Purchase Procedures for Office Depot:
I. To purchase items at Office Depot for pick-up without being charged sales tax, a requisition should be submitted to the purchasing office for processing.  Once a purchase order is processed, the requesting department will be notified.  The purchase order along with an Office Depot card must be presented at check out.

II. If the order will not to be picked-up, the purchasing department will process the requisition by ordering on-line and the items will be delivered to your department.
III. Purchase using a “LaCarte” Purchase Card use the tax exempt number 36087878 – The Office of State Procurement-State Travel/Purchase Cards worked with Office Depot to establish this tax exempt account number to designate tax-exempt status for all purchases made with the ‘LaCarte’ Purchasing Card. If any cardholder encounters problems using this number, please call Tammy Toups at 225-342-8039 or email tammy.toups@la.gov.
