Purchases made by or on behalf of in-scope agency

Q:  How should recurring cellular data charges be handled (MiFi, iPad, blackberry, etc)
A:  These should be processed by the agency’s designated telephone coordinator.  These requisitions should not come to OTS at this time unless for IT employee purposes or unless they have been paid by IT in the past.  

Q: Are there any computer related items that do not have to have IT approval? 
A: The items in the Exemption List may be purchased without approval of IT. 

Q: Explain the exemption list?
A: These are going to be IT related items that would not be considered an acquisition.   Typically these will be IT supply items or agency specific IT related items such as Ink/toner, paper, flash drives, writeable optical media, external hard drives, keyboards, mice, etc.  These items may be purchased by the agency directly without seeking OTS approval.  Feel free to contact your OTS Director/ liaison if you would like recommendations.   The general exception list is applicable to all in-scope agencies.   Each agency may also request a specific IT exemption for unique situations.  Examples include special use of computer related specialty items such as Traffic Cameras or instrumentation.   Please forward your request for specific exemptions to your agency IT Director/Liaison. 

Q: Will personal printers be exempted?
A: Use of personal printers is discouraged per state IT Policies and use of networked printers is encouraged. All printers (unless specifically exempted) will be considered an IT acquisition and should follow the normal IT procurement process.  Please fill out a requisition and follow the IT procurement process.  

Q: Did all procurement funds get transferred to IAT if agency was not doing consolidated IT procurement? 
A: Hopefully, but if we find the agency did not transfer it all for the procurements, they will have to pull some into IAT from other Non-IT accounts where it was being spent to cover purchases.

Q How will all inventory be tagged?
A: All taggable items procured by OTS for agency use, that are not purchased as a LINE-OF- SERVICE (either through p-card or PO) will   be owned and should be tagged by the requesting agency..  Liaisons should work with the agency’s property section to ensure all items are tagged according to agency guidelines.    Items that are purchased as a LINE-OF-Service or for the use by an OTS employee will be owned and tagged by OTS.   You may contact ots receiving to request OTS tags.  

Q: Probably need a process to track budgets /spending for each agency against IAT agency categories   Do we modify existing access program used by Janelle?
A: ITS and OFSS should be able to provide a budget and spending report by category monthly to the Agency IT Directors so they can determine if there is money left in the IAT budget by spending category for any new procurements.

Q: We will definitely need more procurement people. Only one seems to be Janelle at this time…..maybe a couple from DOTD who are loaded with DOTD. 
A: There should be postings going out soon to build a Procurement Team. Right now we will utilize Pcards once approved via the process and for larger items we will involve Janelle Hart who will coordinate with any other procurement / Business Office Resources available in OTS or Agency OTS personnel.   As we can consolidate, IT staff from the agencies who are performing purchasing functions, may be added to the procurement team.

Q: Do invoices from Vendors have to go back to agencies for tracking Federal Grants?
A: Yes.

Q: Who will be the designated approvers from within the agency?
A: The Undersecretary will need to send a onetime delegation list to OTS to say who is allowed to approved the requests and who is allowed to send in the approved requests to the ITS Help Desk. (Agency Managers and Agency IT Directors, etc.).  That form is still being developed and should be sent out soon by the OTS office to the agencies. There are some items that will be needed from within OTS at the agencies and no real requestor from the agency actually exists (parts, supplies, etc. etc.) In those cases an agency may decide to delegate the only approval required of those types of items up to a specified  amount to an OTS employee if they are comfortable with that.

Q: How will I know when my IT acquisition request has been ordered? 
A: Once the purchase order is issued to the vendor, all interested parties will be provided a copy of the purchase order. If changes to the purchase order are required these same parties will be notified of the change. 

Q: How will the things ordered by IT get to me? 
A: Smaller items may be shipped directly to the requestor or OTS will receive the items purchased then arrange for the delivery to customers. 

Q: What about repairs to existing IT equipment? 
A: Repairs to IT items should be handled as they are currently handled (processes may also evolve in this area over time).

Q: How do I order network circuits from OTM?
A: Order these as you agency would have in the past via your agency’s Telecommunications Coordinator (TC).

Q: What items may not be placed on p-cards?
A: Items that could be “acquisitions” should be not be purchased on p-cards at this time.  This includes desktop computers, laptop computers, monitors, and printers. 

Q: What are the kinds of things I should be buying with my OTS PCard?
P-Card holders may procure office/computer supplies, small software licenses or subscriptions under $5,000.   However, all hardware must be purchased by OTS.Procurement@LA.gov . To expedite payment and to avoid a disruption in service, a few monthly payments have been made via P-Card.  However, it is preferred that renewal PO’s be encumbered and paid through the normal OFSS process.  PO’s encumber funds for the entire year, which is a good budgeting tool.  In other words, if a PO can be processed for set monthly fees, we would prefer that versus just paying monthly bills via P-Card.

Q: When do we need to turn in PCard Logs?
As soon as individual P-Card holders receive their monthly statements from the bank, they should prepare their logs.

Q: What template do we use for now until we are trained to submit PCard Logs online?
See PCard Log Template.

Q: What are “Object Codes” that are needed for filling in the PCard Logs?
P-Card holders should enter the proper coding to the best of their knowledge.   The coding will be reviewed and changes made if not appropriate. See attached list “Chart of Accounts – Object Codes” for a complete list. However, it assumed that most P-Card holders are familiar with procurement and are aware of some of the commonly used object codes such as:
3100       Office Supplies
3120       Computer Supplies
2890       Dues & Subscriptions
2875       Software Licensing
2825       Software Maintenance
2935       DP Contract Services
Hardware (no matter how low the dollar amount) must be coded to “acquisition object codes” and at this time only OTS Procurement may procure hardware (per Dickie Howze and Neal Underwood).   As for “Office Equipment”, only OFSS may generate those purchase orders.  Therefore, a Procurement Request Form is required for every hardware or equipment request.

Q: Where do we send the Monthly PCard Logs once they are compiled and approved?
Until we get everyone trained to do it all online, the signed Bank Statement received in the mail, the Paper P-Logs (template attached) and receipts should be sent to Janelle Hart at OTS Procurement.

Q: Who signs and approves the PCard Logs and papers?
The P-Log must be signed by the P-Card holder and their supervisor/IT Director/Agency Liaison.  
The Bank Statement must be signed by the P-Card holder and the delegated IT Director/Agency Liaison.

Q: When does this PCard Log need to be turned in each month?
OFSS needs all of this information by the 11th each month to process timely……so you must have it to Janelle Hart each month no later than the 10th of each month.

Q: Should I notify OTS Procurement whenever I use my PCard?
Each time a PCard is used to buy things, Janelle Hart and the OTS Procurement staff would like to know it is being purchased. Therefore, Janelle is asking that OTS.Procurement@la.gov get an email each time something is purchased via P-Card. This is so that OTS Procurement is aware of the expenditures and the kinds of things being procured. This requirement may change later, but for now, we need to see them since we Procurement Request Forms are NOT required for P-Card purchases.

Q: Do I need to send a copy of an approved IT Procurement Request form to OTS Procurement any time I use my OTS assigned PCard in an agency?
For items that an OTS person in an agency will procure using their own OTS PCard, they do NOT need to submit a “Procurement Request” to OTS Procurement, however some agencies may require that this form be approved by an authorized Agency Manager or delegated IT Director/Liaison before a purchase is made internally. This would ensure there will be no problem when we bill the agency back for the expense, however it is not necessary to contact OTS Procurement before making a P-Card purchase.
Therefore, after each purchase, the P-Card holders are requested to email OTS.Procurement@la.gov at least for now. 

Q: What format should I used to let OTS Procurement Team know about my procurements at the time I am using my PCard?
Please use the following format for notifying OTS procurement of a PCard procurement at the time of the procurement.

Subject line example:                   FY 15 **Credit Card Order**  Vendor Name/Agency – what was purchased
Message example:                  	 Toner was purchased from Sun Data Supply via P-Card.
				$100, Org 2002, TECH, 3120, Rep Cat (for your agency)????
….Then attach scanned receipt to email each time

Q: What is Janelle Hart’s Mailing Information?
Janelle Hart
Office of Technology Services
1800 N. 3rd Street (ISB Building)
Baton Rouge, LA   70802
