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Purchasing Procedures Guide

SECTION 1. MISSION, VISION, VALUES, AND GUIDING
PRINCIPLES

Mission: To support the needs of County departments to improve the quality of life for Travis County
taxpayers.

Vision: To be a premier purchasing office that is a cornerstone for Travis County’s growth and
prosperity.

Values and Guiding Principles: Professionalism, Innovation, and Equity (Easy as PIE)

To strive for these lofty aspirations, the Purchasing Office is implementing the policies that enable the
office and guide those who labor in its pursuits.

Purchasing Rules are incorporated in the Travis County Code as Chapter 32. These address the intent to
attain goals reflecting excellence. The Code of Purchasing Ethic provides a rudder to navigate the path to
integrity away from the shoals of conflicts of interest and respecting the vendors, fellow purchasing staff
and County Employees generally. The accountability delegated to the office reflects the trust and
confidence in it.

The intent of this Purchasing Procedures Guide is to provide assistance to both purchasing staff and the
County elected and appointed officials to obtain the equipment, tools, supplies, services and whatever is
needed to do their jobs and serve the residents of Travis County, Texas.

1 Travis County Purchasing Procedures Guide—V. 1.1
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SECTION 2. PURCHASING PROCEDURES AND ROLES

2.001 The Purchasing Cycle

2.003

User Requirements and Restrictions

Before engaging in any County purchasing
activities, it is important to understand that there
are common characteristics between all purchases
and following each of these processes ensures that
the purchase is made in an open, fair, and efficient
way.

The Purchasing Cycle identifies the five steps
performed by public purchasing professionals for
every purchase. The steps of the Purchasing Cycle
are summarized as follows:

a) Purchase Planning: Define the business need
and establish the objectives of the purchase;

b) Purchasing Method Decision: Identify the
appropriate Purchasing Method and, if
applicable, issue a solicitation;

c) Vendor Selection: Fairly and objectively select
the vendor that provides the Best Value to the
County;

d) Contract Formation & Award: Ensure that the
awarded contract complies with Texas
Purchasing Laws and other applicable
purchasing law and contains provisions that
achieve the objectives of the purchase; and

e) Contract Management: Administer and
enforce the terms of the contract.

2.002 Purchasing Procedures

The general purchasing procedures in this
Purchasing Procedures Guide contain several
steps. These responsibilities are often designated
by statute. Purchasing begins with requirements
planning and identification and ends with the
receipt and acceptance of Goods and services and
payment for them.

To avoid delays and comply with County policy
and state law, User Departments should
remember the following:

a)

b)

c)

d)

e)

f)

Do not tell a vendor that you are purchasing
any Goods or services.

Do not purchase any Goods or services for
your own personal benefit.

Do not agree to purchase Goods that are
delivered for use on a trial basis.

Do not commit to acquire Goods or services
without an authorized Purchase Order.
Anyone obligating an expenditure of funds for
Goods or services before securing a Purchase
Order may be required to pay for them
personally and may face criminal charges.

Do not violate the Code of Purchasing Ethics.
Avoid activities that are described as unethical
or that create a conflict of interest or the
perception of a conflict of interest.

Do not use purchasing strategies that violate
the law to avoid competition. Strategies that
violate the law include:

(1) Purchasing a series of component parts
that would normally be purchased as a
whole (component purchases);

(2) Purchasing Items in a series of separate
purchases that normally would be
purchased as a single purchase (separate
purchases); and

(3) Purchasing Items over a period of time

that normally would be purchased as one
purchase (sequential purchases).

2 Travis County Purchasing Procedures Guide—V. 1.1
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g)

h)

j)

Do not violate or authorize someone else to
violate the Purchasing Act.

The following persons commit the following
criminal offenses and each act in violation of
the law is a separate offense:

(1) County officer or Employee who
intentionally or knowingly makes or
authorizes separate, sequential, or
component purchases to avoid the
requirements of the Competitive
Purchasing Procedures®’  (Class B
misdemeanor); and

(2) Other than as described above, any person
who intentionally or knowingly violates
the Purchasing Act or authorizes someone
else to violate it? (Class C misdemeanor).

Make sure funding is available before
submitting a Shopping Cart. The law does not
allow purchases that exceed departmental
budgets. Purchasing does not process a
Shopping Cart for which there is not adequate
funding.

Plan purchases and minimize the use of
emergency and expedited purchases. Vendors
may attempt to charge premium prices for
Goods and services when there is insufficient
time to explore alternative sources. Expedited
purchases may also delay other purchases.

Plan purchases to allow sufficient time to
process Shopping Carts less than $50,000.

The Purchasing Office
processing all Shopping Carts
reasonable time.

is committed to
within a

In general, User Departments should allow 1 to
2 weeks after final approval of a Shopping Cart
for all purchases under $5,000 not ordered
from existing County contracts, and 2 to 4
weeks for purchases over $5,000 and under
$50,000 not ordered from existing County
contracts.

Contract Shopping Carts are generally

processed within one day of receipt.

1 Texas Local Government Code, Section 262.034

k)

m)

Make sure that purchasing procedures are
understood before ordering.

(1) Departments must make sure that all
Employees who submit departmental
Shopping Carts (“Purchasing Liaisons”)
have read and understand this Guide.

(2) Departments should also ensure that
Purchasing Liaisons attend any training
provided by the Purchasing Office.

Coordinate with the Purchasing Office on
receipt of Goods and services.

(1) The County does not have centralized

receiving. Each  Department must
individually receive its own Goods and
services.

(2) Departments should contact the buyer on
the Purchase Order to let Purchasing know
if there are vendor performance issues,
such as shortages, late delivery, or
damaged merchandise.

(3) If the Good received cost more than $500,
the User Department must contact the
Asset Manager to determine whether it is
an asset that the Asset Manager must
track and report in the inventory. User
Departments should contact the Asset
Manager to coordinate tagging.

Report contractors who do not comply with
contract terms and conditions or applicable
law to the Purchasing Office.

(1) User Departments should
Compliance  staff when
contractor performance issues.

copy the
reporting

(2) User Departments should assist the buyer
and Compliance staff in monitoring
documenting and resolving contractor
performance deficiencies.

2 Texas Local Government Code, Section 262.034
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2.004 Solicitation Calendar

The County’s internal calendar of events for
solicitations includes the dates detailed in the
solicitation documents and milestone dates of
activities or events occurring pre- and post-
solicitation identified to be critical to the success
of the solicitation.

Critical path events that are addressed in this
internal calendar of events may include routine
activities, including the County’s standard
interdepartmental  workflow, such as IT
Assessment, Assets Review, HUB Review, etc.;
procurement-specific events, like statutorily
mandated project commencement dates, and the
onboarding of a successor contractor before
services by the incumbent contractor cease.

Below is an example of an internal calendar of
events for a typical solicitation, beginning with pre-
solicitation milestones, continuing to encompass
the solicitation calendar of events, and ending with
post-solicitation milestones. The days listed are
approximate and depend on the specifics of the
purchase.

4 Travis County Purchasing Procedures Guide—V. 1.1
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TABLE 2.004 SOLICITATION TASK CALENDAR

TASK DESCRIPTION MINIMUM CALENDAR
DAYS TO COMPLETE
(Certain types of purchases, like technology and insurance, may take Non- Negotiated
longer than the typical schedule shown.) negotiated | Solicitation
Solicitation
1 Complete solicitation request received from Department
2 Assigned to Solicitation team 2

3 Purchasing Review of Technical Specifications or Scope of Work (SOW)

e IT Assessment/review if applicable
e Assets review if applicable 7 21
e HUB Review for identification of subcontracting opportunities
e Project Team meeting if required

4 Draft Solicitation (time begins upon acceptance of an approved SOW) 7
5 County Reviews (Attorney, User Department, Purchasing) 14 21
6 Solicitation Issued

e Advertise if required (at least 15 days legally required)
e Pre-Response Conference if applicable 15
e  Cut-off for questions from Vendors

e Addendum Issued if required

e Opening of Solicitation and responses due

7 Evaluation of Responses

e Responsiveness review 7 30
e HUB Good Faith Effort (GFE)
e Shortlist/Interviews if applicable

8 Negotiations if applicable 21

9 Purchasing recommendation for contract award by Commissioners Court 22 22

10 Post-Award Management

e Insurance Certificate received 7 7
e Payment and Performance Bonds received if applicable
e Pre-Performance Meeting if applicable

11 Contracted services begin

TOTAL MINIMUM DAYS TO COMPLETE 81 146

5 Travis County Purchasing Procedures Guide—V. 1.1
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2.005 Purchasing Office as Official Record Keeper of Contract History

Maintaining one complete master file for each solicitation and the resulting contract is critical. This file
includes all documentation related to the purchase, including the solicitation, pre-award, contract award,
post-award and close-out phases of the project. During the solicitation phase, the file provides information
necessary for evaluation and for settling requests for clarifications and protests and appeals. After award, the
file provides a basis for settling claims and disputes if they become administrative or court actions.
Throughout the life of the transaction, the Purchasing Office master file should contain documents related to
all of the following, if applicable to that transaction.

2.006 Master File Checklist

TABLE 2.006 MASTER FILE CHECKLIST BY PHASE

Solicitation Phase

el A

Purchase memo from User Department
Original solicitation (including plans and specs, if applicable) and any Amendments
Original Bidders list

All Advertisements, and copies of any other published advertisements if other
media is used,

HUB Declaration

All vendor responses

Pre-response conference attendance log and notes

Notes on vendors from whom Best and Final Offers are requested

Best and Final Offer and vendor responses

Pre-Award Phase

N 0 © N o W

HUB Evaluation documents

Evaluation Committee Non-Disclosure Agreements, if applicable
Funding availability information

Bid, Performance and Payment Bonds, as applicable

Required verifications - interested parties (1295), tax status, insurance,
debarment, safety record, environmental compliance, etc.

Pre-award conference summary, and list of attendees, if applicable

Contract Award Phase

N o v bk wDN

Awarded contract (including Specifications, drawings or manuals incorporated into
the contract by reference) and the notice of award document

All contract Modifications

All agenda request(s)

Relevant HUB information for award

List of contractor’s Required Documents

List of County-furnished property or services

All contractor data or report submittals

Post Award Phase

N =

Post-award conference summary, if applicable
All general correspondence related to the contract performance

All notices to proceed, to stop work, and to correct deficiencies

6 Travis County Purchasing Procedures Guide—V. 1.1
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Records or minutes of all meetings, both internal and external, including sign-in
sheets and agendas

Close-Out Phase

P wnNpe

Substantial completion
Punch list
Release of claims

Warranty information

7 Travis County Purchasing Procedures Guide—V. 1.1
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SECTION 3. HISTORICALLY UNDERUTILIZED BUSINESS (HUB)

PROGRAM

3.001 HUB Certification

The County does not certify vendors as HUBs.
Instead, it recognizes certifications by certain other
entities.

Vendors who meet the criteria for being a HUB must
obtain a certification as a HUB, M/WBE, or DBE from
one of the following entities:

a) The State of Texas,
b) City of Austin,
c) Texas Unified Certification Program (TUCP), or

d) South Central Texas Regional Certification
Agency (SCTRCA).

If a vendor has a certification, but not from one of
these entities, it may request the Commissioners
Court to approve its status as a HUB after showing
that its certification is based on the following
criteria:

a) Vendor has not exceeded the size standards
prescribed in Texas Administrative Code;?

b) Vendor has its principal place of business in
Texas; and

c) Vendoris at least 51% owned by an Asian Pacific
American, a Black American, an Hispanic
American, a Native American, an American
woman and/or a Service Disabled Veteran, who
resides in Texas and actively participates in the
control, operations, and management of the
business.

Whenever a HUB is being considered for
participation in a County contract, either as a
Contractor or as a Subcontractor, HUB staff review
the HUB’s certification status to determine that the
vendor’s certification is currently valid.

3 34 Texas Administrative Code §§20.282, 20.294 and 13 C.F.R.
§121.201

If questions or issues arise about the status, HUB
staff may report these findings to the appropriate
certifying entity.

3.002 Definitions

In this section:

“Contractor” means anyone who provides Goods or
services to the County through a contract and is paid
for them directly by County.

“Declaration” means the form entitled HUB
Program Declaration.

“PAR” means HUB Progress Assessment Reports
which state the progress payments made to
Subcontractors.

“Subcontractor” means anyone who provides
Goods and services or discrete parts of them on
behalf of a Contractor to meet the Contractor’s
contractual obligations to County and is paid by a
Contractor who is paid directly by County.
Subcontractors include all tiers of subcontracts
(first, second, third) for both Goods and services.

“VTS” means the computer program known as the
Vendor Tracking System used by County for tracking
changes in Subcontractors, reporting payments,
evaluating the HUB Program.

3.003 Commitment to HUB Participation

In seeking to obtain its aspirational goals, Purchasing
staff:

a) Encourage Departmental staff to use HUBs for
purchases up to $5,000, if any HUBs are
available, and

b) Use a systematic approach and centralized

bidders lists to solicit quotes, bids, and
proposals from both certified HUBs and non-

8 Travis County Purchasing Procedures Guide—V. 1.1
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HUBs for the award of Purchase Orders to the
lowest respondent for purchases over $5,000
and under $50,000 for Goods and services not
on existing contracts.

In  competitive solicitations for construction,
commodities, Chapter 2254 professional services,
and all other services, the County makes a Good
Faith Effort to solicit responses from HUBs and from
Contractors who commit to subcontracting with
HUBs in their responses for award of contracts.

3.004 Requirement of Honesty and Accuracy

Respondents must not knowingly or willfully provide
incorrect information or make false representations
in preparing or submitting their responses to a
competitive solicitation.

Contractors must not knowingly or willfully provide
incorrect information or make false representations
in preparing or submitting their HUB Progress
Assessment Report Form, entering information into
the payment tracking system, in requesting the
addition, deletion or substitution of a subcontract or
responding to inquiries about compliance with any
of the requirements in this section. These are very
important requirements of the HUB Program.

3.005 Setting Project-Specific Goals

To identify opportunities for the participation of
HUBs on County contracts estimated to cost over
S1 million, HUB staff establish project-specific goals
that are narrowly tailored to the availability of ready,
willing, and able HUBs in the relevant market area,
when appropriate.

Before other Purchasing staff prepare a competitive
solicitation, HUB staff examines the scope of work
and determines how likely it is that a Subcontractor
is able to provide some of the work or materials.

HUB staff research all available sources of the names
and addresses of HUBs in the Metropolitan
Statistical Area to determine how many may be
available to provide work or materials. Sources
include the Centralized Master Bidders List, City of
Austin, TxDOT Texas Unified Certification Program,

South Central Texas Regional Certification Agency,
and the internet.

HUB staff also contact other community partners,
local agencies and educational institutions for
information about similar contracting and
subcontracting opportunities.

HUB staff may establish these project-specific goals
based on any or all of the following, if applicable:

a) the subcontracting opportunities in the
Specifications for the project;

b) the dollar
opportunities;

¢) the availability of at least three HUBs (in the
County’s Metropolitan Statistical Area) to
perform the functions of those subcontracting
opportunies in the individual relevant industry
categories;

value of the subcontracting

d) customized availability estimates provided by
the 2016 Disparity Study;

e) the level of past utilization on County contracts;
and

f) any other relevant factors.

HUB staff may elect not to set goals for projects,
when there are few to no subcontracting
opportunities, fewer than three HUBs available to
provide the Goods or services, or it is in the best
interest of the County.

If HUB staff have established the value of a proposed
contract to be between $50,000 and $1 million then
HUB staff may use the annual aspirational goals on
individual contracts, if appropriate.

3.006 HUB Requirements in Solicitation Process

If HUB staff establish a project-specific HUB goal for
a contract, it is disclosed in the Declaration provided
with the solicitation.

The Declaration also includes the subcontracting
opportunities identified by HUB staff and reviewed
for accuracy by the User Department.

The Respondent must complete and submit a
Declaration that lists the proposed Subcontractors
to be used in connection with the project.
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Upon request, HUB staff provide a list of HUBs, to
any Respondent experiencing difficulty locating
HUBs to fulfill its subcontracting goals.

Before submitting a response, Respondents must
notify HUBs that they are listing them on their
Declarations.

A Respondent is required to satisfy the requirement
to make a Good Faith Effort by being any one of the
following:

a) Aself-performing HUB Respondent, or

b) Any Respondent that meets or exceeds the
overall HUB goal for subcontracts with HUBs, or

c) Any Respondent proposing only HUBs to fulfill
all subcontracting categories identified in the
Declaration and substantially meeting the
overall HUB goal by proposing HUB
Subcontractors for 50% or more of the HUB goal,
or

d) Any Respondent who does not meet or
substantially meet the overall HUB goal and has
followed the Good Faith Effort Outreach
Procedure, in subsection 3.007, including
providing the evidence required.

HUB staff review Respondents’ Declaration to
determine compliance. If a Respondent’s
documentation is unclear and only minor
clarification is needed, HUB Director may request
the Respondent to clarify the statements or
supplement the documentation provided with the
response.

On selected projects, the Purchasing staff may
perform a scope and price comparison of all
Respondents to determine whether Respondents
are soliciting and hiring Subcontractors in a non-
discriminatory manner and whether HUBs are
unreasonably inflating quotes.

Failure to meet one of these options or provide the
required documentation may result in a
determination that the response is non-responsive
related to the HUB requirements for awarding the
contract.

If HUB staff find that a Respondent did not make a
Good Faith Effort, or otherwise meet the HUB and

documentation requirements, HUB staff
communicates this finding to the Purchasing staff in
charge of the solicitation. The Purchasing staff
review all of the responses