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Texas Comptroller of Public Accounts
Statewide Procurement Division
FY19 Agency Procurement Plan Template

Instructions:
Please complete the information below and submit it with the requested attachments to
procurement.plans@cpa.texas.gov by November 30, 2018.

General Information

Agency Name:  TEXAS REAL ESTATE COMMISSION
Agency Number: 329

Procurement Director Contact Information
Name: Priscilla Pipho, Director of Staff & Support Services

Phone Number: (512)936-3590
E-mail Address: priscilla.pipho@trec.texas.gov

Purchasing Capacity Assessment

Dollar value of agency delegated purchases for FY18: $136,583.34 (This dollar value does not include
Interagency Cooperation Contracts or Exempt Purchases).

Number of purchasing FTEs: 1.6

Automated purchasing tools used by the agency (if applicable): Microsoft Excel

Please attach the following:

e Copy of agency’s purchasing and contract management procedures which include protest procedures
developed by the agency. See attached

e  Credit card procedures regarding the issuance and security of payment cards and the use of those cards by
the agency’s employees. See attached

e  Attach or provide links to any SAO audits of purchasing and contract management functions for FY18-
FY19 No SAO audits of purchasing and contract management functions performed for this period.

e  Attach or provide links to any Comptroller post payment or procurement audits for FY18-FY19
No CPA audits performed for this period.

Certified Procurement Professionals

Number of certified purchasing FTEs: 2

Number of certified contract management FTEs: 2

Number of certified contract developers FTEs: 2

Please attach the following:

 Name, title and certification number for each purchasing FTE - See attached
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» Name, title and certification number for each contract management FTE - See attached

Training Projections for the Fiscal Year

Number of seats needed for CTCD certification courses for FY19;

None

Number of seats needed for CTCM certification courses for FY19: None

Delegated Purchasing Assessment

Please list the names of personnel with delegated signature authority for proprietary justifications:

Douglas E. Oldmixon, Executive Director
Tony Slagle, Deputy Executive Director in absence of the Executive Director

Please complete the table below with the requested information on your agency’s five delegated purchases
anticipated to have the highest expenditure for commodities or services (excluding professional services) not

available on an existing contract through CPA or DIR for FY19.

Delegated Purchase Anticipated Value Previous FY Name of current vendor: Has the agency
for FY19 Value for looked for the
same/similar item on CPA
purchase: or DIR
contract?
(Y/N)
Video-streaming services 15,600.00 15,600.00 AdminMonitor Y
Annual Subscription for 11,940.00 4,113.00 CoStar Realty Y
Appraisal Research (4 months)
Managed security service 7,000.00 6,995.00 Cerdant, Inc. Y
for SonicWall NSA
Subscription to 85% 3,850.00 n/a Texas Legislative Service Y
Legislative Session
Navicat Premium software | 1,400.00 1,400.00 SHI Government Y
licenses and maintenance Solutions
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TEXAS REAL ESTATE COMMISSION

INTERNAL PURCHASING PROCEDURES
Updated 11-20-2018

The Purchasing Team is within the Staff & Support Services (SSS) Division of the Texas Real
Estate Commission (TREC). TREC Purchasers aiso have the authority to purchase for the
Texas Appraiser Licensing and Certification Board (TALCB), an independent subdivision of the
Texas Real Estate Commission. The Purchasing Team consists of two positions.

PURCHASE REQUISITION INITIATION AND APPROVAL PROCESS

A Purchase Requisition Form is prepared by program personnel desiring goods or services.
Electronic Purchase Requisitions are the preferred delivery method, however paper requisitions
are accepted.

The requisition form must be approved by the Division Director of the requesting division.
Division Directors have the authority to approve purchases up to $2,500. Purchase requests
exceeding $2,500 require approval by the TREC Executive Director or TREC Deputy Executive
Director. The approved requisition form is sent to the Purchasing Section in the Staff and
Support Services Division. The Purchaser receives the requisition then forwards it as follows:

Below $1,000 — Review and approval by Director of Staff Services/Chief Financial Officer (or
Accounting Manager) in the absence of the Chief Financial Officer).

Over $1,000 - Review and approval by Budget Analyst, then approval by the Director of Staff
Services/Chief Financial Officer (or Accounting Manager in the absence of the Chief Financial
Officer) for review and certification of funds.

Over $2,500 - Final approval by Executive Director or Deputy Executive Director

Exception: All routine requisitions for envelopes, paper, supplies, etc. that do not exceed
$2,500 and requisitions for postage that do not exceed $5,000 are approved by the Director of
Staff and Support Services/Chief Financial Officer (or Accounting Manager in the absence of the
Chief Financial Officer).

Electronic Purchase Requisition Procedures:
1) Adobe PDF Requisition found on the Agency Common drive is used for all requests for
purchase
2) Requisition is routed via email for electronic signatures
3) Approval signatures are needed as follows:
Division Directors for all purchases within their divisions
Director of SSS for all purchases
Budget Analyst for purchases over $1000
Executive Director for purchases over $2500
Executive Director for subscriptions, memberships and travel outside the state
(regardless of cost)
4) Email routing:
a. Requestor routes purchase requisition pdf with electronic signature to Division
Director or designee
b. Division Director or designee provides justification as needed and forwards to
procurement@trec.texas.gov

PoooTow
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c. Purchasing saves the requisition to SS common/ Purchasing/PURCHASE
REQUISITIONS/FY 19 by month

d. DoSSS (or Accounting Manager as back-up) and Budget Analyst sign the
requisition electronically and save in the common file with initials on filename
when signature is complete

e. Purchasing routes electronically to Executive Director as needed and upon
approval saves as “final” within the file.

f. Purchase requisition is assigned a purchase order number, then moved and
saved in the SS common/Purchasing/PURCHASE ORDERS FY19 folder by
purchase order

PURCHASE REQUISITION PROCESSING

1. A Purchase Requisition Form is received electronically in the Procurement In Box or in the
Purchasing Section (if paper).

2. The Purchaser reviews the requisition for the following:
a) appropriate approval signatures
b) complete and specific description of the item being requisitioned; the Purchaser may
need to communicate with the end user to clarify their need if the purchase requisition is
unclear or lacks information
) quantity
d) date desired or needed
e) justification for purchase
f) estimated cost if known

3. If the cost is over $14,000 and is a new acquisition, a Contract Routing Sheet should be
completed by the purchaser and circulated with the attached contract for review and approval by
the appropriate team members. Contract Routing Sheets are not required for procurement of
services through an Interagency Cooperation Contract (IAC), Memorandum of Understandings
(MOU) or Letter of Agreements (LOA).



PURCHASE ORDER PROCESSING
1. Determine the estimated dollar amount of the purchase.
2. Determine the commodity class and item number for the item being purchased. Use the

Statewide Procurement Division (SPD) website to access the NIGP Commodity Book at:
https://comptroller.texas.gov/purchasing/nigp/

3. Based on the commodity class and item, delivery requirement and cost, identify the
appropriate purchasing method to be used. Refer to the State of Texas Procurement and
Contract Management Guide at:
https://comptroller.texas.gov/purchasing/publications/procurement-contract.php

Check to see if the item can be purchased through a set aside program (TIBH or TCI)
Re: Procurement and Contract Management Guide, Page 16.

4. After determining which purchasing method should be used, a purchase order number (also
known as requisition number) is assigned. The purchase order number is assigned from the
Purchase Order (PO) Log book. The information required in the PO Log is completed for each
number. The Purchase Requisition Log book is maintained in electronic format (MS Excel) on
a shared drive for access by the Staff & Support Services (SSS) division.

5. The following purchasing methods are ones most commonly used by TREC. Refer to the
Texas Procurement and Contract Management Guide at:
https://comptroller.texas.gov/purchasing/publications/procurement-contract.php for additional
purchasing methods and more detailed information.

NON-DELEGATED PURCHASES:
TERM CONTRACTS

1) TxSmartBuy Contract (PCC: A)

Commodities/services available through a term contract with the SPD are ordered using
the TX SmartBuy Purchasing System. See Procedures for Accessing TX SmartBuy
System at: http://www.txsmartbuy.com/. Upon placing the order through SmartBuy, a
purchase order is automatically generated by the SmartBuy system and sent to the
vendor and TREC via e-mail. The p.o. is saved in the Purchase Orders folder on the
SSS common drive, printed and stapled to corresponding requisition in and placed in the
TREC suspense file, titled “Contract Purchase Orders”. This folder is located in the
rolling file cabinet in the Lead Purchaser’s office. Examples of automated contract
purchases are paper, envelopes, file folders, furniture, etc.

2) Managed Contract (PCC: C)

Commodities/services available through a SPD managed term contract, but are not
available using the SPD SmartBuy Purchasing System. The purchaser issues an internal
Purchase Order and sends one (1) original directly to the vendor and retains one (1) copy
for the TREC suspense file, titled “Contract Purchase Orders”. Examples of these types
of purchases are overnight delivery services, document destruction/storage services,
temporary employee services, etc.

3) TEXAS MULTIPLE AWARD SCHEDULES (TXMAS) CONTRACTS (PCC: X)
The use of TXMAS contracts was developed by SPD from contracts that have been
competitively awarded by the federal government or any other governmental entity of any

3



state. TXMAS contracts have very favorable pricing, but agencies may negotiate a lower
price for the goods or services offered on a schedule contract. A "best value" purchase
can be made using the TXMAS purchasing procedures. See Procurement Manual 2.8.1
or hitps://www.comptroller.texas.gov/purchasing/docs/procurement-manual/2-8-1.pdf.
The purchaser may search TXMAS contracts on the SPD web site at:
http://www.txsmartbuy.com/contracts?filterBy=TXMAS

TXMAS purchases are ordered using the TXSmartBuy system with the purchase order
being automatically generated and sent to the vendor and the agency as described above
for automated purchase orders.

OPEN MARKET PURCHASES (PCC S)
Purchases for goods or commodities $25,000 - $50,000.00 — formal competitive bids
Purchases for services $25,000 to $100,000 — formal competitive bids

Purchases for goods or services over $25,000 must be advertised (posted) on the
Electronic State Business Daily (ESBD) for a minimum of 14 calendar days, if electronically
available. . If not available electronically, then it must be posted 21 calendar days. To
access the Procurement Section of the ESBD, sign into TXSmartBuy at:
http://www.txsmartbuy.com/.

At the top, click on SPD Applications and select View ESBD Postings.

Purchases exceeding $50,000 for commodities (not IT) are submitted to SPD as an Open
Market Requisition

DIR CONTRACTS (PCC: I) - See DIR website at: http://dir.texas.qov/View-About-
DIR/FAQs/Pages/Content.aspx?id=7#item9

The Purchaser must buy information technology (IT) commodities and services through
the Department of Information Resources (DIR) contracts unless an exemption applies.
Before submitting an Exemption Request to DIR, Blanket exemptions can be found on the
DIR website at: http://dir.texas.gov/View-Contracts-And-
Services/Pages/Content.aspx?id=3. If the item is available on a DIR contract, it must be
purchased from that contract unless an exemption is requested by the agency and granted
by DIR. A Request for Offer (RFO) or Request for Quote (RFQ) is sent to the DIR vendor
for the product or service being requested. It is best practice for the Purchaser to attempt
to receive three offers and award the purchase based on the best value for the agency.
The purchase order is issued and sent directly to the vendor. The DIR contract number
must be referenced on the purchase order.

Threshold Requirements:
Commodities (Hardware, software and some services):

e $50,000 or less — May award directly to vendor of choice on DIR contract;

e More than $50,000 but less than $150,000 — Must request three (3) offers from DIR
vendors;

e More than $150,000 but less than $1 million — Must request six (6) offers from DIR
vendors;

e Thresholds do not apply to contract for telecommunications services, such as DIR
TEXAN services.

Statement of Work (SOW) Requirements
e For purchase of services with an estimated value of more than $50,000 but less
than $1 million, DIR must review SOWs for the following contracts:
- Deliverables-Based Information Technology (DBITS)
4
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- Managed Services for information Technology
- IT Security Services

- Cloud Services (when an SOW is executed)

- Comprehensive Web Development

If the item is not available on a DIR contract, an exemption request must be submitted to
DIR and another procurement method must be used upon approval of the DIR exemption
request. Purchases of information technology commodities or services not available
through DIR contracts should be coded with PCC D.

DELEGATED PURCHASES (Refer to Page 26-31 of Procurement & Contract Management
Guide)

1) $0 - $5,000 (PCC: E) - For items not on contract through SPD that are $5,000 or less.
These are also referred to as “Spot Purchases”. Bids are not required for purchases $5,000
or less, however it is in the best interest of the agency for the Purchaser to contact two (2) or
three (3) vendors and get bids to ensure costs are reasonable. If the Purchaser contacts
more than one vendor, at least one of the vendors must be a HUB certified vendor (if available
for that commaodity).

Prior to making an award for any delegated purchase or prior to the renewal of a contract, the
purchaser conducts a search for exclusions for award and renewal purposes through the
System for Award Management (SAM) website at: https://www.sam.qov/SAM/

for the vendor’s company name and name of individual signing bid document.

For routine “spot purchases”, the Texas Real Estate Commission will conduct a quarterly
search of exclusions records for each vendor used. EPLS searches for frequently used
vendors are stored electronicaily on the SSS common drive, Purchasing folder, EPLS Sheets
subfolder.

Before a purchase order is issued, the purchaser verifies that the vendor is not listed with an
exclusion on the SAM website by performing a search (Re:
https://www.comptroller.texas.gov/purchasing/publications/sam-epls.php

fn SAM, you can enter multiple search terms in the search bar. If you export your search
results to the PDF, only the first term is displayed. There are several possible workarounds.
For each, you begin by entering your search term on the Search Records page and click
Search.

If the vendor is not excluded on the SAM, then a purchase order is prepared. An original
p.o. is sent to the vendor (if the vendor requires one) and a copy is retained in “Spot
Purchases” file until delivery. For vendors frequently used for routine spot purchases, the
vendor verification for good standing is done periodically. Exception: For any purchase
over $500.00 that is procured using the agency procurement card (credit card) as a
payment method, the vendor must be verified for good standing (warrant hold
status) before making the purchase. Vendor hold status can be searched at:
https:/ffmcpa.cpa.state.tx.us/tpis/

1) $5,000 - $25,000 (PCC: F - Commodities or PCC: Q - Services) If the purchase is over
$5,000 and not on contract through SPD and is under $25,000 the informal solicitation
process is used. The purchaser attempts to get a minimum of three informal bids via
fax, phone or e-mail from vendors on the Centralized Master Bidders List (CMBL)
available through the SPD web site at:
https://mycpa.cpa.state.tx.us/tpasscmblsearch/tpasscmblsearch.do
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2) Two of the three bids must be Historically Underutilized Business (HUB) vendors. If
unable to locate at least two HUB vendors on the CMBL, this must be noted in the file.
If it enhances competition, non-CMBL vendors may be added to the bid list with written
approval from the Director of Staff Services, Deputy Executive Director or Executive
Director. Evaluate and award the purchase under the delegated purchasing rules.
The vendor is verified for good standing, searched on the EPLS website and a printout
is retained in the file (follow same procedures as above). A Bid Tabulation is prepared
showing bidders names, contacts and bid amounts. Once an award is made, a
purchase order is issued. The original is sent to vendor and a copy is retained in
“Delegated Purchases” file in the purchaser’s office until delivery is completed.

3) $25,000 - $50,000 Goods and Services (Delegated) - PCC: S

Purchases for goods or services from $25,000 to $50,000, formal (written) competitive bids
are required. The purchaser must solicit bids or proposals from all eligible vendors on the
CMBL listed for that class/item that serve the agency’s geographic region (county, city or
zip code). If it enhances competition, non-CMBL vendors may be added to the bid list with
written approval from the Director of Staff Services, Deputy Executive Director or Executive
Director.

Develop specifications or a Statement of Work (SOW) and create a written Invitation for Bid
(IFB). Purchases $25,000 or over must be advertised (posted) on the Electronic State
Business Daily (ESBD). If posted electronically, the purchase must be advertised for 14
calendar days. If not available electronically, then it must be posted 21 calendar days. To
search the ESBD, go to: http://www.txsmartbuy.com/sp. To access and post to the ESBD,
you must sign in through the Texas SmartBuy system using your e-mail address and
password. For assistance with this, email txsmartbuy@cpa.texas.gov or call 512-936-2764.
The bids are opened, tabulated and reviewed carefully to ensure that the bid meets
specifications. A Bid Tabulation Sheet is prepared which shows all vendors to whom bids
were sent and their response. The vendor providing the lowest and best bid that meets
specifications is verified for good standing on the EPLS web site. The EPLS printout should
be attached to the p.o.. If the vendor meets all requirements, the purchase is awarded and
a purchase order is issued. The original is sent to vendor and a copy is retained in
“Delegated Purchases” file in the purchaser’s office until delivery is completed.

4) Purchases of Goods $50,000 to $100,000 (Non-Delegated PCC-S)

Purchases $50,000 to $100,000 for goods not available on a State Contract (including DIR
contracts) must be submitted as an Open Market Request to SPD. In some cases, SPD
and the agency may determine that a Request for Proposal (RFP) is a better purchasing
method than an Invitation for Bid (IFB). SPD may delegate the authority for an agency to
solicit responses using the RFP process. The Purchaser should comply with the
Procurement and Contract Management Guide and use the RFP Template to develop the
RFP. The purchaser should refer to the SPD Contract Management Office at:
https://comptroller.texas.gov/purchasing/contracts/pod/ for assistance with the development
and review of large contracts.

5) Purchases of Services $50,000 to $100,000 (Delegated PCC -S)

Purchases for goods or services from $25,000 to $50,000, formal (written) competitive bids
are required. The purchaser must solicit bids or proposals from all eligible vendors on the
CMBL listed for that class/item that serve the agency’s geographic region (county, city or
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zip code). If it enhances competition, non-CMBL vendors may be added to the bid list with
written approval from the Director of Staff Services, Deputy Executive Director or Executive
Director.

6) Purchases over $100,000 (Non-Delegated PCC- S)

Purchases over $100,000 are handled under Open Market Procedures through SPD.
SPD may or may not delegate the agency to purchase the services. Purchases $100,000
or over may be handled through a Request for Proposal process, but the agency must be
given the authority by SPD to use the RFP process unless the purchase is exempt from
SPD authority. For a list of legal cites referencing exempt purchases (Document Type 9),
refer to the Procurement Manual at:

ADDITIONAL APPROVALS

In accordance with SB 20, the following additicnal approvals are required:

1.

The Procurement Manager shall:

a. Approve each contract awarded through the competitive sealed proposal process, using the
best value standard;

b. Ensures best value standards are properly documented; and

c. Acknowledge in writing TREC has complied with the agency’s and Comptroller's Contract
Management Guide.

Information contained in the Comptroller's Vendor Performance Tracking System shall be
used as a best value evaluation criteria;

For contracts over $1M, the Commission chair must sign.

For Contracts exceeding $5 million dollars, the Procurement Manager shall:

a. Verify the solicitation, purchasing method and contractor selection comply with state law
and agency policy; and

b. Submit to the Commission information on any potential issue that may arise in the
procurement process.

BEST VALUE STANDARDS

1.

In determining the best value, the purchase price and whether the goods or services meet
specifications are generally the most important considerations. When best value is a
consideration other factors should be considered such as:

a. Instaliation costs;

b. Life cycle costs;

c. Quality and reliability of goods and services;

d. Delivery terms;

e. Past vendor performance;

f. Vendor’s financial resources and ability to perform;
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g. Vendor’'s experience, capability or responsibility;

h. Cost of training associated with a purchase;

i. References;

j. Information contained in the Comptroller's Vendor Performance Tracking System shall be
used as a best value evaluation criteria; and

k. Other factors relevant to determining the best value in the context of a particular purchases.

2. The best value standard used to determine the award of a contract will be documented on the
purchase order or supporting documentation.

3. The purchaser will acknowledge in writing that the procurement is in compliance with the
Contract Management Guide.

RECEIVING DELIVERIES

Items delivered should be thoroughly inspected and quantities verified before accepting a
delivery. The corresponding purchase order should be pulled from the file for review. If all is
correct, the delivery is accepted and packing slip is signed and dated. The packing slip is stapled
to the back of the purchase order and filed in the “Pending Invoices” file. The date received is
recorded in the Purchase Requisition Log book under the requisition (p.0) number. The
item/product is delivered to the requesting customer or placed in the appropriate storage area.

VENDOR PERFORMANCE

Agencies are required to report vendor performance on purchases over $25,000 from contracts
administered by the commission or any other purchase over $25,000 made through delegated
authority granted by CPA (TAC 20.108). Agencies are also encouraged to report vendor
performance for purchases under $25,000. Vendor Performance can be submitted electronically
by legging inte the SPD Web Portal system at: http://www.txsmartbuy.com. At the top, click on
SPD Applications and select VPTS.

INTERNAL AUTOMATED PURCHASING PROCEDURES

A. ENTERING PURCHASE ORDERS USING THE TX SMARTBUY PURCHASING SYSTEM
THROUGH SPD FOR TERM CONTRACT PURCHASES AND TXMAS CONTRACT
PURCHASES.

1. The Purchaser should search statewide contracts at:
https://comptroller.texas.gov/purchasing/contracts/search.php. For help, contact by email:
spd.outreach@cpa.texas.gov

2. Log onto the Texas Smart Buy (TSB) system. The software allows Purchaser to search for
items on State term contracts and TXMAS contracts, add to a shopping cart and check
out. Purchase Orders are created automatically and sent electronically (via e-mail) to the
vendor and the Purchaser.

3. Aninternal Purchase Order number is issued from the P.O. Log for the purchase being
submitted through TSB and referenced when placing an order through the TX Smart Buy

system. The Smart Buy system issues a separate Purchase Order number.
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4. User guides and help can be accessed by clicking the gray button “TXSmartBuy Help” on

the main TXSmartBuy page. These tools are also available when logged into the system.

B. ENTERING PURCHASE ORDERS USING MICROSOFT EXCEL SOFTWARE

Assigning Purchase Order Number:

1. Open the Purchasing folder on the SSS common drive of the computer (ss_common(i).
2.
3

Open the PO LOGS folder then select the appropriate FY (“PO LOG FY xx’).

Using the tabs on the bottom of the Excel worksheet, locate the category for the item
being procured. Assign the next purchase order number and complete the information in
each column for the purchase.

Go back to the Purchasing folder on the SSS common drive and open the folder titled
“Purchase Orders FY19”.

Create a new folder with the assigned PO number and brief description (ex 19-1029 TIBH
Central Store). Move the Purchase Requisition from the Purchase Requisitions folder into
the PO number folder. Ali purchasing documentation for the PO should be stored in this
folder.

Creating the Purchase Order:

1.

Open the folder FY19 EXCEL POS file. Insert a new worksheet and copy one of the
typed p.o. as a template to create a new purchase order. (Selecting a file with the same
vendor that has been used can shorten some steps).

Upon typing and completing a new purchase order, print one copy and send to the vendor
via e-mail.

Save the signed p.o. and quote if applicable to a .pdf format and store in the PURCHASE
ORDERS FY 19 sub-folder in the corresponding folder for that PO number.

Keep one hard copy of the signed purchase order in the purchasing file until the item(s)
are received or the service(s) are completed.

Upon delivery and acceptance of the purchase, delivery documentation is attached and
retained in the “Pending Invoice” suspense file until corresponding invoice is received.

PAYMENT PROCESSING

1.

Invoices are received by the U.S. mail and electronically via the Accounts Payable In Box.
Electronic invoices are printed and placed with any other hard copy invoices received in
the Purchaser’s “In Box” on top of tall file cabinet (cube 414D).

The corresponding purchase order for the invoice is pulled from the “Pending Invoices” file
(a separate brown expanding file folder located on top of the rolling file cabinet in the
Purchaser’s office). Invoice amounts are verified with purchase order amounts. If there is
a discrepancy, the vendor is contacted and the invoice is held until the discrepancy is
resolved.

When the invoice meets the approvals for payment, a Payment Approval Form is
completed providing information required for processing the payment. The Payment
Approval Form is the cover sheet for the p.o. and backup documentation. See next section
for procedures. )

Comptroller object codes and agency object codes are listed on the purchase order but
can be verified from the COBJ_AOBJ listing located in the SSS common drive, USAS
Structure folder or on the CPA website at:
https://fmcpa.cpa.state.tx.us/fiscalmoa/cobi.jsp?type=exp

Purchase Category Codes (PCC) codes are listed in the SPD Procurement and Contract
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Management Guide, Appendix 29.

Object codes and PCC codes are also listed in the Purchase Order Log book when the
p.o. number is assigned.

Upon completion of the Payment Approval form, the purchase order with supporting
documentation, delivery receipt and invoice are attached and forwarded to the Accounts
Payable Clerk for processing. It is the Purchaser’s responsibility to comply with Prompt
Payment Act of Texas. Payments must be paid within 30 days from receipt of service or
invoice (whichever is later) or interest is automatically added to the total payment. More
information regarding Payment Scheduling and the Prompt Payment Act can be found on
the CPA website at: https://fmx.cpa.texas.gov/fm/pubs/purchase/prompt pay/index.php

PAYMENT APPROVAL PROCEDURES

Purchasing:

1.

Invoices are received and date stamped. If received electronically, the e-mail verifying the
date received is attached or the invoice should be date stamped.

Identify the P.O. number that corresponds with the invoice.

Pull the corresponding p.o. (from “Pending Invoice” file) and match to the invoice.

A. If no p.o. is found in the Pending Invoice file, the payment may be for an ongoing
contract or it could be waiting to be typed in MIP. Ongoing contracts are typically monthly
payments and the p.o. is filed with the first payment made for that contract.

Verify that the amount on the p.o. and the amount on the invoice agree.

A. If the two amounts agree, proceed to step 5 below.

B. If the two amounts do not agree, find out what the discrepancy is and contact the
vendor to dispute, have invoice revised and resent. Document who you talked to, the date
and what was discussed. The vendor must be notified of the dispute not later than the
21t calendar day after the date the invoice is received.
https://fmx.cpa.texas.gov/fm/pubs/purchase/prompt pay/index.php?section=overview&pag

e=disputes

Matched invoices and P.O.s may be given to Accounts Payable to complete the Payment

' Approval Form or Purchasing completes the form. (This should be done within 3 working

days of receipt of invoice).

Accounts Pavyable:

1.

2.

Stamp date received in Accounts Payable.

Completing a Payment Approval Form (fill in the blanks):

A. Requisition # (Ex: 329-17-1234)

B. Contract Number - This number is only required when the purchase was made using an
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TxSmartBuy or TXMAS term contract (Contract Purchase Order form). The TSB number is
the same as the purchase order number on the Contract Purchase Order form, located
above the requisition number on the upper right hand corner of the purchase order. The
DIR number would be the DIR contract number (Ex: DIR-SDD-3682).

C. Doc Type and PCC Type - The PCC is located in the Requisition Log Book under the
order date.

1) If Doc type 9, then the appropriate exempt statement label must be placed at the
bottom of the form as other information. Examples of exempt purchases are
professional services, tilities (telephone bills), postage and Council of Competitive
Government (CCG) contracts such as presorted mail services contract.

D. Invoice No: This number is on the invoice.
E. VID: The vendor identification number of the vendor being paid.
F. Order Date - This date is on the purchase order.

G. Payment Due Date - This date is usually calculated 30 days from the receipt of the
invoice or 30 days from the date goods/service was delivered, whichever is later. Refer to
Payment Scheduling. Exception: The DIR DSC payment is required in 20 days.

H. Delivery Date - Date goods or service were delivered or received. This date can be
found on the delivery receipt, packaging label or other backup documentation.

I. Interest Control (I/C) - Refer to Payment Scheduling.
1) R - Refuse Interest
2) F - Force Interest
3) A - Accept Interest

J. Reason Code - Refer to Payment Scheduling (Ex: Advance Payment-AP).
K. Requested Payment Date -
1) If invoice is less than $5,000, payment can be requested on the next working day
(NWD), but not later than (NLT) 1 working day prior to payment due date unless this
date falls on a holiday or weekend.
a) If payment due date is on a weekend, then the NLT requested payment
date is the Thursday prior to the weekend date.
b) If payment due date is on holiday, then the NLT requested payment date
is last working day prior to the holiday date.
2) If invoice is $5000 or more, payment is requested 1-2 working days prior to the
payment due date unless this date falls on a holiday or weekend. This is to allow
sufficient time to correct if an error prevents payments from processing in MIP or
USAS, thus ensuring the vendor receives payment in 30 days. Follow the same
criteria in 1)a and 1)b above if date is on a weekend or holiday.

L. FY — Fiscal Year for the funds being used for payment.

M. Amount - Dollar amount being allocated to specific PCA found on the P.O. or the
Procurement Log.

N. Object Code - The agency object code for the purchase. The agency codes are on the
P.O. and in the Procurement Log. See Comptroller Manual of Accounts - Expenditure
Codes for verification at https://fmcpa.cpa.state.tx.us/fiscalmoa/cobj.jsp?type=exp.
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O. Total - Total all amounts in the amount column. This will be the total paid.
2. Exceptions to Routine Payment Approval Procedures

A. Interagency Transaction Vouchers (ITVs)
1) Contract Number - write [TV
2) PCC - leave blank
3) Doc Type - leave blank
4) Payment Due Date - 30 days from receipt of invoice or goods/service
delivery date (whichever is later)
5) Requested Payment Date - Next Working Day (NWD)

B. Purchases Payable to the U.S. Postmaster (postage, p.o.box rent, etc.)

1) Contract Number- leave blank

2) PCC - leave blank

3) Doc Type 9 - stamp bottom with “Exempt Purchase -Postage” stamp

4) Payment Due Date - Date needed

5) Delivery Date - Same as payment due date

6) Interest Control - R

7) Reason Code - AP (Advance Payment)
a) Attach Justification for Advance Payment form.
Check the exception that reads: “A state agency may make an advance
payment to a vendor who is selling specialized or proprietary goods or
services...)

8) Requested Payment Date - leave blank

C. Payment for Procurement Card Purchases (credit card)
1) Complete a separate Payment Approval Form for each purchase transaction.
2) Payment Due Date - standard (30 days)
3) Requested Payment Date — NWD or 1-2 working days prior to their payment due
date.
Accounts Payable returns completed Payment Approval Forms within 3 working days of
receipt from Purchasing with corresponding documentation to Purchasing for review.
These should be placed in the Invoices “In Box”.

Purchasing (Review of Completed Payment Approval Forms):

1. Review Payment Approval forms for accuracy; enter the delivery date and the actual
cost in the Procurement Log under the corresponding p.o. number.

2. Return to Accounts Payable for processing the purchase voucher for payment.

After preparing Payment Approval forms, the total payment amount of each invoice is
updated in the P.O. Log Book under the corresponding p.o. number.

12
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i) Providing complete and accurate contract correspondence and documentation, and;
k) Attending contract management continuing education to maintain certification as a Certified
Texas Contract Manager (CTCM).

For specialized contracts, after a contract has been awarded, the requesting department will:

a) Apply specialized knowledge, skills, and techniques to support program activities;

b) Administer and manage daily operations of required services established in contract;

¢) Manage and monitor performance as required in the contract. This may require involvement of
the Purchaser should a dispute arise;

d) Ensure vendor meets required performance objectives defined in the contract;

e) Oversee delivery and receipt of services;

f) Certify services were performed and deliverables met; and

g) Approve invoice for payment, if applicable.

10) Vendor Performance:

After a contract has been completed or terminated, information about that vendor’s performance shall
be entered into the Comptroller’s Vendor Performance Tracking System (VPTS); and

As a part of the closeout process for all purchases over $25,000, vendor performance information both
positive and negative shall be entered into the VPTS.

11) Records Retention of Contracts:

The following is the required retention policy for all purchase order and contract related
documentation:

For contracts and purchase orders entered into after 9/1/2015, a state agency shall retain in its records
each contract and related documents it enters into for a period of seven (7) years after contract expires,
terminated, or is completed, after all issues have been resolved. Along with the contract, all solicitation
documents shall also be retained.

For contracts and purchase orders entered into prior to 9/1/2015, the records retention period is four
(4) years.

Authority:

Texas Government Code, Title 10, Subtitle F, Chapter 2262 — Statewide Contract Management
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Texas Real Estate Commission

Contract Management Procedures

The Texas Real Estate Commission’s (TREC) has established contract management procedures that are
in compliance with the State of Texas Contract Management Guide (CMG), the State of Texas
Procurement Manual and the Department of Information Resources (DIR) rules with the intent to follow
and use the best practices contained therein. These contract management procedures contain the
requirements of Texas Senate Bill 20, 84" Legislature (2015-2016).

Conflict of Interest and Ethics

1)

2)

3)

4)

5)

By statute any person involved in the development or approval of a contract that has an actual
or potential conflict of interest must disclose it and must be removed from involvement in the
contract process.

All purchasing staff and other staff involved in contract approval must sign a conflict of interest
statement certification.

Each signatory in the workflow approval of a contract, by approving the contract, certifies that
he or she:

a. Has no interest in, or connection with, the contract;

b. Has not accepted or received, and will not accept or receive, from a person or entity to whom
the contract has been awarded, directly or indirectly, anything of value or a promise, obligation,
or contract for future reward or compensation; and

c. Has disclosed any possible conflicts of interest to the Executive Director.

TREC staff that has knowledge of any conflict of interest by any staff involved in the
procurement process that has previously not been disclosed must report it to the General
Counsel and the Executive Director.

A state agency may not enter into a contract for the purchase of goods or services with a private
vendor with whom any of the following agency employees or officials have a financial interest:
a) A member of the agency’s governing body;
b) The governing official, Executive Director; General Counsél, Chief Procurement
Officer, or Procurement Director of the agency; or
c) Family member related to an employee or official within the second degree by affinity
or consanguinity.



d) A state agency employee or official has a financial interest in a vendor if the
employee or official:

1) owns or controls, directly or indirectly, an ownership interest of at least one
percent in the vendor, including the right to share in profits, proceeds, or capital
gains; or awarding a contract to the vendor could result in a financial benefit to
the employee or official.

2) Afinancial interest prohibited by this section does not include a retirement
plan, a blind trust, insurance coverage, or an ownership interest of less than one
percent in a corporation.

Steps in the Contract Process:

1)

2)

3)

4)

5)

Identify Need: The Purchaser will serve as the contract manager and consult with the
requesting users to identify a clear understanding of the need. This may involve requesting
additional details from the end users, asking for clarification, calling vendors or service providers
(vendor), consulting with CPA Statewide Procurement Division (SPD) or Department of
Information Resources (DIR), performing research or finding other state approved sources.
Obtain a quote or verify a quote received from requesting department;

Submission of Purchase Requisition: The requesting department must submit an approved
Purchase Requisition in accordance to the memorandum from Douglas E. Oldmixon, “Delegation
of Authority to Approve Purchases”. '

Plan the Procurement: Planning the procurement is the first and very important step in
Contract Management. The more planning, the less risk and better the solicitation will be to
result in a solid contract that can be monitored and managed efficiently. The requesting
department will consult with purchasing and legal as necessary, identifying needs and planning
accordingly. The senior team members, General Counsel and Executive Director will be
involved as deemed appropriate in the initial planning stages of a contract. This will avoid issues
later in the process.

Perform risk assessment. Once the required services are decided, the Purchaser consults with
the requesting department and team members to determine the risk level for the agency and
how to minimize risks through contract requirements. Based on the risk level, develop a detailed
statement of work with written performance measures that minimizes risk. Contracts requiring
enhanced monitoring will be identified during the risk assessment. Risk factors to be considered
include, but are not limited to:

a) Type of purchase (competitive/non-competitive)

b) Payment type/structure

c) Dollar amount of the contract

d) Scope of goods/services being procured

e) Vendor Background and Experience

Identify Procurement Method: Determine proper procurement method in compliance with the
State of Texas Procurement Manual. Prepare competitive solicitation process when required
following procedures set forth in the CPA Contract Management Guide and DIR’s Statement of
Work procedures.



6)

A Statement of Work (SOW) is used in solicitations to minimize risk by describing in detail what
parties are required to do. Including clearly defined performance measure and deliverables in
the contract will minimize risk to the agency. The requesting department will assist in
developing detailed statement of work, deliverables and performance measures.

Evaluation:

The Purchaser receives the responses and distributes them to the evaluation team members
with an evaluation scoring matrix and a non-disclosure form. The Purchaser ensures that all
Evaluation Team Members understand their responsibilities (refer to CMG).

The Evaluation Team meets to review responses. The team may decide to invite vendors to
conduct a presentation and discuss their responses in further detail.

Negotiate with the vendors to find the best value based on best value standards;
Best and Final Offers may be requested from responsive vendors.

An agreement is reached with the other party on the terms of the contract. Certain standard
legal terms are non-negotiable;

Purchasing tabulates total scores from the evaluation score sheets completed by each of the
Evaluation Team Members.

In some situations, a second evaluation scoring matrix may be required. Purchasing prepares a
Final Scoring Tabulation and recommends selection of the best vendor in accordance with state
purchasing rules.

Best Value Standards

In determining the best value, the purchase price and whether the goods or services meet
specifications are generally the most important considerations. When best value is a
consideration other factors should be considered such as:

a. Installation costs;

b. Life cycle costs;

¢. Quality and reliability of goods and services;

d. Delivery terms;

e. Past vendor performance;

f. Vendor’s financial resources and ability to perform;

g. Vendor’s experience, capability or responsibility;

h. Cost of training associated with a purchase; and

i. Other factors relevant to determining the best value in the context of a particular purchase.

The best value standard used to determine the award of a contract will be documented on the
purchase order or supporting documentation.



The purchaser will acknowledge in writing that the procurement is in compliance with the
Contract Management Guide.

7) Award:

Select the best vendor in accordance with state purchasing rules.

Present recommendation of award to Commission if approval is required.

Notify vendor of award. Issue purchase order and/or contract to the awarded vendor.
8) Issuing a Contract:

For larger, complex purchases, in addition to a purchase order, it may be appropriate that a contract be
written and signed by both parties. The contract is generally drafted by the General Counsel and
reviewed by the Purchaser, the Executive Director and other appropriate team members as required for
the procurement.

For contracts over $14,000, a contract routing sheet is completed by the Purchaser and requires
approval signatures from the Purchaser, Division Director, Chief Financial Officer, Information Resource
Manager, General Counsel, Executive Director and other as required. This ensures all parties have
reviewed and approved the contract. Attach all documents related to the purchase request including
proposals, quotes, evaluation tabulation sheet, contract documents or agreements needing signature.

All contracts other than a purchase order are reviewed by the General Counsel and signed by the
Executive Director binding the agency.

Contracts over S1M must be signed by the Chair of the Texas Real Estate Commission or Texas Appraiser
Licensing & Certification Board.

Two original contracts are sent to the vendor for review and signature. One original is retained by the
vendor and one is retained by the agency in the Purchasing office. Electronic copies of the signed
contracts are stored in the SSS and DD common drives.

9) Contract Management:

Generally, the Purchaser serves as the Contract Manager and is the designated agency staff that has
primary responsibilities for the day to day management of contracts, including but not limited to:

a) Monitoring vendor performance and fiscal, financial and record keeping requirements;

b) Reporting vendor performance in the Comptroller’s Vendor Performance Tracking System;

c) Taking timely and appropriate action to resolve performance and compliance issues;

d) Receiving, reviewing and approving deliverables;

e) Documenting receipt of contract deliverables and communicating acceptance of these
deliverables to the appropriate section;

f)  Processing contract modifications, such addendums, Purchase Order Change Notices, etc.

g) Settling contract disputes;

h) Recommending renewal or non-renewal of the contract;

i) Handling contract termination and closeout; and
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j)  Providing complete and accurate contract correspondence and documentation, and;
k) Attending contract management continuing education to maintain certification as a Certified
Texas Contract Manager (CTCM).

For specialized contracts, after a contract has been awarded, the requesting department will:

a) Apply specialized knowiedge, skilis, and techniques to support program activities;

b) Administer and manage daily operations of required services established in contract;

c) Manage and monitor performance as required in the contract. This may require involvement of
the Purchaser should a dispute arise;

d) Ensure vendor meets required performance objectives defined in the contract;

e) Oversee delivery and receipt of services;

f) Certify services were performed and deliverables met; and

g) Approve invoice for payment, if applicable.

10) Vendor Performance:

After a contract has been completed or terminated, information about that vendor’s performance shall
be entered into the Comptroller’s Vendor Performance Tracking System (VPTS); and

As a part of the closeout process for all purchases over $25,000, vendor performance information both
positive and negative shall be entered into the VPTS.

11) Records Retention of Contracts:

The following is the required retention policy for all purchase order and contract related
documentation:

For contracts and purchase orders entered into after 9/1/2015, a state agency shall retain in its records
each contract and related documents it enters into for a period of seven (7) years after contract expires,
terminated, or is completed, after all issues have been resolved. Along with the contract, all solicitation
documents shall also be retained.

For contracts and purchase orders entered into prior to 9/1/2015, the records retention period is four
(4) years.

Authority:

Texas Government Code, Title 10, Subtitle F, Chapter 2262 — Statewide Contract Management
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Protecting Texans’ Dreams

TO: Director of Staff & Support Services, and Agency Purchaser

FROM: Douglas E. Oldmixon, Executive Director/Commissioner

/

RE: Delegation of Authority to Approve Purchases

DATE: November 28, 2018

This is to confirm that authority is hereby delegated to the following deputies
and division directors to approve purchases up to the indicated amounts. This
remains in effect until amended or revoked, provided the position description
can be reasonably determined to be equivalent to the position named below.
The Director of Staff & Support Services/Chief Financial Officer (CFO), or
Accounting Manager in the absence of the CFO, will continue to certify the
availability of funds for each requisition.

Deputy Executive Director/Deputy Commissioner = unlimited when acting for
the absent Executive Director/Commissioner; otherwise $5,000

Division Director, or Acting Director if currently unfilled = $2,500

In addition, the CFO or Accounting Manager has the authority to replenish the
following accounts:

Postage = not to exceed $5,000 per order
Routinely stocked supplies = not to exceed $2,500 per order

Regardless of the amount, all subscriptions, memberships and proprietary
purchases require written approval by the Executive Director/Commissioner, or
Deputy Executive Director/Deputy Commissioner in absence of the Executive
Director/Commissioner.

cc: Tony Slagle, Kerri Lewis, Kristen Worman, Steve Spyropoulos, Troy
Beaulieu, Mark Moore, Gwen Jackson, Priscilla Pipho, Melissa Huerta, Acting
Director of RCS, Sandy Jones, Myra Martin

www.trec.texas.gov e P.O. Box 12188 Austin, Texas 78711-2188 e 512-936-3000 e www.talcb.texas.gov



TEXAS REAL ESTATE COMMISSION TEXAS APPRAISER LICENSING &
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Vendor Protest Procedures

Texas Real Estate Commission

Name of Division: Staff & Support Services
Name of Section: Purchasing

Vendor Protest Procedures

Introduction

The Commission provides a method for vendors to protest purchasing procedures of the
Commission.

Policy

22 TAC Rule § 534.7 Vendor Protest Procedures

(a) The commission adopts by reference the rules promulgated by the Comptroller of Public
Accounts Statewide Procurement Division regarding purchasing protest procedures as set
forth in Subchapter G of 34 TAC §20.384.

(b) The commission shall maintain documentation about the purchasing process to be used
in the event of a protest by maintaining current information regarding applicable statutory
law, administrative rules, and guidelines affecting the purchasing process.

Procedure

34 TAC §20.384 Protests/Dispute Resolution/Hearing

(a) The following words and terms, when used in this section, shall have the following
meaning unless the context clearly indicates otherwise.

(1) Comptroller's office--The Office of the Comptroller of Public Accounts, an agency of the
state.

(2) Chief clerk--deputy comptroller of the comptroller's office.

(3) Director--director of Statewide Procurement Division of the comptroller's office.

(4) General counsel--general counsel of the comptroller's office.

(5) Interested parties--All vendors who have submitted bids, proposals or other expressions
of interest for the provision of goods or services pursuant to a contract with Statewide
Procurement Division of the comptroller's office.

(6) Using agency--A state agency, governmental entity or other entity involved in the
contract.

(b) Any actual or prospective bidder, offeror, or contractor who considers himself to have
been aggrieved in connection with the solicitation, evaluation, or award of a contract by
Statewide Procurement Division may formally protest to the director of Statewide
Procurement Division. Such protests must be made in writing and received by the director of
Statewide Procurement Division within 10 working days after the protesting party knows, or
should have known, of the occurrence of the action that is protested. Formal protests must

conform to the requirements of subsections (b) and (d) of this section, and shall be resolved




through use of the procedures that are described in subsections (e) - (i) of this section. The
protesting party must mail or deliver copies of the protest to the using agency and other
interested parties.
(c) In the event of a timely protest under this section, the state shall not proceed further
with the solicitation or award of the contract unless the chief clerk, after consultation with
the director of Statewide Procurement Division and the using agency, makes a written
determination that the contract must be awarded without delay, to protect the best
interests of the state.
(d) A formal protest must be sworn and contain:

(1) a specific identification of the statutory or regulatory provision(s) that the action
complained of is alleged to have violated;

(2) a specific description of each act alleged to have violated the statutory or regulatory
provision(s) identified in paragraph (1) of this subsection;

(3) a precise statement of the relevant facts;

(4) a statement of any issues of law or fact that the protesting party contends must be
resolved;

(5) a statement of the argument and authorities in support of the protest; and

(6) a statement that copies of the protest have been mailed or delivered to the using
agency and other identifiable interested parties.

(e) The director of Statewide Procurement Division may settle and resolve the dispute over
the solicitation or award of a contract at any time before the matter is submitted on appeal
to the general counsel. The director of Statewide Procurement Division may solicit written
responses to the protest from other interested parties.

(f) If the protest is not resolved by mutual agreement, the director of Statewide

Procurement Division shall issue a written determination that resolves the protest.

(1) If the director of Statewide Procurement Division determines that no violation of
statutory or regulatory provisions has occurred, then the director of Statewide Procurement
Division shall inform the protesting party, the using agency, and other interested parties by
letter that sets forth the reasons for the determination.

(2) If the director of Statewide Procurement Division determines that a violation of any
statutory or regulatory provisions has occurred in a situation in which a contract has not
been awarded, then the director of Statewide Procurement Division shall inform the
protesting party, the using agency, and other interested parties of that determination by
letter that details the reasons for the determination and the appropriate remedy.

(3) If the director of Statewide Procurement Division determines that a violation of any
statutory or regulatory provisions has occurred in a situation in which a contract has not
been awarded, then the director of Statewide Procurement Division shall inform the
protesting party, the using agency, and other interested parties of that determination by
letter that details the reasons for the determination and the appropriate remedy.

(g) The protesting party may appeal a determination of a protest by the director of
Statewide Procurement Division to the general counsel. An appeal of the director's
determination must be in writing and received in the office of the general counsel by not
later than 10 working days after the date on which the director has sent written notice of his
determination. The scope of the appeal shall be limited to review of the director's




determination. The protesting party must mail or deliver to the using agency and all other
interested parties a copy of the appeal, which must contain a certified statement that such
copies have been provided.

(h) The general counsel may refer the matter to the chief clerk for consideration or may
issue a written decision that resolves the protest.

(i) The following requirements shall apply to a protest that the general counsel refers to the
chief clerk.

(1) The general counsel shall deliver copies of the appeal and any responses by interested
parties to the chief clerk.

(2) The chief clerk may consider any documents that agency staff or interested parties have
submitted.

(3) The chief clerk shall issue a written letter of determination of the appeal to the parties
which shall be final. In a subsequent open meeting conducted by the chief clerk under
§20.383 of this title (relating to Open Meetings for Certain Contract Awards), the chief clerk
shall inform the Statewide Procurement Advisory Council of any such recent determinations
by the chief clerk on any contract awards made in any open meeting attended by the
council.

(4) A protest or appeal that is not filed timely shall not be considered unless good cause for
delay is shown or the chief clerk determines that an appeal raises issues that are significant
to agency procurement practices or procedures in general.

(5) A written decision that either the chief clerk or the general counsel has issued shall be
the final administrative action of the comptroller's office.

(j) Statewide Procurement Division shall maintain all documentation on the purchasing
process that is the subject of a protest or appeal in accordance with the retention schedule
of Statewide Procurement Division.

Authority

§1101.151 Texas Occupations Code

Approved

DATE: //j//vq// 8
PROGRAM MANAGER: _Sandy Jones QW%UQ‘”M ol
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Procedures for utilizing credit cards if participating in the U. S. Bank Voyager Retail Fuel Card Program
and/or the Citi Bank Procurement and Travel Charge Card Programs.

Texas Real Estate Commission
Name of Division: Staff & Support Services
Name of Section: Purchasing

Procurement and Travel Card (Credit Card) Policy
Procurement Card Procedures

Introduction The procurement credit card shall be issued to the Texas Real Estate Commission under
the provisions of the current state contract with Citicard (or its successor).

Policy The procurement credit card is designed as a payment method. All purchasing statutes,
rules, policies and procedures must be adhered to when utilizing the procurement card.

Procedure The procurement card is to be used only for small purchases not to exceed $5,000 that
have received prior written approval (completed requisition form) of the Executive
Director, Deputy Executive Director, Director of Staff & Support Services/Chief Financial
Officer (CFO), Accounting Manager in the absence of the CFO, or the Texas Appraiser
Licensing and Certification Board Commissioner. The procurement card is to be secured
in the safe located in the Staff & Support Services division.

Authority Texas Administrative Code, Title 34, Part 1, Chapter 5, Subchapter E, 5.57

Approved
pate: ! (Z“ !.g

PROGRAM MANAGER: _ Melissa Huerta ﬂ\{}. 0\ A

PROCUREMENT DIRECTOR: _Priscilla Pipho

py
EXECUTIVE DIRECTOR: _Douglas E. Oldmixon (g/ -
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Credit Cards

Procedures for utilizing credit cards if participating in the U. S. Bank Voyager Retail Fuel Card Program
and/or the Citi Bank Procurement and Travel Charge Card Programs.

Texas Real Estate Commission
Name of Division: Staff & Support Services
Name of Section: Accounting

Procurement and Travel Card (Credit Card) Policy
Travel Card Procedures

Introduction

The travel credit card shall be issued to the Texas Real Estate Commission under
the provisions of the current state contract with Citicard (or its successor).

Policy

The travel credit card is designed as a payment method for travel purchases. All
purchasing statutes, rules, policies and procedures must be adhered to when
utilizing the travel card.

Procedure

The travel card is to be used only for paying for travel purchases that have
received prior written approval (completed Travel Request Form) by the Travel
Coordinator, Division Director (if applicable) or the Executive Director (out of
State travel only). The travel card is to be secured in the safe located in the Staff
& Support Services division.

Authority

Texas Administrative Code, Title 34, Part 1, Chapter 5, Subchapter E, 5.57

Approved

DATE: I l"q /'g o

PROGRAM MANAGER: Melissa Huerta < M

PROCUREMENT DIRECTOR: _Priscilla Pipho /

EXECUTIVE DIRECTOR: _Douglas E. Oldmixon /
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Training and Certification

Training and certification status of agency procurement professionals.

Print Name _ Myra Martin

Certification Type: Certified Texas Contract Developer (CTCD)
Issue Date: May 2, 2013

Expiration Date: May 1, 2021

Certification Number: M1161

Print Name  Myra Martin

Certification Type: Certified Texas Contract Manager (CTCM)
Issue Date: August 1, 2015

Expiration Date: May 1, 2021

Certification Number: CTCM0818156

Print Name _ Sandra Jones

Certification Type: Certified Texas Contract Developer (CTCD)
Issue Date: May 28, 2002

Expiration Date: June 1, 2021

Certification Number: B1331

Print Name  Sandra Jones

Certification Type: Certified Texas Contract Manager (CTCM)
Issue Date: September 1, 2015

Expiration Date: June 1, 2021

Certification Number: CTCM0731159
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VENDOR COMMUNICATION POLICY

Communication between public procurement professionals and vendors is imperative and
encouraged. If used effectively, communication with industry representatives is a vital resource for
public procurement professionals. Steps must be taken, however, to maintain a fair opportunity to
compete for all vendors and avoid any appearance of favoritism. Agency personnel must be mindful
that one-on-one communications with vendors occurring prior to contract award are subject to
enhanced scrutiny due to the importance of maintaining a “level playing field” among all eligible
vendors during competitive procurements. If there is any doubt about appropriate communications
with vendors, consult with Agency general counsel.

Fact Gathering. Texas law authorizes the exchange of information between an Agency and a vendor
related to future solicitations. Vendors are often experts in their respective fields and can offer
insight on potential purchases, such as current trends, industry practices, and available products or
solutions. The procurement team should develop a plan to obtain any needed vendor input, which
may include issuance of a Request for Information (RFI), attendance at industry days, or directly
contacting industry leaders or vendors listed under the applicable code on the CMBL. The result of
these interactions may lead to increased competition, a more detailed and up-to-date description
of technical requirements or statement of work, and ultimately better value for the State. However,
Contract Developers must never tailor specifications to benefit a particular vendor, as this limits
competition. Care should be taken to avoid the appearance of favoritism toward certain vendors in
the fact-gathering process and when possible, Agency staff should avoid consulting exclusively with
the incumbents or a small number of vendors, which could give the appearance of favoritism.

Drafting the Solicitation. When all fact gathering is completed and the actual solicitation-drafting
process has begun, vendor communication must cease to ensure the integrity of the procurement.
Contract Developers may use relevant information gathered from the vendor community when
drafting specifications. Finally, if a vendor is compensated by the Agency for its assistance in
drafting specifications or scope of work for a solicitation, the vendor will not be eligible to bid on
the resulting contract.

During the Solicitation. Once the solicitation is posted, communications between Agency
procurement professionals and vendors should follow the procedure outlined in the solicitation.
This could include designating specific Agency points of contact for receipt of vendor inquiries, a
public question and answer process (Q&A process), and pre-bid/offer/proposal conferences. When
issuing a solicitation, it is always encouraged that the Agency include a Q&A process, as that will be
the only time where the Agency can benefit from potential vendors’ input on the solicitation and
through the addendum process make any necessary corrections to the solicitation. Failure to allow



for vendor input during a Q&A process may result in higher costs to the Agency if the specifications
are unclear.

If any information relevant to the procurement such as evaluation methods or projected ordering
volumes is provided to any vendor, that information should be released to the public without delay.
This includes information shared at conferences attended by some but not all potential vendors.

If the Agency offers assistance with HUB plans, such assistance should be made available from a
designated procurement professional, and it should be offered and provided to all vendors equally."
The Agency may allow assistance with HUB plans during the entire posting period. To ensure a level
playing field, any contact between vendors and end users or evaluators should be avoided during
the advertisement period, and if a vendor fails to obey by the guidelines regarding vendor
communication posted in the Agency solicitation, the vendor’s proposal may be subject to
disqualification.

Evaluation and Negotiation. Allowable vendor-procurement professional interactions between the
response due date and contract award include:
e clarification of a respondent’s ability to meet the solicitation requirements;

* negotiations, as appropriate based on the procurement method, including request for best and
final offer; and

¢ the exchange of information as necessary to facilitate a potential award.

Evaluation and vendor selection should be based on response documents formally submitted by
each vendor, not other communications. If one vendor is provided an opportunity to clarify its
response, similarly situated vendors should receive the same opportunity.





