PO Instructions for Non-LaGov Agencies

These instructions cover the basic PO guidelines for non-LaGov State Agencies, Political Subdivisions, and Quasi Agencies.

A. Entity generates a Bulk Fuel Pricing Report for the date of the fuel delivery using the application found at https://fuel.la.gov/BulkFuel/bulkFuel.cfm. Instructions for using the Bulk Fuel Calculator can be found on the bulk fuel website here: https://fuel.la.gov/BulkFuel/bulkFuel.cfm. 

B. Entity submits PO directly to Contractor using the pricing stated on the Bulk Fuel Pricing Report. If Entity does not use a formal PO, submit order on letterhead.

Purchase order must contain, at a minimum:
1) Contract number
2) Contract line number
3) Delivery Date
4) Fuel Type
5) Quantity
6) Tank Disposition
7) Parish of Delivery
8) Entity contact information
9) Desired delivery address

The Office of State Procurement strongly suggests that a copy of the generated Fuel Pricing Report be included with your PO in addition to being kept for your records.

If there are any questions regarding the use of the Bulk Fuel Calculator and/or the use of the fuel contracts please contact Tedrus Paul at 225-342-8047 or Tedrus.paul@la.gov.  
























