
Office of State Procurement

Emergency Procurement



Two Types of Emergencies:

 “Usual” Emergencies

 Catastrophic  Emergencies



“Usual” Emergencies

Occurs during the daily operation of an agency.

Some examples are:

A broken water line or freezer, 

a tree falling on a building

These affect a single agency.



Catastrophic  Emergencies

An emergency situation declared by the Governor.

Examples are:

Hurricanes, Floods, Ice storms,

Pandemics

These affect a great number of 

people over a wide area.



What Qualifies as an Emergency?

Definition:

An emergency condition is a situation which creates 
an imminent threat to public health, welfare, 
safety, or public property.  



Emergency Description

A situation that impacts or threatens:

 the functioning of Louisiana government 

 the preservation or protection of property 

 the health or safety of any person

The existence of such a condition creates an immediate and 
serious need for supplies, services, or major repairs that 
cannot be met through normal procurement methods.



“Usual” Emergencies - Procedure
R.S. 39:1598 and LAC 34:V.1101-1111

Any state agency may make emergency 

procurements of up to $10,000 when an 

emergency situation arises.  

Prior to all emergency procurements exceeding 

$10,000, the Chief Procurement Officer, head 

of a State Agency, or either officer’s designee 

shall approve the procurement.  



“Usual” Emergencies – Quotes

Quotes:

Every effort shall be made to obtain quotations from three (3) 
or more vendors when supplies, services, or major repairs are 
to be purchased on an emergency basis. Immediate 
purchasing shall be discouraged as much as possible. 

When supplies, services, or major repairs 

are urgently required, and time does not 

permit the obtaining of written quotations, the agency may 
obtain quotations by telephone or otherwise (fax, email, etc). 
Any quote accepted shall be confirmed in writing.



“Usual” Emergencies – Acceptable 
Quotes

Quotes obtained should be comparable – in other words, 
“apples to apples”.

Example: You obtain three (3) quotes to repair a broken 
freezer.  One vendor includes additional charges for 
starting the unit up, running tests, and includes a 10-
year warranty. 

Another vendor quotes replacing the freezer instead of 
repairing the current one. 

These quotes are not comparable, because the scope is 
different for each one. 



Scope of Emergency Procurement –

Emergency procurement shall be 

limited to only those supplies, 

services, or items necessary to meet 

the immediate emergency.

For example: If you have a security fence that was damaged, you can 
request to have repairs made on an emergency basis to the damaged 
section.  However, you should not be replacing the entire fence if it exceeds 
$10,000.00.  If it needs replacing, you should do the emergency repairs, and 
then submit the entire fence to be bid out using normal bid procedures.

“Usual” Emergencies – Limited Scope 



“Usual” Emergencies – Prior 
Authorization (Procurement)

State Agencies should contact OSP to obtain an 
Emergency Authorization Number prior to making 
an emergency purchase if it exceeds their Delegated 
Purchasing Authority (DPA).  

Document your file with this number, and reference 
it when submitting the purchase for approval in 
LaGov and in ProAct.



“Usual” Emergencies –
After Hours

If an emergency procurement need arises after hours or 
on the weekend/holidays, the agency should proceed 
with any purchases necessary to mitigate the emergency 
situation and then contact the Office of State 
Procurement on the next business day to obtain an 
authorization number.



“Usual” Emergencies –
Prior Authorization 

(Professional Contracts)

Prior approval is also required on a “Usual” emergency 
contract for professional services, however, currently an 
authorization number is not issued.



Annual  Report

An annual report of all agency emergency purchases 
from the previous fiscal year must be reported to the 
legislature.  The report shall list:

 Contractor’s name

 The amount and type of each purchase 

 A listing of the supplies, services, or major repairs 
procured 

 The identification number of each purchase 



Procurement Handbook

Link to Procurement Handbook:
https://www.doa.la.gov/media/wlflseyg/procurementhandbook.pdf

Emergency Checklist found on Page 49.

https://www.doa.la.gov/media/wlflseyg/procurementhandbook.pdf


Checklist for Emergency Purchases
 ____ Does an emergency situation exist? 

 ____ Does it conform to the definition in La. R.S. 
39:1598? 

 ____ Does the situation create an immediate, urgent 
need for the supplies or services? 

 ____ What is the dollar value of the purchase? ($10,000 

or more requires prior approval, when time 

permits) 

 ____ Is the purchase within the agency’s delegated 
authority, or less than $10,000, or was approval  
obtained from the Office of State Procurement?



Emergency Checklist (Cont.)
 ____ Has the Chief Procurement Officer, the head of 

the State Agency, or either officer’s designee 
proclaimed the situation to be an emergency? 

 ____ Has the Chief Procurement Officer, the head of 
the State Agency, or either officer’s designee 
approved the purchase to be made outside of 
normal procurement methods? 

 ____ Would normal procurement methods threaten 

the functioning of government, preservation of 

property, or health or safety of any person? 



Emergency Checklist (Cont.)
 ____ Was written justification explaining the nature of

the emergency provided when requesting 
authorization? 

 ____ Was an effort made to obtain quotes? 

 ____ Does time permit bidding of any type? (fax, 

phone, email, short regular bid) 

 ____ Has the vendor submitted a quote/bid? Are the 

terms of the bid acceptable? 

 ____ If not already obtained, has the vendor been 

notified to follow up with a written quote? 



Emergency Checklist (Cont.)

 ____ Is the quantity requested limited to only that

necessary to meet the emergency? 

 ____ What is it that is being requested? (complete,

accurate description of the item or service) 

 ____ When does delivery need to be made? 

 ____ Are installation and/or training required? 

 ____ Contact person and phone number at agency? 

 ____ Is there a shopping cart or purchase order 

number? 



“Usual” Emergencies –Yes or No?
During a thunderstorm, a tree falls onto a building, creating a hole in the 
roof. Does this qualify as a “Usual” emergency?

YES

A boiler goes out that supplies hot water to the kitchen and bathroom 
facilities of a building that houses residents.  Does this qualify as a 
“Usual” emergency?

YES

Total replacement of an HVAC system is needed for a building with 5 
employees that is being temporarily cooled by window units.  Does this 
qualify as a “Usual” emergency?

NO



“Usual” Emergencies –Yes or No?
A refrigerator that vaccines are stored in goes out. Does this qualify as a 
“Usual” emergency?

YES

The person at an agency responsible for sending in a shopping cart to 
order supplies is out on extended medical leave.  Supplies are running 
low.  Does this qualify as a “Usual” emergency?

NO

A main water supply line to a patient housing building breaks. Does this 
qualify as a “Usual” emergency?

YES



Catastrophic Emergencies



Emergency Contingency 
Contracts

OSP has a number of existing Emergency 
Contingency Statewide Contracts.

These contracts were established as a result of 
historical needs or by agency specific requests.



Examples of Emergency         
Contingency Contracts

 Generators

 Sand

 Sandbags

 Bottled Water

 Ice

 Water Barriers

 Pumps

 MRE’s



Emergency Contingency 
Contracts in eCat

To find them on eCat (Electronic Catalog), link to eCat from OSP’s 
website, or from LaGov.  Type “emergency” (without quotation marks) in 
Contract Description, hit “enter” or “find it” and a list of all emergency 
contracts will display.



Emergency Contract Search



Emergency Contract Info



Emergency Contract Info



Emergency Contract Info



Emergency Contract Info



Documentation of Contract Usage

When an OSP contract is utilized for an emergency 
procurement, it is highly recommended to put a copy of 
the contract in the procurement file for documentation.

This is not an OSP requirement, however, this is 
extremely important to have when seeking FEMA 
reimbursement later.



Emergency Prep

Steps to take prior to an emergency

 Pre-buy supplies, medicines, materials, batteries, 
generators and equipment believed to be essential to 
sustain your operation

 Have back-up paper documents for use during and 
after disasters when mainframe systems are 
unavailable (i.e., Contracts & Purchase Orders)

 Maintain lists of procurement personnel with 
emergency contact information, and disburse to 
appropriate personnel



Emergency Procurement Guide
OSP’s website has an Emergency Procurement guide available.  

When there is an anticipated catastrophe such as a hurricane, 

you may want to print this information prior

to the occurrence. 

Hyperlinks are throughout the document and 

you may want to link to them and print those 

also. (In case you lose power)

https://www.doa.la.gov/media/j4enytfo/emergencyprocurement.pdf

https://www.doa.la.gov/media/j4enytfo/emergencyprocurement.pdf


Emergency Procurement Guide



SUMMARY

Emergency situations are usually not much fun, but the 
keys to a “successful emergency event” are:

 Preparation prior to the event

 Communication during the event

 Document, document, and document all 
procurements processed during the event

 Organized, accurate record keeping after the event

 FEMA reimbursement after the event



Office of State Procurement

OSP Main Phone Number:  

225-342-8010 

Procurement Helpdesk: 

DOA-OSPhelpdesk@la.gov

Professional Contracts Help Desk:    

DOA-PChelpdesk@la.gov

mailto:DOA-OSPhelpdesk@la.gov
mailto:DOA-PChelpdesk@la.gov

