or if access is no longer needed.   

• FOBs (only issued to officers) are to be returned to the LTPD administration at the 
separation of an employee from University employment.   

• In order to be assigned a FOB or access through the use of Louisiana Tech University ID 
card, employees or students must be assigned a C.W.I.D. 

• When an employee or student separates from the University, that information will be 
automatically passed through Genetec Active Directory thereby de-activating FOB/ RFID 
Campus ID card access rights.  Responsibility of officers within the LTPD to notify the 
LTPD administration is primary, but Active Directory provides back-up de-activation. 

• If a FOB is lost, the employee assigned the FOB must notify their supervisor and/or the 
Louisiana Tech University Technical Services Office so the FOB may be deactivated. 

• If a Louisiana Tech University ID card is lost, the Tech Express office should be notified 
so the card can be deactivated and that a new card issued. 
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Louisiana Tech University 

IESB Access Control Policy 

 
1. Purpose 

The Purpose of this policy is to establish and implement procedures for access control to 
the Integrated Engineering and Science Building. 

2. Policy 
a. Access to the Integrated Engineering and Science Building will be via Campus ID 

Cards. 
b. Faculty members of the College of Engineering and Science will have 24/7 access 

to the building, classrooms, conference rooms, and their individual office spaces. 
i. Faculty outside of the college that are teaching a class in the building will 

also have access. 
c. College of Engineering students will have 24/7 access to the building with the 

exception of university closures. 
d. Campus ID card privileges are assigned to students quarterly, based on:  

i. Their major (must be within the college of Engineering and Science) 
e. Faculty and Students that need access should contact the Building Coordinator 

with their request. 
i. Building coordinator will determine legitimacy of request and will use the 

campus Genetec security system database to provide access. 

For Safety and Security Reasons:  
Users shall not let others borrow his/her Campus ID card 
Users are responsible for any guest they let into the building 
Users shall not prop open doors 
If a Campus ID card is lost or stolen, user should report it to campus police as well as the Tech 
Express office so that the card can be deactivated. 
 
*Any form of abuse or misuse of building access can result in forfeiture of the privilege.* 
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