ﬁl CITY OF McKINNEY, TEXAS
McKINNEY" Agenda

Unique by nature.™ City Council Regular Meeting
Tuesday, September 20, 2016 6:00 PM 222 NC;’:::;'S‘S:Z:“s‘zlst
McKinney, Texas 75069
AMENDED
CALL TO ORDER

INVOCATION AND PLEDGE OF ALLEGIANCE

Invocation given by Senior Pastor John McLarty, Stonebridge United Methodist
Church

CITIZEN COMMENTS

CONSENT AGENDA

These items consist of non-controversial or housekeeping items required by law. ltems may
be considered individually by any Council member making such request prior to a motion
and vote on the Consent Items.

MINUTES

16-925 Minutes of the City Council Reqular Meeting of September 6,
2016

Attachments: Minutes

16-884 Minutes of the Historic Preservation Advisory Board Reqular
Meeting of July 7, 2016

Attachments: Minutes

16-919 Minutes of the McKinney Armed Services Memorial Board
Meeting of August 11, 2016

Attachments: Minutes

16-758 Minutes of the McKinney Convention & Visitors Bureau Finance
Committee Meeting of May 23, 2016
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Attachments: Minutes

16-757 Minutes of the McKinney Convention & Visitors Bureau Board
Meeting of May 24, 2016

Attachments: Minutes

16-853 Minutes of the McKinney Convention & Visitors Bureau Finance
Committee Meeting of July 22, 2016

Attachments: Minutes

16-852 Minutes of the McKinney Convention & Visitors Bureau Board
Meeting of July 26, 2016

Attachments: Minutes

16-901 Minutes of the Main Street Board Meeting of August 11, 2016

Attachments: Minutes

16-906 Minutes of the Parks and Recreation Board Meeting of July 14,
2016

Attachments: Minutes

16-917 Minutes of the Planning and Zoning Commission Work Session
of Auqust 23, 2016

Attachments: Minutes

16-918 Minutes of the Planning and Zoning Commission Reqular
Meeting of Auqust 23, 2016

Attachments: Minutes

RESOLUTIONS

16-926 Consider/Discuss/Act on a Resolution Adopting the Purchasing
Policy and Procedures Manual

Attachments: Resolution
Purchasing Policy - Redline

Purchasing Policy - Final
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16-927 Consider/Discuss/Act on a Resolution Adopting the Investment
Policy for Fiscal Year 2016-2017

Attachments: Resolution
Investment Policy-2017

16-928 Consider/Discuss/Act on a Resolution Adopting the Fiscal Year
2016-2017 Financial Policies

Attachments: Resolution
Financial Policies FY17 - Redline

Financial Policies FY17

16-929 Consider/Discuss/Act on a Resolution Authorizing the City
Manager to Execute a Supplemental Agreement with the Texas
Department of Transportation (TxDOT) for the Installation and
Reimbursement for the Operation and Maintenance of Traffic
Signals within a Municipality

Attachments: Resolution

16-930 Consider/Discuss/Act on a Resolution Authorizing the City
Manager to Execute a Contract and All Necessary Change
Orders with North Texas Contracting, Inc. for the Construction
of WW4366 Bloomdale Road Sanitary Sewer Trunk Line Project
Attachments: Resolution

Location Map

Award Recommendation Letter

16-931 Consider/Discuss/Act on a Resolution Authorizing the City
Manager to Execute a Contract with Metroplex Aquatics of
Parker, Texas, for Aquatic Program Rentals/Providers at
McKinney Apex Centre
Attachments: Resolution
Evaluation Scoring Summary

16-932 Consider/Discuss/Act on a Resolution Awarding a Contract to
Texoma Concrete Cutting, LLC of Van Alstyne, Texas, for Crack
Seal Services

Attachments: Resolution
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16-933 Consider/Discuss/Act on a Resolution Amending the Policy on
Board and Commission Member Appointment and Eligibility

Attachments: Resolution
Board and Commission Policy - Redline

16-934 Consider/Discuss/Act on a Resolution Amending the
Appointment Terms for Various Boards and Commissions

Attachments: Resolution

16-935 Consider/Discuss/Act on a Resolution Authorizing an
Adjustment to the Solid Waste Contract with Progressive Waste
Solutions of Texas, Inc.

Attachments: Resolution
Solid Waste Rates 2017
Progressive Increase Request May 2016

END OF CONSENT

REGULAR AGENDA AND PUBLIC HEARINGS

This portion of the agenda consists of items requiring individual consideration by the
Council.

16-936 Consider/Discuss/Act on a Resolution to Name a 16-Acre
Neighborhood Park Site Located at 1849 Reagan Drive

Attachments: Resolution
PROS Board Role in Naming Parks

Municipal Facility Naming Policy

16-937 Conduct Second Public Hearing to Consider/Discuss/Act on the
Adoption of the Budget Appropriation Ordinance for FY 2016-17

Attachments: Ordinance
Presentation

16-938 Consider/Discuss/Act on an Ordinance to Ratify the Property
Tax Revenue Increase in the Fiscal Year 2016-17 Budget as a
Result of the City Receiving More Revenues from Property
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16-939

16-940

16-216SP2

16-257M2

Taxes than the Previous Fiscal Year

Attachments: Ordinance
Motion

Consider/Discuss/Act on an Ordinance Adopting a Tax Rate for
Fiscal Year 2016-17

Attachments: Ordinance
Motion

Consider/Discuss/Act on an Ordinance to Change Rates/Fees
for City Services

Attachments: Ordinance
Fee Change Summary

Fee Change - Redline

Conduct a Public Hearing to Consider/Discuss/Act on a Site
Plan for an Office and Storage Facility (Public Safety Building),
Located Approximately 440 Feet East of Community Avenue
and on the North Side of Taylor Burk Drive

Attachments: 08.23.16 PZ Minutes
PZ Report
Standard Conditions Checklist
Location Map and Aerial Exhibit
Letter of Intent

Proposed Site Plan

Proposed Landscape Plan

PowerPoint Presentation

Conduct a Public Hearing to Consider/Discuss/Act on a
Request by the City of McKinney to Amend Chapter 146,
Appendix F-4 (Schedule of Uses) and Appendix G (MTC -
McKinney Town Center Zoning District) of the Zoning
Regulations, and Accompanying Ordinance
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Attachments: 09.13.16 PZ Minutes
Proposed Ordinance
Proposed Exhibit B
Proposed Exhibit C
Redline Appendix F-4 Changes
Redline Appendix G-2.6 Changes

16-215PF Consider/Discuss/Act on a Preliminary-Final Plat for Lot 1, Block
A, of the Nelson Addition, Located on the Southeast Corner of
County Road 410 and County Road 411

Attachments: Staff Report
Standard Conditions Checklist

Location Map and Aerial Exhibit

Letter of Intent

Proposed Preliminary-Final Plat

PowerPoint Presentation

16-958 Consider/Discuss/Act on a Facilities Agreement for Lot 1, Block
A, of the Nelson Addition, Located on the Southeast Corner of
County Road 410 and County Road 411

Attachments: Location Map and Aerial Exhibit
Proposed Facilities Agreement

16-941 Consider/Discuss/Act on Filling the Vacant Position on the
McKinney Arts Commission

Attachments: Arts Commission Applicants

CITIZEN COMMENTS

COUNCIL AND MANAGER COMMENTS

Council and Manager Comments relating to items of public interest: Announcements
regarding local or regional civic and charitable events, staff recognition,
commendation of citizens, traffic issues, upcoming meetings, informational update
on City projects, awards, acknowledgement of meeting attendees, birthdays,
requests of the City Manager for items to be placed on upcoming agendas, and
condolences.
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EXECUTIVE SESSION

In Accordance with the Texas Government Code:

A. Section 551.071 (2). Consultation with City Attorney on any Work Session,
Special or Regular Session agenda item requiring confidential, attorney/client advice
necessitated by the deliberation or discussion of said items (as needed) and legal
consultation on the following item(s), if any:

B. Section 551.071 (A) Pending or contemplated litigation

» Arch Resorts, LLC v. the City of McKinney, Texas, and Rick Herzberger, Chief
Building Official of the City Of McKinney, Texas, No. 219-01855-2015, 219th District
Court of Collin County, Texas

C. Section 551.072. Deliberations about Real Property
* Municipal Facilities

D. Section 551.087 — Discuss Economic Development Matters
* Project A144 — Project Red River
* Project A146 — Project Frost

ACTION ON EXECUTIVE SESSION ITEMS

ADJOURN

Posted in accordance with the Texas Government Code, Chapter 551, on the 16th
day of September, 2016 at or before 5:00 p.m.

Sandy Hart, TRMC, MMC
City Secretary

Accommodations and modifications for people with disabilities are available upon
request. Requests should be made as far in advance as possible, but no less than
48 hours prior to the meeting. Call 972-547-2694 or email
contact-adacompliance@mckinneytexas.org with questions or for accommodations.
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CITY COUNCIL REGULAR MEETING
SEPTEMBER 6, 2016

The City Council of the City of McKinney, Texas met in regular session in the
Council Chambers of the Municipal Building on September 6, 2016 at 6:00 p.m.

Council Present: Mayor Brian Loughmiller, Council members: Chuck Branch,
Don Day, and Travis Ussery. Council Absent: Mayor Pro Tem Randy P. Pogue, Council
members: Tracy Rath and Rainey Rogers.

Staff Present: City Manager Paul Grimes; Deputy City Manager Jose Madrigal;
Assistant City Manager Barry Shelton; City Attorney Mark Houser; City Secretary Sandy
Hart; Planning Director Brian Lockley; Executive Director of Development Services
Michael Quint; Director of Engineering Mark Hines; Fire Chief Danny Kistner; Chief of
Police Greg Conley; Police Department - Lari Weaver and Rusty May; Director of
Strategic Services Chandler Merritt; Fire Department - Chief Brian Judd and Dennis
Guinn; Planning Manager Jennifer Arnold; McKinney Economic Development
Corporation President Darrell Auterson; Airport Executive Director Ken Wiegand
Engineering - Gary Graham and Nicolas Ataie; IT Desktop Support Technician Nicholas
Martin; Interim Finance Director Mark Holloway; Budget - Trevor Minyard, Donna
Chamberlain, and Eric Corder; Purchasing - Lisa Littrell, lan Coubrough and Tonya Hall;
Police Corporal Melissa Taylor; Housing and Community Development - Janay Tieken,
Shirletta Best, and Cristel Todd; and Human Resources - Ike Obi and Joe Mazzola.
There were approximately 45 guests present.

Mayor Loughmiller called the meeting to order at 6:00 p.m. after determining a
guorum was present. Invocation was given by Senior Pastor Myron Bradford, New
Jerusalem Baptist Church. Mayor Loughmiller led the Pledge of Allegiance.

16-887 Presentation of Achievement of Excellence in Procurement Award.
Interim Chief Financial Officer Mark Holloway presented the Achievement
of Excellence in Procurement Award to Mayor Loughmiller and
recognized the Purchasing Department Staff for all that they do to
deserve this award.

16-888 Blood Cancer Awareness Proclamation. Mayor Loughmiller presented

the Blood Cancer Awareness Proclamation to Mr. Roy Ponder.
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Mayor Loughmiller called for Citizen Comments.

Mr. Tim Anders, 8168 CR 859, McKinney spoke about the Walnut Grove
annexation and their request for an extension.

Mr. Tim Biggio, 8108 CR 859, McKinney spoke about the Walnut Grove
annexation and their request for an extension.

Ms. Valerie New, 308 Northwood Drive, McKinney spoke against the North
Texas Gay Pride Event.

The following individuals spoke in favor of agenda item 16-898 regarding the
proposed Community Revitalization Plan:

Ms. Juli Smith, 3206 St. Pierre, McKinney

Ms. Sandy Escamilla, 1200 N. Tennessee Street, McKinney

Ms. Amathist Escamilla, 1200 N. Tennessee Street, McKinney

Mr. LaShadion Shemwell, 1200 N. Tennessee Street, McKinney

Ms. Bethany Shalis, 114 N. Bowden Avenue, Anna

Mr. Layne Killingsworth, 1200 N. Tennessee Street, McKinney

Ms. Nacole Tate, 1200 N. Tennessee Street, McKinney

Ms. Roslyn Miller, 1200 N. Tennessee Street, McKinney

Mr. Gary Kesler, 4894 CR 862, McKinney did not wish to speak but wanted his
support for the proposed Community Revitalization Plan entered into the record.

Ms. Roslyn Miller, 1200 N. Tennessee Street, McKinney spoke for Chang Coleen
who was unable to attend but wanted her concerns regarding public housing for seniors
over 55 and public transportation in McKinney entered into the record.

Council unanimously approved the motion by Council member Ussery,

seconded by Council member Branch, to approve the following consent items:

16-889 Minutes of the City Council Work Session of August 15, 2016

16-890 Minutes of the City Council Regular Meeting of August 16, 2016

16-891 Minutes of the City Council Special Meeting of August 22, 2016

16-686 Minutes of the Board of Adjustment Meeting of June 22, 2016

16-781 Minutes of the Community Grants Advisory Commission Meeting of June

16, 2016
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16-848

16-847

16-788

16-795

16-798

16-840

16-864

16-801

16-802

16-892

16-793

16-863

16-862

16-811

16-814

16-824

Corrected Minutes of the Library Advisory Board Meeting of June 16,
2016

Minutes of the Library Advisory Board Meeting of July 21, 2016

Minutes of the Main Street Board Meeting of July 14, 2016

Minutes of the McKinney Armed Services Memorial Board Meeting of
July 13, 2016

Minutes of the McKinney Arts Commission Meeting of July 27, 2016
Corrected Minutes of the McKinney Arts Commission Meeting of April 21,
2016

Minutes of the McKinney Community Development Corporation Meeting
of July 28, 2016

Minutes of the McKinney Economic Development Corporation Meeting of
July 19, 2016

Minutes of the McKinney Economic Development Corporation Special
Meeting of August 9, 2016

Minutes of the McKinney Housing Authority Meeting of June 28, 2016
Minutes of the Planning and Zoning Commission Regular Meeting of July
26, 2016

Minutes of the Planning and Zoning Commission Regular Meeting of
August 9, 2016

Minutes of the Planning and Zoning Commission Work Session of August
9, 2016

Minutes of the Tax Increment Reinvestment Zone Number One Meeting
of May 17, 2016

Minutes of the Tax Increment Reinvestment Zone Number Two Meeting
of January 19, 2016

Consider/Discuss/Act on a Resolution Authorizing the City Manager to
Execute a Contract and All Necessary Change Orders with Wall
Enterprises for the McKinney On-Street Bicycle Treatment Project

(GR1412) Contingent upon Receipt of Written Concurrence from the
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Texas Department of Transportation. Caption reads as follows:
RESOLUTION NO. 2016-09-130 (R)

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
McKINNEY, TEXAS, AUTHORIZING THE CITY MANAGER TO
EXECUTE A CONTRACT IN THE AMOUNT OF $249,968.00
WITH WALL ENTERPRISES FOR THE MCKINNEY ON-STREET
BICYCLE TREATMENT PROJECT AND AUTHORIZING ALL
NECESSARY CHANGE ORDERS UNDER SAID CONTRACT UP
TO AN AGGREGATE CONTRACT AMOUNT, INCLUSIVE OF
ANY CHANGE ORDERS, NOT TO EXCEED $260,000, SUBJECT
TO THE SUBSEQUENT CONCURRENCE OF THE TEXAS
DEPARTMENT OF TRANSPORTATION

16-893 Consider/Discuss/Act on a Resolution Approving the Sixth Amended and
Restated Bylaws of McKinney Economic Development Corporation.
Caption reads as follows:
RESOLUTION NO. 2016-09-131 (R)
A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
McKINNEY, TEXAS, APPROVING THE SIXTH AMENDED AND
RESTATED BYLAWS OF THE McKINNEY ECONOMIC

DEVELOPMENT CORPORATION; AND PROVIDING AN
EFFECTIVE DATE

16-894 Consider/Discuss/Act on a Resolution Authorizing the City Manager to
Execute a Contract with Rich Leidl, P.C. for Federal Legislative Services.
Caption reads as follows:
RESOLUTION NO. 2016-09-132 (R)
A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
McKINNEY, TEXAS, AUTHORIZING THE CITY MANAGER TO
EXECUTE AN AGREEMENT FOR FEDERAL LEGISLATIVE

CONSULTING SERVICES FROM RICH LEIDL, P.C. OF
WASHINGTON, DC

16-895 Consider/Discuss/Act on a Resolution Authorizing the City Manager to
Execute a Contract with Lee Engineering for Professional Engineering
Services for the Enhancement of the City's Traffic Crash Database and
Any Necessary Supplemental Agreements. Caption reads as follows:

RESOLUTION NO. 2016-09-133 (R)

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
McKINNEY, TEXAS, AUTHORIZING THE CITY MANAGER TO
EXECUTE A CONTRACT WITH LEE ENGINEERING FOR
PROFESSIONAL ENGINEERING SERVICES FOR THE
ENHANCEMENT OF THE CITY’S TRAFFIC CRASH DATABASE

AND ANY NECESSARY SUPPLEMENTAL AGREEMENTS
UNDER SAID CONTRACT UP TO AN AGGREGATE CONTRACT
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AMOUNT, INCLUSIVE OF SAID SUPPLEMENTAL
AGREEMENTS, NOT TO EXCEED $90,000

END OF CONSENT

16-896

Mayor Loughmiller called for the Second Public Hearing on Proposed
Tax Rate for Fiscal Year 2016-17. Interim Chief Financial Officer Mark
Holloway stated that this is the second public hearing on the tax rate.
The tax rate is proposed at $0.5770 with existing values increasing 9%
over FY16 values and new values accounting for 3.5% of the taxable roll
which brings the total taxable roll up 12.5%. Our taxable value has
increased from $15.2 billion in FY16 to $17.1 billion in FY17. Staff looked
at additional options to further reduce the tax rate. With a partial delay of
the Fire Station Alerting System, we could reduce the tax rate to $0.5745
and a rate of $0.5730 with a full delay of the Fire Station Alerting System.
In order to achieve a rate of $0.5650 we would need to make additional
cuts in the proposed budget. At the September 20" meeting, Council will
adopt the budget, adopt the fee schedule and take two votes on the tax
rate. City Manager Grimes stated that as a matter of policy, we propose
a conservative sales tax rate revenue. Mayor Loughmiller called for
public comments.

The following individuals spoke in opposition of the proposed tax rate:
Mr. Mike Giles, 3213 Gillespie Road, McKinney

Ms. Laura Ludtek, 2901 Cedar Ridge Drive, McKinney

Ms. Juanita Horne, 2580 Collin McKinney, McKinney spoke about the
cost of apartment rent in McKinney.

Council unanimously approved the motion by Council member Ussery,
seconded by Council member Day, to close the public hearing.

Mayor Loughmiller stated that he would like for Council to focus on the
$0.5730 tax rate as this rate does not implicate cutting back on staffing

needs. By statute, our reserves must be at 25% and in order to maintain
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16-897

our AAA bond rating we must be greater than 30%. In order to lower
that reserve rate, we would have to change the reserve policy early in
the budget cycle. With the City’s rapid growth and the need for
infrastructure, it is difficult to lower the tax rate without impacting the
future development of McKinney. Council member Branch stated that
we are preparing for the future now more than we have in the past. This
helps us set our priorities for the budget as we move forward toward
increasing our sales tax revenue base. Mr. Holloway stated that at the
September 20" meeting, Council will adopt the budget first so staff will

proceed with changes and notifications to set the tax rate at $0.5730.

Mayor Loughmiller called for the First Public Hearing on the Budget
Appropriation Ordinance for FY 2016-17. Interim Chief Financial Officer
Mark Holloway stated that this is the first public hearing on the budget.
All of the component units have adopted their budgets and are waiting on
Council’s final approval. We will adopt a budget of $409 million that
includes all funds. The General fund revenues are made up of 55% from
property taxes, 17% from sales tax, 11% from franchise fees, 7% from
licenses and permits, and 6% from charges and fines. Expenditures are
made up from 47% for public safety, 18% for general government, 10%
for parks and libraries, 9% for public works, and 8% for development
services. There are 44 new positions requested with 35 being in public
safety which includes 18 fire personnel for Fire Station No. 9. The
second public hearing on the budget will be held September 20". The
adoption of the budget and the tax rate will be considered that evening.
Mayor Loughmiller called for public comments.

The following individuals spoke against the proposed budget:

Mr. Mike Giles, 3213 Gillespie Road, McKinney

Mr. LaShadion Shemwell, 1200 N. Tennessee Street, McKinney

Council unanimously approved the motion by Council member Ussery,

seconded by Council member Branch, to close the public hearing.
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16-20522

Mayor Loughmiller called for a Public Hearing to Consider/Discuss/Act on
a Request to Rezone the Subject Property from "PD" - Planned
Development District to "PD" - Planned Development District, Generally
to Modify the Development Standards, Generally Located Approximately
445 Feet North of Wilmeth Road, on the East Side of Hardin Boulevard,
and South of County Road 164 (Future Bloomdale Road), and
Accompanying Ordinance. Director of Planning Brian Lockley stated the
applicant is requesting to rezone the property to modify the development
standards by removing the lot coverage requirements. The subject
property is governed by two PDs; Tract 1 by Ordinance 2001-08-094 and
Tracts 2, 3 and 4 by Ordinance 2002-06-069. Both Ordinances include a
50% lot coverage requirement. By removing this requirement, we will
bring the PD into accordance with the other developments in the area.
Colin Helffrich, 5225 Village Creek Drive, Plano, stated that he was
present to answer questions on behalf of the applicant and there were
none. Mayor Loughmiller called for public comments and there were
none. Council unanimously approved the motion by Council member
Ussery, seconded by Council member Day, to close the public hearing
and approve an Ordinance rezoning the subject property from "PD" -
Planned Development District to "PD" - Planned Development District,
generally to modify the development standards, generally located
approximately 445 feet north of Wilmeth Road, on the east side of Hardin
Boulevard, and south of County Road 164 (Future Bloomdale

Road). Caption reads as follows:
ORDINANCE NO. 2016-09-070

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF
McKINNEY, TEXAS, AMENDING THE ZONING MAP OF THE
CITY OF McKINNEY, TEXAS; SO THAT AN APPROXIMATELY
197.109 ACRE PROPERTY, LOCATED APPROXIMATELY 445
FEET NORTH OF WILMETH ROAD, ON THE EAST SIDE OF
HARDIN BOULEVARD, AND SOUTH OF COUNTY ROAD 164
(FUTURE BLOOMDALE ROAD), IS REZONED FROM “PD” —
PLANNED DEVELOPMENT DISTRICT TO “PD” — PLANNED
DEVELOPMENT DISTRICT, GENERALLY TO MODIFY THE
DEVELOPMENT STANDARDS; PROVIDING FOR
SEVERABILITY; PROVIDING FOR INJUNCTIVE RELIEF,
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PROVIDING FOR NO VESTED INTEREST; PROVIDING FOR

THE PUBLICATION OF THE CAPTION OF THIS ORDINANCE;
PROVIDING FOR A PENALTY FOR THE VIOLATION OF THIS
ORDINANCE; AND PROVIDING FOR AN EFFECTIVE DATE
HEREOF

Mayor Loughmiller called for Discussion on Information to City Council
and Receive Feedback on a Proposed Community Revitalization Plan for
the Redevelopment of Merritt Homes. Housing and Community
Development Manager Janay Tieken presented the Community
Revitalization Plan (CRP). The Plan is a way of dealing with and
addressing the below-market rate housing needs in McKinney. The
Texas Department of Housing and Community Affairs (TDHCA) allows
cities to designate revitalization areas, outside of “high opportunity
areas”, in which developments may be eligible to receive additional
points on the competitive 9% Low-Income Housing Tax Credit (LIHTC)
application. The 9% competitive LIHTC funds provide for greater investor
equity into an affordable housing development (thus decreasing the need
for outside funding) versus the 4% non-competitive, tax exempt bonds.
The proposed boundaries of the CRP include Merritt Homes and other
McKinney Housing Authority properties to be redeveloped. If directed by
Council, the Community Revitalization Plan (CRP) will be brought back to
City Council for final approval before the end of 2016. City Council does
not have to support developments simply because they are within the
boundaries of the CRP. The CRP outlines what needs to be done in
order to make the redevelopment of Merritt eligible for the 9% tax credits
and brings in a greater amount of equity into the project which results in a
lower gap. Ms. Tieken stated that the CRP must address 5 of 8 factors.
Of those 8 factors, McKinney addresses 5 of those in revitalizing the east
side: adverse environmental conditions, either natural or man-made;
presence of blight which may include obsolete land use; presence of

inadequate transportation or infrastructure; lack of accessibility and/or

presence of inadequate health care facilities; and lack of local businesses
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providing employment opportunities. Merritt Homes would like to apply
for the 9% tax credits in the upcoming 2017 funding cycle. Any
developments within the CRP will have an advantage to obtaining the 9%
tax credit and the property is supported by City Council. The CRP
establishes a zone that can be competitive for the 9% tax credits. For the
City’s support, the City Council would consider a Resolution of support
for a project. Council members Day and Ussery stated they both support
this item. Mayor Loughmiller stated that he does not want to have
competing areas in McKinney for affordable housing. He would like to
see the waiting listing for affordable housing by zip code so that we can
know how many individuals are outside of McKinney versus residents of
McKinney. Council would like to see what other cities in Collin County
are doing to provide affordable housing. Ms. Roslyn Miller, Director of
the McKinney Housing Authority, stated that there are two Collin County
Housing Authorities, Frisco Housing Authority and Plano Housing
Authority. Ms. Miller stated that applicants can apply for affordable
housing anywhere. She stated the majority of their residents apply
locally because that is where we advertise and they are able to stay in a
50 mile radius because they may not find units in this area. Council’s
consensus is to move forward with a Resolution creating the
Comprehensive Revitalization Plan and then move forward to adopt a

Resolution supporting the 9% tax credits for Merritt Homes.

Mayor Loughmiller called for Citizen Comments.

The following individuals spoke regarding the revitalization of Merritt Homes.

Mr. LaShadion Shemwell, 1200 N. Tennessee Street, McKinney

Ms. Nacole Tate, 1200 N. Tennessee Street, McKinney

Ms. Connie Crosby, 612 N. Wood Street, McKinney

Mayor Loughmiller called for Council and Manager Comments.

Council member Branch stated on August 31, 2016, a citizen witnessed a baby

being left alone in the car and proceeded to break the window and called for assistance.
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Once the first responders arrived on the scene, they measured the temperature inside
the car at 130 degrees. Mr. Branch expressed his appreciation to the citizen for
stepping up and saving the baby. Mr. Branch stated that he appreciates when people
are willing to step up and take action when necessary.

Council member Day did not have any comments.

Council member Ussery thanked staff for what they do day in and day out. Mr.
Ussery applauded Mr. Grimes during his inaugural period and your engagement with
the community. You are off to a wonderful foundation.

Mayor Loughmiller stated that he recently attended the McKinney Convention
and Visitors Bureau and the McKinney Housing Authority meetings.

City Manager Grimes gave a shout out to Empress Drane and the Old Settler’s
Recreation Center and her efforts and volunteer work she did until the late hours of the
evening for a back to school event on Sunday, August 215 called “Committed to the
Kids.” The event was put on by 3e McKinney and over 200 kids were served with back
to school supplies. It was a very successful event and Empress Drane was a
fundamental part of the event's success. Mr. Grimes congratulated the Purchasing
Department for their well-deserved Procurement Award. This award exemplifies the
quiet professionalism that our staff brings each day. Mr. Grimes stated that planning is
underway for this year’s Oktoberfest that will be held September 23 — 25 in downtown
McKinney. The City is celebrating the America’s PreparAthon. The City of McKinney is
encouraging residents to take the Preparedness Pledge, to Do-One-Thing to better
prepare themselves for all hazards. Residents who take the Preparedness Pledge will
have their names entered to win a NOAA Weather Radio.

Mayor Loughmiller wished Council member Ussery a happy birthday. Mayor
Loughmiller stated that the City of McKinney is currently working on a transportation
plan. The City has already passed a Resolution to pursue an Urban Transit District
which allows us to access some funds through the State for public transportation. We
have also been working with the North Texas Council of Governments and the Regional
Transportation Commission on the Direct Recipient status which would give us the

ability to negotiate with providers that can provide transit services. Whatever the City
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does, it will be very limited and will include on demand services and not fixed routes due
to being cost prohibitive.

Mayor Loughmiller recessed the meeting into executive session at 7:55 p.m. per
Texas Government Code Section 551.071 (2) Consultation with City Attorney on any
Work Session, Special or Regular Session agenda item requiring confidential,
attorney/client advice necessitated by the deliberation or discussion of said items (as
needed), Section 551.071 (1) (A). Litigation / Anticipated Litigation, Section 551.072
Discuss Real Property, Section 551.074 Discuss Personnel Matters, and Section
551.087 Discuss Economic Development Matters as listed on the posted agenda.
Mayor Loughmiller recessed to the open session at 8:55 p.m.

Council unanimously approved the motion by Council member Ussery,

seconded by Mayor Loughmiller, to adjourn. Mayor Loughmiller adjourned the meeting

at 8:55 p.m.

BRIAN LOUGHMILLER
Mayor

ATTEST:

SANDY HART, TRMC, MMC
City Secretary
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HISTORIC PRESERVATION ADVISORY BOARD

JULY 7, 2016

The Historic Preservation Advisory Board of the City of McKinney, Texas met in
regular session in the Council Chambers of the Municipal Building on Thursday, July 7,
2016 at 5:30 p.m.

Board Members Present: Vice-Chairperson Shannon Burton, Peter Bailey, Kelly
Buettner, Kate White, and Karen Zupanic

Board Members Absent: Chairperson Kevin McGraw and
Amber Douzart

Staff Members Present: Planning Manager Samantha Pickett, Historic
Preservation Officer Guy Giersch, and Administrative Assistant Terri Ramey

There was one guest present.

Vice-Chairperson Burton called the meeting to order at 5:30 p.m. after determining
a quorum was present.

The Board unanimously approved the motion by Board Member Zupanic,
seconded by Board Member White, to approve the following consent item, with a vote of
5-0-0:

16-667 Minutes of the Historic Preservation Advisory Board
Regular Meeting of April 7, 2016

END OF CONSENT

Vice-Chairperson Burton continued the agenda with the Discussion items.

16-668 Historic Home Recognition Program Update

Mr. Guy Giersch, Historic Preservation Officer for the City of McKinney, and the
Board discuss the Historic Home Recognition Program. No official decisions were made
on the 2016-2017 calendar.
END OF DISCUSSION ITEM

Board Member Bailey suggested that City Staff make any necessary interpretive
changes to the Historic Tax Exemption Program Ordinance and not bring it back before
the Historic Preservation Advisory Board for consideration. Mr. Giersch stated that

Chairperson McGraw had requested that this ordinance be reviewed and discussed by
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the Board and Staff; therefore, he felt it needed to come back before the Historic
Preservation Advisory Board for consideration.

There being no further business, Vice-Chairperson Burton declared the

meeting adjourned at 6:00 p.m.

SHANNON BURTON
Vice-Chairman
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McKINNEY ARMED SERVICES MEMORIAL BOARD
AUGUST 11, 2016

The McKinney Armed Services Memorial Board met at the Parks, Recreation, and
Open Space Conference Room, 1611 North Stonebridge Drive, McKinney, Texas on
August 11, 2016 at 6 p.m.

Board members present. Chairman Barry Brown, George Lodge, Colin Kimball,
Andrew Hudson and Marlene Bockler.

Board members absent: James Creedon and Matthew Parker.

Staff members present: Tim White, Parks Maintenance Superintendent and
Melissa Lee, Administrative Assistant, Parks and Recreation Department.

Board Chairman Barry Brown called the meeting to order at 6 p.m. after

determining a quorum was present.

16-795 Minutes of the McKinney Armed Services Memorial Board Meeting of

July 13, 2016

Board members unanimously approved the motion by Board member George
Lodge, seconded by Board member Colin Kimball, approving the minutes of the

McKinney Armed Services Memorial Board Meeting of July 13, 2016.

16-796 Consider/Discuss/Act on the Veterans Day Ceremony of 2016 at the

Veterans Memorial Park in McKinney, Texas
No action taken.

16-797 Consider/Discuss/Act on the Gold Star Monument at the Veterans

Memorial Park in McKinney, Texas

Board members unanimously approved the motion by Board member Marlene
Bockler, seconded by Board member Colin Kimball, determining the orientation of the
soldier within the Gold Star Memorial as facing the Veterans Memorial wall.

Chairman Barry Brown asked for any board comments, Board member Colin
Kimball discussed the WFAA Channel 8 news piece that was broadcast on August 10,

2016 by Hannah Dauvis regarding the Gold Star Monument.
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Board members unanimously approved the motion by Board member Marlene
Bockler, seconded by Board member Colin Kimball, to adjourn. Chairman Barry Brown

adjourned the meeting at 7:04 p.m.

BARRY BROWN
Chairman
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MCKINNEY CONVENTION AND VISITORS BUREAU BOARD
Finance Committee Meeting
May 23, 2016
The McKinney Convention & Visitors Bureau Finance committee met for a meeting on
May 23, 2016 at 200 W. Virginia Street, McKinney Texas.
In attendance were Board members: Susan Brusa, Wayne Hill & Jim Bressler.
Staff: Executive Director Dee-dee Guerra.
The meeting was called to order at 8:30 a.m.
The Committee looked over the following items:

1. April & May 2016 Financials- Director Hill asked for an explanation for the variance
in the May 2016 register. Director Guerra stated that it was due to a compensation
study that was done by HR and that the variance was from retro pay from January-
March 2016.

2. FY 16-17 MCVB Proposed Budget -The committee discussed the Supplemental
items that were being submitted and a few changes that transpired after the
meeting with the City Manager’s office and the Finance/Budget office.

3. MIM Store revenue- No discussion.

4. April 2016 STR Report — No discussion.

The MCVB Finance Committee meeting was adjourned at 9:05 am

Wayne Hill
MCVB Finance Committee
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MCKINNEY CONVENTION AND VISITORS BUREAU BOARD

REGULAR MEETING
MAY 24, 2016

The McKinney Convention and Visitors Bureau Board met in regular session at the
Heard Natural Science Museum and Wildlife Sanctuary, 1 Nature Place, McKinney,
Texas, on May 24, 2016, at 7:30 a.m.

Board members present: Sally Huggins, Cricket Killingsworth, Susan Brusa,
Wayne Hill, Melissa Moreno, and Jim Bressler.

Absent: Hal Harbor, Bonnie Tinsley, and Jennifer Estes.

Staff Present: Executive Director Dee-dee Guerra and staff members Sue Davis,
Vanesa Rhodes and Beth Shumate.

Guests: Councilman Branch, Councilman Rogers, City of McKinney — Senior
Financial Services Trevor Minyard and Director of Strategic Services Chandler Merritt,
Eric Nishimoto, and Danny Meyer.

Vice Chairman Killingsworth called the meeting to order.

Board members unanimously approved the motion by Board member Jim Bressler,
seconded by Board member Wayne Hill, to approve the following minutes:

16-546 Minutes of the McKinney Convention & Visitors Bureau Board Meeting
of March 22, 2016.

16-547 Minutes of the McKinney Convention & Visitors Bureau Finance
Committee Meeting of March 18, 2017.

16-548 Presentation from Eric Nishimoto - Update on the Sestercentennial
Event. Mr. Nishimoto updated board members on the Collin McKinney
Sestercentennial activities that had taken place in April. He stated the
cities participating in the events were: Allen, Anna, Celina, McKinney,
Murphy, and Van Alstyne. The kickoff event took place at the McKinney
Chamber annual banquet in which the debut of Collin McKinney: Man of
Vision video was shown. In addition, Mr. Nishimoto reviewed the events
that will coordinate with this celebration throughout the remainder of the

year.
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16-549

16-550

Executive Directors Report — Executive Director Guerra reviewed the
staff reports from March and April 2016 as well as gave a recap of 2Q16
accomplishments. In addition, Ms. Guerra advised Board members that
Pedi Cabs are now available on the weekends in downtown McKinney.
Councilman Branch commented that he was appreciative of the
accomplishments that the MCVB staff had attained and thanked the
Board and staff on their dedication to selling McKinney and for providing
detailed reports. Executive Director Guerra advised Board members that
she would be attending the TTIA travel college conference in late June,
therefore there would not be a June MCVB Board meeting.

Board and Liaison Reports

Finance Committee Report — Committee Chair Wayne Hill reviewed

March financials with Board members and advised that the MCVB was
tracking as expected. Mr. Hill also gave an update on the proposed
budget for FY 16/17, stating there was a slight decrease due to new car
allowances no longer being permitted.

City of McKinney — Chandler Merritt advised that City Council had

selected the new city manager who would begin August 1, 2016. Mr.
Merritt also invited everyone to attend the Bike The Bricks event that
would take place in downtown McKinney on May 27, 2016. In addition,
Mr. Merritt stated that the budget process would continue to go through
September 2016.

Main Street/MPAC - MCVB Executive Director Guerra reported on behalf

of Main Street/MPAC stating that the upcoming Bike The Bricks event
will include an “egg fest” (Big Green Egg Cook-Off) at KitchenWares on
the Square and live entertainment. Guerra advised that the street
closures for the race would begin late Thursday evening and the race
would begin at 3 p.m. on Friday.

MCDC — MCDC liaison Michelle Gamble stated the next MCDC Board

meeting would be held in Council Chambers at 8 a.m. on May 26, 2016.
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Gamble stated their Board would be hearing from three project
applicants. In addition, Gamble advised that MCDC is currently finalizing

the production of their 20" anniversary video.

McKinney Chamber of Commerce — MCVB Executive Director Guerra

spoke on behalf of the Chamber. Ms. Guerra introduced Danny Meyer,
a college intern who is currently working at the chamber offices. Guerra
advised the chamber is accepting applications for McKinney Leadership
class through June 1. In addition she advised Board members that the
annual Serve McKinney open house would take place on June 9.

16-551 Consider/Discuss/Act on Approval of Proposed FY 2016-2017 MCVB
Budget. Board members unanimously approved the motion by Board
member Wayne Hill, seconded by Board member Susan Brusa, to
approve, with amendments of the Sales Position to reflect $69,212
versus $72,212, the proposed FY 2016-2017 MCVB Budget.

Vice Chair Killingsworth asked for a motion to adjourn the meeting. Board member
Bressler made the motion with a second from Board member Hill. The meeting was

adjourned at 8:50 a.m.

Cricket Killingsworth
Vice Chair
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MCKINNEY CONVENTION AND VISITORS BUREAU BOARD
Finance Committee Meeting
July 22, 2016

The McKinney Convention & Visitors Bureau Finance Committee met for a meeting
on July 22, 2016 at 200 W. Virginia Street, McKinney Texas.

In attendance were Board members: Wayne Hill & Jim Bressler

Staff: Executive Director Dee-dee Guerra.

The meeting was called to order at 8:30 a.m.

The Committee looked over the following items:

1. May & June 2016 Financials - Director Guerra addressed the May & June
Financials and stated that the variances were due to higher dollar amount items of
invoices being paid in line items of Adverting’s & Promotion for these two months.

2. MIM Store revenue - No discussion.

3. FY 16-17 Budget - Director Guerra shared with the Committee the Supplemental
items that were approved by the City Manager for the MCVB and what he would
be proposing to Council on July 27, 2016 during their budget meeting.

4. May & June 2016 STR Report - Board member Bressler pointed out in the STR
Reports to the Committee that May & June continue to be strong months for

McKinney hotels.

The MCVB Finance Committee meeting was adjourned at 9:10 am

Wayne Hill
MCVB Finance Committee
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MCKINNEY CONVENTION AND VISITORS BUREAU BOARD

REGULAR MEETING
JULY 26, 2016

The McKinney Convention and Visitors Bureau Board met in regular session at
the Carriage House at the Heard-Craig House, 205 W. Hunt, McKinney, Texas on July
26, 2016 at 7:30 a.m.

After determining a quorum was present, Board Chair Harbor called the meeting to
order at 7:51 a.m.

Board members present: Jim Bressler, Hal Harbor, Wayne Hill, Sally Huggins,
and Bonnie Tinsley.

Absent: Susan Brusa, Jennifer Estes, Cricket Killingsworth, and Melissa Moreno.

Staff: Executive Director Dee-dee Guerra, and staff members Vanesa Rhodes
and Beth Shumate.

Guests: City of McKinney Councilman Rogers, City of McKinney Senior
Financial Analyst Trevor Minyard, Main Street & MPAC Director Amy Rosenthal, and
Aaron Bloxham and Jennifer Arnold of City Planning.

Board members unanimously approved the motion by Board member Wayne Hill,
seconded by Board member Jim Bressler, to approve the following minutes from the

McKinney Convention & Visitors Bureau:

16-757 Minutes of the McKinney Convention & Visitors Bureau Board Meeting of
May 24, 2016.
16-758 Minutes of the McKinney Convention & Visitors Bureau Finance

Committee Meeting of May 23, 2016.

16-759 Update on the ONE McKinney 2040 Comprehensive Plan Initiative. City
Planner Aaron Bloxham presented to board members highlighting the
future land use for McKinney. Mr. Bloxham stated the planned vision is
scheduled to carry through the year 2040 and advised board members of
the five districts that the planning department is focusing their attention.
Those five districts are: 1. Cultural Entertainment, 2. Economic, 3.

Transportation, 4. Housing and Neighborhoods, and 5. Natural Assets.
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16-760

16-761

Mr. Bloxham stated the estimated population for McKinney by 2040 is
expected to reach 284,000 with a total build-out projected to be 388,000
around the year 2060. Bloxham directed Board members to visit the

website www.onemckinney2040.com to access more information.

Executive Director's Report — Executive Director Guerra reviewed both
the May and June staff reports. Ms. Guerra praised MCVB
Communications Manager Beth Shumate for her dedication in building
rapport with travel writers and editors which resulted in an 11-page
editorial on McKinney in Texas Highways magazine. The ad value on
this editorial was approximately $82K and PR value of approximately
$247K.

Board and Liaison Reports

Chair_Report — Board Chair Harbor thanked Heard-Craig Executive

Director Karen Zupanic for hosting the MCVB board meeting and asked
Ms. Zupanic to give a brief overview/history of the 116- year-old house.

Finance Committee Report - Committee Chair Hill gave the finance report

stating that the MCVB budget was tracking on target. Mr. Hill stated that
YTD, the hotel occupancy was up 20% and hotel revenue was up 34%.

City of McKinney — Senior Financial Analyst Trevor Minyard advised

board members the City Finance department will be conducting the
budget workshop with City Council in the morning at 8:30 a.m. The
finance department will present a comprehensive report with the City
Council and present the City Manager’'s budget to City Council. Mr.
Minyard advised that all departments will be covered at this presentation.
Mr. Minyard also advised board members the new City Manager, Paul
Grimes, would begin on August 1, 2016. Additionally, Mr. Minyard stated
between August and September, the public hearings on the budget will
be presented to the citizens of McKinney.

Main__Street/MPAC - Executive Director Rosenthal updated board

members on the following upcoming events taking place in historic
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downtown McKinney: Concert by Madi Davis, contestant from the TV
show, “The Voice”; Sawyer Fredrick, winner from last season’s “The
Voice”; Texas Singer-Songwriter Randy Roster; A Classic Film Festival;
and Oktoberfest. In addition, Ms. Rosenthal advised board members of
the Explorer Club program for families and kids currently taking place in
the downtown area. Ms. Rosenthal also thanked the CVB for their
partnership.

McKinney Chamber of Commerce — MCVB Executive Director Guerra

spoke on behalf of the Chamber, stating the Chamber’'s staff
reorganization is complete and now in place. Ms. Guerra advised board
members the Chamber Quarterly Luncheon would take place at the
Eldorado Country Club on July 28" as well as stating that the McKinney
Leadership class for 2016-2107 had been selected. In addition, Guerra
advised that the MISD new teacher breakfast would take place on August

9, 2016.

Board Chair Harbor adjourned the meeting at 8:35 a.m.

HAL HARBOR
Chair
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McKinney Main Street
aka McKinney Downtown Business Re-Development Board
AUGUST 11, 2016

The McKinney Downtown Business Re-Development Board of the City of
McKinney, Texas met in regular session at the McKinney Performing Arts Center,
Encore Wire Room, 111 N. Tennessee Street, McKinney, Texas on August 11, 2016 at
8:30 a.m.

Chairwoman Jan Elwell called to order the meeting of the McKinney Downtown
Business Re-Development Board at 8:32 a.m. Board members present: Jan Elwell, Alex
Lanio, Jolie Williams, Amber Gutschlag, Edna Brown, Robert Hamilton and Ric
Anderson.

Absent: Rebecca Drekmann, Kaci Lyford.

Main Street staff present. McKinney Main Street Director Amy Rosenthal,
McKinney Main Street Program Coordinator Aaron Werner, MPAC Marketing
Coordinator Jakia Dudley-Faine, McKinney Special Events Coordinator Geoff Fairchild
and MPAC/Main Street Executive Assistant Belinda Kennedy.

Guests: City of McKinney Mayor Pro-Tem Randy Pogue, City of McKinney
Assistant City Manager Barry Shelton and City of McKinney Marketing and

Development Coordinator Michelle Feldker.

16-786 City Liaison Report
Mr. Shelton began by updating the Board on the New McKinney City
Manager, Mr. Paul Grimes, who joined the city on August 1, 2016. Mr.
Shelton informed the Board about plans to add downtown parking spaces
by paving or restriping current lots. The city will add approximately 100
spaces on the Wysong lot and 95 spaces at a lot leased from the First
United Methodist Church. The nine acre development at Tennessee and
Davis could begin construction as early as November 1 and will be
completed in two phases. The three city departments currently located in

Annex B will be relocated to offices close to the downtown area.
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16-787

16-788

16-789

Director's Report

Ms. Rosenthal’'s report included her vacation travels to several other
Main Street towns in Texas: Bastrop, Lockhart, Hico, Wimberly, San
Marcos and Hamilton. While many have Court Houses, few have as
viborant a downtown as McKinney. Ms. Rosenthal discussed the
authentic/commercial balance and local/visitor balance of these other
cities versus McKinney. Ms. Rosenthal updated the Board on the
progress for the Downtown Membership program. There are 86
participants so far. The funds will be used to print maps, directional
signage and additional advertising. The city has started a new program to
monitor KPI's or Key Performance Indicators. Many of the KPI’s for Main
Street are already measurements that we report to the Texas or National
Main Street programs. Some examples of the KPI's are Number of Main
Street programs, events, activities; attendance at events; number of new
businesses, etc. Ms. Rosenthal updated the Board on issues concerning
noise ordinance and sign ordinance violations, concerns with
construction parking permits and street entertainer regulations. The
Board discussed. Ms. Rosenthal then discussed the plans for Arts in
Bloom 2017. A group of McKinney artists have voiced concern over
costs and other issues with the event. Plans are still ongoing and the

Board discussed.

Minutes of the Main Street Board Meeting of July 14, 2016

Board members unanimously approved the motion by Board member
Amber Gutschlag, seconded by Board member Robert Hamilton, to
approve the Minutes of the Main Street Board Meeting of July 14, 2016.
Consider/Discuss/Act on Financial Reports

Board members unanimously approved the motion by Board member
Edna Brown, seconded by Board member Robert Hamilton, to approve

the Financial Reports.
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16-790

16-791

16-792

Consider/Discuss/Act on Establishing a "Rainy Day" Account and
Accompanying Criteria

Ms. Gutschlag discussed the idea of putting aside a certain amount of
money from profitable events to save for unforeseen costs if events are
rained out/cancelled. The idea to save a percentage of the profits to be
put aside could help the board manage expenses when there is a
shortfall from an event. The Board discussed several options including
what percentage, how would it be decided if the funds were to be
accessed? This item was tabled to the next meeting so that specific

parameters could be formulated and then voted on.

Consider/Discuss/Act on Establishing an Award Program for Qualifying
Downtown Merchants

Ms. Gutschlag discussed the idea of putting aside funds from profitable
events to create an awards/grant program for downtown merchants. The
Board discussed. This item was tabled to be referred to a subcommittee

to further discuss and decide on the parameters for a program.

Discuss Upcoming Events

Ms. Rosenthal discussed the upcoming Oktoberfest event. Steins have
been ordered, budget is in progress, new areas for the festival include a
competition and games area, we are in need of volunteers, advance
tickets sales plans are underway as well as shuttle service. Cash
revenues so far are doing well, $16,000 in sponsorships, vendor fees
projection is $20,000, and expo booths are $7,500. Expenses are still in

progress with estimates being updated daily.

Chairwoman Elwell adjourned the meeting at 9:56 a.m.

JAN ELWELL
Chair
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PARKS, RECREATION AND OPEN SPACE ADVISORY BOARD
JULY 14, 2016

The Parks, Recreation, and Open Space Board met in regular session at the
Parks, Recreation, and Open Space Conference Room, 1611 North Stonebridge Drive,
McKinney, Texas on July 14, 2016 at 5 p.m.

Board members Present: Chairman Jackie Brewer, Melanie Butler, Richard
Moreno, Bryan Perkins and Cecil Warren.

Board members Absent: Kip Dixon and Larry Pereira.

Staff members Present. Rhoda Savage, Director of Parks and Recreation; Ryan
Mullins, Assistant Director of Parks and Recreation; Hamilton Doak, McKinney
Community Development Corporation Board member; Tim White, Parks Maintenance
Superintendent and Melissa Lee, Administrative Assistant of Parks and Recreation.

Board Chairman Jackie Brewer called the meeting to order at 5:15 p.m. after

determining a quorum was present.

16-682 Minutes of the Parks, Recreation and Open Space Advisory Board

Meeting of June 9, 2016

Board members unanimously approved the motion by Board member
Richard Moreno, seconded by Board member Cecil Warren, to approve
the Minutes of the June 9, 2016 Parks, Recreation and Open Space

Advisory Board Meeting.

16-683 Consider/Discuss/Act on a Recommendation to the City Council for the
Name APEX, tag line and logo for the new Aquatic and Fitness Center

located at 3003 Alma Rd. McKinney, TX 75070

Board members unanimously approved the motion by Board member
Bryan Perkins, seconded by Board member Richard Moreno, the
recommendation to City Council of the name APEX, tag line and logo for

the new Aquatic and Fitness Center located at 3003 Alma Road.
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16-684

16-685

Consider/Discuss/Act on Making a Recommendation to the City Council
for Renaming the Wilson Creek Softball/Baseball Complex, 1401 Wilson

Creek Parkway, to the Grady Littlejohn Softball/Baseball Complex

Board members unanimously approved the motion by Board member
Cecil Warren, seconded by Board member Melanie Butler, the
recommendation to City Council of renaming the Wilson Creek
Softball/Baseball Complex located at 1401 Wilson Creek Parkway to the

Grady Littlejohn Softball/Baseball Complex.

Consider/Discuss/Act on Making a Final Recommendation to the City
Council for Naming a 16 Acre Neighborhood Park Located at 1849

Reagan Drive

Board members unanimously approved the motion by Board member
Melanie Butler, seconded by Board member Cecil Warren, the
recommendation to City Council of the name Monarch Park for the 16 acre
neighborhood park located at 1849 Reagan Drive with Dr. Mack Moran

Hill and George Webb as alternates.

Chairman Jackie Brewer asked for any Board comments. Hamilton Doak,

McKinney Community Development Corporation Board member, discussed the All

Abilities Playground funding of $200,000 with the caveat of reapproaching MCDC if any

additional funding was necessary. Rhoda Savage, Director of Parks and Recreation

commented on the Master Plan and 10 year list of parks as well as the acquisition of an

additional 62 acres of Grey Branch property.

Board members unanimously approved the motion by Board member Cecil

Warren, seconded by Board member Richard Moreno, to adjourn. Board Chairman

Jackie Brewer adjourned the meeting at 5:47 p.m.

JACKIE BREWER
Chairman
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PLANNING AND ZONING COMMISSION WORK SESSION

AUGUST 23, 2016

The Planning and Zoning Commission of the City of McKinney, Texas met in work
session in the Council Chambers of the Municipal Building on Tuesday, August 23, 2016
at 5:30 p.m.

City Council Members Present: Chuck Branch and Travis Ussery

Commission Members Present: Chairman Bill Cox, Janet Cobbel, Deanna
Kuykendall, Cameron McCall, Brian Mantzey, Pamela Smith, and Mark McReynolds —
Alternate

Commission Member Absent: Vice-Chairman Eric Zepp

Staff Present: Director of Planning Brian Lockley; Development Manager Brandon
Opiela; Planning Managers Matt Robinson and Jennifer Arnold; Facilities Construction
Manager Patricia Jackson; Planners Eleana Galicia, Steven Doss, Danielle Quintanilla,
and Melissa Spriegel; and Administrative Assistant Terri Ramey

There were eight guests present.

Chairman Cox called the work session to order at 5:33 p.m. after determining a
guorum was present.

Chairman Cox called for discussion on the following work session item with no

action taken:

16-256M Update on ONE McKinney 2040 Comprehensive Plan Update

Chairman Cox declared the meeting adjourned at 5:58 p.m.

BILL COX
Chairman
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PLANNING AND ZONING COMMISSION

AUGUST 23, 2016

The Planning and Zoning Commission of the City of McKinney, Texas met in
regular session in the Council Chambers of the Municipal Building on Tuesday, August
23, 2016 at 6:00 p.m.

City Council Members Present: Chuck Branch and Travis Ussery

Commission Members Present: Chairman Bill Cox, Janet Cobbel, Deanna
Kuykendall, Cameron McCall, Brian Mantzey, Pamela Smith, and Mark McReynolds —
Alternate

Commission Member Absent: Vice-Chairman Eric Zepp

Staff Present: Director of Planning Brian Lockley; Development Manager Brandon
Opiela; Planning Manager Matt Robinson; Facilities Construction Manager Patricia
Jackson; Planners Eleana Galicia, Danielle Quintanilla, and Melissa Spriegel; and
Administrative Assistant Terri Ramey

There were eight guests present.

Chairman Cox called the regular meeting to order at 6:00 p.m. after determining a
guorum was present.

Chairman Cox explained the format and procedures of the meeting, as well as the
role of the Commission. He announced that some of the items considered by the
Commission on this date would be only heard by the Planning and Zoning Commission
and others would be forwarded on to City Council. Chairman Cox stated that he would
advise the audience if the case will go on to City Council or be heard only by the Planning
and Zoning Commission. He stated that guests would need to limit their remarks to three
minutes and speak only once. Chairman Cox explained that there is a timer located on
the podium, and when one minute of the speaker’s time is remaining the light will switch
to yellow, and when the time is up the light will change to red. He asked that everyone
treat others with respect, be concise in all comments, and avoid over talking the issues.

Chairman Cox continued the meeting with the Consent Items.

The Commission approved the motion by Commission Member Smith, seconded
by Commission Member McCall, to approve the following two Consent items, with a vote

of 7-0-0.
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16-862 Minutes of the Planning and Zoning Commission Work
Session of August 9, 2016
16-863 Minutes of the Planning and Zoning Commission

Regular Meeting of August 9, 2016
END OF CONSENT
Chairman Cox continued the meeting with the Regular Agenda Items and Public
Hearings on the agenda.
16-165SUP Conduct a Public Hearing to Consider/Discuss/Act on a
Specific Use Permit Request for a Storage Facility
(Simply Storage), Located Approximately 350 Feet North

of McKinney Ranch Parkway and on the East Side of
Hardin Boulevard (REQUEST TO BE TABLED)

Ms. Eleana Galicia, Planner | for the City of McKinney, explained that Staff
recommends that the public hearing be continued and the item be tabled to the
September 13, 2016 Planning and Zoning Commission meeting per the applicant’s
request. She offered to answer questions.

Chairman Cox asked if the surrounding residents would be renotified for the next
meeting for this item. Ms. Galicia stated that they would not be renotified if the public
hearing was continued.

Chairman Cox opened the public hearing and called for comments.

Mr. John Haggarty, 2809 Vail Drive, McKinney, TX, stated that he lived directly
behind the Simply Storage property. He stated that he was the Vice-President of the
homeowner’s association for his subdivision. Mr. Haggarty stated that they were in favor
of the proposed development; however, they preferred that the proposed wall would not
be built. He stated that they were in support of the extension of Denver Drive not going
all the way over to McKinney Ranch Parkway due to traffic and safety concerns. Mr.
Haggarty stated that they liked the proposed green space and that it would help buffer
the new stadium.

On a motion by Commission Member Kuykendall, seconded by Commission
Member McCall, the Commission voted unanimously to continue the public hearing and
table the proposed specific use permit request to the September 13, 2016 Planning and
Zoning Commission meeting as recommended by Staff, with a vote of 7-0-0.

16-233Z Conduct a Public Hearing to Consider/Discuss/Act on a
Request to Rezone the Subject Property from "C1" -

Neighborhood Commercial District to "C2" - Local
Commercial District, Located Approximately 425 Feet
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East of Jordan Road and on the South Side of Virginia
Parkway (REQUEST TO BE TABLED)

Ms. Eleana Galicia, Planner | for the City of McKinney, explained that Staff
recommends that the public hearing be continued and the item be tabled to the
September 13, 2016 Planning and Zoning Commission meeting per the applicant’s
request. She offered to answer questions.

Commission Member Smith asked why the item was being tabled. Ms. Galicia
stated that the applicant wanted the zoning request and associated specific use permit to
be considered at the same Planning and Zoning Commission meeting. She stated that
the applicant was making some modifications to the site; therefore, the specific use permit
request needed to be tabled to another meeting.

Chairman Cox opened the public hearing and called for comments. There being
none, on a motion by Commission Member Kuykendall, seconded by Alternate
Commission Member McReynolds, the Commission voted unanimously to continue the
public hearing and table the proposed rezoning request to the September 13, 2016
Planning and Zoning Commission meeting as recommended by Staff, with a vote of 7-0-
0.

16-234SUP Conduct a Public Hearing to Consider/Discuss/Act on a
Specific Use Permit Request for an Automotive Service
and Repair Facility (Honest Auto Service), Located
Approximately 425 Feet East of Jordan Road and on the

South Side of Virginia Parkway (REQUEST TO BE
TABLED)

Ms. Eleana Galicia, Planner | for the City of McKinney, explained that Staff
recommends that the public hearing be continued and the item be tabled to the
September 13, 2016 Planning and Zoning Commission meeting per the applicant’s
request. She offered to answer questions. There were none.

Chairman Cox asked if the applicant would like to make any comments on the
request. Mr. Don Paschal, 904 Parkwood Ct., McKinney, TX, stated that he did not feel
the need to make any comments at this time.

Chairman Cox opened the public hearing and called for comments. There being
none, on a motion by Commission Member Mantzey, seconded by Commission Member
McCall, the Commission voted unanimously to continue the public hearing and table the
proposed specific use permit request to the September 13, 2016 Planning and Zoning

Commission meeting as recommended by Staff, with a vote of 7-0-0.
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16-216SP  Conduct a Public Hearing to Consider/Discuss/Act on a
Site Plan for an Office and Storage Facility (Public
Safety Building), Located Approximately 440 Feet East

of Community Avenue and on the North Side of Taylor
Burk Drive

Ms. Danielle Quintanilla, Planner | for the City of McKinney, explained the
proposed site plan request. She stated that the City of McKinney was planning to
construct a 27,501 square foot Public Safety office and storage facility. Ms. Quintanilla
stated that typically site plans were administratively approved by Staff; however, since
this was a City project the recommendation of the Planning and Zoning Commission
would be forwarded to City Council for consideration at the September 20, 2016 meeting.
She stated that Staff recommended approval of the proposed site plan as conditioned in
the Staff report and offered to answer questions. There were none.

Ms. Patricia Jackson, Facilities Construction Manager for the City of McKinney,
concurred with the Staff report and offered to answer questions.

Chairman Cox wanted to clarify that she was in agreement with the conditions
listed in the Staff report. Ms. Jackson said yes.

Chairman Cox opened the public hearing and called for comments. There being
none, on a motion by Commission Member Kuykendall, seconded by Commission
Member Smith, the Commission voted unanimously to close the public hearing and
recommend approval of the proposed site plan as conditioned in the Staff report, with a
vote of 7-0-0.

Chairman Cox stated that the recommendation of the Planning and Zoning
Commission will be forwarded to the City Council meeting on September 20, 2016.

16-161SP  Conduct a Public Hearing to Consider/Discuss/Act on a
Site Plan for Professional Office Condominiums (Golf
Course Office West Addition), Located Approximately

445 Feet North of Westridge Boulevard and on the West
Side of Custer Road

Ms. Melissa Spriegel, Planner | for the City of McKinney, explained the proposed
site plan request. She stated that the applicant was planning to construct professional
office condominiums which included ten office buildings approximately 4,900 square feet
each. Ms. Spriegel stated that site plans could typically be approved by Staff; however,
the applicant was requesting to utilize a living plant screen composed of Cleyera 42” at
the time of planting to screen the heating and air conditioning equipment located on the

north side of the northeastern most building from Custer Road. She stated that Staff has
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no objections of the request to use the living plant screen and recommended approval of
the proposed site plan as conditioned in the Staff report and offered to answer questions.
There were none.

Mr. Arlyn Samuelson, Westwood Professional Services, 1512 Bray Central Dr.,
McKinney, TX, discussed the site plan and living plant screen request. He concurred with
the Staff report and offered to answer questions.

Commission Member McCall asked if the proposed development was far enough
from the nearby driving range that golf balls would not be an issue. Mr. Samuelson stated
that a large, tall screen, similar to the net that Top Golf had on their property, was planned
to be installed to catch golf balls.

Alternate Commission Member McReynolds asked if this one location was the only
proposed screening for all of the heating and air conditioning equipment around the
building. Mr. Samuelson stated that was correct. He stated that they proposed an “L”
shaped living plant screen to screen all of those from the Custer Road right-of-way.

Commission Member Smith asked about the Cleyera proposed to be planted for
the living plant screen. Mr. Samuelson stated that it was on the City’s accepted plant list
for living screening material. He stated that he did not believe that the Cleyera grew as
tall and massive as some of the other approved screening plants. Mr. Samuelson stated
that they were trying to keep it shorter, so that it did not obstruct the view from some of
the windows of the building.

Commission Member Smith asked if the exception was a height issue. Mr.
Samuelson said yes.

Chairman Cox opened the public hearing and called for comments. There being
none, on a motion by Commission Member Mantzey, seconded by Alternate Commission
Member McReynolds, the Commission voted unanimously to close the public hearing and
approval of the proposed site plan as conditioned in the Staff report, with a vote of 7-0-0.

Chairman Cox stated that the Planning and Zoning Commission was the final
authority on this site plan request.

16-081PFR Conduct a Public Hearing to Consider/Discuss/Act on a
Preliminary-Final Replat for Lots 17R, 18 and 19, Block
A, of the Village Park Phase 1A Addition, Located on

the Northwest Corner of Collin McKinney Parkway and
Lake Forest Drive
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Mr. Brian Lockley, Director of Planning for the City of McKinney, explained the
proposed preliminary-final replat. He stated that Staff recommends approval of the
proposed preliminary-final replat as conditioned in the Staff report and offered to answer
guestions. There were none.

Mr. Jonathan Schnidler, 4821 Merlot Ave., Grapevine, TX, stated that he concurred
with the Staff report and offered to answer questions. There were none.

Chairman Cox opened the public hearing and called for comments. There being
none, on a motion by Commission Member Mantzey, seconded by Commission Member
Cobbel, the Commission voted unanimously to close the public hearing and approve the
proposed preliminary-final replat as conditioned in the Staff report, with a vote of 7-0-0.

Chairman Cox stated that the Planning and Zoning Commission was the final
authority on this preliminary-final replat request.

END OF THE REGULAR ITEMS AND PUBLIC HEARING ITEMS

Chairman Cox thanked the City Council Members for attending the meeting and
Staff for their hard work.

Commission Member Smith asked about possible upcoming training opportunities.
Mr. Brian Lockley, Director of Planning for the City of McKinney, stated that Staff was
researching into options and should be sending some information to the Commission
shortly.

There being no further business, Chairman Cox declared the meeting adjourned

at 6:26 p.m.

BILL COX
Chairman
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TITLE: Consider/Discuss/Act on a Resolution Adopting the Purchasing Policy and
Procedures Manual

COUNCIL GOAL: Operational Excellence
MEETING DATE: September 20, 2016
DEPARTMENT: Purchasing Department

CONTACT: Lisa Littrell, Purchasing Manager

RECOMMENDED CITY COUNCIL ACTION:
o Adopt the Purchasing Policy and Procedures Manual

ITEM SUMMARY:

Revisions to the existing policy were drafted to insure compliance with legally mandated
federal, state and local statutes, ordinances and codes, as well as provide uniformity
with generally accepted purchasing practices. The updated policy includes
comprehensive policies, procedures, and definitions in a clear, easy-to-read format.
Notable revisions are as follows:

o Chapter 4 - Code of Ethics: New confidentiality statement provided by
legal for inclusion

o) Clearly defines close family members
o) Clearly defines unauthorized person;
o Chapter 11 - Procurement Cards: Moved chapter up to follow open
market purchases
o Language added requiring cards to remain in cardholder sleeve
¢ Prohibits travel/training related meals
o Language added clearly stating cardholders shall not approve their

own transactions

Updated the approval and reporting process

City marketplace purchases is the only exception for purchasing
contracted items with procurement card;

o O



Chapter 12 - Open Market Purchases between $3,000 - $25,000:
Requisitions exceeding $3,000 routed through Purchasing for HUB/supplier
sourcing;

. Chapter 13 - Purchases between $25,000 - $50,000: Formal quote
threshold increased from $15,000 to $25,000;

o Chapter 16 - Competitive Purchases > $50,000: Modified to allow City
Manager to authorize purchases under ITB/RFP process in the event
bids/proposals received are less than $50,000

o Added provision addressing electronic responses;

o Chapter 19 - Procurement of Prof. Services: Language added to allow
more flexibility, as allowed by Statute, than current policy in obtaining
professional services (RFP option included)

0 Added provision addressing electronic responses;

o Chapter 20 - Disposal of Surplus Items: Ability to donate to other

governmental agencies giving preference to those residing in or adjacent to

McKinney.

BACKGROUND INFORMATION:
e Policy Attached
e Proposed policy has been reviewed and revised by legal counsel

FINANCIAL SUMMARY:
e N/A

BOARD OR COMMISSION RECOMMENDATION:
e N/A

SUPPORTING MATERIALS:

Resolution
Purchasing Policy - Redline
Purchasing Policy - Final




RESOLUTION NO. 2016-09-___ (R)

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF McKINNEY, TEXAS,
ADOPTING THE PURCHASING POLICY AND PROCEDURES MANUAL

WHEREAS, the City Council of the City of McKinney, Texas, has determined the need to
formally adopt revisions to the Purchasing Policy and Procedures Manual to insure
compliance with legally mandated federal, state and local statutes, ordinances and
codes; and

WHEREAS, the Purchasing Department wishes to insure uniformity with generally accepted
purchasing practices.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF McKINNEY,
TEXAS, THAT:

Section 1. The City Council of the City of McKinney, Texas, hereby adopts the attached
Purchasing Policy and Procedures Manual to take effect October 1, 2016.

Section 2. This Resolution shall take effect immediately from and after the date of passage
and is so resolved.

DULY PASSED AND APPROVED BY THE CITY COUNCIL OF THE CITY OF McKINNEY,
TEXAS, ON THE 20th DAY OF SEPTEMBER, 2016.

CITY OF McKINNEY, TEXAS

BRIAN LOUGHMILLER
Mayor

ATTEST:

SANDY HART, TRMC, MMC
City Secretary

DENISE VICE, TRMC
Assistant City Secretary

APPROVED AS TO FORM:

MARK S. HOUSER
City Attorney
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Chapter 1: Introduction

Background This Purchasing Policies and Procedures Manual provides city departments information
to assist in making decisions regarding the purchase of goods and services necessary
to perform the functions of their offices and/or departments effectively.

Mission The mission of the City of McKinney Purchasing Department is to:

o Ensure compliance with local, state and federal laws applicable to city
purchasing;

e Provide all vendors, including HUBS, equal access to the City’s competitive
processes for the acquisition of goods and services;

e Provide an ongoing supply of quality goods and services to all City offices; and

o Protect the interests of City of McKinney taxpayers by avoiding any undue
influence or political pressures.

Goals of Public purchasing has several goals including:
Public
Purchasing e purchasing the proper goods and services;

¢ obtaining the best possible price for the goods or services, without sacrificing
the quality needed; and

e ensuring a continuing supply of goods and services are available where and
when needed.

Public purchasing must also ensure:

e Responsible bidders are given a fair opportunity to compete for the City’s
business. This goal can be accomplished by abiding with statutory requirements
regarding competitive bids and proposals, and through the City’'s purchasing

policy.

e Public funds are safeguarded. The Purchasing Department should attempt to
see that the best value is received for the public dollar.

e Public spending is not used to enrich elected officials or City employees,
or to confer favors. Adoption and implementation of a code of ethics and
employee training and awareness of their responsibilities in the public purchasing
area accomplish this goal.

o Historically underutilized businesses (minority and women-owned) have an
equal opportunity in the contract awards process. City of McKinney achieves
this goal through complying with Texas Local Government Code Section
252.0215.

City of McKinney has adopted a partially centralized purchasing function that provides
many benefits including, but not limited to, the following:

¢ It allows for the consolidation of smaller purchases by individual departments into
larger purchases for the entire city, resulting in lower unit prices and cost savings;

e Vendors and the business community have a single central link to the city
procurement process to facilitate consistent communication and understanding;

e Purchasing Department personnel accumulate a solid foundation of knowledge
and experience about purchasing, market trends, prices, and vendors. This
expertise helps user departments save money by better defining their needs. It
also promotes a more efficient procurement process; and

o Centralized expertise places the purchasing processes on a professional footing
and inspires public confidence in the City’s actions.

Other Duties In addition to the above, the Purchasing Department is responsible for:



e Historically Underutilized Business (HUB) Program;

o Interlocal Purchasing Agreements and Cooperative Purchasing Agreements;
¢ Inventory and Warehouse Management;

o Disposition of Seized Property; and

¢ Auctions of Surplus and Salvaged Property.

The Purchasing Department is committed to promoting effective, professional, and
consistent procurement for the City of McKinney, as well as championing the public
perception that tax dollars are wisely spent. To be successful, the system must be backed
by proper attitudes and cooperation of not only every department head and official, but
also every supervisor and employee of the City.

The purchasing process is not instantaneous. Time is required to complete the steps
required by law. In order to accomplish timely purchasing of products and services at the
least cost to the City, all departments must cooperate fully. Prior planning and the timely
submission of requisitions are essential to expedite the purchasing process and assure
the process is both orderly and lawful.

This purchasing manual is not static. Purchasing procedures in the City of McKinney will
change as needed, particularly evolving to incorporate technological advances and
changing laws.

The organizational chart of the Purchasing Department is attached as Exhibit 1.

There are many terms used throughout this manual that pertain to purchasing activities.
Definitions of key terms are found in Chapter 2.

HuaiAttell

Ms. Lisa Littrell, CPPO, CPPB
City of McKinney Purchasing Manager
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Chapter 2: Definitions

Advertisement - A public notice in a newspaper of general circulation containing information
about a solicitation in compliance with legal requirements

“After-the-Fact” Purchases - Purchases, which are typically unauthorized, that deviate from City
of McKinney policies regarding purchases.

Alternate Delivery Method — A method of procuring construction services other than “traditional”
competitive bidding. Methods may include best-value competitive bidding, competitive sealed
proposals, design-build, construction manager (either at risk or as agent), and job order.

Amendment/Addendum - A document used to change the provisions of a Contract or a
Solicitation. An Amendment typically changes a provision in a Contract and requires the consent
of the parties to that Contract. An Addendum typically adds an omitted requirement or condition
to a Solicitation before its due date and does not require mutual agreement. An Addendum may
also add provisions to, delete provisions from, or otherwise modify a Contract prior to the
execution of and as a part of the consideration for the execution of the underlying Contract.

Annual Term Contract - A recurring contract for goods or services, usually in effect on a 12
month basis.

ARS - City of McKinney Financial Management System that includes modules for accounting and
purchasing.

Best Value - A method of evaluating competitive bids that includes an evaluation based on more
factors than just price and whether the presumptive low bidder is responsible. The “best value”
process allows the City to consider the following criteria:

the price;

the bidder’s experience and reputation;

the quality of the bidder’s goods or services;

the impact on the ability of the city to comply with rules relating to historically
underutilized businesses;

the bidder’s safety record;

the bidder’s proposed personnel;

whether the bidder’s financial capability is appropriate to the size and scope of the
project; and

8. any other relevant factor specifically listed in the request for bids, proposals, or
gualifications.
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Best value allows for the selection of the best and lowest overall life cycle cost proposal taking
into consideration various factors depending on what is being procured and the factors set forth
in the procurement document.

Bid Bonds — A deposit required of bidders to protect the City if a low bidder withdraws its bid
following submission or fails to enter into a contract following award. Acceptable forms of bid
deposits are limited to: cashier’s check, certified check, or irrevocable letter of credit issued by or
drawn upon a financial institution chartered by and subject to the laws of the State of Texas and
formal Bid Bonds underwritten by a surety company authorized to do business in the State of
Texas and identified as a company authorized to underwrite federal obligations as reflected on
the most recent edition of the United States Department of the Treasury’s Circular 570.

Bidder — A vendor that submits a bid including anyone acting on behalf of the vendor that submits
a bid, such as agents, employees and representatives.

Bidders’ List - An automated list of vendors who have stated in writing an interest in submitting
bids for particular categories of goods and services.

Centralized Master Bidders’ List (CMBL) - A list maintained by the Texas Procurement and
Support Services of the Office of the Texas Comptroller of Public Accounts containing the names
and addresses of prospective bidders.

Change Order, Contracts - A document used in connection with construction contracts to
change a contract after the performance of the contract is begun if changes in the plans or
specifications are necessary or if it is necessary to decrease or increase the quantity of work to



be performed or of materials, equipment, or supplies to be furnished, or adjusting the time for
performance. A change order cannot be used to change the scope of the project for which the
contract was awarded. Please be aware that there are certain legal requirements regarding the
approval of change orders and the amount by which a change order may increase or decrease a
contract amount.

Change Order, Purchase Order — A document used to modify a Purchase Order for the
purchase of goods and services written on the city's standard purchase order form and which
change, when accepted by the contractor without qualification within the specified time limit,
becomes an amendment to the existing Purchase Order and operates as the vendor's authority
to deliver and invoice for goods or services as modified.

City Council - City of McKinney City Council.

Commodity Code - The accounting system classification of goods and services with a unique
number assigned to each description.

Competitive Bidding — A transparent procurement process in which bids from competing
contractors, suppliers or vendors are invited by openly advertising the scope, specifications, and
terms and conditions of the proposed contract. The aim of competitive bidding is to obtain goods
and services at the lowest price for such goods or services through competition and preventing
favoritism. The City determines the lowest bidder that is responsible and awards the contract to
the low responsible bidder.

Competitive Proposal Process — A transparent procurement process in which proposals from
competing contractors, suppliers or vendors are invited by openly advertising the scope and
specifications for a particular work, goods or services that also specifies the relative importance
of price and other evaluation factors. The City ranks the proposers and then engages in
negotiations with the top ranked proposer until an agreement is reached. If an agreement cannot
be reached the City moves to the next highest ranked proposer and negotiates with the next
highest ranked proposer until an agreement is reached, and so forth. Once the City concludes
negotiating with a proposer and moves on to the next highest ranked proposer the City cannot
return to negotiations with a previously higher ranked proposer. The aim of competitive proposals
is to select the responsible proposer whose proposal is determined to be the most advantageous
to the city considering the relative importance of price and the other evaluation factors included
in the request for proposals. The competitive proposal process allows the City more flexibility in
product solicitation and negotiation to obtain the best final offer in compliance with Section
252.042 of the Texas Local Government Code than is allowed in competitive bidding.

Component Purchases - A series of purchases of component parts of goods that in normal
purchasing practices would be purchased in one purchase.

Consultant — A person who provides or proposes to provide advice and counsel in a specialized
area.

Contract - A formal, written agreement executed by the City and a third-party containing the terms
and conditions under which particular work, goods or services are furnished to the City typically
in exchange for the payment of money by the City or the granting of some other form of benefit
or consideration from the City to the third-party.

Contractor - A third-party that has been awarded a contract by the City of McKinney.
City - City of McKinney.

City Attorney — The attorney selected and hired by the City Council to handle legal matters for
the City and his designated representatives.

Cycle Time - The time between when a purchase requisition is received in the Purchasing
Department and placement of a purchase order with a vendor. Cycle time does not include the
time required for delivery or the time it takes for the Purchasing Department to obtain corrections
to line item accounts, commodity codes, and other necessary information.

Design-Build Contract — A single contract through which the City contracts with a single entity
to provide both design and construction services for the construction, rehabilitation, alteration, or
repair of a facility.

Design Criteria Package — A set of documents that provide the specifications for the work that
must be performed including the explicit goals and end results desired in sufficient detail to permit



a contractor, supplier or vendor to prepare a response to City’s request for competitive bids,
proposals or qualifications and any additional information requested, including criteria for
selection.

Department — That division or group of special expertise or responsibility within the City that deals
with a specific subject or area of activity including all city offices and subdivisions of them as well
as component agencies when the purchases are funded even partially with city funds.

Director - Any Director of a Department and any person authorized to act on his or her behalf.

Emergency Purchase - An item that must be purchased immediately because of a public
calamity to relieve the necessity of the citizens or to preserve the property of the City. An
emergency purchase might also include a purchase that is required: (a) to preserve or protect the
public health or safety of the City’s residents; or (b) as a result of unforeseen damage to public
machinery, equipment or other property.

Employee - Any city appointed official, or employee.

Formal Competitive Bidding - The bidding process in compliance with Chapter 252 of the Texas
Local Government Code which requires approval by the City Council.

Goods - Any personal property purchased by the City, including equipment, supplies, material,
and component or repair parts.

Historically Underutilized Business (HUB) - Texas Administrative Code, Chapter 2161 defines
a “Historically Underutilized Business” or “HUB?”, in part, as one with ownership by “a person who
is economically disadvantaged because of the person’s identification as a member of a certain
group, including black Americans, Hispanic Americans, women, Asian Pacific Americans, and
American Indians, who have suffered the effects of discriminatory practices or similar insidious
circumstances over which they have no control”. Also referred to as a disadvantaged business,
Minority/Woman-owned Disadvantaged Business Enterprise or M/W/DBE.

Invitation to Bid (ITB) - Specifications and formal bidding documents requesting pricing for a
specified work, good or service which has been advertised for bid in a newspaper.

Invitation to Quote (ITQ) - Specifications and informal bidding documents requesting pricing for
a specified work, good or service within a designated time frame.

Lease - A contract for the use of personal property or real property for a period of time in return
for a specified compensation.

Lowest Responsible Bid - The offer that provides the lowest price meeting all requirements of
the specifications, terms, and conditions of the Invitation to Bid including any related costs to the
City in a total cost concept and which submittal, including all reported references contained
therein, provides the City with sufficient evidence of the bidder’s financial and practical ability to
perform the contract, references of past performance indicating the ability to comply with the
Contract and satisfactorily complete the subject work, and other information provided to or
obtained by the City demonstrating the subject bidder’s capabilities, competence and success.

Modification - A document used to change the provisions of a contract.

Negotiations — A bargaining process between the City and one or more third-parties seeking to
reach an agreement regarding the terms of a transaction or to resolve a dispute.

Occupant Department - The department that ultimately uses the finished goods or services when
the purchase or construction is completed, which may be different from the user department.

Official - Any elected or appointed official and any person authorized to act on his or her behalf.

Payment Bond - A surety bond executed in connection with a contract that secures solely for the
protection and benefit of those persons or entities that have a direct contractual relationship with
the Contractor to supply public work labor or material (“Payment Bond Beneficiaries”) and with
which such Contractor the City has contracted for a particular contract the payment obligation of
that Contractor to the Payment Bond Beneficiaries.

Performance Bond — A surety bond that provides assurance to the City that the Contractor will
faithfully perform the work in accordance with the plans, specifications, and contract documents.



Personal Service — Services performed personally by the specific person who contracted to
perform the services.

Policy — This Purchasing Policies and Procedures Manual.

Pre-Bid/Proposal Conference - A conference conducted by the Purchasing Department for the
benefit of those wishing to submit a response for services or supplies required by the City that is
held in order to allow vendors to ask questions about the proposed contract and particularly about
the contract specifications.

Professional Services - Services directly related to professional practices as defined by the
Professional Services Procurement Act, including those services within the scope of the practice
of accounting; architecture; optometry; medicine; land surveying; and professional engineering.

Professional Services, Other — Those services usually referred to as a professional service,
but not specifically listed in the Professional Services Procurement Act and that are within the
scope of practice of actuaries, attorneys, business consultants, computer programmers,
copywriters, developers, efficiency experts, executive search firms, facilitators, funeral directors,
public relations, recruiters, real estate brokers, translators; or any other professional service as
determined by approval of the City Council from time to time and made a part of this policy.

Proprietary Information - Information provided in responses to solicitations to which a vendor
claims ownership or exclusive rights and which may be protected from disclosure under the Texas
Public Information Act (Texas Government Code, chapter 551) because such information
contains trade secrets, would give advantage to a competitor or bidder or supports certification
as a HUB or M/W/DBE provided that the vendor identifies such information as being proprietary.

Public Works - Constructing, altering, repairing or maintaining a public building, public
infrastructure or other public asset or facility.

Purchase Order - An order issued by the Purchasing Department for the purchase of goods and
services written on the City's standard purchase order form and which, when accepted by the
contractor without qualification within the specified time period, becomes a contract or an
amendment to an existing contract that authorizes the vendor to deliver to and invoice the City for
goods or services specified and commits the City to accept the specified goods or services for an
agreed upon price.

Purchase Requisition - An automated request from a user department submitted to the
Purchasing Department that authorizes the Purchasing Department to enter into a contract with
a vendor to purchase goods or services for the City and authorizes the Finance Department to
charge the appropriate department budget and which request is for internal use only and cannot
be used by a department to order materials directly from a vendor.

Purchasing - The acquisition of goods and services including, but not limited to, construction and
professional services.

Purchasing Department — The Office of the City of McKinney Purchasing Manager and her staff.

Purchasing Liaisons — The contact person within each department designated to communicate
directly with the Purchasing Department.

Purchasing Manager — Means and includes the Purchasing Manager or her designee and may
also mean or include the Finance Director in the absence of the Purchasing Manager.

Request for Information (RFI) - A general request to contractors for information regarding a
potential future solicitation that is used as a research and information gathering tool for
preparation of specifications and requirements.

Request for Proposal (RFP) - A document requesting a proposal from vendors that specifies the
relative importance of price and other evaluation factors, and which allows for negotiations after
a proposal has been received and before award of the contract for the goods and services sought.
See also “Competitive Proposal Process,” above.

Request for Qualifications (RFQ) - A document that requests details about the qualifications of
professionals whose services must be obtained in compliance with the Professional Services
Procurement Act or in conjunction with an alternative bid delivery process.



Responsive — A vendor who has complied with all material aspects of the solicitation document,
including submission of all required documents.

Responsible — A vendor who has the capability to perform fully and deliver in accordance with
the contract requirements based on consideration of past performance, financial capabilities, and
business management together with any other pertinent information.

Sealed Bids - Offers in response to an Invitation to Bids that is advertised in a newspaper and
submitted to the Purchasing Department in a manner that conceals the price.

Separate Purchases - Purchases made separately in different orders for goods and services that
in normal purchasing practices would be purchased in a single order or in one purchase.

Sequential Purchases - Purchases of items made over a period of time that in normal purchasing
practices would be purchased at one time or in one purchase.

Services - The furnishing of labor by a contractor that includes all work or labor performed for the
City on an independent contractor basis, including maintenance, construction, manual, clerical,
personal or professional services.

Sole Source Good or Service - A good or service that can be obtained from only one source
due to patents, copyrights, secret processes, or natural monopolies. The purchase of captive
replacement parts or components for equipment that is already owned by the City may also be
considered for acquisition as a sole source good or service.

Solicitation - A document, such as an invitation to bid, invitation to quote, request for proposal,
request for information or request for qualifications issued by the Purchasing Department that
contains terms and conditions for a contract to solicit a response from vendors to provide work,
goods or services needed by the City.

Solicitation Conference — A meeting chaired by purchasing staff, designed to help potential
vendors understand the requirements of a solicitation. Also known as a pre-bid or pre-proposal
conference

Specifications - A total description of a good or service to be purchased by the City, and the
requirements the vendor must meet to be considered for the contract which may include
requirements for testing, inspection, or preparing any good or service for delivery, or preparing or
installing it for use. See also “Design Criteria Package,” above.

User Department - The Department, defined above, from whose budget line item the contract is
paid.

Vendor - A business entity or individual that seeks to have or has a contract to provide goods or
services to the City.

Chapter 3: Purchasing Authority and Policy

Purchasing
Laws

Purchasing
Policy and
Procedures
Manual

The Texas Legislature has enacted laws regulating the purchase of goods and services
by government entities. It is the policy of the City of McKinney to fully comply in all
aspects with these laws as they may be amended from time to time.

The City Manager has directed that the Purchasing Manager oversee and provide a
framework for a partially-centralized purchasing system.

The Purchasing Department, as well as officials, directors and employees of the City will
strive to provide equitable and competitive access to the City’s procurement process for
all responsible vendors. Further, City procurement will be conducted in a manner that
promotes and fosters public confidence in the integrity of the City’s procurement process.

The purpose of this Purchasing Policies and Procedures Manual (“Policy”) is to:

o Seek the best quality, lowest priced goods and services that meet the needs of City
and its personnel;

e Provide all responsible vendors and contractors, including historically underutilized
businesses (“HUBS”), equitable access to serving the needs of the City and its
personnel through competitive acquisition of goods and services;



Application

Effective
Date

Precedents
and
Interpretation

Additional
Resources

Comply with all federal and state laws that apply to city purchasing and comply with
the requirements in this Policy;

Manage City inventory efficiently and accurately; and

Dispose of all surplus, salvage and seized property in a manner that benefits the
taxpayers of City, fosters interlocal cooperation and provides assistance to other
governmental entities, and complies with applicable law.

The Policy applies to all City officials and employees. The Purchasing Department and
City personnel must purchase or lease all goods and services, including maintenance
and repair, for all departments in accordance with the Policy.

The requirements and procedures set forth in this Policy are adopted by the City Council.

This Policy shall become effective upon approval by the City Council.

This Policy shall be interpreted liberally to accomplish its purpose.

If there is any conflict between this Policy and a State or Federal law, or a rule
adopted under a State or Federal law, the stricter of the conflicting provisions
prevails.

The masculine, feminine, and neutral genders shall be interpreted to include the other
genders as required. The singular and plural shall be interpreted to include the other
number as required.

Headings and titles at the beginning of the various sections of this Policy have been
included only to make it easier to locate the subject matter covered by that section or
subsection and are not to be used in interpreting this Policy.

If any provision of this Policy or the application of a provision to any person or
circumstances is held invalid by a court of competent jurisdiction, such holding shall
not affect the validity of the remainder of this Policy and the application of its
provisions to other persons and circumstances shall not be affected.

In general, the Purchasing Manager interprets this Policy. Any questions regarding
the Purchasing Manager’s interpretation and/or application of the Policy may be
taken to the Chief Financial Officer for his review and consideration. The City
Manager shall resolve any question about any interpretation and/or application of this
Policy when there is a conflict with the Chief Financial Officer’s determination.

For additional information, the following are listed as references:

Comptroller of Public Accounts, State of Texas Cooperative Purchasing Manual

http://mwww.window.state.tx.us/procurement/prog/coop/coop manual.pdf

The State of Texas Contract Management Guide, Version 1.6

http://www.cpa.state.tx.us/procurement/pub/contractquide/



http://www.window.state.tx.us/procurement/prog/coop/coop_manual.pdf
http://www.cpa.state.tx.us/procurement/pub/contractguide/

Chapter 4: City of McKinney Purchasing Code of Ethics

It is the policy of City of McKinney that the following ethical principles should govern the
conduct of every employee involved, directly or indirectly, in the City’s procurement
process.

Policy

Accountability It is essential for employees to take ownership of, and be responsible for, their actions
to preserve the public trust and protect the public interest.

Principles: Employees should:

Apply sound business judgment.

Be knowledgeable of and abide by all applicable laws and regulations.
Be responsible stewards of public funds.

Maximize competition to the greatest extent practicable.

Practice due diligence.

Promote effective, economic and efficient acquisition.

Support economic, social and sustainable communities.

Use procurement strategies to optimize value to stakeholders.

Ethics It is essential for employees to act in a manner true to these values to preserve the
public’s trust.

Principles: Employees should:

e Act and conduct business with honesty and integrity, avoiding even the appearance
of impropriety.

¢ Maintain consistency in all processes and actions.

¢ Meet the ethical standards of the profession.

Impartiality It is essential for employees to engage in unbiased decision-making and action to
ensure fairness for the public good.

Principles: Employees should:

e Be open, fair, impartial and non-discriminatory in all processes.

e Treat suppliers equitably, without preference or discrimination, and without
imposing unnecessary constraints on the competitive market.

e Use sound professional judgment within established legal frameworks to balance
competing interests among stakeholders.

Professionalism |t is essential for employees to uphold high standards of job performance and ethical
behavior to balance diverse public interests.

Principles: Employees should:

e Follow the lead of, and learn from, those with education, experience, and
professional certification in public procurement.

e Continually contribute value to the organization.

e Continually develop as a professional through education, mentorship, innovation,
and partnerships.

e Develop, support, and promote the highest professional standards in order to serve
the public good.

e Seek continuous improvement through on-going training, education, and skill
enhancement.

Service It is essential for employees to assist other City employees and citizens in a
professional manner to support the public good.

Principles: Employees should:

e Be a crucial resource and strategic partner within the organization and community.

o Develop and maintain relationships with other City employees.

o Develop collaborative partnerships to meet public needs.

¢ Maintain a customer-service focus while meeting the needs, and protecting the
interests, of the organization and the public.

Transparency It is essential for employees to have and follow easily accessible and understandable
policies and processes that demonstrate responsible use of public funds.

Principles: Employees should:

Exercise discretion in the release of confidential information.

Maintain current and complete policies, procedures and records.
Provide open access to competitive opportunities.

Provide timely access to procurement policies, procedures and records.



Responsibility
to City

Conflict
of Interest

Perception

Gratuities

Confidential
Information

Confidentiality
Statement

Employees shall avoid activities that compromise or give the perception of compromising
the best interests of the City of McKinney. Employees shall not knowingly use confidential
proprietary information for actual, perceived or anticipated personal gain.

Employees shall avoid any activity that might create a conflict between their personal
interests and the interests of the City of McKinney. Conflicts exist in any relationship
where the City's best interest may be different from the employee’s best interests or the
best interest of someone associated with the employee. Conflicts of interest include an
employee participating in any way in any procurement in which:

e The employee or any member of the employee's family within the first degree of
relationship by blood or marriage (a “close family member”), has a financial interest
in the results of the City procurement process;

¢ A business or organization in which the employee, or a close family member, has an
employment relationship or an ownership of interest has a financial interest in the
result of the City procurement process; or

e Any other person, business, or organization with whom the employee or a close
family member is negotiating for or has an arrangement concerning prospective
employment.

If conflicts of interest exist, the employee shall notify the Purchasing Manager in writing
and remove him or herself from the City procurement process.

Employees shall avoid the appearance of unethical or possibly compromising practices
in relationships, actions and communications associated with the City procurement
process.

Employees shall not solicit or accept money, loans, gifts, favors or anything of value,
from present or potential contractors that might influence or appear to influence a
purchasing decision or the City procurement process. If anyone is in doubt about whether
a specific transaction complies with this policy, the person should disclose the transaction
to the Purchasing Manager for a determination of compliance.

Employees shall, to the extent allowed by Texas law and not otherwise in conflict with
City policies and procedures, keep the proprietary information of vendors that is obtained
during the procurement process confidential. Employees shall not disclose vendor
proposal information obtained from a solicitation to any person or party who is not
a member of City staff necessary to a discussion regarding the proposal
(hereinafter referred to as an “unauthorized person”) until such time as the contract
has been awarded.

The City of McKinney Purchasing Department uses a confidentiality statement (Exhibit
2) to ensure compliance with the City’s ethics policy regarding the confidentiality of
proprietary information. Before the evaluation of confidential proposals, the Purchasing
Department sends the confidentiality statement to evaluation committee members for
signature and certification, which signature and certification may be confirmed
electronically. The statement contains the following requirements to which the evaluation
committee member is expected to adhere during the course of the evaluation process
and until an award is approved by the City Council:

¢ Allinformation in the vendor’s response is to be kept confidential to the extent allowed
by Texas law and not otherwise in conflict with City policies and procedures.

e No discussion of the proposal is to occur with any unauthorized person.
Notwithstanding the foregoing, an evaluation committee member may discuss the
proposal with the City Manager or one or more Deputy City Managers and Assistant
City Managers upon request and consult with subject matter experts employed by
the City regarding the proposal(s) provided that the subject matter expert has signed
the applicable confidentiality statement.

¢ Evaluation committee members must be familiar with and read the City of McKinney
Purchasing Code of Ethics and agree to comply with its requirements including
reporting any violations of the Purchasing Code of Ethics and any potential conflict
of interest as well as any attempt to exercise undue influence or attempted
communications from vendors and other third-parties during the evaluation process.

Compliance with the requirements outlined in the Confidentiality Statement is crucial. If
proprietary information of any vendor is compromised during the procurement process,
all proposals may be rejected.

Exhibit 2: Example City of McKinney Confidentiality Statement



CONFIDENTIALITY STATEMENT
DISCLOSURE OF SOURCE SELECTION INFORMATION

In accordance with the City of McKinney Purchasing Policy, this project was issued as a competitive proposal,
and, therefore, all information contained in the response should be kept CONFIDENTIAL until an award is
approved by City Council. | certify that | will make no disclosure or release of any source selection information
to any person or party who is not a member of City staff necessary to a discussion regarding the proposal
(hereinafter referred to as an “unauthorized person”). This includes the contents of proposals submitted in
response to the City of McKinney’s Request for Proposal for (insert project name) and any evaluation thereof
prior to final execution of the contract.

| further certify that | will not discuss with any unauthorized person the Evaluation Team’s findings or decisions,
the contractor’s approaches, or any information generated during the selection process. | understand that
disclosure or release of any such information to an unauthorized person may subject me to adverse
administrative action and may require the rejection of all proposals. Notwithstanding the foregoing it is
specifically understood and agreed that | may discuss the proposal with the City Manager or one or more
Deputy City Managers or Assistant City Managers upon request and consult with subject matter experts
employed with the City regarding the proposal(s).

Please refer all questions for information to (insert buyer’s name).

To the best of my knowledge, neither | nor my spouse, ex-spouse (if applicable), children,
stepchildren, parents, siblings or in-laws (collectively “close family member”) has a direct or indirect
financial interest in, including any part-time or full-time employment with, any of the prime
respondents (see attached list) that conflicts or appears to conflict with my duties as an evaluation
team member; nor do | or a close family member have any other interest that might impact my
independent judgment in connection with this evaluation. (I understand that a financial interest of
any amount, no matter how small is considered a disqualifying financial interest for such purposes.)

In the event | later become aware of a conflict, | agree to disqualify myself and report this fact to the
Purchasing Manager.

NOTE: Application for employment is considered a financial interest and must be reported.

PRINT NAME

SIGNATURE DATE
Chapter 5: Purchasing Manager Authority and Responsibilities

Authority The City of McKinney Home-Rule Charter, Chapter VI, “Finance Department,” Sec. 49 —
Purchasing Department, establishes a Purchasing department which shall purchase, store and
distribute all supplies, materials and equipment required by any office, department or agency

of the City.

All Purchasing Department activity shall be conducted in compliance with the City of McKinney
Statutory Home-Rule Charter, Chapter VI, Sections 49 and 50, the Code of Ordinances, City of
Authority McKinney, Texas (“McKinney Code”), Texas Local Government Code, Chapters 252 and 271,
and Duties and Texas Government Code, Chapters 2252, 2253, 2254 and 2269 as any and all of such

provisions may hereafter be added to, subtracted from, amended, revised or deleted.

e The Purchasing Department shall purchase all supplies, materials, and equipment required
or used, and contract for all repairs to property used by the City or a subdivision, officer, or
employee of the city, except purchases and contracts required by law to be made on
competitive bid.

e The Purchasing Manager shall participate in all purchases made on competitive bid and
shall see that all purchased supplies, materials, and equipment are delivered to the proper
city officer or department in accordance with the contract terms.

e The Purchasing Manager shall recommend the transfer of City surplus or seized goods
that are not needed or used, from one department or employee, to another department or
employee requiring the goods or the use of the goods.

e The Purchasing Manager shall ensure compliance with the Professional Services
Procurement Act.



¢ Only the City Manager, or his designee, has signature authority to execute contracts of any
nature (i.e. agreements, statement of work, etc.) which have been approved by Council via
the budget or agenda item.

¢ The City Manager has authorized the Purchasing Manager to sign tax exemption forms
and credit applications.

¢ Rules and procedures adopted by this Purchasing Policy include rules and procedures for
employees to use City purchasing cards to pay for City purchases under the direction and
supervision of the Purchasing Department.

e The Purchasing Manager shall confer with the City Attorney when necessary to interpret
this Policy or requirements under applicable State and Federal laws.

Additional
Responsibilities

In addition to statutory duties, the Purchasing Manager:
Encourages and supports compliance with Texas purchasing laws;

e Works in conjunction with the Finance Department and other City officials in the
development of efficient financial processes;

¢ Promotes local business participation in City procurement processes; and

¢ Provides the business community with a central link to City business
Chapter 6: Purchasing Process, Policy, Roles and Responsibilities

Purchasing The general purchasing process as outlined in Exhibit 3 contains several stages with
Process responsibilities that are often designated by statute. It begins with requirements planning
and identification culminating with the receipt of and payment for goods and services.
Exhibit 3: Purchasing Process
Step Performed By:

Identify requirements and obtain User Department (Purchasing

budget Department may assist)

Define/finalize requirements User Department and Purchasing

Department

Submit electronic requisition outlining User Department

requirements to Purchasing

Solicit, advertise, and generate Purchasing

Purchase Orders and Contracts from

requisition and send to vendor

Submit electronic requisition identifying | User Department

increase change to dollar value for

Purchase Orders, (budget

confirmation) reference original

Purchase Order in reason field

Submit email requesting changes to User Department

Purchase Orders for correction of

vendors and product/service

descriptions

Generate Purchase Order change Purchasing

order from requisition and/or email and

send to vendor

Receive good/service and verify User Department (Purchasing

completeness against contract Department coordinates)

Electronically receive item in the City’s | User Department

automated requisitioning system

(“ARS”) upon receipt of good/service

and submit original invoice to Finance

Department.

Match received amount with invoice Finance Department

and audit

Process and approve payment of Finance Department

invoice.

Disburse payment of invoice Finance Department
User Do’s Coordination among many City departments and offices is necessary for the process to
and Don’ts work smoothly. To avoid delays and comply with the Policy and state law, user

departments should remember the following:

e Do not authorize the purchase of any goods or services.

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



Do not authorize product demonstrations, trials or wear tests without
knowledge and coordination by the Purchasing Department.

Do not obligate the City for the purchase of goods that are delivered for use on
atrial 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 held personally responsible for the payment, and
may face criminal charges.

Do not use purchasing strategies to avoid the requirements of this Policy or
which may violate the law. Strategies that are prohibited by law include:

» purchasing component parts that would normally be purchased in one purchase
(component purchases);

» separately purchasing items that normally would be purchased in one purchase
(separate purchases); and

» purchasing items over a period of time, that normally would be purchased in one
purchase (sequential purchases).

A city officer or employee who intentionally or knowingly makes or authorizes
separate, sequential, or component purchases to avoid the competitive bidding
requirements of Texas Local Government Code Section 252.021 is committing a
Class B misdemeanor according to Texas Local Government Code Section 252.062
(a). In addition, a city officer or employee who intentionally or knowingly violates the
competitive bidding requirements of Texas Local Government Code Section 252.021
in some other manner is also committing a Class B misdemeanor. Tex. Loc. Gov't
Code § 252.063. The final conviction of a City officer or employee for a violation of
Section 252.021, as explained above, also results in the immediate removal of that
person from any office or employment with the City; and, prohibits the removed
individual from being appointed or elected to public office in the State of Texas and
further prohibits the individual from working for the City or receiving any
compensation through a contract with the City for a period of four years from the date
of conviction. See Tex. Loc. Gov't Code § 252.063.

Adhere to the City Purchasing Code of Ethics and avoid activities and
behaviors that are unethical or create a conflict of interest or the perception of
a conflict of interest. Examples of activities that are inappropriate include:

» soliciting or accepting money, loans, gifts, favors or anything pf values of any kind
from present or potential contractors that might influence or appear to influence
a purchasing decision;

» failing to disclose in writing to the Purchasing Manager a conflict of interest and
not removing yourself from the procurement process when there is a conflict; and

» disclosing confidential proprietary information from solicitations to other vendors
or using the information for personal gain.

Ensure funding is available before submitting a requisition. Texas law does not
allow expenditures of funds that exceed the City’s fiscal year budget. Purchasing
does not process requisitions for which there is not adequate funding in the current
budget.

Plan purchases to minimize the use of emergency and expedited purchases.
Rush purchases are generally more expensive and they delay other requisitions
already in the system. Vendors may attempt to charge premium prices for goods and
services needed in an expedited manner. Costs can be elevated when there is
insufficient time allowed to explore alternative sources or options.

Plan purchases to allow sufficient time to process purchase requests. The
Purchasing Department is committed to processing all requisitions within a
reasonable amount of time. In general, departments should allow 1-2 weeks for all
non-contract purchases between $25,000 and $50,000 and 6-8 weeks on all
purchases requested over $50,000 that are not covered by an existing contract.
Existing contract requisitions and requisitions under $25,000 are generally processed
within one day of receipt.

Ensure that purchasing policies and procedures are understood before
ordering. Departments must assure that all employees responsible for making



department purchase requests have read and understand the purchasing procedures
set forth in this Policy. Departments should also ensure that employees attend any
training provided by the Purchasing Department.

e Coordinate with Purchasing on receipt of goods and services. Since the City
does not have centralized receiving, each department is responsible for individually
receiving goods and services. Departments should contact the individual listed as the
buyer on the purchase order to make Purchasing aware of vendor performance
issues such as shortages, late delivery, or damaged merchandise. If the item
received is a fixed asset the item must be reported to Finance for tracking.

Roles and There are specific roles and responsibilities for both user departments and the

Responsibilities  Purchasing Department during the procurement process. The City’s Procurement
Process protects the integrity of the internal processes and provides fair and equal
access to all vendors seeking to do business with the City. Exhibit 4 outlines the primary
roles and responsibilities.

Policy If there are indications that a requisition is for an after-the-fact purchase, an explanation

Deviations setting forth the reasoning for a requisition after the purchase has been made must be
provided. Forms for this purpose will be made available by the Purchasing Department.
The form must be signed by the employee’s Director and include statements describing
the following:

How did the purchase occur prior to a requisition being issued and the
circumstances surrounding it?

Whether or not the actions that occurred were in the best interest of the City, and
if not, to what extent were these actions detrimental to the City?

Actions taken to correct the circumstances which led to the deviation from City
policy or procedure and to prevent future deviation.

Disciplinary action may be taken against the employee(s) involved where actions were
not justifiable. Steps to reinforce policy and use of positive administrative action(s) such
as staff training, establishment of internal procedures, realignment of staff responsibilities,
etc., are to be undertaken to correct any existing problem(s) that may discourage
adherence to policy.

Exhibit 4. Formal Purchasing Process Roles and Responsibilities

Process User Departnje_n_t Purchasing Depgrf[r_nent
Role/Responsibility Role/Responsibility
Requirements | 1. Identifies what is needed, 1. Consults with User Department
Definition/ when it is needed, the in development of specification
Specification guantity needed and where it and procurement process to be
Development is needed and works with used
Purchasing Department to 2. Works with City Attorney to
document need in writing a prepare or review solicitation
specification and contract documents
2. Ensures funding (budget) is 3. Reviews specification to ensure
available to support need that it is descriptive and specific
3. Sends specification and but does not prevent competitive
requisition with funding to bidding of comparable goods
Purchasing Department 4. Works with user department to
4. Works with Purchasing develop evaluation
Department to develop criteria/formats (as applicable)
evaluation criteria/ formats 5. Prepares agenda item for City
(as applicable) Council (if applicable)
5. Drafts agenda request for 6. Reviews/edits agenda request
Purchasing approval and files in Legistar
Solicitation 1. Reviews solicitation 1. Develops solicitation documents
documents before issuance based on specification and
to ensure department needs sends to user department for
are met review before final issuance
2. Provides Purchasing 2. Issues solicitation to vendors
Department with a list of registered on electronic bidding
potential vendors that can system (and those identified by
meet the solicitation user department)
requirements 3. Advertises solicitation in
3. Provides technical accordance with State law
clarifications to Purchasing 4. Conducts pre-solicitation
Department if vendor conferences (as applicable)
guestions arise 5. Provides answers or
4. Supports pre-solicitation clarifications to vendors through
conferences (as applicable)




Process

User Department
Role/Responsibility

Purchasing Department
Role/Responsibility

addenda before solicitation
closes

Receives and logs vendor
responses

Prepares responses for
evaluation and sends to user
department

Evaluation and
Negotiation (as

Evaluators from department
sign confidentiality statement

Issues confidentiality statement
to all evaluators before

applicable) and send to Purchasing evaluation commences (as
Department (as applicable) applicable)
Evaluates response based on Supervises evaluation process
established evaluation criteria to ensure consistent and fair
and formats application of evaluation criteria
Completes evaluation and Acts as point of contact for
submits recommendation to evaluator requests and
Purchasing Department communications to vendors for
Works with Purchasing additional information
Department to develop Compiles individual evaluation
negotiation strategy (as results and works with users to
applicable) develop recommendation for
Participates as member of award and prepares contract
negotiating team to negotiate award agenda item for City
Best and Final Offers (as Council or
applicable) Works with user department to
Works with Purchasing develop negotiation strategy (as
Department to co-develop applicable)
final recommendation for Leads negotiating team to
award negotiate Best and Final Offers
Provides information to (if applicable)
Purchasing Department Receives Best and Final Offers
(memorandum) to support and co-develops final
contract award agenda recommendation for award (if
development applicable) and
Prepares contract award agenda
request for City Council
Contract Request modifications in Evaluates modification request

Modifications

writing to Purchasing
Department

Reviews draft and final
modification to ensure it
meets department needs

and works with user department
to develop modifications
Coordinates with vendor and
user department to develop draft
modifications

Works with City Attorney to
review and finalize modifications
Obtains appropriate signatures
(vendor, attorney, etc.)

Either Purchasing Manager
approves modifications or
develops City Council agenda
item for approval depending on
type and amount of modification

Contract
Performance
Monitoring

Receives copy of contract
and monitors vendor
performance and delivery
Notifies Purchasing
Department of non-
performance and provides
written documentation
outlining details of non-
performance (dates,
description of problem, etc.)
Works with Purchasing
Department to develop
acceptable corrective actions
(as applicable)

Maintains complete contract file
with supporting documentation
during term of contract

Works with vendor to resolve
performance issues as identified
by user department

Develops corrective actions and
timetables for completion to
resolve performance issues and
documents in contract file (as
applicable)

Works with user department and
City Attorney to terminate
contract when necessary
because of non-performance




Policy

Informal
Solicitations

Formal
Solicitations

Eligibility

Chapter 7: Historically Underutilized Business Program

The policy of the City of McKinney Purchasing Department is to ensure a good faith effort
is made to assist certified HUB vendors and contractors in receiving contracts in
accordance with State law:

Texas Local Government Code, Chapter 252.0215. A municipality, in making an
expenditure of more than $3,000 but less than $50,000, shall contact at least two
historically underutilized businesses on a rotating basis, based on information
provided by the comptroller pursuant to Chapter 2161 of the Texas Government
Code. If the list fails to identify a historically underutilized business in the county
in which the municipality is situated, the municipality is exempt from this section.

For expenditures over $3,000 and less than $50,000, the Purchasing Department solicits
a gquote from two certified HUBS, if available.

The Purchasing Department uses a third party vendor to maintain the Bidders List. All
registered vendors within a specific commodity and sub-commodity category are
solicited. All HUB vendors are encouraged to register with the third party vendor so they
are included in formal solicitations within the commodity code they select.

City of McKinney does not certify HUB vendors. HUB vendors must complete the
certification process with the State of Texas Comptroller of Public Accounts. The HUB
vendor must hold a current valid certification from the Comptroller.
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Management
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After Hours
Emergency
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Electronic
Transactions

Chapter 8: Other General Purchasing Policies

The Information Technology Department (IT) shall review and approve all purchase
requests made by departments for software, hardware and other data processing
equipment save and except Pre-approved Marketplace Items (defined below). This
procedure is to ensure compatibility and standardization of the City’s computer system.
IT may provide the Purchasing Manager with a list of the goods and services that have
been pre-approved and need no additional review (“Pre-approved Marketplace Iltems”).
Pre-approved Marketplace Items also include renewals and re-purchases of previously
approved software applications, but do not include updates or new versions that may by
their revisions be rendered incompatible. To purchase any other data processing goods
or services, the user department must obtain IT approval.

When departments sustain loss or damage to goods or buildings, and funding for
replacement or repair is coordinated through the Risk Management Department, the
actual purchase is processed by the Purchasing Department. Additionally, the Risk
Manager must notify the Finance Department so that fixed asset inventory files can be
updated, if applicable.

Each department must have written internal procedures consistent with this Policy that
address Emergency Purchases (defined in Chapter 2 of this Policy) in an amount of less
than $50,000 that occur after regular work hours. If you have any questions regarding
whether a particular purchase meets the state law definition of an emergency purchase,
please contact the Purchasing Manager.

Each department’s written internal procedures should require that department
employees contact their immediate supervisor or other designated person for approval
prior to making an Emergency Purchase. On the first working day after the Emergency
Purchase, the department must enter a purchase requisition into the ARS and complete
the Emergency Purchase Justification form, available on the City’s Intranet, and submit
to the Purchasing Manager.

All'interlocal agreements with other governmental and quasi-governmental entities which
will provide for a Cooperative Purchasing Program, only, between the City and other
governmental and quasi-governmental entities must be reviewed by the Purchasing
Manager and may be approved by the City Manager pursuant to Resolution No. 2000-
08-093.

If the competitive sealed bidding requirement applies to the contract for goods or

services, and if so specified in the bid documents, the contract must be awarded to the

lowest responsible bidder or alternatively, if so specified in the bid documents, to the

bidder who provides goods or services at the best value for the City. In determining the

best value for the municipality, the City may consider:

o the purchase price;

¢ the experience and reputation of the bidder and of the bidder’s goods or services;

¢ the quality of the bidder’s goods or services;

¢ the extent to which the goods or services meet the City’s needs;

o the bidder’s past relationship with the City;

o the impact on the ability of the City to comply with laws and rules relating to
contracting with HUBs and non-profit organizations employing persons with
disabilities;

e the total long-term cost to the City to acquire the bidder’s goods or services; and

any relevant criteria specifically listed in the request for bids or proposals.

Electronic sealed bids or proposals shall be accepted in accordance with Section
252.0415(a) of the Local Government Code requiring the identification, security, and
confidentiality of electronic bids or proposals to remain effectively unopened until the
proper time.

¢ Invitations to Bid and Requests for Proposals will be advertised and issued through
the City’s electronic service provider. A notification will be added to bid terms and
conditions stating suppliers may/should submit responses electronically through
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City’s service provider at the appropriate electronic address listed. An automatic “e-
mail return notification” will be sent to the submitting supplier upon receipt of their bid
or proposal.

e At the specified bid closing time, a password-enabled employee in the Purchasing
Department will open, download, and print all bids and the bid tabulation summary
assembled by the City’s service provider. The printing operation will occur in the
controlled environment of the Purchasing Department where purchase order
equipment is currently located. By law, a bid that is submitted non-electronically will
be accepted manually and then entered electronically by Purchasing after the bid
opening, as stated in bid and proposal document terms and conditions.

Purchasing staff will read aloud all bid responses received by the stated bid closing time
and date to any interested parties present at the bid opening. After tabulation of bids or
proposals, staff will post the bid tabulation electronically with a qualifying statement: “The
tabulation listing of a bid should not be construed as a comment on its responsiveness or
an indication that the City accepts such bid as responsive”.

The Purchasing Department maintains a list of vendors who have requested that they be
sent notices of advertised solicitations through our third party electronic service provider.
The vendor is responsible for registering on-line via the City's website
www.mckinneytexas.org . They may categorize their business by the commodity codes
for the goods and services that they are capable of providing. The Purchasing
Department utilizes a third party vendor for maintenance of the vendor list and publication
of solicitations.

As a courtesy to vendors, and as a means of encouraging competition, notification of
each solicitation is provided to appropriate vendors via email. The Purchasing
Department also advertises solicitations on the City’s cable television channel, on the
City Purchasing website at http://www.mckinneytexas.org, and in a newspaper of general
circulation as required by law.

A City stock room will be maintained for use by all departments. Departments may obtain
materials directly from this stock room through electronic supply requisition (stock req.).
Materials and supplies in the stock room have already been purchased by the City based
upon anticipated needs. Consequently, a purchase order is nhot needed to obtain such
items, only a supply requisition.
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Incidental items under $50 (with the exception of items available on fixed price contracts)
may be purchased utilizing petty cash.

Payments, in which use of a purchase order would not be practicable (no need to shop
for services), are allowed by electronic field purchase order (or by hard copy check
request where FPO is unavailable). FPO’s should not be used for recurring services.
Electronic field purchase orders/check requests may be utilized for the following items:

Seminar, conferences (registration, fees — not travel advances)

Employee reimbursements (mileage)

Advertisements

Subscriptions, dues and memberships (magazines, professional/trade annual fees)
Refunds (Parks, Community Center, UB, Court only)

Utility payments (electric, gas, phones)

Banking/Financial Fees (credit card fees, debt service payments, broker fees, etc.)
Food (for council meetings, department meetings)

Land Acquisition (easements, right of way or land purchases only)

Personal Services (artists, instructors, judges, translator)

Legal Fees (attorneys, legal services)

Doctors/Medical Services

Contributions/Support (grant or program support, prisoner retention)

Other payments as authorized by the Finance Director

City of McKinney departments are encouraged to do business with companies who
adhere to the federal and state labor law and regulations, including but not limited to:

e The Fair Labor Standards Act through limiting child labor, requiring payment
for overtime work and requiring payment of at least the general prevailing
daily wage rate for work of a similar character performed in the same locality.

e The Occupational Health and Safety Act which requires safe working
practices and procedures in all projects.

e The provision of workers’ compensation insurance, by the general contractor
and all subcontractors, in accordance with the Texas Workers’ Compensation
Act on any City building or construction project.

e Any state or federal law prohibiting discrimination or harassment based on
age, gender, race, religion, or national origin in the work place.

The City of McKinney, including the Purchasing Department, is strongly committed to
upholding these beliefs in ethical and humane business practices.

Grants should be administered via a written contractual agreement between the City and
the party providing the service. Grants administered by the State are governed by
Chapter 2261 of the Texas Government Code, which includes grants in the definition of
a contract unless certain criteria are met. All purchases made with grant monies will
comply with the terms and conditions of the grant, as well as the City’s procedures
regarding all purchases. Grants often have short time frames to meet and although
every effort will be made to expedite purchasing processes where possible to meet these
deadlines, the department is responsible to provide the Purchasing Manager a copy of
all procurement requirements in the grant document in a timely manner.
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Chapter 9: The Requisitioning Process

Requisitioning is the formal request for a purchase to be made. It is the first step after the
need for goods or services is recognized.

The department's purchase requisition authorizes the Purchasing Department to enter
into a contract with a vendor to purchase goods or services. This automated form is for
internal use and cannot be used by a department to order materials directly from a
vendor.

City of McKinney uses an automated requisitioning system, commonly referred to as the
ARS. Based on pre-established budget line items, the user department enters purchase
requisitions into the ARS. Adequate budget funds must be available in the departmental
line item(s) before the Purchasing Department can purchase the requested goods and
services.

Purchase requisitions should fully describe what to buy, when it is required, and where
the goods are to be delivered or the services are to be performed. The user department
needs to “build” a complete description of the item(s) needed. Exhibit 5 identifies the
information and steps the user department should follow to obtain the full descriptive
information needed to process requisitions expeditiously. The information should be
researched and obtained before the user department enters a requisition in the ARS.

After the Purchasing Department receives a purchase requisition, it determines the
appropriate purchasing method based on the cost of the purchase, the goods and
services to be purchased, the existing contracts for goods and services and other
relevant factors.

Specific instructions on entering purchase requisitions into the automated ARS are not
covered in this manual. The user department can contact the Purchasing Department for
training.

Note: Cycle time to process a requisition refers to the time between when a purchase
requisition is received in the Purchasing Department and when an actual purchase order
is placed with a vendor.

Reminder: It is the department’s responsibility to track the progress of their requisition
to make sure it is released from the Financial Service’s queue. Time the requisition may
spend in the Financial Service’'s queue is not included in cycle time.

Emergency Requisitions: Please contact the Purchasing Department prior to entering
an emergency requisition into the automated ARS and inform the Purchasing
Department that you are submitting an emergency requisition so the emergency
requisition can be promptly retrieved from the ARS and processed.

Exhibit 5: Open Market Requisition Checklist

Step Reference Source:

Identify the commodity and sub-commodity code for
the item(s) to determine the accounting line item(s)
to be used and ensure that there are sufficient
budgeted funds available. Perform budget transfer if
necessary, before submitting requisition.

ARS (purchasing module for
commodity/sub-commodity and
financial module for account line
item balances)

Find the desired item(s) and obtain the following

information:

v" Manufacturer Name (e.g. Dell)

v" Model Number (e.g. Pentium series Il, model
Number 135867)

v Unit of measure (e.g. each)

v Unit price, quantity, and total price

v Item description (complete description with as
much detail as possible)

Vendor catalog, Internet research

Helpful hint: copy the model
description information from the
source and either type it in the
requisition or e-mail to purchasing.
Also, identify where you got the
information (e.g. Office Depot
catalog p.22 or online at
www.officedepot.com, item Xxxx)

Obtain the full description for the item(s) being
purchased. Example of full description (file
cabinet):

File Cabinet, Vertical, 2 Drawer, Letter Size,
Dimensions 27 3/4"H x 17 11/16"W x 25"D,
Color: Steel Gray

Shipping Weight: 320 Lb.

MFG: FireKing P/N FK25

Vendor catalog, Internet research
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(seen online at Office Depot catalog)

Check the vendor name to see if the vendor exists in | ARS Purchasing module (requisition

the ARS and verify the vendor number. If the vendor | function)

does not exist, obtain the following to enter into

requisition comments:

Vendor name

Vendor address

Vendor telephone number

Vendor point of contact (who you talked with to

get product information)

v Email and/or fax number

Identify shipping and delivery information including: ARS Purchasing module (requisition

v' Date required function)

v Shipping (determine if it is included in price or is
a separate item)

v' Department point of contact to whom item will be
delivered

v' The “Ship to” location

v" Any specific delivery instructions (location, time
of day etc.)

v Any special options that are available, but not
part of description (color, fabric, etc.)

ANENENEN

Chapter 10: Open Market Purchases Under $3,000

Policy For open market purchases of goods and services totaling less than $3,000, end user
shall seek a source with fair and reasonable pricing.

Considerations To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

o Except for the reverse auction process allowed by law and conducted only by
Purchasing, suppliers will not be privileged to quotes from other suppliers;

e Purchasing should be contacted if additional sources for a particular product or
service are needed,

e Quotes should be entered in the appropriate space on the electronic requisition and
forwarded to Purchasing for supplier selection/confirmation, price confirmation and
issuance of a Purchase Order;

e In accordance with State statutes, under no circumstances is the user department
authorized to place an order without Purchasing approval or unless a purchase order
has been obtained from the Purchasing Department; and

¢ Contact the Purchasing Department with any concerns or questions you may have.
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Chapter 11: Procurement Cards

The City of McKinney Procurement Card Program has been made available through a
contracted banking services provider, hereafter called the Bank. The card will allow
selected employees to purchase items required for the daily operations of their
departments. The intent of the procurement card is to enhance the capabilities of City
personnel to perform operational tasks without the administrative delay of obtaining
Departmental Purchase Orders. The card is offered to promote ease of operation;
however, it should not be used to replace pre-planning. All purchases made with the
Procurement Card are to follow the City of McKinney’'s Purchasing Policies,
Cardholder/Supervisor guides, the City of McKinney’s cardholder agreement, the Travel
Policy and any other applicable policies. All policies and guides are available for reference
on the Purchasing intranet page.

Cards will be issued in the name of each individual and the City of McKinney. The card
will remain the property of the City of McKinney. Each potential cardholder will attend a
training session and sign a procurement cardholder agreement prior to being issued the
card.

Statements will be mailed to cardholders by the Bank. Cardholders are to reconcile their
receipts with the transactions shown by the Bank. Attach all documentation, note any
additional information pertinent to the purchase, receive necessary approvals and
forward to Finance. Statements are to be reconciled by the department on a monthly
basis and all receipts must be forwarded to Finance per the timeline listed in the
cardholder guide.

Should a problem arise with a purchased item, service or charges, every attempt should
be made by the cardholder to first resolve the issue directly with the supplier. Review of
future statements is vital to ensure the account is properly credited for returns, credits or
disputed charges. The returned, credited or disputed item should be documented.

If a cardholder needs to return an item to a supplier, cardholder must contact the supplier
and obtain instructions for return. Note that some suppliers may charge a restocking fee
for returns. Returns must be documented.

If the supplier accepts an item as a return, a credit for this item should appear on the
following statement. Cardholder must follow up with the supplier until the credit appears.

If a cardholder finds a discrepancy on a monthly statement, the cardholder should contact
the supplier and attempt to resolve the problem directly. All disputed items should be
indicated on reports forwarded to Finance. If a cardholder cannot resolve a disputed
item directly with the supplier, the cardholder should contact the Program Administrator.
Bank provider will place the charge in a “State of Dispute” and the account may be given
a provisional credit until receipt of adequate documentation from the supplier is received.
If the documentation appears to be in order, the transaction will be re-posted to the
account and the dispute considered closed. If the charge is considered to be fraudulent,
the card will be immediately locked, the account may have a provisional credit (if given)
and an investigation of the charge will continue. A new card will be re-issued to the
cardholder, if appropriate. If the charge appears legitimate after investigation, the
transaction will then post to the new account.

The cardholder is responsible for the security of the card. This city-issued credit card
should be treated with at least the same level of care that cardholder would use with
his/her own personal credit cards. Guard the Procurement Card Number carefully. It
should not be posted in a work area. Do not leave the card in a conspicuous place, but
rather keep it in an accessible, secure location. Cardholder shall always keep the
procurement card in the protective sleeve provided by the city and only remove it from
the sleeve for official City business use.

The only person authorized to use the Procurement Card is the cardholder whose
name appears on the card. The card is to be used for business purposes only.

Record the Bank’s Customer Service number in a handy location. If a Procurement card
is lost or stolen, the cardholder shall immediately contact the Bank’s Customer Service
number. After contacting the Bank, the cardholder shall immediately notify the Program
Administrator. Prompt action can reduce the City’s and the cardholder’s liability for
fraudulent activity.

It is imperative that Purchasing and Finance be notified immediately of any of the
aforementioned problems.
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The Procurement Card may be used ONLY for CITY RELATED BUSINESS. No personal
use of the card will be allowed. Misuse of the Procurement Card may subject the
cardholder to discipline up to termination and criminal prosecution.

Purchases should be made by use of the Procurement Card only if it is the most efficient
and most cost effective method. Procurement Cards should not be used to replace
planning for the department’s needs. The City promotes progressive productive work
methods and supports planning ahead to achieve the best possible results.

Cards must be used under SECURE CONDITIONS ONLY. Only secure websites are
allowed for online transactions. Look for either a “lock” icon at the top of the screen or
an added ‘s’ in prefix of the site’s URL, specifically “https://”. If one of these indications is
not present, do not complete the transaction. Cardholders are to use caution when
providing a card number by telephone or by facsimile.

The City of McKinney is exempt from sales tax. BE SURE TO CHECK ALL RECEIPTS
TO ENSURE THAT TAX HAS NOT BEEN INCLUDED.

Cardholders are prohibited from using the Procurement Card to purchase local business
meals with the exception of the City Manager, Deputy City Managers and Directors (who
are authorized to purchase reasonable business meals as determined by the City
Manager). Business meal receipts shall be documented to include attendee names and
purpose of the meeting.

Travel/Training — related meals are handled on per-diem basis. Therefore, the
Procurement Card shall not be used for these type meals. See travel policy.

The Procurement Card shall not be used for items and/or services on contract, CIP
projects, fixed assets or capital outlays. The City Marketplace is the only exception
where payment for contracted items can be made with a procurement card.

To remain in compliance with Texas Local Government Code Section 252.0215, the
cardholder must solicit quotes from HISTORICALLY UNDERUTILIZED BUSINESSES if
total expense for a commodity reaches $3,000 or more. (Contact Purchasing or refer to
‘Purchasing’ on the intranet for “how-to” information.)

For examples of appropriate purchases, refer to the City of McKinney Procurement Card
Program, Quick Reference Cardholder Guide.

Directors will set expenditure and purchase limits.

¢ Predetermined card limits of $1000 per transaction have been set. However, if a
Director requests a lower limit for certain cards the cardholder will be notified by their
Director. Directors have the authority to assign higher per transaction and per cycle
limits.

¢ In the event that the cardholder misuses the card the Director may cancel the card
and require the return of the card. Further disciplinary action may result.

Approving Officers will review all purchases.

e The Approving Officer is responsible for timely reviewing and approving of cardholder
monthly transactions. Notwithstanding the foregoing, an Approving Officer or Director
shall not review and approve their own cardholder monthly transactions. Rather,
such cardholder monthly transactions shall be reviewed and approved by their
respective Supervisors.

e The Director will counsel cardholders and their Approving Officers whenever
cardholders are not adhering to all requirements and guidelines of the card. In the
event that a cardholder misuses the card, the Program Administrator may cancel their
card. The Finance Director, Program Administrator and Human Resources Director
will work in conjunction with Director on appropriate disciplinary action for card
misuse. The Purchasing Department will conduct audits of the Procurement Card
usage in the same manner as is done with Departmental Purchase Orders.

o Neither the Bank nor the merchant bears any responsibility for inappropriate
purchases. If the cardholder makes a purchase, the merchant will be paid and the
department budget charged unless the City returns the merchandise and the
merchant agrees to accept and issue a credit.

¢ The Approving Officer shall immediately report any inappropriate purchases made by
any cardholder to their Director. The Supervisor of the Approving Officer, if the
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Director is not the Approving Officer's Supervisor, shall immediately report any
inappropriate purchases made by the Approving Officer to their Director. The
Director shall counsel the offending cardholder, including an offending Approving
Officer, and report the offending cardholder and/or offending Approving Officer and
inappropriate purchase to the Program Administrator.

In the event a Director makes any inappropriate purchases, such inappropriate
purchases shall be immediately reported to the Assistant City Manager or Deputy
City Manager charged with oversight of that Director's Department as well as the City
Manager. The Assistant City Manager or Deputy City Manager charged with
oversight of that Director's Department and/or the City Manager shall counsel the
Director and report the Director and inappropriate purchase to the Program
Administrator.

Director will request new cards and/or cancellation of existing cards.

The Director is responsible for notifying the Program Administrator to process the
application of an authorized cardholder, cancel the card of a cardholder and for
turning in a card to be cancelled.

Whenever the employment of a cardholder ends, or the individual is transferred to
other duties, the Director is responsible for returning the card to the Program
Administrator for cancellation.

The Program Administrator will be responsible for:

processing applications to obtain Procurement Cards for staff members and for
canceling cards returned by the Director upon their request.

keeping a current list of all cardholders, card numbers, card limits and card history.
They will also be responsible for the integrity of the system and as such may request
a full audit of the cardholder account.

reviewing the appropriateness of purchases made with the Procurement Cards and
any misuse and/or abuse of card privileges (collectively “Occurrence”) will be dealt
with as follows:

» Occurrence 1 — The Director determines if the cardholder should be individually
responsible for the charge, if the individual should continue in the program, and
any disciplinary action up to and including termination. Program Administrator
will be notified of the disposition of the incident.

» Occurrence 2 — Program Administrator and Director will meet to determine if the
individual will continue in the card program and the Director will determine the
need for disciplinary action up to and including termination.

» Occurrence 3 — Program Administrator and Finance Director may terminate the
cardholder’s participation in the program, and the Director will determine the need
for disciplinary action up to and including termination.

Each occurrence is subject to discipline at the Director involvement consultation.

Merchant Category Codes (MCC) will be assigned to give the purchaser optimum
buying capability. Samples of the MCC, which will be available, are:

- Tools - Auto Repair
- Auto Parts - Office Supplies
- Janitorial Supplies - Safety Supplies

The Procurement Card will cover most of the purchases that a department makes. A
complete listing is available through the Program Administrator. Should a department
determine that they have additional needs beyond the MCC the department should submit
a written request to the Program Administrator and at that time, if deemed necessary, the
new MCC will be added.
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Chapter 12: Open Market Purchases between $3,000 - $25,000

For open market purchases of goods and services totaling between $3,000 and $25,000,
Purchasing will solicit price quotations from a minimum of three sources to assure fair
and reasonable competition. Any exception must be approved by the Purchasing
Manager and documented on the requisition.

The Purchasing Department shall contact at least two Historically Underutilized
Businesses (HUBs) when making expenditures in this category, on a rotating basis based
on information provided by the Texas Procurement and Support Services pursuant to
Chapter 2161 of the Texas Government Code. If the HUB list fails to identify a historically
underutilized business within Collin County for the service or goods sought, the City is
exempt from this requirement, and the Purchasing Department will obtain the required
qguotes. The Purchasing Department will maintain the proper documentation reflecting
compliance with this obligation.

To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

Except for the reverse auction process allowed by law and conducted only by
Purchasing, suppliers will not be privileged to or provided information regarding
guotes from other suppliers;

Purchasing should be contacted if additional sources for a particular product or
service are needed;

Quotes should be entered in the appropriate space on the electronic requisition for
supplier selection/confirmation, price confirmation and issuance of a Purchase Order.
Results regarding the solicitation of price quotations from HUBs will be documented
and kept on file by the Purchasing Department;

In accordance with State statutes, under no circumstances is the User Department
authorized to place an order without Purchasing’s prior approval or unless a purchase
order has been obtained from the Purchasing Department; and

Contact the Purchasing Department with any concerns or questions you may have.
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Chapter 13: Purchases between $25,000 - $50,000

Formal written quotes are obtained by Purchasing for these purchases

To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

Department shall submit a requisition to Purchasing for services and/or products
required;

Department shall provide Purchasing with the scope of work and/or specifications for
services and/or products required;

Purchasing shall review documents submitted by departments to ensure that the
requirements are not unreasonably restrictive thereby preventing fair and reasonable
competition. Purchasing shall incorporate appropriate terms and conditions to
develop the Invitation to Quote (ITQ). Invitation to Quote will be forwarded to
prospective suppliers and shall state a specific date, time and location for quote
submittal. Purchasing will be responsible in these instances for complying with the
State’s HUB requirements; and

Departments must allow adequate time (at least one to two weeks) for processing
orders in this category.
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Chapter 14: Purchases over $50,000

Texas State law (Texas Local Government Code Chapter 252) sets the requirements for
formal solicitations. By law, purchases of more than $50,000 require that a competitive
sealed bid or a competitive sealed proposal process, including public notice, public
opening of the bids and City Council award, be utilized. See Policy, Chapter 16. Certain
expenditures are exempt from the competitive bidding requirements. See Tex. Loc. Gov't
Code § 252.022. A department must contact Purchasing to determine if an exemption
applies. See Policy, Chapter 19.

No specifications are to be written with the intent to exclude a possible bidder. Tex. Loc.
Gov't Code § 252.047 allows that competitive bidding can be let on either a lump-sum or
a unit price basis. If unit price bids are solicited, the approximate quantities of each item
needed are to be estimated in the requisition based on the best available information but
payment to the contractor must be based on the actual quantities involved. Id.

The competitive sealed bid process is used for most purchases. Electronic receipt of bids
and the Reverse Auction procedures may be used if the Purchasing Manager deems
those processes to be the best method for the solicitation. Bids are awarded based on
lowest responsible bidder or best value, as established in the bid documents. See
Chapter 8 of this Policy for a discussion regarding “Best Value” bidding.

The competitive sealed proposal process may be used when circumstances dictate and
the Purchasing Manager has designated, through the proposal process, that this process
is the best method of procurement for the particular item and/or service. Proposals are
awarded based on the most responsible offeror whose proposal is determined to be the
most advantageous to the municipality, considering the relative importance of price and
the other evaluation factors included in the request for proposals.

To protect the integrity of the process, all solicitations shall comply with the following:

o Department shall submit a requisition to Purchasing for services and/or products
required;

o Department shall provide Purchasing with the scope of work and/or specifications for
services and/or products required;

e Purchasing shall review documents submitted by departments to ensure that the
requirements are not unreasonably restrictive thereby preventing fair and reasonable
competition. Purchasing shall incorporate appropriate terms and conditions to
develop the Invitation to Bid (ITB) or Request for Proposals (RFP) in consultation
with, as needed, the City Attorney. Bid documents will be forwarded to prospective
vendors and shall state a specific date, time and location for submittal; and

¢ Departments must allow adequate time for processing orders in this category.
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Chapter 15: Specifications

A specification is a concise description of goods or services that user departments seek
to buy and the requirements the vendor must meet to be considered for the award. A
specification may include requirements for testing, inspection, preparing any goods or
services for delivery, or installing them for use. The specification is the total description
of the goods and services desired to be purchased.

The primary purposes of any specification is to provide vendors with firm criteria about a
minimum standard acceptable for goods or services by providing reasonable tests and
inspections to determine their acceptability and to provide purchasing personnel with
clear guidelines of the needs of the department which will be used to produce the
purchase documents. As a result, the specification also:

e promotes competitive bidding; and
e provides a means to make an equitable award to the lowest and/or best bid from a
responsible bidder.

In writing specifications, user departments are encouraged to obtain an existing
specification (i.e. City or another public entity-created RFP) before starting to write a new
one. The existing specification can provide ideas and examples that can be customized
for City of McKinney purposes. The user department should contact the Purchasing
Department for assistance in obtaining existing specifications to facilitate the
specification development process.

There are numerous sources for specifications. These include other departments within
the City, the City Attorney’s Office, other governments, professional trade associations,
professional purchasing associations and user knowledge. Some specification libraries
that are available include:

e Texas Specification Library located at the Texas Comptroller of Public Accounts
website: www.window.state.tx.us/procurement/pub/specifications-library/

e General Services Administration, Federal Supply Service — Specifications Section
found at www.gsa.gov

o Texas Department of Transportation Standard Specification Index located at
http://www.dot.state.tx.us/gsd/purchasing/tssi_alpha.htm

¢ National Institute of Governmental Purchasing. Contact Purchasing for assistance
because this is available to members only.

The user department, occupant department or an outside agency may propose
specifications. To ensure compliance with legal purchasing requirements, the Purchasing
Department has final determination of the language included in specifications, except for
specifications for construction projects. Specifications for construction projects shall be
developed in coordination with the City Attorney. The User Department Director is
responsible for obtaining final approval of the specifications. This ensures proper quality
control and avoids the proliferation of conflicting specifications in the different City
departments.

To facilitate specification development and avoid duplication of their efforts, user
departments should submit their specifications in electronic format to the Purchasing
Department.


http://www.window.state.tx.us/procurement/pub/specifications-library/
http://www.gsa.gov/
http://www.dot.state.tx.us/gsd/purchasing/tssi_alpha.htm

Characteristics

Types

An effective specification has the following characteristics:

Simple: Avoids unnecessary detail, but is complete enough to ensure that purchased
goods and services satisfy their intended purpose.

Clear: Uses terminology that is understandable to the user department and vendors.

» Eliminates confusion by using correct spelling and appropriate sentence
structure.

» Avoids the use of jargon and “legalese”.

Accurate: Uses units of measure that are compatible with industry standards,
identifies all quantities and describes packing requirements.

Competitive: Identifies at least two commercially available brands, makes, or models
(whenever possible) that satisfy the intended purpose.

» Avoids unneeded specifications or “extras” that could reduce or eliminate
competition and increase costs.

Flexible: Avoids situations that prevent the acceptance of a response that could offer
greater performance for fewer dollars.

» Uses approximate values that are within a 10% range for the dimensions, weight,
speed, etc. (whenever possible) if these values can satisfy the intended purpose.

The Purchasing Department uses a number of specification types:

Design - Details description of a good or service, including details of construction or
production, dimensions, chemical composition, physical properties, materials,
ingredients and all other information needed to produce an item of minimum
acceptability. Design specifications are usually required for construction projects,
custom-produced items and many services.

Performance — Details required performance parameters such as required power,
strength of material, test methods, standards of acceptability, and recommended
practices. Performance specifications are usually used for capital equipment
purchases.

Brand Name or Equal - Lists goods or services by brand-name, model, and other
identifying specifics, except that products with performance equivalent to the
characteristics of the named brand are specified as acceptable. Other manufacturers
may provide a nearly identical product under another brand name. The Purchasing
Department uses this method only if there is a business purpose justification.
The burden of justification rests with the user department.

Industry Standard — States an industry standard that is identical, regardless of
manufacturer that results in acquisition of goods of uniform quality. The UL standard
for electrical products is an example of an industry standard.
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Chapter 16: Competitively Solicited Purchases Exceeding $50,000

There are two primary types of solicited purchases - competitive bidding and competitive
proposals. Competitively solicited purchasing means letting available vendors compete
with each other to provide goods or services.

The Dallas 5™ District Court of Appeals explains the use or process of competitive bidding
as follows:

"Competitive bidding requires due advertisement, giving opportunity to
bid, and contemplates a bidding on the same undertaking upon each of
the same material items and services covered by the contract; upon the
same thing. It requires that all bidders be placed upon the same plane of
equality and that they each bid upon the same terms and conditions
involved in all the items and services and parts of the contract, and that
the proposal specify as to all bids the same, or substantially similar
specifications.” Sterrett v. Bell, 240 S.W. 2d 516 (Tex. Civ. App.-Dallas
1951, no writ).

The Dallas 5" District Court of Appeals further explains the purpose of competitive
bidding as follows:

“The purpose of competitive bidding is to stimulate competition, prevent
favoritism, and secure the best work and materials at the lowest
practicable price for the best interest of the taxpayers and property
owners." Sterrett v. Bell, 240 S.W. 2d 516 (Tex. Civ. App.-Dallas 1951, no
writ).

The first purpose of competitive solicitations is to ensure the best possible value is
received. Competitive solicitations also increase the likelihood that public monies are
spent properly, legally, and for public projects only.

The second purpose is to give those qualified and responsible vendors who desire to do
business with the City a fair and equitable opportunity to do so.

Competitive Bidding: The term “Formal Competitive Bidding” generally applies to public
purchasing when the solicitation process complies with Texas Local Government Code
§ 252.021, and the solicitation award requires approval by the City Council.

Competitive “sealed” bids are solicited through an advertisement for bids for public works
projects, goods and supplies and non-personal services expected to exceed $50,000.
The advertisement for bids contains the specifications, terms, general conditions and
special conditions for the public works project, and/or the procurement of goods and
supplies and non-personal services (“Bid Documents”) as well as the agreement and
related performance, payment and maintenance bonds that with the Bid Documents
comprise the “Contract Documents” for the project. A formal set of Bid Documents that
include the City’s standard terms and conditions, reviewed by the City Attorney's Office,
must be used for any procurement in excess of $50,000.

The City Council must accept and award the contract for any public works projects,
and/or the procurement of goods and supplies and non-personal services that exceed
$50,000 which are solicited through the competitive sealed bid process to the lowest
responsible bidder or (if previously noticed) the bidder that provides the best value to the
city timely responding to the advertisement for bids and returning a fully completed and
signed Bid Proposal and Bid Bond. The User Department and Purchasing Department
work together to determine whether the presumptive low bidder is the lowest responsible
bidder or (if previously noticed) the bidder that provides the best value to the city and
prepare a bid tabulation regarding the bids received together with an agenda item
recommending to the City Council that the project be awarded to the appropriate bidder.
The Contract Documents once signed by the bidder and the City Manager following
approval of the City Council form the contract between City of McKinney and the vendor.
Competitive sealed bids are not negotiated and are based upon the terms and
conditions set out in the Bid Documents and Contract Documents.

The competitive sealed bid method is the most preferred method of procuring the
performance of public works projects, goods and supplies and non-personal services. It
is used when the requirement can be definitively described, is readily available and is an
off-the-shelf type of acquisition. Competitive bid contents are not disclosed until after the
contract is awarded. In the event that the Bid Documents call for the submission of
background documents that are trademarked or proprietary such documents may remain
confidential pursuant to the Texas Public Information Act provided that certain steps are
timely followed to protect the confidential information from disclosure. (Please contact
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the City’s Public Information Officer and the City Attorney promptly upon receipt of a
public information request.)

Competitive Proposals: The term “Formal Competitive Proposal” generally applies to
public purchasing in amounts exceeding $50,000 when the solicitation process complies
with Texas Local Government Code § 252.021, and the solicitation award requires
approval by the City Council.

Competitive proposals are solicited through a sealed Request for Proposals (RFP)
process. Vendors submit responses to the RFP for consideration. The RFP solicits
proposals from vendors in response to the City's requirements and contractual terms and
conditions. A formal contract that includes the City’s standard terms and conditions,
reviewed by the City Attorney's Office, must be approved by the City Council for any
procurement in excess of $50,000.

While the RFP process is similar to the competitive sealed bid process, there are notable
differences. The primary difference is that the RFP results in a negotiated procurement.
Cost is not necessarily the primary determining evaluation factor; however, its relative
importance to other evaluation factors must be specified in the RFP and considered in
recommending the award of the contract. Also, the proposals in the RFP process are
received, but are not opened and read publicly at the time of receipt. Proposal contents
are not disclosed until after the contract is awarded to the responsible proposer whose
proposal is determined to be the most advantageous to the city under the pertinent
evaluation factors. Proposal contents that are trademarked or proprietary may remain
confidential pursuant to the Texas Public Information Act provided that certain steps are
timely followed to protect the confidential information from disclosure. (Please contact
the City’s Public Information Officer and the City Attorney promptly upon receipt of a
public information request.)

In accordance with Texas Local Government Code 8 252.021, the formal competitive
proposal (RFP) method may also be used to purchase other items more typically bid
through the competitive sealed bid process when the Purchasing Manager determines it
is in the best interest of the City.

In the City of McKinney, competitive solicited procurements which call for approval by
City Council due to an expenditure in excess of $50,000 are required to comply with the
requirements of the Texas Local Government Code and, with few exceptions, are
accomplished by the process set forth in this chapter. Throughout this chapter, “bids” are
vendor responses in the competitive sealed bid process and “proposals” are vendor
responses in the RFP process. Unless specifically noted, the procedures apply to both
the competitive sealed bid and RFP.

Pursuant to Section 50 of the Charter of the City of McKinney, the City Manager generally
has the authority to authorize purchasing expenditures under either the competitive
sealed bid process or the RFP process if, and only if, (a) the bid or proposal received by
the City is for an amount of less than $50,000, (b) the subject of the bid or proposal is
contained within the then current City budget, (c) the amount of the bid or proposal does
not exceed the budget for such public works projects, goods and supplies and non-
personal services and, (d) such bid or proposal is otherwise exempt from the State of
Texas’ laws regarding the competitive procurement processes. All purchases required to
be competitively bid or which require a competitive procurement process shall conform
to applicable State law, provided further that only the City Council shall have the right to
reject any and all bids.

Competitive Sealed Bid: When the need for a good or service costing more than
$50,000 is identified, the user department should immediately contact the Purchasing
Department for assistance in developing the specifications. The specification should be
comprehensive and broadly defined to allow for maximum competition.

RFP: When the need for the goods or services (greater than $50,000) is identified, the
user department should immediately contact the Purchasing Department for assistance
in defining the requirements to be used for the solicitation. The user department is
responsible for submitting a Statement of Work (SOW) or Technical Requirements that
functionally define the needs and requirements of the department regarding such goods
or services. Purchasing Department staff will review to ensure that the SOW or Technical
Requirements is quantified and structured to:

e secure the best economic advantage utilizing best value;
e state the needs or requirements clearly;

e be contractually sound;
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e treat all vendors fairly and without favoritism;
e encourage innovative solutions to the requirement described; and
e permit free and open competition to the maximum extent reasonably possible.

A written memo submitted to the Purchasing Manager and signed by the Director, or
designee, or a direct e-mail from the Director, or designee, serves as the initial purchase
requisition for goods or services. The memo must include the budget line items from
which the purchase is funded or an explanation about how funding is obtained before the
Purchasing Department will proceed with the preparation of the competitive solicitation.

Requirements or specifications should be attached to the memo and forwarded
electronically to the Purchasing Department. If requirements or specifications are not
attached, Purchasing and the user department will work to jointly develop them.

The user department must follow up the memo request with the entry of a purchase
requisition in the ARS. The Purchasing Department will not proceed with a purchase
unless:

e The appropriate budget line item includes sufficient unencumbered funds for the
purchase; or

e The Financial Services Department verifies that funds are available through budget
transfers; and

e The Director, or designee, of the user department has approved the proposed
requirements or specifications prepared or as revised by the Purchasing Department.

Once the Purchasing Department has finalized the specification or requirements with the
Director, or designee, of the user department, the Purchasing Department prepares the
solicitation for issuance and submits the solicitation to the Director of the user department
for final approval. Following receipt of the Director’s approval the Purchasing Department
publishes a notice of the proposed purchase that complies with the requirements in
Texas Local Government Code § 252.041.

According to Section 252.041, notice of a proposed purchase must be published at least
once a week in a newspaper published in the municipality. The date of the first publication
must be before the 14" day before the date set to publicly open the bids and read them
aloud. To ensure vendors sufficient time to complete and return the solicitation, the
Purchasing Department generally advertises for 21 days. If necessary, advertising time
can be extended or decreased, but in no event can the time for publication be shortened
to less than 15 days. The notice must include:

e The specifications (requirements) describing the goods and services to be
purchased, or a statement of where the specifications (requirements) may be
obtained;

¢ The time and place for receiving and opening solicitations and the name and position
of the employee to whom the paper solicitations are sent as well as the appropriate
electronic address for the City’s electronic source provider through which electronic
submissions may be submitted; and

e The type of bond required from the vendor, if applicable.

o If unit pricing is required, City must specify approximate quantities, estimated on the
best available information.

The Purchasing Department publishes the notice of the proposed purchase.

If the solicitation is for high technology goods and services, IT must review it before it is
advertised.

If the solicitation is for rolling stock, the Fleet Manager must review it before it is
advertised.

The Purchasing Department may extend the proposal opening date on the notice of a
solicitation if an error is discovered or if the nature of the goods or services requires an
extension. The Purchasing Manager may amend a solicitation, after consultation with the
Director, or designee, of the user department:
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e If inquiries about the meaning indicate the need for an amendment to clarify its
original intent or to correct clerical errors; and

¢ If the amendment does not change the general scope.

There should be at least three days between the date of the amendment and the opening
date in the notice. If there are less than three days, the opening date should be extended
to allow for a minimum of three days between the date of the amendment and the opening
date in the notice.

The Purchasing Department may invite potential vendors to attend a pre-bid (pre-
proposal) meeting to discuss contract requirements and answer vendor questions. The
Purchasing Manager will work with the user department to determine if a pre-bid (pre-
proposal) meeting is necessary. The Purchasing Department manages any pre-bid (pre-
proposal) conference and requests that the user department makes staff available to
answer questions at the meeting.

To ensure the identification, security, and confidentiality of responses to solicitations,
both electronic and paper, the following procedures are adhered to:

e The Purchasing Manager receives all responses as specified by the solicitation
document.

e Responses to solicitations are not accepted after the opening time on the day
of response opening. All responses offered after the opening time are returned
unopened to the vendor with a letter, or a cover email in the case of an electronic
submission, from the Purchasing Manager notifying the vendor that the submitted
response arrived after the due date and time.

Paper Responses:

e Paper responses shall be submitted in a sealed envelope with the bid/proposal
number and title to which it responds printed on the outside of the envelope.

e The Purchasing Department stamps the date and time a response to a solicitation is
received upon receipt in the Purchasing Department.

o After aresponse is received, the Purchasing Department will provide a secure place
to hold the solicitation until the opening date. The responses are only accepted if
sealed. Responses remain sealed until the Purchasing Department opens them in a
public forum at the advertised date and time.

e On occasion, responses that are received in the mail or by other independent carrier
may be inadvertently opened. If this situation occurs, another employee of the
Purchasing Department is immediately called to act as a witness that the details of
the response (especially the price for a bid) were not reviewed and the response will
be sealed by the receiving employee of the Purchasing Department, with the incident
documented.

Electronic Responses:

e Electronic responses shall be submitted to the specified electronic address, with
electronic signature of a person having authority to bind the vendor in a contract.
FACSIMILE TRANSMITTALS SHALL NOT BE ACCEPTED.

e Electronic responses shall be submitted to: https://mckinney.ionwave.net. This
electronic address is a confidential, reserved address for submittal of bid/proposal
responses only. All other communications should be addressed specific to the
intended recipient.

e The response may be submitted in one or more of the following formats: Microsoft
Word, Microsoft Excel, Microsoft PowerPoint, or Adobe Acrobat. Multiple formatted
“‘documents” responding to a solicitation shall be submitted in one single message.
Example; if you have one bid submission that includes a Microsoft Word document
and a Microsoft Excel spreadsheet, both “documents” must be attached to the one
message. Submissions received in any format not listed above may be rejected.

o Electronic responses shall be submitted and received by City in accordance with the
date and time set forth in the Bid Documents/RFP. Any responses received after the
listed closing date and time shall not be considered. City is not responsible for
equipment or software failure that may cause delay or non-delivery of an electronic
response.


https://mckinney.ionwave.net/
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o City is not responsible for electronic responses containing viruses that cannot be
eradicated, or that are corrupted as a result and cannot be opened.

e At the advertised date and time, the City will download the applicable contents of the
reserved electronic address and in a public manner, the Purchasing Department will
print the electronic responses and make them public accordingly.

The above stated process for paper responses and electronic responses shall be
performed in a manner that precludes any perception of favoritism and avoids revealing
prices or response information. Publicly receiving sealed responses and recording the
submission of requested responses inhibits any perception that the Purchasing
Department is manipulating the receipt of solicitations.

Competitive Sealed Bid:The Purchasing Manager, or designee, publicly opens paper
responses and electronic responses, reads aloud and documents the bids at the date,
time, and place specified in the notice. Preliminary tabulations are provided to the public
upon request. Disclosure of trade secrets and confidential proprietary information
contained in bid responses, if any, obtained from a vendor is subject to the provisions of
the Texas Public Information Act.

RFP: The Purchasing Manager publicly opens and documents sealed proposals, paper
and electronic, at the date, time and place specified in the notice. Only the names of
vendors submitting proposals are announced.

Proposals are opened to avoid disclosure of contents to competing proposers and are
kept secret during the process of negotiation. All proposals that have been submitted are
available and open for public inspection after the contract is awarded. Disclosure of trade
secrets and confidential proprietary information contained in proposals obtained from a
vendor is subject to the provisions of the Texas Public Information Act.

RFP: Please see Chapter 4 of this Policy for a discussion regarding the use and
protection of proprietary information or confidential information and the Purchasing
Department’s use of a confidentiality statement to ensure compliance with the City’s
ethics policy related to keeping proprietary information confidential; and requirements
related to the disclosure of any potential conflict of interest, and any attempted
communication by the vendor directly with the evaluation committee members during
evaluation.

Competitive Sealed Bid:The Purchasing Department evaluates all bids with assistance
from the user department and recommends the lowest responsible bid or best value bid
to the City Council for award. The Purchasing Department evaluates bids based on:

e The purchase price;

e The reputation of the bidder and the bidder’s goods or services;

e The quality of the bidder’s goods or services;

e The extent to which the goods or services meet the municipality’s needs;

e The bidder’s past relationship with the municipality;

e The safety record of the bidder (when allowed under Tex. Loc. Gov't Code
§ 252.0435;

e The impact on the ability of the municipality to comply with laws and rules relating to
contracting with HUBs and non-profit organizations employing persons with
disabilities;

e The total long-term cost to the municipality to acquire the bidder’s goods or services;
and

e Any relevant criteria specifically listed in the request for bids or proposals.

The Purchasing Department forwards the bids, the Bid Tabulation, evaluation forms (if
applicable) to the Director for completion. The user department recommendation and
other appropriate documentation from the user department are submitted with the City
Council agenda request to justify the recommended award.

When the lowest priced bid is not the best bid, based on value or responsibility of bidder,
clear justification for not selecting the lowest bid must be documented.
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RFP: The Purchasing Department supervises the evaluation process performed by the
user department or committee to ensure that the evaluation is conducted fairly and
consistently and that the integrity of the process is maintained. Depending on the
procurement, there may be additional technical evaluation assistance provided by other
departments, if applicable.

The RFP must specify the relative importance of price and other evaluation factors; the
relative weight of each factor must be stated. Evaluators may only use the specified
factors in evaluating the proposals. Purchasing staff leads the evaluation team and is
responsible for:

e Tabulating scores;
e Calculating values; and
e either

» Coordinating follow-up meetings to obtain best final offers from all proposers after
submission and prior to awarding the contract and recommending an award; or

» Discontinuing the process.

Please note state law requires that proposers shall be treated fairly and equally with
respect to any opportunity for discussion and revision of proposals. See Tex. Loc. Gov't
Code § 252.041. After the evaluation is completed, Purchasing forwards an evaluation
summary to the Director of the user department for concurrence with the selection and a
request that the Director submit a memo to the Purchasing Department signifying the
user department’s concurrence in the evaluation. The Purchasing Department works with
the Director of the user department to develop the recommendation for award and
present it for approval to the City Council.

The Purchasing Manager, or designee, supervises all negotiations. Any conversations
with proposers must be coordinated with the Purchasing Manager, or designee.
Departments that contact proposers without coordinating with the Purchasing
Department risk jeopardizing the integrity of the City procurement process.

Competitive Sealed Bid:The Purchasing Department along with user department
recommends contract award to City Council. The City Council either:

e Awards the contract; or
¢ Rejects all bids and publishes a new notice if the goods or services are still needed.

If two responsible bidders submit the lowest and best bid, the City Council decides
between the two bidders by drawing lots in a manner prescribed by the City Council.

After City Council approves the contract, the Purchasing Manager issues a Notice of
Contract Award. This notice and the Contract Documents identified in the original
solicitation form the complete contract. A complete original contract is maintained in the
City Secretary’s Office. A copy will be distributed to the user department.

RFP: The award of the contract is made by City Council to the responsible proposer,
whose proposal is determined to be the best evaluated offer resulting from negotiations,
taking into consideration the relative importance of price and other evaluation factors in
RFP. Negotiations are instituted with the highest ranked proposer. If an agreement is
not successfully negotiated with the highest ranked proposer, those negotiations are
formally ended and negotiations commenced with the next highest ranked proposer and
so forth until an agreement can be successfully negotiated. Failed negotiations are not
subject to renewed discussion.

The City Council shall approve change orders that increase the amount of a contract by
more than $50,000, whether that amount is exceeded by one change order or the
cumulative amount of all change orders for the contract. The City Council shall also
approve change orders that increase the amount of a contract beyond the initial “not to
exceed” amount established by the City Council when the contract was approved.

The City Manager has authority to approve change orders that involve a decrease or an
increase to construction contracts which are $50,000 or less and that are within the range
of the “not to exceed” amount approved by the City Council.
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In no case shall the original contract price be increased, based on the total of all change
orders, by more than 25 percent. The original contract price may not be decreased by
more than 25 percent without the express written consent of the contractor.

A change order shall not be issued until it is determined that the necessary funds are
budgeted and available. A statement to that effect should be included with the back-up
documentation.

Change orders are not required for contracts that are exempted or excepted from the
competitive bidding requirements as provided in Chapter 252 of the Texas Local
Government Code. But, please note a contract that was originally entered into with a
vendor or contractor in an amount that did not require compliance with the state’s
competitive bid statutes cannot later be increased to an amount that would have required
compliance with the state’s competitive bid statutes. Such a purchase or acquisition
would be considered a sequential or component purchase that violates the competitive
bid statutes and for which conduct criminal penalties may attach. Regardless, any
increases in the amount of the contract in excess of $50,000 requires City Council
approval and increases of $50,000 or less may be approved by the City Manager.

The Purchasing Department monitors the expiration dates of all contracts. Purchasing
notifies user departments by email at least four months before contract expiration and
verifies whether the goods or services continue to be needed and the contract needs to
be re-bid, renewed or extended, if renewals or extensions are available. Purchasing also
sends the existing specifications or requirements to the user department and requests
any changes before the solicitation is reissued. The user department returns the
specifications or requirements with any additions, deletions, or corrections.

In purchasing goods and services, the Purchasing Manager may use reverse auction
procedures under Texas Government Code, Chapter 2155. Reverse auction means:

e A real-time bidding process usually lasting less than one hour and taking place at a
previously scheduled time and Internet location, in which multiple suppliers,
anonymous to each other, submit bids to provide the designated goods or services;
or

o A real-time bidding process usually lasting less than two weeks and taking place
during a previously scheduled period and at a previously scheduled Internet location,
in which multiple suppliers, anonymous to each other, submit bids to provide the
designated goods or services.

An often-overlooked cost of equipment or software is on-going maintenance. All on-going
maintenance issues should be considered, evaluated and priced in the initial
procurement process.

Exhibit 6: Procurement Methods

Procurement Method

Use When

Advantages

Disadvantages

Competitive Bids

(Invitation to Bids)

Adequate competition
exists.

The product or service is
available from more than
one source.

Award process is
simpler.

Award is made to the
lowest responsive,
responsible bidder or the
bidder providing the best
value to the City.

Defined
specifications may
be difficult to
develop.

Does not encourage
innovative solutions.

Competitive Proposals

(Request for Proposals)

When factors other than
price are evaluated.

When negotiations are
desired.

Vendor is expected to
provide innovative ideas.

Allow factors other than
price to be considered.

Allows for customized
proposals suggesting
different approaches to
the same business
need.

Allows for negotiations in
order to obtain the best
value for the City.

Lead times for
procurement may be
greater.

Evaluations are
more complex.

Request for Information

There is insufficient
information to write
specifications for any
procurement method.

Provides information to
prepare a complete bid
or proposal document.

Lengthens the
procurement
process.




Allows the business
community to have input
into the solicitation
document based on
current industry
practices and market
factors.

Informs City of any
potential problems early
in the procurement.

Request for
Qualification/Services

Selection is made solely
on the skills and
gualifications of the
professional.

Emphasizes the
competency of the
proposed professional
contractors

Contractor is
tentatively selected
before price is
negotiated.

Background
and Statutory
Authority

Official
Representative

Policy

Procedure
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Chapter 17: State Purchasing Programs

There are three types of purchasing programs that allow local governments to purchase
goods and services using contracts competitively awarded by the State of Texas or other
governments through the Texas Procurement and Support Services Cooperative
Purchasing Program (State of Texas Co-op). The Procurement and Support Services
Division (TPASS) of the Texas Comptroller's Office manages two of them. The third
program allows local governments to purchase computer technology directly from the
state’s Department of Information Resources (DIR).

e Term Contracts (authorized by sections 271.081 through 271.083 of the Texas Local
Government Code). The City may purchase from vendors on the same terms and
conditions as the State. The State has entered into term contracts after using
competitive bidding procedures. The TPASS manages this program for the State.

e Texas Multiple Award Schedule (TXMAS) (authorized by section 2155.502 of the
Texas Government Code). The City may purchase goods and services from a
schedule of multiple award contracts developed by the TPASS. The schedule is
adapted from General Services Administration (GSA) Federal Supply Service
contracts. TXMAS contracts take advantage of the most favored customer (MFC)
pricing and under certain circumstances; the City may negotiate a lower price for the
goods or services offered on a scheduled contract.

o Department of Information Resources (DIR) (authorized by the Interlocal
Cooperation Act, Chapter 791 of the Texas Government Code). The City may
purchase computer-related equipment through the DIR and its contracted vendors.

The Purchasing Manager acts as the official representative for the City of McKinney in
all matters related to the purchase of goods and services from a vendor under any
contract based on a State Purchasing program. The City is responsible for making
payments directly to these vendors should the City choose to utilize a State Purchasing
program contract.

State Term Contract Purchases
City of McKinney patrticipates in the purchasing program of TPASS for local governments.

The Purchasing Manager either submits requisitions to the TPASS under a contract or
electronically sends purchase orders directly to vendors and reports to TPASS on actual
purchases in compliance with TPASS regulations. The Purchasing Manager monitors
vendor compliance with all the conditions of delivery and quality of the purchased goods
and services. The Purchasing Manager may coordinate and deliver all necessary
documents for all purchases under this program made for the City.

To initiate this process, the user department submits a purchase requisition. The
Purchasing Department determines if the requested goods or services are available from
TPASS contracts. If they are available, the Purchasing Department assigns a state
requisition number that is used for reporting and payments.

Texas Multiple Award Schedules (TXMAS) Purchases
City of McKinney participates in the purchasing program of the TPASS using TXMAS

contracts developed from contracts that have been competitively awarded by the federal
government or any other governmental entity of any state.

The Purchasing Manager monitors vendor compliance with all the conditions of delivery
and quality of the purchased goods and services. The Purchasing Manager may
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coordinate and deliver all necessary documents for purchases under this program for
City of McKinney.

To initiate this process, the user department may research goods and services on the
TPASS website to determine if the goods or services are available from TXMAS. Based
on its research, the user department submits an “open market” purchase requisition and
identifies in the requisition comments that the good or service may be available through
TXMAS. The Purchasing Department determines if the requested goods or services are
available from TXMAS and compares prices among TXMAS vendors to obtain the best
value. The Purchasing Department works with the user department to determine best
value and then issues a purchase order with the selected vendor providing the best value.

Department of Information Resources (DIR) Purchases

The City purchases computer-related equipment and services through the state’s
Department of Information Resources (DIR) and from its contracted vendors. The City
contracts with DIR and uses its Go DIRect program.

The Purchasing Manager either submits requisitions to the DIR under any contract or
electronically sends purchase orders directly to DIRect vendors. The Purchasing
Manager monitors vendor compliance with all the conditions of delivery and quality of the
purchased goods and services. The Purchasing Manager may coordinate and deliver all
necessary documents for purchases under this program made on behalf of the City.

To initiate this process, the user department may research goods and services on the
DIR website to determine if the goods or services are available from DIR or its contracts.
Based on its research, the user department submits an “open market” purchase
requisition and identifies in the requisition comments that the good or service is available
from DIR. The Purchasing Department determines whether or not the requested goods
or services are available from DIR, and if available, the Purchasing Department
compares prices among DIR vendors to obtain the best value. The Purchasing
Department works with user department to determine best value and issues a purchase
order with the selected vendor providing the best value. For larger, more complex IT
purchases, the Purchasing Department may work with the City Attorney’s Office on a
supplemental contract to ensure the best interests of the City are covered. The user
department should plan their procurements accordingly to allow sufficient time to
negotiate and enter into a contract with the selected vendor, if necessary.

If the purchase is from a vendor who is part of the Go DIRect program, the City issues
the purchase order directly to the vendor and pays the vendor directly. If the purchase is
to a vendor that is not part of the Go DIRect program, the City issues the purchase order
to DIR, which authorizes a separate purchase order to the vendor.
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Chapter 18: Cooperative Purchasing Agreements

The Interlocal Cooperation Act, Chapter 791 of the Texas Government Code, authorizes
local governments to contract directly with other governments to increase their efficiency
and effectiveness. Texas Government Code Section 791.025(c) states that a local
government that purchases goods and any services reasonably required for the
installation, operation or maintenance of those goods under the Interlocal Cooperation
Act satisfies the requirement of the local government to seek competitive bids for the
purchase of goods and their services. The City has a variety of interlocal agreements
with other governmental entities that allow the City to participate in cooperative
purchasing programs.

The City participates in the purchasing programs of various local, state and national
cooperatives such as Houston Area Council of Governments (H-GAC), Texas
Association of School Boards (BuyBoard), The Cooperative Purchasing Network
(TCPN), U.S. Communities and Federal Supply Schedules. Before using any
cooperative, the Purchasing Department researches and recommends cooperatives.
The City Council has delegated authority to the City Manager to enter into an interlocal
agreement with other governmental and quasi-governmental entities that will allow the
City to participate in a cooperative purchasing program which acknowledges the terms
and conditions for using each cooperative, including any fee schedules, and authorizes
the Purchasing Department to make purchases under the terms of the interlocal
agreement. See Resolution 2000-08-093 (R), dated August 15, 2000.

The Purchasing Department acts as the official representative for the City of McKinney
in all matters relating to cooperative purchasing programs, including the purchase of
goods and services from a vendor under any contract.

The Purchasing Department must review and recommend approval of all interlocal
agreements involving the purchase of goods, repair, or maintenance agreements before
the agreement is submitted to City Manager for approval.

To initiate this process, the user department may research goods and services on the
approved cooperative’s website to determine if the needed goods or services are
available from the cooperative. Based on its research, the user department submits an
“‘open market” purchase requisition and identifies in the requisition comments that the
good or service is available from the cooperative. The Purchasing Department
determines whether or not the requested goods or services are available from a specific
cooperative. If available, the Purchasing Department compares prices among
cooperative and local vendors to obtain the best value. The Purchasing Department
works with the user department to determine best value and issues a purchase order
with the selected vendor using the purchasing method that provides the best value.

The Purchasing Department either submits requisitions to the applicable cooperative or
electronically sends purchase orders directly to vendors using the processes defined by
the specific cooperative. The Purchasing Department monitors vendor compliance with
all conditions of delivery and the quality of the purchased goods and services. The
Purchasing Department may coordinate and deliver all necessary documents for
purchases under cooperative purchasing programs made on behalf of the City.

The Purchasing Department may execute all purchase orders for purchases through
interlocal agreements that are procured in compliance with this chapter, including
purchases in excess of $50,000, provided funding for the purchase has been approved
by the City Council.

All interlocal agreements that involve the purchase of goods, services, repair or
maintenance agreements must be approved in writing by the Purchasing Department
before being submitted to City Manager for approval.

Texas Local Government Code Section 271.103 states that a local government that
purchases goods and services available under Federal supply schedules of the United
States General Services Administration, to the extent permitted by federal law, satisfies
the requirement of the local government to seek competitive bids for the purchase of
those goods and services.

Under the Cooperative Purchasing Program, state and local government entities may
purchase a variety of Information Technology (IT) products, software, and services from
contracts awarded under GSA Federal Supply Schedule 70, Information Technology.

State and local government entities may also purchase alarm and signal systems, facility
management systems, firefighting and rescue equipment, law enforcement and security
equipment, marine craft and related equipment, special purpose clothing and related


http://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=70&flag=coop

services from contracts awarded under GSA Federal Supply Schedule 84, Total
Solutions for Law Enforcement, Security, Facility Management Systems, Fire, Rescue,
Special Purpose Clothing, Marine Craft, and Emergency/Disaster Response.
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Chapter 19: Procurement of Professional Services

The Professional Services Procurement Act, Chapter 2254 of the Texas Government
Code, prohibits a governmental entity from selecting a provider of professional
services or a group or association of providers of professional services or otherwise
awarding a contract for professional services on the basis of competitive bids. Texas
Government Code 8§ 2254.003. Rather, the governmental entity must make the
selection and award a contract for professional services on the basis of demonstrated
competence and qualifications to perform the services, and for a fair and reasonable
price which does not exceed any maximum provided by law. Id. “Professional
services” is defined in Section 2254.002 of the Texas Government Code as those
services:

e within the scope of the practice, as defined by state law, of accounting, architecture,
landscape architecture, optometry, medicine, land surveying, professional
engineering, real estate appraising or professional nursing, or

e provided in connection with the professional employment or practice of a person who
is licensed or registered as an architect, an optometrist, a physician, a surgeon, a
certified public accountant, a land surveyor, a landscape architect or professional
engineer, a state certified or state licensed real estate appraiser, or a registered
nurse.

The Professional Services Procurement Act does not address all professional
services. A municipality has the ability to determine whether particular services, in
addition to those services identified in Chapter 2254 of the Texas Government Code,
are “professional services” for the purpose of exemption from competitive bidding
requirements. See Texas Local Government Code § 252.022. The competitive bid
statute (Chapter 252 of the Texas Local Government Code) provides that
professional services are exempt from competitive bidding. Remember that just
because an item is exempt from competitive bidding that does not mean the item
cannot be competitively bid. A city can choose to not take advantage of the
exemption and competitively bid except to the extent prohibited. Read in conjunction
with the Professional Services Procurement Act, this means that the determination
to competitively bid professional services is discretionary with the exception of
services in the fields of accounting, architecture, landscape architecture, optometry,
medicine, land surveying, professional engineering, real estate appraising or
professional nursing. Atty. Gen. Op. DM-106 (1992).

The Purchasing Manager relies on court cases and attorney general opinions, and
may also consult with the City Attorney, to determine what additional services may
be included in the list of professional services. For the purpose of this policy,
“professional services” shall be defined as those services “requiring special
knowledge or attainment and a higher order of learning, skill, and intelligence.” Op.
Tex. Att'y Gen. Nos. JM-1038 (1989), JM-940 (1988), MW-344 (1981). Other services
defined by the City of McKinney as professional services, which are not specifically
listed in Chapter 2254 of the Government Code, include;

e Those services within the scope of practice of actuaries, attorneys, business
consultants, computer programmers, copywriters, developers, efficiency experts,
executive search firms, facilitators, funeral directors, public relations, recruiters, real
estate brokers, translators; or

e Any other professional service as determined by approval of the City Council from
time to time and made a part of this policy.

Contracts for the procurement of these professional services may not be awarded on
the basis of bids. Instead, services must be awarded on the basis of demonstrated
competence and qualifications.

Professional Services Procurement Act

To ensure professional firms a fair and equal opportunity to do business with the City,
and to ensure that the services of the most qualified professional are obtained,
professional services should be procured using the Request for Qualifications (RFQ) or
Request for Proposals (RFP) process to identify the most highly qualified provider of
those services on the basis of demonstrated competence and qualifications, when
necessary, and then attempt to negotiate a contract at a fair and reasonable price as
outlined in Chapter 2254 of the Texas Government Code.

Unless specifically exempted by the City Manager, all professional services anticipated
to cost less than $50,000 should be procured using the informal RFQ/RFP process.
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Departments forward a recommendation memo to the Purchasing Manager when
professional services are required and a highly qualified provider of those professional
services needs to be identified on the basis of demonstrated competence and
gualifications. The memo identifies the following:

e Scope of work;

e Qualification and experience requirements;

e Project description and deliverables;

e Time frame(s) for performance;

¢ Budgeted amount and budget line items; and

e Suggested professional and rationale for determining qualification based selection.

The user department follows up the memo request with entry of a requisition into the
ARS.

Unless specifically exempted by the City Manager, all professional services anticipated
to cost more than $50,000 should be procured using the formal RFQ or RFP process
following procedures outlined by Chapter 2254.

Either a memo submitted to the Purchasing Department, signed by the Director, or
designee, of the user department, or a direct email, from the Director, or designee, of the
user department, serves as the initial requisition. The memo must include the
budget line items from which the purchase is funded or an explanation that is acceptable
to the Purchasing Department about how funding is obtained before the Purchasing
Department prepares the RFQ/RFP. Detailed requirements (scope of work) and
necessary qualifications should be attached to the memo and also forwarded
electronically to the Purchasing Department. If requirements and necessary
gualifications are not attached, Purchasing and the user department may jointly develop
them.

The user department follows up the memo request with entry of a requisition into the
ARS.

The RFQ/RFP must specify the evaluation factors to be used to determine minimum
gualifications and demonstrated experience. Evaluators may use only the specified
evaluation factors in evaluating the responses. Purchasing staff leads the evaluation
team and is responsible, in consultation with the Director, or designee, of the user
department, for:

Developing evaluation matrix and criteria;

e Tabulating scores;

e Calculating values;

e Coordinating follow-up meetings for negotiations and recommending an award; or
e Discontinuing the process.

After development of requirements and qualification and preparation of the RFQ/RFP,
and following approval of the Director, or designee, of the user department, a legal notice
is published by the Purchasing Department.

The legal notice must be published at least once a week in a newspaper of general
circulation in the City, with the first day of publication occurring before the 14" day before
the date of the solicitation opening. To ensure firms sufficient time to complete and return
their solicitation, Purchasing generally advertises for 21 days. If necessary, advertising
time can be extended or decreased, but in no event can the time for publication be
shortened to less than 15 days.

The Purchasing Department may extend the response opening date on the notice of an
RFQ if an error is discovered, or the nature of the services requires an extension. The
Purchasing Manager may amend an RFQ to clarify its original intent or to correct clerical
errors, after consultation with the Director, or designee, of the user department, if:

e Inquiries about the meaning of the RFQ indicate the need for an amendment; and

¢ The amendment does not change the general scope of the RFQ.
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There must be at least three days between the date of the amendment and the opening
date specified in the notice. If less than three days exist, the opening date should be
extended to allow for a minimum of three days between the date of the amendment and
the opening date specified in the notice.

The Purchasing Department works with the user department to determine if a pre-
proposal conference is necessary. Purchasing staff manages any pre-proposal
conference and requests that the user department makes staff available to answer
guestions at the conference. , or a cover email in the case of an electronic submission,

To ensure confidentiality, the following procedures are adhered to when receiving
responses:

e The Purchasing Manager receives all responses as specified by the RFQ/RFP.

o All responses are stamped with the time and date received. The "Date Stamp Clock"
in the Purchasing Department serves as the official time clock for identifying the date
and time a response is received in the Purchasing Department.

e Responses are not accepted after the opening time on the day of opening. All
responses offered after the opening time are returned unopened to the offeror with a
letter, or a cover email in the case of an electronic submission, from the Purchasing
Manager notifying the offeror that the submitted response arrived after the due date
and time.

Paper Responses:

e Paper responses shall be submitted in a sealed envelope with the RFQ/RFP number
and title to which it responds printed on the outside of the envelope.

e The Purchasing Department stamps the date and time a response to a solicitation is
received upon receipt in the Purchasing Department.

e After responses are received, the Purchasing Department keeps them secured until
the opening date. The responses are to be received sealed and remain sealed until
they are opened by the Purchasing Department on the advertised date and time.

e On occasion, responses that are received in the mail, or by some other independent
carrier, may be inadvertently opened. If this situation occurs, another employee of
the Purchasing Department is immediately called to act as a witness that the details
of the response were not reviewed and the response will be sealed by the receiving
employee, with the event documented.

Electronic Responses:

e Electronic responses shall be submitted to the specified electronic address, with
electronic signature of a person having authority to bind the vendor in a contract.
FACSIMILE TRANSMITTALS SHALL NOT BE ACCEPTED.

e Electronic responses shall be submitted to: https://mckinney.ionwave.net. This
electronic address is a confidential, reserved address for submittal of bid/proposal
responses only. All other communications should be addressed specific to the
intended recipient.

e The response may be submitted in one or more of the following formats: Microsoft
Word, Microsoft Excel, Microsoft PowerPoint, or Adobe Acrobat. Multiple formatted
“‘documents” responding to a solicitation shall be submitted in one single message.
Example; if you have one bid submission that includes a Microsoft Word document
and a Microsoft Excel spreadsheet, both “documents” must be attached to the one
message. Submissions received in any format not listed above may be rejected.

o Electronic responses shall be submitted and received by City in accordance with the
date and time set forth in the RFQ/RFP. Any responses received after the listed
closing date and time shall not be considered. City is not responsible for equipment
or software failure that may cause delay or non-delivery of an electronic response.

e City is not responsible for electronic responses containing viruses that cannot be
eradicated, or that are corrupted as a result and cannot be opened.

o At the advertised date and time, the City will download the applicable contents of the
reserved electronic address and in a public manner, the Purchasing Department will
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print the electronic responses and make them public accordingly.

The above stated process for paper responses and electronic responses shall be
performed in a manner that precludes any perception of favoritism and avoids revealing
prices or response information. Publicly receiving sealed responses and recording the
submission of requested responses inhibits any perception that the Purchasing
Department is manipulating the receipt of solicitations.

Sealed responses, paper and electronic, are opened and documented by the Purchasing
Department. Only the names of firms submitting responses are announced. The
Purchasing Manager, or designee, opens the responses on the date specified in the
notice.

Responses to proposals are opened to avoid disclosure of contents to competing
proposers and are kept secret during the process of negotiation. All responses to
proposals, paper and electronic, that have been submitted are available and open for
public inspection after the contract is awarded. Disclosure of trade secrets and
confidential proprietary information obtained from a firm is subject to the provisions of the
Texas Public Information Act.

Please see Chapter 4 of this Policy for a discussion regarding the use and protection of
proprietary information or confidential information and the Purchasing Department’s use
of a confidentiality statement to ensure compliance with the City’s ethics policy related to
keeping proprietary information confidential; and requirements related to the disclosure
of any potential conflict of interest, and any attempted communication by the vendor
directly with the evaluation committee members during evaluation.

The evaluation committee must select the most highly qualified provider of the services
on the basis of demonstrated competence and qualifications. Purchasing shall issue a
letter to the firm which has been determined the most highly qualified provider requesting
a defined scope of work and proposed cost. The committee shall then attempt to
negotiate with that provider a scope of work and cost. If a satisfactory contract cannot be
negotiated with the most highly qualified provider the committee will formally end
negotiations with that provider and select the next most highly qualified provider. The
committee shall continue the process described above until a provider is selected and a
contract finalized. Failed negotiations are not subject to renewed discussion as this
would contradict the prohibition against competitive bidding for professional services.
The committee shall review the contract for form and content, verify the scope is
consistent with that submitted with the approved project submission, verify that the
proposed costs are fair and reasonable and recommend to City Council that they proceed
with contract award and execution.

The Purchasing Department supervises the evaluation process performed by the user
department or committee to ensure that it is conducted fairly and consistently and that
the integrity of the process is maintained. Depending on the procurement, there may be
additional technical evaluation assistance provided by other departments, if applicable.

After the evaluation of proposals has been completed, Purchasing forwards an
evaluation summary to the Director, or designee, of the user department for concurrence
with the evaluation summary and requests that the Director, or designee, submit a memo
to the Purchasing Department with their recommendation.

The Purchasing Department works with the Director, or designee, to develop the
recommendation for award and present it for approval to the City Council, or City
Manager as appropriate.

Before services for any specific project are rendered, a contract for professional services
for that project, must be prepared in writing, and approved and signed by the City
Manager if the proposed work has been previously budgeted by the City Council and the
amount of the contract is $50,000 or less. All other contracts for professional services
require City Council approval. A standard template professional services agreement has
been prepared by the City Attorney’s Office for departmental use and City Manager
execution without Council approval for contracts of less than $50,000 in value and City
Council approval for contracts of more than $50,000 in value.

If, as a result of an RFQ/RFP, City enters into contracts with more than one qualified
professional firm a pool of these professionals is created to provide services as needed.
Thereafter, user department forwards a memo to the Purchasing Department including
rationale/determination as to which firm within the pool is the most qualified to provide
services for the subject project. The user department must ensure that an RFQ/RFP is
distributed at least once every 3 years so that newly qualified professionals may be
added to the pool.
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Chapter 20: Construction Procurement

Section 252.021 of the Local Government Code and Section 2269 of the Government
Code govern the competitive procurement procedure for award of construction contracts.

Construction procurement is consistent with other procurement procedures in this Policy
and with pertinent statutes. The Purchasing Manager supervises all construction
procurements. All competitive bids are accomplished by the process set forth in this
chapter:

A memo or email submitted to the Purchasing Manager serves as the initial notification
that a competitive bid is heeded. After receipt of the memo, Purchasing provides a bid
number to the project manager to be included in the project manual and plans. An
electronic copy of the manual and plans are sent to Purchasing for review and approval
of the bidding and general requirements. The Purchasing Manager reviews the
specifications for compliance with the Purchasing laws and policies.

The user department must provide the Purchasing Department at least five (5) workdays
to review the documents. During this time, Purchasing will review the procurement
schedule detailing the milestones of the solicitation, including dates and times for the pre-
bid conference, bid opening, pre-award conference, if applicable, and pre-construction
conference.

The Purchasing Department publishes the advertisement for bid, which must generally
include the following:

e Description of work;

e The location at which plans and specifications may be obtained and the amount of
the deposit required;

¢ Time and place for submitting bids;

e Time and place of bid opening;

If the contract is to be awarded on a unit price basis, the notice must also include the
approximate quantities of the goods and services needed that are to be bid on and the
guantities must be based on the best available information.

Notice of a proposed purchase must be published at least once a week in a newspaper
of general circulation in the City, with the first day of publication occurring before the 14"
day before the date of the bid opening. To ensure bidders sufficient time to complete and
return Bid Documents, Purchasing generally advertises for 21 days. If necessary,
advertising time can be extended or decreased, but must be at least 15 days.

If the Bid Documents provide that the safety record may be considered in determining
the responsibility of the bidder, and the Bid Document includes the Safety Record
Questionnaire, the City may consider the bidder's safety record in determining the
responsible bidder because the City Council has adopted a resolution approving that
consideration as required by state law. The safety record includes compliance with
requirements for the safety of the environment. In relation to the safety record, bidder
includes not only the bidder, but also the firm, corporation, partnership or institution
represented by the bidder, or anyone acting for such a firm corporation, partnership or
institution.

The definition and criteria for determining the safety record of a bidder include, but are
not necessarily limited to, the following provided that such criteria are included in the Bid
Documents:

o If the bidder reveals more than two (2) cases in which final orders have been entered
by the Occupational Safety and Health Review Commission (OSHRC) against the
bidder for serious violations of OSHA regulations within the past three (3) years, City
may, at its discretion, disqualify the bidder.

o If the bidder reveals more than one (1) case in which bidder has received a citation
from an environmental protection agency for violations within the past five (5) years,
City may, at its discretion, disqualify the bidder.

o Environmental Protection Agencies include the U.S. Army Corps of Engineer
(USACOE), the U.S. Fish and Wildlife Service (USFWS), the Environmental
Protection Agency (EPA), the Texas Commission on Environmental Quality (TCEQ),
and its past associated agency the Texas Natural Resource Conservation
Commission (TNRCC), the Texas State Department of Health (TDH), the Texas
Parks and Wildlife Department (TPWD), the Structural Pest Control Board (SPCB),
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agencies of local governments responsible for enforcing environmental protection
laws or regulations and similar regulatory agencies of other states of the United
States. Citations include notice of violation, notice of enforcement,
suspension/revocations of state or federal licenses or registrations, fines assessed
pending criminal complaints, indictments, or convictions, administrative orders, draft
orders, final orders and judicial final judgments. Notice of Violations and Notice of
Enforcement received from TCEQ shall include those classified as major violations
and moderate violations under TCEQ’s regulations for documentation of Compliance
History, 30 TAC, Chapter 60.2 (c) (1) and (2).

o If the bidder reveals, or the City otherwise learns, that the bidder has been convicted
of a criminal offense within the past ten (10) years which resulted in serious bodily
harm or death, City may, at its discretion, disqualify the bidder.

o Bidder may be required to provide their company’s safety Experience Modifier Rate
(EMR), Recordable Incident Rate (RIR) and their Loss Indicator Rate (LIR).

Bonds are required for construction contracts.

If the Purchasing Manager decides that a bid bond is required for a particular contract,
the Bid Documents state that a bid security in the amount of 5% of the contract price is
required and that it must be executed by a surety company authorized to do business in
Texas. The bid security may be in the form of a bond or cashier’s check.

For all public work contracts in excess of $100,000 for the construction, repair or
alteration of a public work or the prosecution or completion of any public work, prior to
the commencement of work, the vendor must execute a performance bond on the form
approved by the City Attorney that is:

e payable to the City of McKinney, Texas;
e in the full amount of the contract;

e conditioned on faithful performance of the work in accordance with the plans,
specifications, and contract documents;

e solely for the protection of City of McKinney Texas; and

e executed in accordance with Chapter 2253 of the Texas Government Code, by a
surety company authorized to do business in Texas.

In addition, for any bond in excess of $100,000 the surety company shall also be qualified
as a surety on obligations permitted or required under federal law as indicated by
publication of the surety’s name in the current U.S. Treasury Department Circular 570 as
required by Texas Gov't Code § 3503.005. In the alternative, an otherwise acceptable
surety company (not qualified on federal obligations) that is authorized and admitted to
write surety bonds in Texas must obtain reinsurance on any amounts in excess of One
Hundred Thousand Dollars ($100,000) from a reinsurer that is authorized and admitted
as a reinsurer in Texas who also qualifies as a surety or reinsurer on federal obligations
as indicated by publication of the surety’s or reinsurer’'s name in the current U.S. Treasury
Department Circular 570. Id.

For all public work contracts in excess of $50,000 for the construction, repair, or alteration
of a public work or the prosecution or completion of any public work, the vendor, before
commencing work, must execute a payment bond that is:

e solely for the protection and use of payment bond beneficiaries who have a direct
material for a public work;

e payable to City of McKinney, Texas;

e in the full contractual relationship with the prime contractor or a subcontractor to
supply labor or amount of the contract; and

e executed in accordance with Chapter 2253 Government Code, by a surety company
authorized to do business in Texas.

In addition, for any bond in excess of $100,000 the surety company shall also be qualified
as a surety on obligations permitted or required under federal law as indicated by
publication of the surety’s name in the current U.S. Treasury Department Circular 570 as
required by Texas Gov't Code § 3503.005. In the alternative, an otherwise acceptable
surety company (not qualified on federal obligations) that is authorized and admitted to
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write surety bonds in Texas must obtain reinsurance on any amounts in excess of One
Hundred Thousand Dollars ($100,000) from a reinsurer that is authorized and admitted
as a reinsurer in Texas who also qualifies as a surety or reinsurer on federal obligations
as indicated by publication of the surety’s or reinsurer’'s name in the current U.S. Treasury
Department Circular 570. Id.

For all public work contracts for the construction, repair, or alteration of a public work or
the prosecution or completion of any public work, the vendor, before commencing work,
may be required to execute a maintenance bond that is:

solely for the protection and use of the City of McKinney, Texas,

payable to City of McKinney, Texas,

e in the amount of 15% of the contract sum,

e provides for maintenance, repair or replacement of all the work performed under the
terms of the contract, and

e executed by a surety company authorized to do business in Texas.

The Purchasing Department provides detailed information on the bidding requirements
set out in the Bid Documents to ensure that purchasing procedures are complied with,
the user department provides technical information and to ensure compliance with the
technical standards. Purchasing will schedule the pre-bid conference and assist in
conducting the conference as follows:

¢ Have all attendees sign the attendance roster.
e Provide a detailed Agenda which:

» Provides a brief introduction of the project title, magnitude, and performance
period.

> Indicates whether there has been any addendum issued, and if so, provides all
attendees and project document holders with a copy.

» Discusses the Purchasing Department role in the procurement and administration
process.

» Establishes a “cut-off” date for questions and requests for clarifications, as well
as a final date for issuance of addendum.

e Have the project Engineer, Architect or Project Manager discuss the specifics of the
project including review of the plans and specifications and allow for a question and
answer session.

o Determine whether any issues raised during the conference require issuance of
an addendum. The Purchasing Manager may extend the date specified in the
notice if needed. The Purchasing Department issues the amendment only if there
are at least three (3) days between the date of the addendum and the date
specified for bid opening. If less than three days exist, the opening date should
be extended to allow for a minimum of three days between the date of the
addendum and the opening date specified in the addendum.

e Have the project Engineer, Architect or Project Manager discuss the specifics of
the project

e Have the user department provide Purchasing with the technical documents (i.e.
changes or additions to the plans and or specifications).

o Prepare addendum using standard forms and distribute the addendum to all
attendees and project document holders.

The following procedures are adhered to when receiving bids:

¢ The Purchasing Department receives all bids as specified by the ITB.

o Bids are not accepted after the opening time on the day of bid opening. All
bids offered after the opening time are returned unopened to the bidder with a letter

from the Purchasing Manager notifying the bidder that the submitted bid arrived after
the due date and time.
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e The Purchasing Department records the name of the vendor submitting the bid, as
well as the time and date the bid was submitted.

e As bids are received, the Purchasing Department provides a secure place to hold the
bids until the opening date. The bids are to be received sealed and remain sealed
until the Purchasing Department opens them in a public forum on the advertised date
and time.

e On occasion, bids that are received in the mail or by some other independent carrier
may be inadvertently opened. If this situation occurs, another employee of the
Purchasing Department is immediately called to act as a withess that the details of
the bid, especially the price, were not reviewed, then the bid will be sealed again by
the receiving employee, with the incident documented.

The above process shall be undertaken in a manner that precludes any perception of
favoritism and avoids revealing bid prices or any bid information. Publicly receiving
sealed bids and recording the submission of requested bids inhibits the perception that
the Purchasing Department is manipulating the receipt of bids.

The Purchasing Department publicly opens and documents sealed bids on the date, time
and place specified in the notice. Preliminary bid tabulations, once prepared, may be
provided to the public upon request. The Purchasing Department and the user
department determine who is responsible for creating the bid tabulation and, if it is the
user department, then the user department provides a copy to the Purchasing
Department which may be distributed to the general public.

The Purchasing Manager provides a copy of the preliminary bid tabulation to the City
Council with the contract award package. A bid that has been opened may not be
changed for the purpose of correcting an error in the bid price. In cases of discrepancy
between the price written in words and the price written in numerals, the price written in
words shall govern. If a conflict between the unit price and total contract amount/price
exist, the unit price shall govern.

The user department evaluates all bids with assistance from the City consultant and
Purchasing to jointly develop a recommendation for award to City Council. The evaluation
of bids is based on the following factors unless stated otherwise in the Bid Documents:

¢ the relative prices of the bids, including the cost of repair and maintenance of heavy
equipment, if that is subject of the bid, or the cost of delivery and hauling, if road
construction equipment is the subject of the bids;

e the compliance of goods and services offered with the user department
specifications; and

e theresponsibility of the vendor, including the vendor’s past performance, the vendor's
financial and practical ability to perform the contract and the vendor’s safety record,
if City Council has adopted a definition of safety that is stated in the Bid Documents.

The user department, with the assistance of Purchasing, is responsible for placing the
item on the agenda of the City Council.

When the lowest priced bid is not the recommended bid, based on best value or the
responsibility of the bidder, clear justification for not selecting the lowest bidder must be
documented to the City Council. This recommendation may be supported by clear and
concise documentation from the user department that determines the rationale for
awarding to a bidder other than the lowest bidder. A joint review of the bid by the user
department and the Purchasing Department is required.

To ensure the vendor understands all the requirements of the project manual and plans,
and to provide the vendor the opportunity to voice any concerns or issues they may have
with the project or the project documents as designed, a pre-award conference may be
held prior to contract award. The pre-award conference ensures, to the greatest extent
practical, the successful award, performance and completion of the project.

Pre-award conferences are normally reserved for more complex and complicated
construction projects or in some instances where it is the vendor’s first construction
project with the City.

A joint determination, by the Purchasing Department and the project manager, is made
as to the necessity of a pre-award conference. The Purchasing Department schedules
the conference, prepares the agenda, and conducts the meeting. The project manager
ensures the vendor has a clear understanding of the project’s technical requirements,
and that the bid covers all requirements, and addresses any issues/problems with the
project documents or design.
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The user department’s Director and Purchasing jointly recommend contract award to City
Council, during the applicable Council meeting. The Council shall be responsible for:

e Awarding the contract to the responsive and responsible bidder who submits the
lowest and best bid; or

¢ Rejecting all bids.

If two responsive and responsible bidders submit the lowest and best bid, the City Council
shall decide between the two by drawing lots in a manner prescribed by the Mayor.

After an award is made, the contract shall be submitted to the City Manager for signature.
Copies of all documents are furnished to the user department, City Secretary and
Financial Services departments.

A Notice-of-Award ("NOA") letter, issued by the end user department, accompanies the
contractor's copy of the contract. The NOA letter includes the requirements for the
contractor to submit various documents, and the time period within which they must be
submitted. For example, Payment Bonds and Performance Bonds in the form acceptable
to the City and an Insurance Certificate must be submitted within ten (10) workdays after
contractor’s receipt of the NOA letter. Unless otherwise indicated, the NOA also states
that Notice-to-Proceed (“NTP”) is not issued unless the contractor submits the required
documents within the specified time period. If the contractor does not submit the required
documents within the specified time period, the City has the option of holding the bid
security and awarding the contract to the next lowest, responsible bidder or, depending
on the proper bid application, the bidder providing the next best value.

The end user department schedules the Pre-Construction Conference (also known as
the Pre-Performance Conference). The user department is responsible for all technical
presentations and the Purchasing Department ensures that all applicable purchasing
procedures are followed. Purchasing assists in conducting the conference by:

e Having all attendees sign the attendance roster, introduce themselves, and briefly
explain their involvement in the project;

o Discussing briefly the contract requirements, amount, and any other pertinent
information about the project. The user department representative (technical
representative) is responsible for providing a thorough synopsis of contract
requirements and any City policies to which contractor must adhere;

e Establishing dates for submissions of all required documents such as material
submittals, progress reports, payrolls, (when applicable), etc.

Note: The NTP is not issued until all required bonds and insurance certificates
have been received, reviewed and verified with the appropriate agency (i.e. surety
or insurance agency);

e Ensuring a complete understanding by all participants on issues raised before
adjourning.

Purchasing works with the user department on the timing of the issuance of the NTP.
After Purchasing receives all of the required documents, the user department determines
when the NTP will be issued. If and when all documents have been received and
approved by the user department, Purchasing issues the NTP.

The user department is responsible for monitoring and documenting contractor
performance and compliance. The user department provides Purchasing with copies of
performance and compliance documentation, which keeps the Purchasing Department
informed about all outstanding or prior issues. Discussions that merely explain the
interpretation of the specifications may be dealt with by the user department.

If poor performance or non-compliance with the contract is evidenced, the user
department initiates written corrective action with the contractor after providing
Purchasing with an advance copy of all written correspondence directing correction of a
discrepancy.

The user department must not provide any instructions or requests for changes directly
to the contractor. The user department takes the necessary steps relative to correcting
non-compliance with the contract, but must consult with the City Attorney before taking
any steps toward suspension or termination of the contract, unless emergency, life safety
or property damage issues require immediate temporary work stoppage. Before any
letters, notices or other communication related to termination or suspension are sent to
the contractor, the contents of the communication must be reviewed by the City Attorney
in order to protect the City’s position in the event of potential litigation.
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Documentation of contractor performance is often overlooked and is important if
suspension or termination is necessary. To enforce contractual terms, documentation of
specific non-compliance must be available. Specific dates, locations, examples, etc.
must be documented.

Contract administration duties are basic daily, weekly, and monthly activities of the user
department staff and must take place to ensure successful completion of the project and
to ensure the City receives the goods and services for which it has contracted. Unless
otherwise noted, the following are responsibilities of the user department:

e Assist in conducting the pre-construction conference.

e Maintain a comprehensive, neat, and orderly contract file that includes all
documentation related to the procurement process including the pre-solicitation,
solicitation, contract award, post award, and administration phases of the project.

¢ Monitor the continued insurance coverage and obtain updated insurance certificates
on a timely basis.

e |If project is federally funded, receive and review copies of contractor payrolls to
ensure payments made to contractor's employees comply with the prevailing wage
rate classifications, by trade, which are included in the contract.

o Perform periodic visits to the construction site to perform spot labor interviews to
ensure contractor compliance with prevailing labor laws.

o Receive and review copies of contractor invoices for accuracy. Discrepancies are
reported to the contractor for resolution. The user department verifies that the invoice
is appropriate for payment before submitting it to Finance for payment.

¢ Maintain and monitor correspondence: All correspondence, concerning major issues
involving non-compliance, between the contractor and the City are to be documented
and forwarded to the Purchasing Department. This ensures that the Purchasing
Department is aware of any directives being issued to the contractor or any potential
problems that may occur in the performance of the contract.

In emergency situations, or those regarding minor issues, correspondence may be
issued directly to the contractor by the user department. However, Purchasing must be
provided a copy of the correspondence immediately. The professional judgment of
the user department representative determines what constitutes an emergency, and
what is considered to be a minor issue.

Change orders in excess of $50,000, or the “not-to-exceed” amount in excess of the
proposed contract amount as approved by the City Council, shall be approved by City
Council.

The City Manager has authority to approve change orders that involve a decrease or an
increase to construction contracts which are $50,000 or less, if the funds for such
increase have been approved by the City Council.

In a contract governed by Local Government Code Chapter 252, the original contract
price may not be increased by more than 25 percent. The original contract price may
not be decreased by more than 25 percent without the consent of the contractor.

A change order shall not be issued until it is determined that the necessary funds are
budgeted and available and it is also determined that any such increase or decrease
conforms to state law. A statement to that effect should be included with the backup
documentation.

The user department ensures that all applicable warranty certificates are received and
safeguarded throughout the term of the warranty.

The user department supervises return of bonds to ensure that the contract is complete
in all respects before payment or performance bonds are returned. Every subcontractor
and/or materialman must provide a release that states that the subcontractor or
materialman releases City of McKinney from all claims arising from labor or materials
provided for the project.

Section 2269 of the Government Code applies if an alternative project delivery method
(that is, not “traditional” competitive bidding) is being utilized. Specific procedures and
requirements are developed for each specific project using an alternative delivery
method. If an alternative project delivery method is not being used, the provisions of
Chapter 252 of the Texas Local Government Code apply.
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Chapter 21: Exemptions to the Competitive Procurement Process

Section 252.022 of the Texas Local Government Code lists the available exemptions
from the requirements of competitive bidding which are available for purchases made out
of current funds, bond funds, or through time warrants. The following is a list of
circumstances that are generally exempt from competitive bidding:

e An emergency procurement made because of a public calamity that requires the
immediate appropriation of money to relieve the necessity of the City’s residents or
to preserve the property of the City;

e An emergency procurement necessary to preserve or protect the public health or
safety of the City’s residents;

e An emergency procurement necessary because of unforeseen damage to public
machinery, equipment or other property;

o A procurement for personal, professional or planning services;

o A procurement for work performed that is performed and paid for by the day as the
work progresses;

e A purchase of land or right-of-way;
o A procurement of items that are available from only once source, including:

» Goods and services for which competition is precluded because of the existence
of patents, copyrights, secret processes or monopolies;

Films, manuscripts or books;
Gas, water and other utility services;
Captive replacement parts for equipment;

Y V V VY

Books, papers, and other library materials available only from the persons holding
exclusive distribution rights to the materials;

A\

Management services provided by a nonprofit organization to a municipal
museum, park, zoo or other facility to which the organization has provided
significant financial or other benefits;

e A purchase of rare books, papers, and other library materials for a public library;

e Paving drainage, street widening, and other public improvements, or related matters,
if at least one-third of the cost is to be paid by or through special assessments levied
on the property that will benefit from the improvements;

e A public improvement project, already in progress, authorized by the voters of the
municipality, for which there is a deficiency of funds for completing the project in
accordance with the plans and purposes authorized by the voters;

¢ A payment under a contract by which a developer participates in the construction of
a public improvement as provided by Subchapter C, Chapter 212 of the Texas Local
Government Code and in which the City’s contribution is limited to no more than 30%
of the total contract amount;

e Personal property sold:
» At an auction by a state licensed auctioneer;

» At a going out of business sale held in compliance with Subchapter F, Chapter
17, Business & Commerce Code;

» By a political subdivision of this state, a state agency of this state, or an entity of
the federal government; or

» Under an interlocal contract for cooperative purchasing administered by a
regional planning commission established under Chapter 391;

e Services performed by blind or severely disabled persons;

e Goods purchased by a municipality for subsequent retail sale by the municipality;
o Electricity; or

e Advertising, other than legal notices.

In addition, section 271.056 of the Texas Local Government Code lists all the
circumstances when exemptions are available for purchases made from funds obtained
from certificates of obligation.

Exemption orders from the competitive procurement process must be processed through
the Purchasing Manager.

The Director of the user department submits a memo to the Purchasing Manager
requesting an exemption to the competitive procurement process and identifying the
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basis for the exemption (e.g. emergency). The memo must state specific details and
explain why an exemption from the competitive procurement process is requested and
the basis for the exemption. When possible, it should also contain the name of the
vendor, goods or services covered by the order and the expected maximum cost and
other relevant information justifying the exemption.

The City Manager, Deputy City Manager, or Assistant City Manager must approve all
emergency purchases. Whenever possible, approval should be obtained in advance of
the purchase. If prior approval is not possible, written approval must be obtained within
48 hours thereafter and submitted to Purchasing with the requisition.

Sole-source goods and services require completion of the Sole Source Form and
submission to the Purchasing Department for verification and approval prior to purchase
of goods and services.
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Chapter 22: Receipt of Goods and Payment

Departments must notify the Purchasing Department if goods are not received by the
due date, if goods are missing from a delivery or if damaged goods are delivered.

Department employees receiving shipments must pay particular attention to the delivery
ticket, and determine whether it matches the City's purchase order. The person receiving
the goods must verify that all goods were shipped as stated on the delivery ticket, and
sign in his or her own name (a full signature in ink) on all of the appropriate receiving
documentation, particularly the City copy.

The user department must acknowledge receipt and acceptance of delivered goods
through the ARS immediately upon receiving goods. (Please do not accept items in the
ARS if damaged goods have to be returned.) Timely recording of receipt of goods in the
ARS is critical to the timely processing of payments to vendors in compliance with Texas
Government Code, section 2251.021, et seq., Prompt Payment Act. According to the
Prompt Payment Act, payment for goods or services received is overdue on the 31 day
after the later of:

e the date the City receives the good under the contract.
¢ the date the performance of the service under the contract is complete, or
o the date the City receives and invoice for the goods or service.

When a shipment arrives, the user department must inspect the condition of all cartons.
If goods are undamaged, the department receiving the shipment should sign the freight
bill. If goods are visibly damaged, the receiving department must instruct the freight line
driver to:

¢ Note the damage on the freight bill, and;
e Sign the freight bill.

If there is concealed damage, save the shipping cartons so that the Purchasing
Department can notify the freight line and request an "inspection and report of concealed
damage". A receiving report noting the damage should be completed and matched with
the receiving copy of the purchase order.

All boxes and packing materials should be kept in the event of visibly damaged and
concealed damage goods shipments.

Damaged goods must be reported to the freight line within 15 days after delivery. After
15 days the freight line is no longer liable for the damage.

All goods not received properly or not in compliance with the contract should be
documented and reported to the Purchasing Department as soon as possible so that the
contractor can be notified and instructed about corrective action. To comply with the
Prompt Payment Act, the Purchasing Department notifies the contractor within 21 days
of any damaged goods received to avoid the assessment of interest by the contractor.

Damaged goods should not be returned to the freight line or the contractor, unless such
action is specifically requested and then only if a claim has been filed or if authorization
has been given by the contractor or the Purchasing Department to return the goods.

All receiving documentation must be maintained by the user department for their records.
All vendor invoices are sent directly to Finance. The department should provide
documentation to Finance regarding any disputes in the receipt of goods.
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Chapter 23: Contract Modifications

During the term of a contract, it may be necessary to make changes to the contract.
These changes can be minor, administrative changes such as a change of address or
the changes can be substantial that affect the price and delivery.

There are basically two ways to change a contract. One way is a bilateral modification,
in which both parties to the contract agree in writing that a modification is necessary.
Both parties must sign the written modification, amendment or change order to indicate
their agreement. The second way is a unilateral modification. In this case, terms and
conditions in the original contract set forth the situations under which the City may
exercise a right to modify the contract without the contractor's consent. A unilateral
modification, if allowed, would also be in writing and signed by the City.

The Purchasing Manager may modify contracts, in writing, if the changes are within the
general scope of the contract including changes to any of the following:

¢ method of shipment or packing;

place of delivery;

e correction of errors of a general administrative nature or other mistakes;
e increases or decreases in the quantity of items purchased;

e time extensions allowed by the contract terms and conditions;

e contract name changes;

e assignments of payment; and

e additions or deletions of products.
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Chapter 24: Contract Administration
Contract administration and oversight includes four general processes:
¢ Planning
e Monitoring Contractor Performance
e Payment Approval
e Change Management

All aspects of contract administration are important. Documentation of specific non-
compliance must be established and maintained to enforce contractual terms.
Documentation includes a description of specific dates, locations, examples, etc. of non-
performance and any contact or communication with the contractor about non-
compliance.

The user department has primary responsibility for monitoring and documenting
contractor performance and compliance. The user department must provide copies of
all documentation of non-compliance to the Purchasing Department. Copies may be
sent by e-mail to the Purchasing Manager. The Purchasing Department maintains all
documents including matters related to contract performance and documents related to
clarification of expected performance during the term of the contract. The user
department does not need to provide copies of documentation about clarification of
expected performance standards with which the contractor complied after clarification.
The user department should contact the Purchasing Department if there is any question
about documentation.

If the user department observes poor performance or non-compliance with the contract,
Purchasing communicates with the contractor and initiates any corrective action. The
Purchasing Manager takes all steps related to obtaining contract compliance.

The objectives of contract administration are to:

e Ensure the contract requirements are satisfactorily performed before payment;

e Properly discharge the responsibilities of both parties;

¢ Identify any material breach of contract by assessing the difference between contract
performance and material non-performance;

¢ Determine if corrective action is necessary and take that action, if required; and
¢ Resolve any disputes.

The statement of work is the guide for contract administration. Therefore, planning for
contract administration occurs before issuance of the solicitation. Effective contract
administration minimizes or eliminates problems which can result in potential claims and
disputes.

Good contract management ensures that the contract requirements are satisfied, that
the goods and services are delivered in a timely manner, and that the financial interests
of the City are protected. The contractor must perform and meet the requirements of the
contract. To do so, contractors sometimes need technical direction and approval from
City staff. City staff must provide this technical direction and approval in a timely and
effective manner. All guidance provided to a contractor must be within the scope of the
contract.

The responsibilities of the contract manager are:

o Participating, as necessary, in developing the solicitation and writing the draft
documents;

e Monitoring the contractor’'s progress and performance to ensure goods and
services conform to the contract requirements;

e Managing any city property used in contract performance;
e Authorizing payments consistent with the contract documents;

e Exercising remedies, as appropriate, where a contractor’s performance is deficient;
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¢ Resolving disputes in a timely manner;
¢ Documenting significant events; and
e Maintaining appropriate records.

A contract manager should ensure that the contract requirements are satisfied, that the
goods and services are delivered in a timely manner, and that the financial interests of
the City are protected.

A post award conference is a meeting with the contractor that includes the principals
responsible for administering the contract. The conference is typically held soon after
the contract is awarded. It is an orientation for the contractor to ensure a clear and mutual
understanding of all contract terms and conditions, and the responsibilities of all parties.
The conference also serves as a tool to clarify and resolve any potential
misunderstandings early. Although both the contractor and City staff should be fully
aware of the contract requirements, the post award conference ensures that those
involved directly in the contract administration process understand all requirements of
contract performance.

Monitoring the performance of a contractor is a key function of contract administration.
The purpose is to ensure that the contractor is performing all duties in accordance with
the contract and for the user department to be aware of and address any developing
problems or issues.

In some instances the obligation to monitor the progress of a contract is assigned to
another contractor. This is known as independent oversight. For example, in a
construction contract, the architectural firm that provided the construction plans may
perform the task of ensuring progress in accordance with the contract.

A contract may be terminated for default when the City concludes that the contractor fails
to perform, fails to make progress, or in any other way commits a substantial breach of
the contract.

Termination for default should be used as the last resort and not as punishment. The
City should do everything within reason to assist the contractor in curing any default.
Factors to consider before making a termination for default decision include:

e The provisions of the contract and applicable regulations,

e The specific contractual failure(s) and the explanation provided for the failures,

e The urgency of the need for the contracted supplies or services,

e The availability of the supplies or services from other sources and the time required
to obtain them, and

e Availability of funds or resources to re-purchase if the costs cannot be recovered from
the delinquent contractor. Inthe event of a termination of a contract for default, under
the City’s standard contract terms and conditions, the City may obtain re-procurement
costs from the defaulting contractor.

Keeping a complete master contract administration file is critical. The file provides a

basis for settling claims and disputes, if they arise in administrative or court actions.

Throughout the life of the contract, the contract file should contain such things as:

e A copy of the current contract and all modifications;

e A copy of the agenda request(s);

e A copy of all specifications, drawings or manuals incorporated into the contract by
reference;

e The solicitation document, the contractor’s response, evaluation determination and
the notice of award document;

e Alist of contractor submittal requirements;
o Alist of City furnished property or services;

e A copy of the pre-award conference summary, if applicable;



A copy of all general correspondence related to the contract;
e The originals of all contractor data or report submittals;

e A copy of all notices to proceed, to stop work, to correct deficiencies and change
orders;

e The records or minutes of all meetings, both internal and external, including sign-in
sheets and agendas;

e A copy of the original bidders list; and
e Any other information required by the standard contract file checklist.

Please note that a contract file could provide a basis for determining a contractor lacks
the required responsibility for the award of future contract opportunities with the City.
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Chapter 25: Electronic Bidding and Reverse Auctions

Electronic sealed bids or proposals shall be processed in accordance with Section
252.0415(a) of the Local Government Code requiring the identification, security and
confidentiality of electronic bids or proposals to remain effectively unopened until the
proper time.

Invitations to Bids and Requests for Proposals will be advertised and issued in the current
manner. A notification will be added to bid terms and conditions stating suppliers should
submit responses electronically through City’s service provider at the appropriate
electronic address listed. An automatic “e-mail return notification” will be sent to the
submitting supplier upon receipt of their bid or proposal.

At the specified bid closing time, a password-enabled employee in the Purchasing
Department will open, download, and print all bids and the bid tabulation summary
assembled by the City’s service provider. The printing operation will occur in the
controlled environment of the Purchasing Department where purchase order equipment
is currently located. By law, a bid that is submitted non-electronically will be accepted
manually and then entered electronically by Purchasing after the bid opening, as stated
in bid and proposal document terms and conditions.

Purchasing staff will read aloud all bid responses received by the closing time and date
to any interested parties present at the bid opening. After tabulation of bids or proposals,
staff will post the bid tabulation electronically with the following, or similar, qualifying
statement: “The tabulation listing of a bid should not be construed as a comment on its
responsiveness or an indication that the City accepts such bid as responsive”.

Electronic reverse auctions shall be conducted in accordance with Section 271.906 of
the Texas Local Government Code and as specified in Section 2155.062(s) requiring a
real-time bidding process taking place during a previously scheduled Internet location
with multiple suppliers, anonymous to each other, submitting bids to provide goods or
services.

o "Real-time” Bidding Process

» Reverse auctions will be advertised and issued in the same manner as invitations
to bid and requests for proposals are noticed. A notification will be added to bid
terms and conditions stating suppliers should submit responses electronically
through the City’s service provider at the appropriate electronic address listed.
The real-time bidding process will usually last up to one (1) hour and take place
during a previously scheduled period and scheduled internet location.

e Multiple Bidders

» Purchasing staff, along with its selected internet service provider, shall insure
multiple, qualified bidders are available, interested and notified electronically, or
otherwise, of any current reverse bidding opportunity. A notification will be added
to bid terms and conditions stating suppliers should submit responses
electronically through the City’s service provider at the appropriate electronic
address listed.

¢ Anonymous Bidders

» City’s selected Internet Service Provider (ISP) shall insure the anonymity of all
responding bidders through the assignment of a “bidder number” to the supplier
(as opposed to their supplier name) which will be reflected on the ISP’s website
during the reverse auction bidding process. The ISP website will reflect all active
suppliers bidding by a) the supplier's assigned bidder number and b) their last
entered bid price. After the tabulation of bids, staff will post the bid tabulation.
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Chapter 26 Disposal of Surplus Items

All departments shall review their assets each year and determine which items are no
longer needed. A list of surplus, obsolete or unused supplies, materials or equipment,
including description, make, model, and serial numbers should be forwarded to the
Purchasing Division.

The Purchasing Division may transfer these items from one department to another should
the need arise.

The Purchasing Division will forward to the Accounting Division, a list of items to be sold
for removal of City of McKinney property labels and removal from fixed asset list.

Upon approval of the City Manager, the Purchasing Manager may sell, via online auction
or sealed bid, surplus, obsolete or unused supplies, materials or equipment.

The City may donate surplus, obsolete or unused supplies, materials or equipment to
other governmental agencies providing preference to agencies residing in or adjacent to
the City of McKinney with the City Manager’s approval.

Monies received from sale of surplus items will be returned to the appropriate City of
McKinney funds.
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Background

Mission

Goals of
Public
Purchasing

Chapter 1: Introduction

This Purchasing Policies and Procedures Manual provides city departments jnformation
to assist in making decisions yegarding the purchase of goods and services necessary
to perform the functions of their offices and/or departments effectively.

The mission of the City of McKinney Purchasing Department is to:

Ensure compliance with local, state and federal laws applicable to city
purchasing;

Provide all vendors, including HUBS, equal access tq, the City’'s competitive
processes for the acquisition of goods and services;

Provide an ongoing supply of quality goods and services to all City offices; and

Protect the interests of City of McKinney taxpayers py avoiding any undue
influence or political pressures.

Public purchasing has several goals including:

purchasing the proper goods and services;

obtaining the best possible price for the goods or services, without sacrificing
the quality needed; and

ensuring a continuing supply of goods and services are available where and
when needed.

Public purchasing must also ensure:

Responsible bidders are given a fair opportunity to compete for the City’s
business. This goal can be accomplished by abiding with statutory requirements
regarding competitive bids and proposals, and through the City’s purchasing
policy.

Public funds are safeguarded. The Purchasing Department should attempt to
see that the best value is received for the public dollar.

Public spending is not used to enrich elected officials or City employees,
or to confer favors. Adoption and implementation of a code of ethics and
employee training and awareness of their responsibilities in the public purchasing
area accomplish this_goal.

Historically underutilized businesses (minority and women-owned) have an
equal opportunity in the contract awards process. City of McKinney achieves
this goal through complying with Texas Local Government Code, Section
252.0215.

City of McKinney has adopted a partially centralized purchasing function that provides
many benefits_including, but not limited to, the following:

It allows for the consolidation of smaller purchases by individual departments into
larger purchases for the entire city, resulting in lower unit prices and cost savings;
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Other Duties

e Vendors and the business community have a single, central link to the city
procurement process to facilitate consistent communication and understanding;

e Purchasing Department personnel accumulate a solid foundation of knowledge
and experience about purchasing, market trends, prices, and vendors. This
expertise helps user departments, save money by better defining their needs. It

also promotes a more efficient procurement process; and

e Centralized expertise places the purchasing processes on a professional footing
and inspires public confidence in the City’s actions,

In addition to the above, the Purchasing Department is responsible for:

e Historically Underutilized Business (HUB) Program;

e Interlocal Purchasing Agreements and Cooperative Purchasing Agreements;

¢ Inventory and Warehouse Management;

o Disposition of Seized Property; and

e Auctions of Surplus and Salvaged Property.
The Purchasing Department is committed to promoting effective, professional, and
consistent procurement for the City of McKinney, as well as championing the public
perception that tax dollars are wisely spent. To be successful, the system must be backed
by proper attitudes and cooperation of not only every department head and official, but
also every supervisor and employee of the City.
The purchasing process is not instantaneous. Time is required to complete the steps
required by law. In order to accomplish timely purchasing of products and services at the
least cost to the City, all departments must cooperate fully. Prior planning and the timely

submission of requisitions are essential to expedite the purchasing process and assure
Ihe process is_both orderly and lawful.

This purchasing manual is not static. Purchasing procedures in the City of McKinney will
change as needed, particularly evolving to incorporate technological advances and
changing laws.

The organizational chart of the Purchasing Department is attached as Exhibit 1.

There are many terms used throughout this manual that pertain to purchasing activities.
Definitions of key terms are found in Chapter 2.

Hoitbell

Ms. Lisa Littrell, CPPO, CPPB
City of McKinney Purchasing Manager
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Exhibit 1:
City of McKinney
Purchasing Department Organizational Chart
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Chapter 2: Definitions

Advertisement - A public notice in a newspaper of general circulation containing information
about a solicitation in compliance with legal requirements

“ After-the-Fact” Purchases - Purchases, which are typically unauthorized, that deviate from /[Deleted: Unauthorized

City of McKinney policies regarding purchases. Deleted: p

“traditional” competitive bidding. Methods may include best-value competitive bidding,

Alternate Delivery Method — A method of procuring construction services other than Deleted: a
Formatted: Space After: 6 pt
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competitive sealed proposals, design-build, construction manager (either at risk or as agent),
and job order.

Amendment/Addendum - A document used to change the provisions of a Contract or a
Solicitation. An_Amendment typically changes a provision in_a Contract and requires the
consent of the parties to that Contract. An Addendum typically adds an omitted requirement or

condition tq, a Solicitation before its due date and does not require mutual agreement. An /[Deleted: is the preferred term in the Construction Industry

Addendum may also add provisions to, delete provisions from, or otherwise modify a Contract
prior to the execution of and as a part of the consideration for the execution of the underlying
Contract.

Annual Term Contract - A recurring contract for goods or services, usually in effect on a 12
month basis.

ARS - City of McKinney Financial Management System that includes modules for accounting /[Deleted: which

and purchasing.

Best Value - A method of evaluating competitive bids fhat includes an evaluation based on _—{ Deleted: the price

more factors than just price and whether the presumptive low bidder is responsible. The “best
value” process allows the City to consider the following criteria:

1. the price; Formatted: List Paragraph, Numbered + Level: 1 +

2. _the bidder's experience and reputation; Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment: Left +
3. _the quality of the bidder's goods or services; Aligned at: 05" + Indent at: 0.75

4. the impact on the ability of the city to comply with rules relating to historically

underutilized businesses;

the bidder’s safety record;

the bidder’s proposed personnel;

whether the bidder’s financial capability is appropriate to the size and scope of the

project; and

8. any other relevant factor specifically listed in the request for bids, proposals, or
qualifications.

N|o |

Best value allows for the selection of the best and lowest overall life cycle cost proposal taking /[Deleted: the total life cycle cost of the item or service.

into consideration various factors depending on what is being procured and the factors set forth \(Deleted: is

in the procurement document.

Bid Bonds — A deposit required of bidders to protect the City if a low bidder withdraws its bid
following submission or fails to enter into a contract_following award. Acceptable forms of bid




deposits are limited to: cashier’s check, certified check, or irrevocable letter of credit issued by
or drawn upon a financial institution chartered by and subject to the laws of the State of Texas

and formal Bid Bonds underwritten py a surety company authorized to do business in the State /[Deleted: entered on ]

of Texas and identified as a company authorized to underwrite federal obligations as reflected

on the most recent edition of the United States Department of the Treasury’s Circular 570, /[Deleted: a ]
Deleted: listing of approved sureties or a surety or blanket

Bidder — A vendor that submits a bid including anyone acting on behalf of the vendor that bond from a company chartered or authorized to do business

submits a bid, such as agents, employees and representatives. in Texas

Bidders’ List - An automated list of vendors who have stated in writing an interest in submitting
bids for particular categories of goods and services.

Centralized Master Bidders’ List (CMBL) - A list maintained by the Texas Procurement and
Support Services of the Office of the Texas Comptroller of Public Accounts containing the
names and addresses of prospective bidders.

Change Order, Contracts - A document used in connection with construction contracts to

change a _contract after the performance of the contract is bequn if changes in the plans or /[Deleted: the ]
specifications are necessary or if it is necessary to decrease or increase the guantity of work to

be performed or of materials, equipment, or supplies to be furnished, or adjusting the time for /{Deleted: by modifying the specifications, increasing or }
performance,_A change order cannot be used to change the scope of the project for which the decreasing the cost,

contract was awarded. Please be aware that there are certain legal requirements regarding the ~—{ Deleted: or changing the goods or services to be delivered |
approval of change orders and the amount by which a change order may increase or decrease
a contract amount.

Change Order, Purchase Order — A document used to modify a Purchase Order for the

purchase of goods and services written on the city's standard purchase order form and which

change, when accepted by the contractor without qualification within the specified time limit,

becomes an amendment to the existing Purchase Order and operates as the vendor's authority /[Deleted: which ]
to deliver and invoice for goods or services as modified.

City Council - City of McKinney City Council.

Commodity Code - The accounting system classification of goods and services with a unique
number assigned to each description.

Competitive Bidding — A transparent procurement process in_which bids from competing /[Deletedzp ]
contractors, suppliers or vendors are invited by openly advertising the scope, specifications, and /[Ddeted: that allows available ]
terms and conditions of the proposed contract. The aim of competitive bidding is to obtain

goods and services at the lowest price for such goods or services_through competition and /[Deleted: to compete with each other to provide ]

preventing favoritism. The City determines the lowest bidder that is responsible and awards the
contract to the low responsible bidder.

Competitive Proposal Process — A transparent procurement pyocess in which proposals from —{ Deleted: P )
competing contractors, suppliers or vendors are invited by openly advertising the scope and
specifications for a particular work, goods or services that also specifies the relative importance
of price_and other evaluation factors. The City ranks the proposers and then engages in
negotiations with the top ranked proposer until an agreement is reached. If an agreement
cannot be reached the City moves to the next highest ranked proposer and negotiates with the
next_highest ranked proposer until an agreement is reached, and so forth. Once the City
concludes negotiating with a proposer and moves on to the next highest ranked proposer the




City cannot return to negotiations with a previously higher ranked proposer. The aim of
competitive proposals is to select the responsible proposer whose proposal is determined to be
the most advantageous to the city considering the relative importance of price and the other
evaluation factors included in the request for proposals. The competitive proposal process

allows the City more flexibility in product solicitation and negotiation to obtain the best final offer Deleted: that allows available vendors to compete with each
other to provide goods and services and permits

in compliance with Section 252.042 of the Texas Jocal Government Code_than is allowed in

competitive bidding. Deleted: Section
. ) Deleted: ,
Component Purchases - A series of purchases of component parts of goods that jn_normal [Deleted: are

purchasing practices would be purchased jn one purchase.

Deleted:

y

Consultant — A person who provides or proposes to provide advice and counsel in a \fDeleted:

as a whole

specialized area.

Contract - A formal, written agreement executed by the City and a third-party containing the /[Deleted;

vendor

terms and conditions under which particular work, goods or services are furnished to the City

typically in exchange for the payment of money by the City or the granting of some other form of /[Deleted;

which commits

benefit or consideration from the City to the third-party, /( Deleted: 's funds
Contractor - A third-party that has been awarded a contract by the City of McKinney. /[ Deleted: vendor
Deleted: who

) A U

City - City of McKinney.

City Attorney —.The aftorney selected and hired by the City Council to handle legal matters for /[Deleted: -

o

the City and his designated representatives. Deleted: City of McKinney
. . L . . . . Deleted: A
Cycle Time - The time between when a purchase requisition is received in the Purchasing .
Department and placement of a purchase order with a vendor. Cycle time does not include the Deleted: or
time required for delivery or the time it takes for the Purchasing Department to obtain
corrections to line item accounts, commodity codes, and other necessary information.
Design-Build Contract — A single contract through which the City contracts with a single entity
to provide both design and construction services for the construction, rehabilitation, alteration, or
repair of a facility, Deleted: for the design and construction of a facility that

to engag

includes both an engineer or architect and a builder qualified

e in building construction in Texas

Design Criteria Package — A set of documents that provide_the specifications for the work that

must be performed including the explicit goals and end results desired jn sufficient detail to /[Deleted:

S

permit a contractor, supplier or vendor to prepare a response to City’s request for competitive \(De|eted

: information

bids, proposals or qualifications and any additional information requested, including criteria for
selection.

Department — That division or group of special expertise or responsibility within the City that /[Deleted: -

deals with a specific subject or area of activity including a)l city offices and subdivisions of them, /[Demed:

as well as component agencies when the purchases are funded even partially with city funds.

Deleted: ,
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Director - Any Director of a Department and any person authorized to act on his or her behalf.

Emergency Purchase - An item that must be purchased immediately because of a public /{De'eted:

n

calamity o relieve the necessity of the citizens or to preserve the property of the Cjty. An \[Deleted

: case of

: or it is necessary to make the purchase promptly

emergency purchase might also include a purchase that is required: (a) to preserve or protect \%Demted
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the public health or safety of the City's residents; or (b) as a result of unforeseen damage to
public machinery, equipment or other property.

Employee - Any city appointed official, or employee.

JFormal Competitive Bidding - The bidding process in compliance with Chapter 252 of the
Texas Local Government Code which requires approval by the City Council.

Deleted: Director - Any Director and any person authorized

ﬂ{ to act on his or her behalf.{
1

Deleted:

Section

Goods - Any personal property purchased by the City, including equipment, supplies, material,
and component or repair parts.

Historically Underutilized Business (HUB) - Texas Administrative Code, Chapter 2161
defines a “Historically Underutilized Business” or “HUB”, in part, as one with ownership by “a
person who is economically disadvantaged because of the person’s identification as a member
of a certain group, including black Americans, Hispanic Americans, women, Asian Pacific
Americans, and American Indians, who have suffered the effects of discriminatory practices or
similar insidious circumstances over which they have no control”. Also referred to as a
disadvantaged business, Minority/Woman-owned Disadvantaged Business Enterprise or
M/W/DBE.

Invitation to Bid (ITB) - Specifications and formal bidding documents requesting pricing for a
specified work, good or service which has been advertised for bid in a newspaper.

Invitation to Quote (ITQ) - Specifications and informal bidding documents requesting pricing
for a specified work, good or service within a designated time frame.

Lease - A contract for the use of personal property or real property for a period of time in return
for a specified compensation.

Lowest Responsible Bid - The offer that provides the lowest price meeting all requirements of Deleted: from a bidder who submits
th_e s_peC|f|cat|ons, terms, and condltlo_ns of the.lnvna}tlon to Bid jncluding any related costs to the \£ Deleted: and best
Cjty in a total cost concept and which submittal, including all reported references contained Deleted: and
therein, provides the City with sufficient evidence of the bidder’s financial and practical ability to
perform the contract, yeferences of past performance indicating the ability to comply with the Deleted: es
Contract_and_satisfactorily complete the subject work, and other information provided to or Deleted: ¢
obtained by the City demonstrating the subject bidder’s capabilities, competence and success. Deleted: who has

. . . Deleted: and
Modification - A document used to change the provisions of a contract. 5 -

eleted: whose
Negotiations — A pargaining process petween the City and one or more third-parties seeking to Deleted: es
reach an agreement regarding the terms of a transaction or to resolve a dispute, Deleted: ¢
Deleted: consensual

Occupant Department - The department that ultlmately uses the flnls‘hed goods or services Deleted: in which
when the purchase or construction is completed, which may be different from the user Deloted: vend
department_ eleted: vendors attempt

o U U U U

Deleted:
potentially disputed matter for the purpose of reaching an
understanding

Official - Any elected or appointed official and any person authorized to act on his or her behalf.

on differences in desired contract provisions or a

Payment Bond - A surety bond executed in connection with a contract that secures solely for
the protection and benefit of those persons or entities that have a direct contractual relationship
with the Contractor to supply public work labor or material (“Payment Bond Beneficiaries”) and




with which such Contractor the City has contracted for a particular contract the payment

obligation of that Contractor to the Payment Bond Beneficiaries. /[Deleted: requirement

. . . Deleted: e
Performance Bond — A surety bond that provides assurance to the City that the Contractor will Deloted: ¢
faithfully perform the work in accordance with the plans, specifications, and contract documents, .

**‘[ Deleted: of a bidder's performance of a certain contract

Personal Service — Services performed personally by the, specific person who contracted to /[ Deleted: a
perform the services, /{ Deleted: rather than anyone else
Policy — This Purchasing Policies and Procedures Manual. /[ Formatted: Font: Bold
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Pre-Bid/Proposal Conference - A conference conducted by the Purchasing Department for the

benefit of those wishing to submit a response for services or supplies required by the City fhat is /[ Deleted

: which

held in order to allow vendors to ask questions about the proposed contract and particularly
about the contract specifications.

Professional Services - Services directly related to professional practices as defined by the
Professional Services Procurement Act, including those services within the scope of the practice
of accounting; architecture; optometry; medicine; land surveying; and professional engineering.

Professional Services, Other — Those services usually referred to as a professional service,
but not specifically listed in the Professional Services Procurement Act and that are within the
scope of practice of actuaries, attorneys, business consultants, computer programmers,
copywriters, developers, efficiency experts, executive search firms, facilitators, funeral directors,
public relations, recruiters, real estate brokers, translators; or any other professional service as
determined by approval of the City Council from time to time and made a part of this policy.

Proprietary Information - Information provided in responses to solicitations to which a vendor
claims ownership or exclusive rights and which may be protected from disclosure under the
Texas Public Information Act (Texas Government Code, chapter 551) because such information
contains trade secrets, would give advantage to a competitor or bidder or supports certification
as a HUB or M/W/DBE provided that the vendor identifies such information as being proprietary.

Public Works - Constructing, altering, yepairing or _maintaining _a public building, public 7/[Deleted:

or

infrastructure or other public asset or facility, /[ Deleted

: or carrying out or completing any public work

Purchase Order - An order issued by the Purchasing Department for the purchase of goods
and services written on the City's standard purchase order form and which, when accepted by

the contractor without qualification within the specified time period, becomes a contract or an /[ Deleted:

limit

amendment to an existing contract that authorizes the vendor_to deliver to and invoice the Cit

/{ Deleted:

which

for goods or services specified and commits the City fo accept the specified goods or services
for an agreed upon price.

Deleted:

operates as

Deleted:

's authority

Purchase Requisition - An automated request from a user department submitted to the

Deleted: ,

Purchasing Department that authorizes the Purchasing Department to enter into a contract with

Deleted:

is

a vendor to purchase goods or services for the City and authorizes the Finance Department to Deleted

: 's commitment

O )

charge the appropriate department budget and which request is for internal use only and cannot
be used by a department to order materials directly from a vendor.

Purchasing - The acquisition of goods and services including, but not limited to, construction
and professional services.




Purchasing Department — The Office of the City of McKinney Purchasing Manager and her
staff.

Purchasing Liaisons — The contact person within each department_designated to /{Deleted: designated purchasing

communicate directly with the Purchasing Department.

Purchasing Manager — Means and includes the Purchasing Manager or her designee and may
also mean or include the Finance Director in the absence of the Purchasing Manager.

Request for Information (RFI) - A general request to contractors for information yegarding a /[Deleted: for
potential future solicitation that is used as a research and information gathering tool for /[Demed: which

preparation of specifications and requirements.

Request for Proposal (RFP) - A document requesting a_proposal from vendors_that specifies /[ Deleted: n offer

the relative importance of price and other evaluation factors, and which allows for negotiations
after a proposal has been received and before award of the contract for the goods and services
Ssought. See also “Competitive Proposal Process,” above.

/{ Deleted

Request for Qualifications (RFQ) - A document that requests details about the qualifications
of professionals whose services must be obtained in compliance with the Professional Services
Procurement Act_or in conjunction with an alternative bid delivery process.

Responsive — A vendor who has complied with all material aspects of the solicitation
document, including submission of all required documents.

Responsible — A vendor who has the capability to perform fully and deliver in accordance with
the contract requirements based on consideration of past performance, financial capabilities,
and business management_together with any other pertinent information.

Sealed Bids - Offers in response to an Invitation to Bids that is advertised in a newspaper and
submitted to the Purchasing Department in a manner that conceals the price.

Separate Purchases - Purchases made separately in different orders for goods and services

: procured
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that in normal purchasing practices would be purchased in a single order_or in one purchase.

Sequential Purchases - Purchases, of items made over a period of time that in normal

: Acquisitions

\£ Deleted

: a series of

Deleted

: that

purchasing practices,would be purchased at one time_or in one purchase.

***{ Deleted

: Acquisitions

\\[ Deleted: ,

Services - The furnishing of labor by a contractor that includes all work or labor performed for \[Deleted

the City on an independent contractor basis, including maintenance, construction, manual,
clerical, personal or professional services.

Sole Source Good or Service - A good or service that can be obtained from only one source
due to patents, copyrights, secret processes, or natural monopolies. The purchase of captive
replacement parts or components for equipment that is already owned by the City may also be
considered for acquisition as a sole source good or service.

Solicitation - A document, such as an invitation to bid, invitation to quote, request for proposal,
request for information or request for qualifications issued by the Purchasing Department that

: made

o U




contains terms and conditions for a contract to solicit a response from vendors to provide work
goods or services needed by the City.

Solicitation Conference — A meeting chaired by purchasing staff, designed to help potential
vendors understand the requirements of a solicitation. Also known as a pre-bid or pre-proposal
conference

Specifications - A total description of a good or service to be purchased by the City, and the
requirements the vendor must meet to be considered for the contract which may include
requirements for testing, inspection, or preparing any good or service for delivery, or preparing

or installing it for use. See also “Design Criteria Package,” above. /[ Formatted: Font: Italic

User Department - The Department, defined above, from whose budget line item the contract /[ Deleted: All city departments and subdivisions;

is paid. \‘[ Deleted: t
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Vendor - A business entity or individual that seeks to have or has a contract to provide goods or elete
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Chapter 3: Purchasing Authority and Policy

The Texas Legislature has enacted laws regulating the purchase of goods and services
by government entities. It is the policy of the City of McKinney, to fully comply in all

aspects with these laws as they may be amended from time to time.

Deleted: , acting through its duly appointed Purchasing
Manager,

framework for a partially-centralized purchasing system.

The purpose of this Pl]rchasingPoIicies and Procedures Manual (“Policy”) is to:

L J

[ Deleted: are

The City Manager has directed that the Purchasing Manager oversee and provide a

The Purchasing Department, as well as officials, directors and employees of the City will [Deleted: executive

strive to provide equitable and competitive access to the City’s procurement process for

all responsible vendors. Further, City procurement will be conducted in a manner that [Deleted: is

promotes and fosters public confidence in the integrity of the City’s procurement process.
[ Deleted: <object>
[ Deleted: the City

e Seek the best quality, lowest priced goods and services that meet the needs of City [Deleted= policy

and its personnel;

e Provide all responsible vendors and contractors, including historically underutilized
businesses (“HUBSs”), equitable access to serving the needs of the City and its

personnel through competitive acquisition of goods and services;

e Comply with all federal and state laws that apply to city purchasing and comply with
the yequirements in this Policy;

e Manage City inventory efficiently and accurately; and

o Dispose of all surplus, salvage and seized property in a manner that penefits the

o ) ) U

[ Deleted: servicing

[ Deleted: policies and procedures

[ Deleted: manual

[ Deleted: both provides the most benefit to

taxpayers of City, fosters interlocal cooperation and provides assistance to other
governmental entities, and complies with applicable law.

The, Policy applies to all City officials and employees. The Purchasing Department and

City personnel must purchase or lease all goods and services, including maintenance
and repair, for all departments in accordance with the Policy.

The requirements and procedures set forth in this Policy,are adopted by the City Council.

This Policy shall become effective upon approval by the City Council.

e This Policy shall be interpreted liberally to accomplish its purpose.

e |If there is any conflict between this Policy and a State or Federal law, or a rule
adopted under a State or Federal law, the stricter of the conflicting provisions

prevails.

e The masculine, feminine, and neutral genders shall be interpreted to include the other
genders as required. The singular and plural shall be interpreted to include the other
number as required.

e Headings and titles at the beginning of the various sections of this Policy have been

Deleted: Purchasing

Deleted: this

Deleted: Purchasing
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[ Deleted: two

[ Deleted: these policies and procedures

included only to make it easier to locate the subject matter covered by that section or
subsection and are not to be used in interpreting this Policy.
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e If any provision of this Policy or the application of a provision to any person or

circumstances is held invalid, by a court of competent jurisdiction, such holding shall ( peleted: ,

not affect the validity of the remainder of this Policy and the application of its
provisions to other persons and circumstances shall not be affected.

e In general, the Purchasing Manager interprets this Policy, Any guestions regarding [ Deleted: ; however,

the Purchasing Manager’s interpretation and/or application of the Policy may be
taken to the Chief Financial Officer for his review and consideration. The City
Manager shall resolve any question about any interpretation and/or application of this
Policy when there is a conflict with the Chief Financial Officer’'s determination.

Additional

For additional information, the following are listed as references:
Resources

e Comptroller of Public Accounts, State of Texas Cooperative Purchasing Manual

http://www.window.state.tx.us/procurement/prog/coop/coop manual.pdf

e The State of Texas Contract Management Guide, Version 1.6

http://www.cpa.state.tx.us/procurement/pub/contractguide/ Deleted: http:/www.cpa.state.tx.us/procurement/pub/contra
ctquide/
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Service

It is the policy of City of McKinney that the following ethical principles should govern the
conduct of every employee involved, directly or indirectly, in the City’s procurement

Chapter 4: City of McKinney Purchasing Code of Ethics

[ated: 3

process.

Jtis essential for employees to take ownership of, and pe responsible for, their actions,

to preserve the public trust and protect the public interest.

Principles:_Employees should:

Apply sound business judgment.

Be knowledgeable of and abide by all applicable laws and regulations.
Be responsible stewards of public funds.

Maximize competition to the greatest extent practicable.

Practice due diligence.

Promote effective, economic and efficient acquisition.

Support economic, social and sustainable communities.

Use procurement strategies to optimize value to stakeholders.

Jtis essential for employees to act in a manner true to these values {o preserve the

(
y
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public’s trust.

Principles: Employees should:

Act and conduct business with honesty and integrity, avoiding even the appearance
of impropriety.

Maintain consistency in all processes and actions.

Meet the ethical standards of the profession.

ensure fairness for the public good.

Principles: Employees should:

Be open, fair, impartial and non-discriminatory in all processes.

Treat suppliers equitably, without preference or discrimination, and without
imposing unnecessary constraints on the competitive market.

Use sound professional judgment within established legal frameworks to balance
competing interests among stakeholders.

It is essential for employees to uphold high standards of job performance and ethical

behavior o balance diverse public interests.

Principles: Employees should:

Follow the lead of, and learn from, those with education, experience, and
professional certification in public procurement.

Continually contribute value to the organization.

Continually develop as a professional through education, mentorship, innovation,
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and partnerships.

Develop, support, and promote the highest professional standards in order to serve
the public good.

Seek continuous improvement through on-going training, education, and skill
enhancement.

Jtis essential for employees to assist other City employees and citizens in a

professional manner to support the public good.
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Transparengy

Responsibility
to City

Conflict
of Interest

Perception

Gratuities

Confidential
Information

Principles: Employees should:

e Be a crucial resource and strategic partner within the organization and community.

e Develop and maintain relationships with other City employees.

e Develop collaborative partnerships to meet public needs.

e Maintain a customer-service focus while meeting the needs, and protecting the
interests, of the organization and the public.

It is essential for employees to have and follow easily accessible and understandable
policies and processes that demonstrate responsible use of public funds.

Principles: Employees should:

o Exercise discretion in the release of confidential information.

Maintain current and complete policies, procedures and records.
Provide open access to competitive opportunities.

Provide timely access to procurement policies, procedures and records.

Employees shall avoid activities that compromise or give the perception of compromising
the best interests of the City of McKinney. Employees shall not knowingly use confidential
proprietary information for actual, perceived or anticipated personal gain.

Employees shall avoid any activity that might create a conflict between their personal

interests and the interests of the City of McKinney. Conflicts exist in any relationship
where the City's best interest may be different from the employee’s best interests or the
best interest of someone associated with the employee. Conflicts of interest include an
employee participating in any way in any procurement in which:

e The employee or any member of the employee's family within the first degree of
relationship by blood or marriage (a “close family member”), has a financial interest
in the results of the City procurement process;

e A business or organization in which the employee, or a close family member, has an

employment relationship or an ownership of jnterest has a financial interest in the

result of the City procurement process; or

e Any other person, business, or organization with whom the employee or a close
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family_member is negotiating for or has an arrangement concerning prospective
employment.

If conflicts of interest exist, the employee shall notify the Purchasing Manager in writing
and remove him or herself from the City procurement process.

Employees shall avoid the appearance of unethical or_possibly compromising practices
in relationships, actions and communications associated with the City procurement
process.

Employees shall not solicit or accept money, loans, gifts, favors or anything of value,
from present or potential contractors that might influence or appear to influence a
purchasing decision or the City procurement process. If anyone is in doubt about whether
a specific transaction complies with this policy, the person should disclose the transaction
to the Purchasing Manager for a determination of compliance.

Employees shall, to the extent allowed by Texas law and not otherwise in conflict with
City policies and procedures, keep the proprietary information of vendors that is obtained

[ Deleted: <object>1

during the procurement process confidential. Employees shall not disclose vendor

proposal information obtained from a solicitation fo any person or party who is not
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Confidentiality
Statement

a_member_of City staff necessary to a discussion regarding the proposal

(hereinafter referred to as an “unauthorized person”) until such time as the contract
has been awarded.

The City of McKinney Purchasing Department uses a confidentiality statement (Exhibit
2) to ensure compliance with the City’s ethics policy regarding the confidentiality of
proprietary information. Before the evaluation of confidential proposals, the Purchasing
Department sends the confidentiality statement to evaluation committee members for
signature and certification, which signature and certification may be confirmed
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electronically. The statement contains the following requirements to which the evaluation
committee member is expected to adhere during the course of the evaluation process
and until an award is approved by the City Council:

e Allinformation in the vendor’s response is to be kept confidential to the extent allowed
by Texas law and not otherwise in conflict with City policies and procedures.

e No discussion of the proposal is to occur with any unauthorized person.

[ Deleted: anyone outside of the proposal

Notwithstanding the foregoing, an evaluation committee nember may discuss the

Deleted: members.|

proposal with the City Manager or one or more Deputy City Managers and Assistant
City Managers upon request and consult with subject matter experts employed by

the City regarding the proposal(s) provided that the subject matter expert has signed

the applicable confidentiality statement.

e Evaluation committee members must be familiar with and read the City of McKinney
Purchasing Code of Ethics and agree to comply with its requirements including
reporting any violations of the Purchasing Code of Ethics and any potential conflict
of interest_as well as any attempt to exercise undue influence or attempted

communications from vendors_and other third-parties during the evaluation process.

Compliance with the requirements outlined in the Confidentiality Statement is crucial. If
proprietary information of any vendor is compromised during the procurement process,
all proposals may be rejected.
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In acco

Exhibit 2: Example City of McKinney Confidentiality Statement

w

CONFIDENTIALITY STATEMENT
DISCLOSURE OF SOURCE SELECTION INFORMATION

dance with the City of McKinney Purchasing Policy, this project was issued as a competitive proposal,

and, th

erefore, all information contained in the response should be kept CONFIDENTIAL until an award is

approv

2d by City Council. | certify that | will make no disclosure or release of any source selection information

to any

berson or party who is not a member of City staff necessary to a discussion regarding the proposal

(herein

after referred to as an “unauthorized person”). This includes the contents of proposals submitted in

respon

e to the City of McKinney’s Request for Proposal for (insert project name) and any evaluation thereof

prior to

final execution of the contract.

| furthe

certify that | will not discuss with any unauthorized person the Evaluation Team’s findings or decisions,

the con

tractor’s approaches, or any information generated during the selection process. | understand that

disclosure or release of any such information to an unauthorized person may subject me to adverse

adminig

trative action and may require the rejection of all proposals. Notwithstanding the foregoing it is

specifid

ally understood and agreed that | may discuss the proposal with the City Manager or one or more

Deputy|

City Managers or Assistant City Managers upon request and consult with subject matter experts

employj

ed with the City regarding the proposal(s).

Please

refer all questions for information to (insert buyer’'s name).

To theg

best of my knowledge, neither | nor my spouse, ex-spouse (if applicable), children,

stepch

Idren, parents, siblings or in-laws (collectively “close family member”) has a direct or indirect

financi

al interest in, including any part-time or full-time employment with, any of the prime

respon

dents (see attached list) that conflicts or appears to conflict with my duties as an evaluation

team 1

nember; nor do | or a close family member have any other interest that might impact my

indepe|

ndent judgment in connection with this evaluation. (I understand that a financial interest of

any an

ount, no matter how small is considered a disqualifying financial interest for such purposes.)

In the ¢

vent | later become aware of a conflict, | agree to disqualify myself and report this fact to the

Purchg

sing Manager.

NOTE

Application for employment is considered a financial interest and must be reported.

NAME

SIGNA

TURE DATE
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Please refer all questions for information to (insert |
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puUrposes.

In the event | later become aware of such financia
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matter. Further, | acknowledge my obligation to

social relationships, past, present, or planned
compromising my independent judgment in connec

MNOTE: Application for employment is considered z
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Authority

Statutory
Authority
and Duties

Additional
Responsibilities

Chapter 5: Purchasing Manager Authority and Responsibilities

[ated: 4

The City of McKinney Home-Rule Charter, Chapter VI, “Finance Department,” Sec. 49 —
Purchasing Department, establishes a Purchasing department which shall purchase, store and

[l‘ leted: Division of Purchases

distribute all supplies, materials and equipment required by any office, department or agency
of the City.

All Purchasing Department activity shall be conducted in compliance with the City of McKinney
Home-Rule Charter, Chapter VI, Sections 49 and 50, the Code of Ordinances, City of
McKinney, Texas (“McKinney Code”), Texas Local Government Code, Chapters 252 and 271,
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and Texas Government Code, Chapters 2252, 2253, 2254 and 2269 as any and all of such
provisions may hereafter be added to, subtracted from, amended, revised or deleted.

 Deleted: 2267

The Purchasing Department shall purchase all supplies, materials, and equipment required
or used, and contract for all repairs to property used by the City or a subdivision, officer, or
employee of the city, except purchases and contracts required by law to be made on

competitive bid.
The Purchasing Manager shall participate in all purchases made on competitive bid and
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shall see that all purchased supplies, materials, and equipment are delivered to the proper
city officer or department in accordance with the contract terms.

The Purchasing Manager shall recommend the transfer of City surplus or seized goods
that are not needed or used, from one department or employee, to another department or
employee requiring the goods or the use of the goods.

The Purchasing Manager shall ensure compliance with the Professional Services
Procurement Act.

Only the City Manager, or his designee, has signature authority to execute contracts of any
nature (i.e. agreements, statement of work, etc.) which have been approved by Council via
the budget or agenda item.

The City Manager has authorized the Purchasing Manager to sign tax exemption forms
and credit applications.

Rules and procedures adopted by this Purchasing Policy include rules and procedures for
employees to use City purchasing cards to pay for City purchases under the direction and
supervision of the Purchasing Department.

The Purchasing Manager shall confer with the City Attorney when necessary to interpret
this Policy or requirements under applicable State and Federal laws.

In addition to statutory duties, the Purchasing Manager:

Encourages and supports compliance with Texas purchasing laws;

Works in conjunction with the Finance Department and other City officials in the
development of efficient financial processes;

Promotes local business participation in City procurement processes; and

Provides the business community with a central link to City business
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Purchasing
Process

User Do’s

and Don’ts |

Chapter 6: Purchasing Process, Policy, Roles and Responsibilities

The general purchasing process as outlined in Exhibit 3 contains several stages with
responsibilities that are often designated by statute. It begins with requirements planning
and identification culminating with the receipt of and payment for goods and services.

Exhibit 3: Purchasing Process

Step

Performed By:

Identify requirements and obtain
budget

User Department (Purchasing
Department may assist)

Define/finalize requirements

User Department and Purchasing

Department

Submit electronic requisition outlining
requirements to Purchasing

User Department

Solicit, advertise, and generate
Purchase Orders and Contracts from
requisition and send to vendor

Purchasing

Submit electronic requisition identifying
increase change to dollar value for
Purchase Orders, (budget
confirmation) reference original
Purchase Order in reason field

User Department

Submit email requesting changes to
Purchase Orders for correction of
vendors and product/service
descriptions

User Department

Generate Purchase Order change
order from requisition and/or email and
send to vendor

Purchasing

Receive good/service and verify
completeness against contract

User Department (Purchasing
Department coordinates)

Electronically receive item in the City’s
automated requisitioning system
(“ARS”) upon receipt of good/service
and submit original invoice to Finance
Department.

User Department

Match received amount with invoice
and audit

Finance Department

Process and approve payment of
invoice.

Finance Department

Disburse payment of invoice

Finance Department

[eted: 5
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Coordination among many City departments and offices is necessary for the process to
work smoothly. To avoid delays and comply with the Policy and state law, user [Deleted: City

departments should remember the following:
¢ Do not authorize the purchase of any goods or services.

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

e Do not authorize product demonstrations, trials or wear tests without
knowledge and coordination by the Purchasing Department.

e Do not obligate the City for the purchase of goods that are delivered for use on
atrial basis.
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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 held personally responsible for the payment, and
may face criminal charges.

Do not use purchasing strategies to avoid the requirements of this Policy or

which may violate the law. Strategies that are prohibited by law include:

» _purchasing component parts that would normally be purchased in one purchase
(component purchases);

» _separately purchasing items that normally would be purchased in one purchase
(separate purchases); and

» __purchasing items over a period of time, that normally would be purchased in one
purchase (sequential purchases).

A city officer or_employee who intentionally or knowingly makes or authorizes
separate, sequential, or component purchases to avoid the competitive bidding
requirements of Texas Local Government Code Section 252.021 is committing a
Class B misdemeanor according to Texas Local Government Code Section 252.062
(a). In addition, a city officer or employee who intentionally or knowingly violates the
competitive bidding requirements of Texas Local Government Code Section 252.021
in_ some other manner is also committing a Class B misdemeanor. Tex. Loc. Gov't
Code § 252.063. The final conviction of a City officer or employee for a violation of
Section 252.021, as explained above, also results in the immediate removal of that
person from any office or employment with the City; and, prohibits the removed
individual from being appointed or elected to public office in the State of Texas and
further prohibits the individual from working for the City or receiving any
compensation through a contract with the City for a period of four years from the date
of conviction. See Tex. Loc. Gov't Code § 252.063.

Adhere to the City Purchasing Code of Ethics and avoid activities and
behaviors that are unethical or create a conflict of interest or the perception of
a conflict of interest. Examples of activities that are inappropriate include:

» soliciting or accepting money, loans, gifts, favors or anything pf values of any kind

from present or potential contractors that might influence or appear to influence
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a purchasing decision;

» failing to disclose in writing to the Purchasing Manager a conflict of interest and
not removing yourself from the procurement process when there is a conflict; and

» disclosing confidential proprietary information from solicitations to other vendors
or using the information for personal gain.

Ensure funding is available before submitting a requisition. Texas law does not

allow expenditures of funds that exceed the City’s fiscal year budget. Purchasing
does not process requisitions for which there is not adequate funding_in the current
budget.

Plan purchases to minimize the use of emergency and expedited purchases.

Rush purchases are generally more expensive and they delay other requisitions
already in the system. Vendors may attempt to charge premium prices for goods and
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Roles and

Responsibilities

Policy
Deviations

services needed in an expedited manner. Costs can be elevated when there is
insufficient time allowed to explore alternative sources or options.

e Plan purchases to allow sufficient time to process purchase requests. The
Purchasing Department is committed to processing all requisitions within a
reasonable amount of time. In general, departments should allow 1-2 weeks for all
non-contract purchases between $25,000 and $50,000 and 6-8 weeks on all
purchases requested over $50,000 that are not covered by an existing contract.
Existing contract requisitions and requisitions under $25,000 are generally processed
within one day of receipt.

e Ensure that purchasing policies and procedures are understood before
ordering. Departments must assure that all employees responsible for making
department purchase requests have read and understand the purchasing procedures
set forth in this Policy. Departments should also ensure that employees attend any
training provided by the Purchasing Department.

e Coordinate with Purchasing on receipt of goods and services. Since the City
does not have centralized receiving, each department is responsible for individually
receiving goods and services. Departments should contact the individual listed as the
buyer on the purchase order to make Purchasing aware of vendor performance
issues such as shortages, late delivery, or damaged merchandise. If the item
received is a fixed asset the item must be reported to Finance for tracking.

There are specific roles and responsibilities for both user departments and the
Purchasing Department during the procurement process. The City’s Procurement
Process protects the integrity of the internal processes and provides fair and equal
access to all vendors seeking to do business with the City, Exhibit 4 outlines the primary
roles and responsibilities.

If there are indications that a requisition is for an after-the-fact purchase, an explanation
setting forth the reasoning for a requisition after the purchase has been made must be
provided. Forms for this purpose will be made available by the Purchasing Department.
The form must be signed by the employee’s Director and include statements describing
the following:

How did the purchase occur prior to a requisition being issued and the
circumstances surrounding it?

Whether or not the actions that occurred were in the best interest of the City, and
if not, to what extent were these actions detrimental to the City?

Actions taken to correct the circumstances which led to the deviation from City
policy or procedure and to prevent future deviation.

Disciplinary action may be taken against the employee(s) involved where actions were
not justifiable. Steps to reinforce policy and use of positive administrative action(s) such
as staff training, establishment of internal procedures, realignment of staff responsibilities,
etc., are to be undertaken to correct any existing problem(s) that may discourage
adherence to policy.
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Exhibit 4: Formal Purchasing Process Roles and Responsibilities

User Department

Purchasing Department

Fltgass Role/Responsibility Role/Responsibility
Requirements | 1. Identifies what is needed, Consults with User Department
Definition/ when it is needed, the in development of specification
Specification quantity needed and where it and procurement process to be
Development is needed and works with used

Purchasing Department to Works with City Attorney to
document need in writing a prepare or review solicitation
specification and contract documents

2. Ensures funding (budget) is Reviews specification to ensure
available to support need that it is descriptive and specific

3. Sends specification and but does not prevent competitive
requisition with funding to bidding of comparable goods
Purchasing Department Works with user department to

4. Works with Purchasing develop evaluation
Department to develop criteria/formats (as applicable)
evaluation criteria/ formats Prepares agenda item for City
(as applicable) Council (if applicable)

5. Drafts agenda request for Reviews/edits agenda request
Purchasing approval and files in Legistar

Solicitation 1. Reviews solicitation Develops solicitation documents
documents before issuance based on specification and
to ensure department needs sends to user department for
are met review before final issuance

2. Provides Purchasing Issues solicitation to vendors
Department with a list of registered on electronic bidding
potential vendors that can system (and those identified by
meet the solicitation user department)
requirements Advertises solicitation in

3. Provides technical accordance with State law
clarifications to Purchasing Conducts pre-solicitation
Department if vendor conferences (as applicable)
questions arise Provides answers or

4. Supports pre-solicitation clarifications to vendors through
conferences (as applicable) addenda before solicitation

closes
Receives and logs vendor
responses
Prepares responses for
evaluation and sends to user
department
Evaluation and | 1. Evaluators from department Issues confidentiality statement
Negotiation (as sign confidentiality statement to all evaluators before
applicable) and send to Purchasing evaluation commences (as
Department (as applicable) applicable)

2. Evaluates response based on Supervises evaluation process
established evaluation criteria to ensure consistent and fair
and formats application of evaluation criteria

3. Completes evaluation and Acts as point of contact for
submits recommendation to evaluator requests and
Purchasing Department communications to vendors for

4. Works with Purchasing additional information

Department to develop

Compiles individual evaluation
results and works with users to
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User Department

Purchasing Department

PR Role/Responsibility Role/Responsibility
negotiation strategy (as develop recommendation for
applicable) award and prepares contract
Participates as member of award agenda item for City
negotiating team to negotiate Council or
Best and Final Offers (as Works with user department to
applicable) develop negotiation strategy (as
Works with Purchasing applicable)

Department to co-develop Leads negotiating team to
final recommendation for negotiate Best and Final Offers
award (if applicable)
Provides information to Receives Best and Final Offers
Purchasing Department and co-develops final
(memorandum) to support recommendation for award (if
contract award agenda applicable) and
development Prepares contract award agenda
request for City Council
Contract Request modifications in Evaluates modification request

Modifications

writing to Purchasing
Department

Reviews draft and final
modification to ensure it
meets department needs

and works with user department
to develop modifications
Coordinates with vendor and
user department to develop draft
modifications

Works with City Attorney to
review and finalize modifications
Obtains appropriate signatures
(vendor, attorney, etc.)

Either Purchasing Manager
approves modifications or
develops City Council agenda
item for approval depending on
type and amount of modification

Contract
Performance
Monitoring

Receives copy of contract
and monitors vendor
performance and delivery
Notifies Purchasing
Department of non-
performance and provides
written documentation
outlining details of non-
performance (dates,
description of problem, etc.)
Works with Purchasing
Department to develop
acceptable corrective actions
(as applicable)

Maintains complete contract file
with supporting documentation
during term of contract

Works with vendor to resolve
performance issues as identified
by user department

Develops corrective actions and
timetables for completion to
resolve performance issues and
documents in contract file (as
applicable)

Works with user department and
City Attorney to terminate
contract when necessary
because of non-performance
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Policy

Informal
Solicitations|

Formal
Solicitations

Eligibility

Chapter 7: Historically Underutilized Business Program

The policy of the City of McKinney Purchasing Department is to ensure a good faith effort
is made to assist certified HUB vendors and contractors in receiving contracts in
accordance with State law:

Texas Local Government Code, Chapter 252.0215. A municipality, in making an
expenditure of more than $3,000 but less than $50,000, shall contact at least two
historically underutilized businesses on a rotating basis, based on information
provided by the comptroller pursuant to Chapter 2161 of the Texas Government
Code. If the list fails to identify a historically underutilized business in the county
in which the municipality is situated, the municipality is exempt from this section.

For expenditures over $3,000 and less than $50,000, the Purchasing Department solicits

a quote from two certified HUBs, if available.

The Purchasing Department uses a third party vendor to maintain the Bidders List. All
registered vendors within a specific commodity and sub-commodity category are
solicited. All HUB vendors are encouraged to register with the third party vendor so they
are included in formal solicitations within the commodity code they select.

City of McKinney does not certify HUB vendors. HUB vendors must complete the

certification process with the State of Texas Comptroller of Public Accounts. The_ HUB
vendor must hold a current valid certification from the Comptroller.
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IT Review of|
Data Processing
Equipment

Risk |
Management
Coverage

After Hours
Emergency
Purchases

Interlocal
Agreements

Best Value

Chapter 8: Other General Purchasing Policies

The Information Technology Department (IT) shall review and approve all purchase
requests made by departments for software, hardware and other data processing
equipment_save and except Pre-approved Marketplace Items (defined below). This
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procedure is to ensure compatibility and standardization of the City’'s computer system.
IT may provide the Purchasing Manager with a list of the goods and services that have
been pre-approved and need no additional review, (“Pre-approved Marketplace Items”).
Pre-approved Marketplace Items also include renewals and re-purchases of previously
approved software applications, but do not include updates or new versions that may by
their revisions be rendered incompatible. To purchase any other data processing goods
or services, the user department must obtain IT approval.

When departments sustain loss or damage to goods or buildings, and funding for
replacement or repair is coordinated through the Risk Management Department, the

Manager must notify the Finance Department so that fixed asset inventory files can be
updated, if applicable.

Each department must have written internal procedures consistent with this Policy that
address Emergency Purchases (defined in Chapter 2 of this Policy) in an amount of less
than $50,000 that occur after regular work hours. Jf you have any guestions regarding
whether a particular purchase meets the state law definition of an emergency purchase,
please contact the Purchasing Manager.

[Each department’s written internal procedures should require that department
employees contact their immediate supervisor or other designated person for approval, |
prior to making an Emergency Purchase. On the first working day after the_Emergency
Purchase, the department must enter a purchase requisition into the ARS and complete |
the Emergency Purchase Justification form,_available on the City’s Intranet, and submit
to the Purchasing Manager. ,

Allinterlocal agreements with other governmental and quasi-governmental entities which
will provide for a Cooperative Purchasing Program, only, between the City and other
governmental and quasi-governmental entities must be reviewed by the Purchasing

08-093. \

If the competitive sealed bidding requirement applies to the contract for goods or |

services, and if so specified in the bid documents, the contract must be awarded to the
lowest responsible bidder or alternatively, if so specified in the bid documents, to the
bidder who provides goods or services at the best value for the City. In determining the
best value for the municipality, the City may consider:

e the purchase price;

o the_experience and reputation of the bidder and of the bidder’s goods or services;
e the quality of the bidder’s goods or services;

o the extent to which the goods or services meet the City’s needs;

¢ the bidder’s past relationship with the City;
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City of McKinney departments are encouraged to purchase
environmentally preferable products which achieve
conservation benefits. Environmentally preferable products
are products and services that have a lesser or reduced effect
on human health and the environment when compared to
other products and services that serve the same purpose.
This comparison may consider raw materials acquisition,
production, manufacturing, packaging, distribution, reuse,
operation, maintenance, or disposal of the product or service.|

The purchase and use of products and services can have a
profound impact on the environment. The City of McKinney
Purchasing Department recognizes the positive impact that it
can make on the environment through the purchasing
decisions that staff make. It is the intent of the Purchasing
Department to integrate environmental considerations into
every aspect of acquisition. Although environmental impact
may not be the core of our professional mission, the
integration of these factors will result in economic, health and
environmental gains that will further our goals.{

In this Policy, recycling means the processing of used
materials into new products to save resources and energy,
and the collection, storage and transportation of those
materials from the initial user. Examples of recycled products
include remanufactured toner cartridges, re-refined motor oil,
recycled content paper, etc. 1

The Purchasing Department shall:{

1

seek to reduce the environmental damages associated with
purchases by increasing acquisition of environmentally
preferable products and services to the extent feasible,
consistent with price, performance, availability, and safety
considerations;

Take environmental factors into account as early as possible
in the planning and decision-making process;{

share responsibility for environmentally preferable purchasing
with departmental staff;{
1

provide user departments with information to facilitate their
purchase of designated products that are reputed to perform
well and inform the user departments of their responsibilities; |
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o the impact on the ability of the City to comply with laws and rules relating to
contracting with HUBs and non-profit organizations employing persons with
disabilities;

o the total long-term cost to the City to acquire the bidder’s goods or services; and

e any relevant criteria specifically listed in the request for bids or proposals.

Electronic sealed bids or proposals shall be accepted in accordance with Section
252.0415(a) of the Local Government Code requiring the identification, security, and
confidentiality of electronic bids or proposals to remain effectively unopened until the
proper time.

e Invitations to Bid and Requests for Proposals will be advertised and issued through
the City’s electronic service provider. A notification will be added to bid terms and
conditions stating suppliers may/should submit responses electronically through
City’s service provider at the appropriate electronic address listed. An automatic “e-
mail return notification” will be sent to the submitting supplier upon receipt of their bid
or proposal.

e At the specified bid closing time, a password-enabled employee in the Purchasing
Department will open, download, and print all bids and the bid tabulation summary
assembled by the City’s service provider. The printing operation will occur in the
controlled environment of the Purchasing Department where purchase order
equipment is currently located. By law, a bid that is submitted non-electronically will
be accepted manually and then entered electronically by Purchasing after the bid
opening, as stated in bid and proposal document terms and conditions.

Purchasing staff will read aloud all bid responses received by the stated bid closing time
and date to any interested parties present at the bid opening. After tabulation of bids or
proposals, staff will post the bid tabulation electronically with a qualifying statement: “The
tabulation listing of a bid should not be construed as a comment on its responsiveness or
an indication that the City accepts such bid as responsive”.

The Purchasing Department maintains a list of vendors who have requested that they be
sent notices of advertised solicitations through our third party electronic service provider.
The vendor is responsible for registering on-line via the City's website
www.mckinneytexas.org . They may categorize their business by the commodity codes
for the goods and services that they are capable of providing. The Purchasing
Department utilizes a third party vendor for maintenance of the vendor list and publication
of solicitations.

As a courtesy to vendors, and as a means of encouraging competition, notification of
each solicitation is provided to appropriate vendors via email. The Purchasing
Department also advertises solicitations on the City’s cable television channel, on the
City Purchasing website at http://www.mckinneytexas.org, and in a newspaper of general
circulation as required by law.

A City stock room will be maintained for use by all departments. Departments may obtain
materials directly from this stock room through electronic supply requisition (stock req.).
Materials and supplies in the stock room have already been purchased by the City based
upon anticipated needs. Consequently, a purchase order is not needed to obtain such
items, only a supply requisition.
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Petty Cash
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Ethical

Procurement

Grant Funded

Purchases

Incidental items under $50 (with the exception of items available on fixed price contracts)
may be purchased utilizing petty cash.

Payments, in which use of a purchase order would not be practicable (no need to shop
for services), are allowed by electronic field purchase order (or by hard copy check
request where FPO is unavailable). FPO’s should not be used for recurring services.

Electronic field purchase orders/check requests may be utilized for the following items:

Seminar, conferences (registration, fees — not travel advances)

Employee reimbursements (mileage)

Advertisements

Subscriptions, dues and memberships (magazines, professional/trade annual fees)
Refunds (Parks, Community Center, UB, Court only)

Utility payments (electric, gas, phones)

Banking/Financial Fees (credit card fees, debt service payments, broker fees, etc.)
Food (for council meetings, department meetings)

Land Acquisition (easements, right of way or land purchases only)

Deleted: The Chief Financial Officer, or his/her designee,
must approve requests in excess of $1,000.

[ Deleted: Miscellaneous one-time payments

Personal Services (artists, instructors, judges, translator)

Legal Fees (attorneys, legal services)

Doctors/Medical Services

Contributions/Support (grant or program support, prisoner retention)
Other payments as authorized by the Finance Director

City of McKinney departments are encouraged to do business with companies who
adhere to the federal and state labor law and regulations, including but not limited to:

e The Fair Labor Standards Act through limiting child labor, requiring payment
for overtime work and yequiring payment of at least the general prevailing
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—
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daily wage rate for work of a similar character performed in the same locality.

e The Occupational Health and Safety Act which requires safe working
practices and procedures in all projects.

e The provision of workers’ compensation insurance, by the general contractor
and all subcontractors, in accordance with the Texas Workers’ Compensation
Act on any City building or construction project.

e Any state or federal law prohibiting discrimination or harassment based on
age, gender, race, religion, or national origin in the work place.

The City of McKinney, including the Purchasing Department, is strongly committed to
upholding these beliefs in ethical and humane business practices.

Grants should be administered via a written contractual agreement between the City and
the party providing the service. Grants administered by the State are governed by
Chapter 2261 of the Texas Government Code, which includes grants in the definition of
a contract unless certain criteria are met. All purchases made with grant monies will
comply with the terms and conditions of the grant, as well as the City’'s procedures
regarding all purchases. Grants often have short time frames to meet and although
every effort will be made to expedite purchasing processes where possible to meet these
deadlines, the department is responsible to provide the Purchasing Manager a copy of
all procurement requirements in the grant document in a timely manner.
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Chapter 9: The Requisitioning Process (Deleted: 8

Definition Requisitioning is the formal request for a purchase to be made. It is the first step after the
need for goods or services is recognized.

Purpose The department's purchase requisition authorizes the Purchasing Department to enter
into a contract with a vendor to purchase goods or services. This automated form is for
internal use and cannot be used by a department to order materials directly from a
vendor.

Policy City of McKinney uses an automated requisitioning system, commonly referred to as the
ARS. Based on pre-established budget line items, the user department enters purchase
requisitions into the ARS. Adequate budget funds must be available in the departmental
line item(s) before the Purchasing Department can purchase the requested goods and
services.

Procedure Purchase requisitions should fully describe what to buy, when it is required, and where
the goods are to be delivered or the services are to be performed. The user department
needs to “build” a complete description of the item(s) needed. Exhibit 5 identifies the
information and steps the user department should follow to obtain the full descriptive
information needed to process requisitions expeditiously. The information should be
researched and obtained before the user department enters a requisition in the ARS.

After the Purchasing Department receives a purchase requisition, it determines the
appropriate purchasing method based on the cost of the purchase, the goods and
services to be purchased, the existing contracts for goods and services and other
relevant factors.

Specific instructions on entering purchase requisitions into the automated ARS are not
covered in this manual. The user department can contact the Purchasing Department for
training.

Note: Cycle time to process a requisition refers to the time between when a purchase
requisition is received in the Purchasing Department and when an actual purchase order
is placed with a vendor.

Reminder: It is the department’s responsibility to track the progress of their requisition
to make sure it is released from the Financial Service’s queue. Time the requisition may
spend in the Financial Service’s queue is not included in cycle time.

Emergency Reguisitions: Please contact the Purchasing Department prior to entering
an_emergency requisition into the automated ARS and inform the Purchasing
Department that you are submitting an _emergency requisition so the emergency
requisition can be promptly retrieved from the ARS and processed.
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Exhibit 5: Open Market Requisition Checklist

Step

Reference Source:

Identify the commodity and sub-commodity code for
the item(s) to determine the accounting line item(s)
to be used and ensure that there are sufficient
budgeted funds available. Perform budget transfer if
necessary, before submitting requisition.

ARS (purchasing module for
commodity/sub-commodity and
financial module for account line
item balances)

Find the desired item(s) and obtain the following

information:

v' Manufacturer Name (e.g. Dell)

v" Model Number (e.g. Pentium series I, model
Number 135867)

v Unit of measure (e.g. each)

v Unit price, quantity, and total price

v’ Item description (complete description with as
much detail as possible)

Vendor catalog, Internet research

Helpful hint: copy the model
description information from the
source and either type it in the
requisition or e-mail to purchasing.
Also, identify where you got the
information (e.g. Office Depot
catalog p.22 or online at
www.officedepot.com, item xxx)

Obtain the full description for the item(s) being
purchased. Example of full description (file
cabinet):

File Cabinet, Vertical, 2 Drawer, Letter Size,
Dimensions 27 3/4"H x 17 11/16"W x 25"D,
Color: Steel Gray

Shipping Weight: 320 Lb.

MFG: FireKing P/N FK25

(seen online at Office Depot catalog)

Vendor catalog, Internet research

Check the vendor name to see if the vendor exists in
the ARS and verify the vendor number. If the vendor
does not exist, obtain the following to enter into
requisition comments:

Vendor name

Vendor address

Vendor telephone number

Vendor point of contact (who you talked with to
get product information)

v'Email and/or fax number

AN NN

ARS Purchasing module (requisition
function)

Identify shipping and delivery information including:

v' Date required

v Shipping (determine if it is included in price or is
a separate item)

v' Department point of contact to whom item will be

delivered

The “Ship to” location

Any specific delivery instructions (location, time

of day etc.)

v" Any special options that are available, but not
part of description (color, fabric, etc.)

AN

ARS Purchasing module (requisition
function)
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| Chapter 10: Open Market Purchases Under $3,000 (Deleted: o

Policy For open market purchases of goods and services totaling less than $3,000, end user
shall seek a source with fair and reasonable pricing.

Considerations To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

e Except for the reverse auction process allowed by law and conducted only by
Purchasing, suppliers will not be privileged to quotes from other suppliers;

e Purchasing should be contacted if additional sources for a particular product or Deleted: <#>Suppliers should be rotated to ensure

service are needed; ;ompetition:'ﬂ

e Quotes should be entered in the appropriate space on the electronic requisition and
forwarded to Purchasing for supplier selection/confirmation, price confirmation and
issuance of a Purchase Order;

e In accordance with State statutes, under no circumstances is the user department
authorized to place an order without Purchasing approval or unless a purchase order
has been obtained from the Purchasing Department; and

e Contact the Purchasing Department with any concerns or questions you may have.
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Chapter 11: Procurement Cards
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The City of McKinney Procurement Card Program has been made available through a
contracted banking services provider, hereafter called the Bank. The card will allow
selected employees to purchase items required for the daily operations of their
departments. The intent of the procurement card is to enhance the capabilities of City
personnel to perform operational tasks without the administrative delay of obtaining
Departmental Purchase Orders. The card is offered to promote ease of operation;
however, it should not be used to replace pre-planning. All purchases made with the
Procurement Card are to follow the City of McKinney's Purchasing Policies,
Cardholder/Supervisor guides, the City of McKinney’s cardholder agreement, the Travel
Policy and any other applicable policies. All policies and guides are available for reference
on the Purchasing intranet page.

Cards will be issued in the name of each individual and the City of McKinney. The card
will remain the property of the City of McKinney. Each potential cardholder will attend a
training session and sign a procurement cardholder agreement prior to being issued the
card.

Statements will be mailed to cardholders by the Bank. Cardholders are to reconcile their
receipts with the transactions shown by the Bank. Attach all documentation, note any
additional information pertinent to the purchase, receive necessary approvals and
forward to Finance. Statements are to be reconciled by the department on a monthly
basis _and all receipts must be forwarded to Finance per the timeline listed in the

cardholder guide.

Should a problem arise with a purchased item, service or charges, every attempt should
be made by the cardholder to first resolve the issue directly with the supplier. Review of
future statements is vital to ensure the account is properly credited for returns, credits or
disputed charges. The returned, credited or disputed item should be documented.

If a cardholder needs to return an item to a supplier, cardholder must contact the supplier
and obtain instructions for return. Note that some suppliers may charge a restocking fee
for returns. Returns must be documented.

If the supplier accepts an item as a return, a credit for this item should appear on the
following statement. Cardholder must follow up with the supplier until the credit appears.

If a cardholder finds a discrepancy on a monthly statement, the cardholder should contact
the supplier and attempt to resolve the problem directly. All disputed items should be
indicated on reports forwarded to Finance. If a cardholder cannot resolve a disputed
item directly with the supplier, the cardholder should contact the Program Administrator.
Bank provider will place the charge in a “State of Dispute” and the account may be given
a provisional credit until receipt of adequate documentation from the supplier is received.
If the documentation appears to be in order, the transaction will be re-posted to the
account and the dispute considered closed. If the charge is considered to be fraudulent,
the card will be immediately locked, the account may have a provisional credit (if given)
and an investigation of the charge will continue. A new card will be re-issued to the
cardholder, if appropriate. If the charge appears legitimate after investigation, the
transaction will then post to the new account.

The cardholder is responsible for the security of the card. This city-issued credit card
should be treated with at least the same level of care that cardholder would use with
his/her own personal credit cards. Guard the Procurement Card Number carefully. It
should not be posted in a work area. Do not leave the card in a conspicuous place, but
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rather keep it in_an accessible, secure location. Cardholder shall always keep the
procurement card in the protective sleeve provided by the city and only remove it from
the sleeve for official City business use.

The only person authorized to use the Procurement Card is the cardholder whose
name appears on the card. The card is to be used for business purposes only.

Record the Bank’s Customer Service number in a handy location. If a Procurement card
is lost or stolen, the cardholder shall immediately contact the Bank’s Customer Service
number. After contacting the Bank, the cardholder shall immediately notify the Program
Administrator. Prompt action can reduce the City’'s and the cardholder’s liability for

fraudulent activity.

It is_imperative that Purchasing and Finance be notified immediately of any of the
aforementioned problems.

The Procurement Card may be used ONLY for CITY RELATED BUSINESS. No personal
use of the card will be allowed. Misuse of the Procurement Card may subject the
cardholder to discipline up to termination and criminal prosecution.

Purchases should be made by use of the Procurement Card only if it is the most efficient
and most cost effective method. Procurement Cards should not be used to replace
planning for the department’s needs. The City promotes progressive productive work
methods and supports planning ahead to achieve the best possible results.

Cards must be used under SECURE CONDITIONS ONLY. Only secure websites are
allowed for online transactions. Look for either a “lock” icon at the top of the screen or
an added ‘s’ in prefix of the site’'s URL, specifically “https://”. If one of these indications is
not present, do not complete the transaction. Cardholders are to use caution when
providing a card number by telephone or by facsimile.

The City of McKinney is exempt from sales tax. BE SURE TO CHECK ALL RECEIPTS
TO ENSURE THAT TAX HAS NOT BEEN INCLUDED.

Cardholders are prohibited from using the Procurement Card to purchase local business
meals with the exception of the City Manager, Deputy City Managers and Directors (who
are_authorized to purchase reasonable business meals as determined by the City
Manager). Business meal receipts shall be documented to include attendee names and
purpose of the meeting.

Travel/Training — related meals are handled on per-diem basis. Therefore, the
Procurement Card shall not be used for these type meals. See travel policy.

The Procurement Card shall not be used for items and/or services on contract, CIP
projects, fixed assets or capital outlays. The City Marketplace is the only exception
where payment for contracted items can be made with a procurement card.

To remain in_compliance with Texas Local Government Code Section 252.0215, the
cardholder must solicit guotes from HISTORICALLY UNDERUTILIZED BUSINESSES if
total expense for a commodity reaches $3,000 or more. (Contact Purchasing or refer to
‘Purchasing’ on the intranet for “how-to” information.)

For examples of appropriate purchases, refer to the City of McKinney Procurement Card
Program, Quick Reference Cardholder Guide.
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Directors will set expenditure and purchase limits.

e Predetermined card limits of $1000 per transaction have been set. However, if a
Director requests a lower limit for certain cards the cardholder will be notified by their
Director. Directors have the authority to assign higher per transaction and per cycle
limits.

e In the event that the cardholder misuses the card the Director may cancel the card
and require the return of the card. Further disciplinary action may result.

Approving Officers will review all purchases.

e The Approving Officer is responsible for timely reviewing and approving of cardholder
monthly transactions. Notwithstanding the foregoing, an Approving Officer or Director
shall not review and approve their own cardholder monthly transactions. Rather,
such cardholder monthly transactions shall be reviewed and approved by their
respective Supervisors.

e The Director will counsel cardholders and their Approving Officers whenever
cardholders are not adhering to all requirements and guidelines of the card. In the
event that a cardholder misuses the card, the Program Administrator may cancel their
card. The Finance Director, Program Administrator and Human Resources Director
will work in_conjunction with Director on appropriate disciplinary action for card
misuse. The Purchasing Department will conduct audits of the Procurement Card
usage in the same manner as is done with Departmental Purchase Orders.

o Neither the Bank nor the merchant bears any responsibility for inappropriate
purchases. If the cardholder makes a purchase, the merchant will be paid and the
department budget charged unless the City returns the merchandise and the
merchant agrees to accept and issue a credit.

e The Approving Officer shall immediately report any inappropriate purchases made by
any cardholder to their Director. The Supervisor of the Approving Officer, if the Director
is not the Approving Officer's Supervisor, shall immediately report any inappropriate
purchases made by the Approving Officer to their Director. The Director shall counsel
the offending cardholder, including an offending Approving Officer, and report the
offending cardholder and/or offending Approving Officer and inappropriate purchase to
the Program Administrator.

e In the event a Director makes any inappropriate purchases, such inappropriate
purchases shall be immediately reported to the Assistant City Manager or Deputy City
Manager charged with oversight of that Director's Department as well as the City
Manager. The Assistant City Manager or Deputy City Manager charged with oversight
of that Director’s Department and/or the City Manager shall counsel the Director and
report the Director and inappropriate purchase to the Program Administrator.

Director will request new cards and/or cancellation of existing cards.

e The Director is responsible for notifying the Program Administrator to process the
application of an authorized cardholder, cancel the card of a cardholder and for
turning in a card to be cancelled.
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e Whenever the employment of a cardholder ends, or the individual is transferred to
other duties, the Director is responsible for returning the card to the Program
Administrator for cancellation.

The Program Administrator will be responsible for:

e processing applications to obtain Procurement Cards for staff members and for
canceling cards returned by the Director upon their request.

o keeping a current list of all cardholders, card numbers, card limits and card history.
They will also be responsible for the integrity of the system and as such may request
a full audit of the cardholder account.

e reviewing the appropriateness of purchases made with the Procurement Cards and
any misuse and/or abuse of card privileges (collectively “Occurrence”) will be dealt
with as follows:

» Occurrence 1 — The Director determines if the cardholder should be individually
responsible for the charge, if the individual should continue in the program, and
any disciplinary action up to and including termination. Program Administrator
will be notified of the disposition of the incident.

» _Occurrence 2 — Program Administrator and Director will meet to determine if the
individual will continue in the card program and the Director will determine the
need for disciplinary action up to and including termination.

» Occurrence 3 — Program Administrator and Finance Director may terminate the
cardholder’s participation in the program, and the Director will determine the need
for disciplinary action up to and including termination.

e Each occurrence is subject to discipline at the Director involvement consultation.

e Merchant Category Codes (MCC) will be assigned to give the purchaser optimum
buying capability. Samples of the MCC, which will be available, are:

- Tools - Auto Repair
- Auto Parts - Office Supplies
- Janitorial Supplies - Safety Supplies

The Procurement Card will cover most of the purchases that a department makes. A
complete listing is available through the Program Administrator. Should a department
determine that they have additional needs beyond the MCC the department should submit
a written request to the Program Administrator and at that time, if deemed necessary, the
new MCC will be added.
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Policy

Considerations

Purchasing will solicit price quotations, from a minimum of three sources to assure fair
and reasonable competition. Any exception must be approved by the Purchasing

Manager and documented on the requisition.

The Purchasing Department shall contact at least two Historically Underutilized
Businesses (HUBs) when making expenditures in this category, on a rotating basis based
on information provided by the Texas Procurement and Support Services pursuant to
Chapter 2161 of the Texas Government Code. If the HUB list fails to identify a historically
underutilized business within Collin County for the service or goods sought, the City is
exempt from this requirement,_and the Purchasing Department will obtain the required
guotes. The Purchasing Department will maintain the proper documentation reflecting
compliance with this obligation.

To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

e Except for the reverse auction process allowed by law and conducted only by
Purchasing, suppliers will not be privileged to or provided information regarding
quotes from other suppliers;

e Purchasing should be contacted if additional sources for a particular product or
service are needed,;

supplier selection/confirmation, price confirmation and issuance of a Purchase Order.
Results regarding the solicitation of price quotations from HUBs will be documented
and kept on file by the Purchasing Department;

e In accordance with State statutes, under no circumstances is the User Department
authorized to place an order without Purchasing’s prior approval or unless a purchase
order has been obtained from the Purchasing Department; and

e Contact the Purchasing Department with any concerns or questions you may have.
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| Chapter 13: Purchases between $25,000 - $50,000 ( Deleted: 11
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Policy Formal written quotes are obtained by Purchasing for these purchases

Considerations To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

e Department shall submit a requisition to Purchasing for services and/or products
required,;

e Department shall provide Purchasing with the scope of work and/or specifications for
services and/or products required;

e Purchasing shall review documents submitted by departments to ensure that the
requirements are not unreasonably restrictive thereby preventing fair and reasonable
competition. Purchasing shall incorporate appropriate terms and conditions to
develop the Invitation to Quote (ITQ). Invitation to Quote will be forwarded to
prospective suppliers and shall state a specific date, time and location for quote
submittal. Purchasing will be responsible in these instances for complying with the
State’s HUB requirements; and

e Departments must allow adequate time (at least one to two weeks) for processing
orders in this category.
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Chapter 14: Purchases over $50,000

[ Deleted: 12

formal solicitations. By law, purchases of more than $50,000 require that a competitive
sealed bid or a competitive sealed proposal process, including public notice, public
opening of the bids and City Council award, be utilized. See Policy, Chapter 16. Certain

expenditures are exempt from the competitive bidding requirements, See Tex. Loc. Gov't
Code 8§ 252.022, A department must contact Purchasing to determine if an exemption
applies._See Policy, Chapter 19.

No specifications are to be written with the intent to exclude a possible bidder. Tex. Loc.

payment to the contractor must be based on the actual quantities involved. Id.

The competitive sealed bid process is used for most purchases. Electronic receipt of bids
and the Reverse Auction procedures may be used if the Purchasing Manager deems
those processes to be the best method for the solicitation, Bids are awarded based on
lowest responsible bidder or best value, as established in the bid documents.__See
Chapter 8 of this Policy for a discussion regarding “Best Value” bidding.

The competitive sealed proposal process may be used when circumstances dictate and
the Purchasing Manager has designated, through the proposal process, that this process
is the best method of procurement for the particular item and/or service. Proposals are
awarded based on the most responsible offeror whose proposal is determined to be the
most advantageous to the municipality, considering the relative importance of price and
the other evaluation factors included in the request for proposals.

To protect the integrity of the process, all solicitations shall comply with the following:

e Department shall submit a requisition to Purchasing for services and/or products
required;

o Department shall provide Purchasing with the scope of work and/or specifications for
services and/or products required,;

e Purchasing shall review documents submitted by departments to ensure that the
requirements are not unreasonably restrictive thereby preventing fair and reasonable
competition. Purchasing shall incorporate appropriate terms and conditions to
develop the Invitation to Bid (ITB) or Request for Proposals (RFP) in consultation
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with, as needed, the City Attorney. Bid documents will be forwarded to prospective
vendors and shall state a specific date, time and location for submittal; and

e Departments must allow adequate time for processing orders in this category.
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Chapter 15: Specifications
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A specification is a concise description of goods or services that user departments seek
to buy and the requirements the vendor must meet to be considered for the award. A
specification may include requirements for testing, inspection, preparing any goods or
services for delivery, or installing them for use. The specification is the total description
of the goods and services desired to be purchased.

The primary purposes of any specification is to provide vendors with firm criteria about a
minimum standard acceptable for goods or services by providing reasonable tests and
inspections to determine their acceptability and to provide purchasing personnel with

purchase documents, As a result, the specification also:

e promotes competitive bidding; and
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e provides a means to make an equitable award to the lowest and/or best bid from a
responsible bidder.

In writing specifications, user departments are encouraged to obtain an existing
specification (i.e. City or another public entity-created RFP) before starting to write a new
one. The existing specification can provide ideas and examples that can be customized
for City of McKinney purposes. The user department should contact the Purchasing
Department for assistance in obtaining existing specifications to facilitate the
specification development process.

There are numerous sources for specifications. These include_other departments within
the City, the City Attorney’s Office, other governments, professional trade associations,
professional purchasing associations and user knowledge. Some specification libraries
that are available include:

e Texas Specification Library located at the Texas Comptroller of Public Accounts
website: www.window.state.tx.us/procurement/pub/specifications-library/

e General Services Administration, Federal Supply Service — Specifications Section
found at www.gsa.gov

e Texas Department of Transportation Standard Specification Index located at
http://www.dot.state.tx.us/gsd/purchasing/tssi_alpha.htm

e National Institute of Governmental Purchasing. Contact Purchasing for assistance
because this is available to members only.

The user department, occupant department or an outside agency may propose
specifications. To ensure compliance with legal purchasing requirements, the Purchasing
Department has final determination of the language included in specifications, except for
specifications for construction projects. Specifications for construction projects shall be
developed in coordination with the City Attorney. The User Department Director is
responsible for obtaining final approval of the specifications. This ensures proper quality
control and avoids the proliferation of conflicting specifications in the different City
departments.

To facilitate specification development and avoid duplication of their efforts, user
departments should submit their specifications in electronic format to the Purchasing
Department.
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Characteristics

Types

An effective specification has the following characteristics:

Simple: Avoids unnecessary detail, but is complete enough to ensure that purchased
goods and services satisfy their intended purpose.

Clear: Uses terminology that is understandable to the user department and vendors.

» Eliminates confusion by using correct spelling and appropriate sentence
structure.

» Avoids the use of jargon and “legalese”.

Accurate: Uses units of measure that are compatible with industry standards,
identifies all quantities and describes packing requirements.

Competitive: Identifies at least two commercially available brands, makes, or models
(whenever possible) that satisfy the intended purpose.

» Avoids unneeded specifications or “extras” that could reduce or eliminate
competition and increase costs.

Flexible: Avoids situations that prevent the acceptance of a response that could offer
greater performance for fewer dollars.

» Uses approximate values that are within a 10% range for the dimensions, weight,
speed, etc. (whenever possible) if these values can satisfy the intended purpose.

The Purchasing Department uses a number of specification types:

Design - Details description of a good or service, including details of construction or
production, dimensions, chemical composition, physical properties, materials,
ingredients and all other information needed to produce an item of minimum
acceptability. Design specifications are usually required for construction projects,
custom-produced items and many services.

Performance — Details required performance parameters such as required power,
strength of material, test methods, standards of acceptability, and recommended
practices. Performance specifications are usually used for capital equipment
purchases.

Brand Name or Equal - Lists goods or services by brand-name, model, and other
identifying specifics, except that products with performance equivalent to the
characteristics of the named brand are specified as acceptable. Other manufacturers
may provide a nearly identical product under another brand name. The Purchasing
Department uses this method only if there is a business purpose justification.
The burden of justification rests with the user department.

Industry Standard — States an industry standard that is identical, regardless of

manufacturer that results in acquisition of goods of uniform quality. The UL standard
for electrical products is an example of an industry standard.
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Chapter 16: Competitively Solicited Purchases Exceeding $50,000

[ Deleted: 14

There are two primary types of solicited purchases - competitive bidding and competitive
proposals. Competitively solicited purchasing means letting available vendors compete
with each other to provide goods or services.

The Dallas 5™ District Court of Appeals explains the use or process of competitive bidding

as follows:

"Competitive bidding requires due advertisement, giving opportunity to
bid, and contemplates a bidding on the same undertaking upon each of
the same material items and services covered by the contract; upon the
same thing. It requires that all bidders be placed upon the same plane of
equality and that they each bid upon the same terms and conditions
involved in all the items and services and parts of the contract, and that
the proposal specify as to all bids the same, or substantially similar
specifications.” Sterrett v. Bell, 240 S.W. 2d 516 (Tex. Civ. App.-Dallas
1951, no writ).

The Dallas 5™ District Court of Appeals further explains the purpose of competitive

bidding as follows:

“The purpose of competitive bidding is to stimulate competition, prevent
favoritism, and secure the best work and materials at the lowest
practicable price for the best interest of the taxpayers and property
owners." Sterrett v. Bell, 240 S.W. 2d 516 (Tex. Civ. App.-Dallas 1951, no
writ).

The first purpose of competitive solicitations is to ensure the best possible value is
received. Competitive solicitations also increase the likelihood that public monies are
spent properly, legally, and for public projects only.

The second purpose is to give those qualified and responsible vendors who desire to do
business with the City a fair and equitable opportunity to do so.

Competitive Bidding: The term “Formal Competitive Bidding” generally applies to public

purchasing when the solicitation process complies with Texas Local Government Code,

§ 252.021, and the solicitation award requires approval by the City Council.

Competitive “sealed” bids are solicited through an advertisement for bids for public works

projects, goods and supplies and non-personal services expected to exceed $50,000.
The advertisement for bids contains the specifications, terms, general conditions and

special conditions for the public works project, and/or the procurement of goods and
supplies and non-personal services (“Bid Documents”) as well as the agreement and
related performance, payment and maintenance bonds that with the Bid Documents
comprise the “Contract Documents” for the project. A formal set of Bid Documents that
include the City’s standard terms and conditions, reviewed by the City Attorney's Office,
must be used for any procurement in excess of $50,000.

The City Council must accept and award the contract for any public works projects,
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and/or the procurement of goods and supplies and non-personal services that exceed
$50,000 which are solicited through the competitive sealed bid process to the lowest
responsible bidder or (if previously noticed) the bidder that provides the best value to the
city timely responding to the advertisement for bids and returning a fully completed and
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signed Bid Proposal and Bid Bond. The User Department and Purchasing Department

( Deleted: ITB. The

work together to determine whether the presumptive low bidder is the lowest responsible
bidder or (if previously noticed) the bidder that provides the best value to the city and
prepare a bid tabulation regarding the bids received together with an agenda item

recommending to the City Council that the project be awarded o the appropriate bidder.

The Contract Documents once signed by the bidder and the City Manager following

approval of the City Council form the contract between City of McKinney and the vendor.
Competitive sealed bids are not negotiated and are based upon the terms and
conditions set out in the Bid Documents and Contract Documents.

The competitive sealed bid method is the most preferred method of procuring the

performance of public works projects, goods and supplies and non-personal services. It
is used when the requirement can be definitively described, is readily available and is an
off-the-shelf type of acquisition. Competitive bid contents are not disclosed until after the
contract is awarded. In the event that the Bid Documents call for the submission of
background documents that are trademarked or proprietary such documents may remain
confidential pursuant to the Texas Public Information Act provided that certain steps are
timely followed to protect the confidential information from disclosure. (Please contact
the City’s Public Information Officer and the City Attorney promptly upon receipt of a
public information request.)

Competitive Proposals: The term “Formal Competitive Proposal” generally applies to
public purchasing in amounts exceeding $50,000 when the solicitation process complies
with Texas Local Government Code, 8§ 252.021, and the solicitation award requires

approval by the City Council.

Competitive proposals are solicited through a sealed Request for Proposals (RFP)
process. Vendors submit responses to the RFP for consideration. The RFP solicits
proposals from vendors in response to the City's requirements and contractual terms and
conditions. A formal contract that includes the City’s standard terms and conditions,
reviewed by the City Attorney's Office, must be approved by the City Council_for any
procurement in excess of $50,000.

While the RFP process is similar to the competitive sealed bid process, there are notable
differences. The primary difference is that the RFP results in a negotiated procurement.
Cost is not necessarily the primary determining evaluation factor; however, its relative

importance to other evaluation factors must be specified in the RFP and considered in
recommending the award, of the contract. Also, the proposals in the RFP process are

received, but are not opened and read publicly,at the time of receipt. Proposal contents

are not disclosed until after the contract is awarded, to the responsible proposer whose

proposal is determined to be the most advantageous to the city under the pertinent

evaluation factors. Proposal contents that are trademarked or proprietary may remain
confidential pursuant to the Texas Public Information Act provided that certain steps are
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timely followed to protect the confidential information from disclosure. (Please contact
the City’s Public Information Officer and the City Attorney promptly upon receipt of a
public information request.)

In accordance with Texas Local Government Code § 252.021, the formal competitive

proposal (RFP) method may also be used to purchase other items more typically bid

through the competitive sealed bid process when the Purchasing Manager determines jt

is in the best interest of the City.

In_the City of McKinney, competitive solicited procurements which call for approval by
City Council due to an expenditure in excess of $50,000 are required to comply with the
requirements of the Texas Local Government Code and, with few exceptions, are
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accomplished by the process set forth in this chapter. Throughou
vendor responses in the competiti | bid and

responses in the RFP process. Unl
the competitive sealed bid and RFP.

Pursuant to Section 50 of the Charter of the City of McKinney, the City Manager generally
has the authority to authorize purchasing expenditures under either the competitive
sealed bid process or the RFP process if, and only if, (a) the bid or proposal received by
the City is for an amount of less than $50,000, (b) the subject of the bid or proposal is
contained within the then current City budget, (c) the amount of the bid or proposal does
not exceed the budget for such public works projects, goods and supplies and non-
personal services and, (d) such bid or proposal is otherwise exempt from the State of
Texas’ laws regarding the competitive procurement processes. All purchases required to
be competitively bid or which require a competitive procurement process shall conform
to applicable State law, provided further that only the City Council shall have the right to
reject any and all bids.

Competitive Sealed Bid: When the need for a good or service costing more than
$50,000 is identified, the user department should immediately contact the Purchasing
Department for assistance in developing the specifications. The specification should be
comprehensive and broadly defined to allow for maximum competition.

RFP: When the need for the goods or services (greater than $50,000) is identified, the
user department should immediately contact the Purchasing Department for assistance
in defining the requirements to be used for the solicitation. The user department is

functionally define the needs and requirements of the department regarding such goods
or services. Purchasing Department staff will review to ensure that the SOW or Technical

Reqguirements is quantified and structured to:

e secure the best economic advantage utilizing best value;

e state the needs or requirements clearly;

e be contractually sound;

e treat all vendors fairly and without favoritism;

e encourage innovative solutions to the requirement described; and

e permit free and open competition to the maximum extent reasonably possible.

designee, or a direct e-mail from the, Director, or designee, serves as the initial purchase

requisition for goods or services. The memo must include the budget line items from
which the purchase is funded or an explanation about how funding is obtained before the
Purchasing Department will proceed with the preparation of the competitive solicitation.

Requirements or specifications should be attached to the memo and forwarded

electronically to the Purchasing Department. If requirements or specifications are not
attached, Purchasing and the user department will work to jointly develop them.
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| The user department must follow up the memo request with_the entry of a purchase [Deleted: follows

requisition in the ARS. The Purchasing Department will not proceed with a purchase
unless:

e The appropriate budget line item includes sufficient unencumbered funds for the
purchase; or

e The Financial Services Department verifies that funds are available through budget

transfers; and ( Deleted: .

requirements or specifications prepared or as revised by the Purchasing Department.

Once the Purchasing Department has finalized the specification or requirements with the
Director, or designee, of the user department, the Purchasing Department prepares the
solicitation for issuance and_submits the solicitation to the Director of the user department
for final approval. Following receipt of the Director’s approval the Purchasing Department
publishes a notice of the proposed purchase that complies with the requirements in

Notice

’ e The Director, or designee, of the user department has approved the proposed

| Texas Local Government Code,§ 252.041. [Deleted: , section

According to Section 252.041, notice of a proposed purchase must be published at least
once a week in a newspaper published in the municipality. The date of the first publication
must be before the 14" day before the date set to publicly open the bids and read them
aloud. To ensure vendors sufficient time to complete and return the solicitation, the
Purchasing Department generally advertises for 21 days. If necessary, advertising time

can be extended or decreased, but jn no event can the time for publication be shortened [Deleted: must

to less than 15 days. The notice must include: [Demed: at least

e The specifications (requirements) describing the goods and services to be
purchased, or a statement of where the specifications (requirements) may be
obtained,;

e Thetime and place for receiving and opening solicitations and the name and position
‘ of the employee to whom the paper solicitations are sent as well as the appropriate

electronic address for the City’s electronic source provider through which electronic
submissions may be submitted; and

e The type of bond required from the vendor, if applicable.

o If unit pricing is required, City must specify approximate quantities, estimated on the
best available information.

The Purchasing Department publishes the notice of the proposed purchase.

Special If the solicitation is for high technology goods and services, IT must review it before it is
Considerations advertised.

If the solicitation is for rolling stock, the Fleet Manager must review it before it is
advertised.

Amendment|of The Purchasing [Deleted: Manager

Solicitation solicitation if an error is discovered, or if the nature of the goods or services requires an [Deleted: ,

extension. The Purchasing Manager may amend a solicitation, after consultation with the

[ Deleted: :

Director, or designee, of the user department:
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e |If inquiries about the meaning indicate the need for an amendment to clarify its
original intent or to correct clerical errors; and

¢ If the amendment does not change the general scope.

There should be at least three days between the date of the amendment and the opening
date in the notice. If there are less than three days, the opening date should be extended
to allow for a minimum of three days between the date of the amendment and the opening
date in the potice.

The Purchasing Department may invite potential vendors to attend a pre-bid (pre-
proposal) meeting to discuss contract requirements and answer vendor questions. The
Purchasing Manager will work with the user department to determine if a pre-bid (pre-
proposal) meeting is necessary. The Purchasing Department manages any pre-bid (pre-
proposal) conference and requests that the user department makes staff available to
answer questions at the meeting.

To ensure the identification, security, and confidentiality of responses to solicitations,
both electronic and paper, the following procedures are adhered to:

e The Purchasing Manager receives all responses as specified by the solicitation
document.

e Responses to solicitations are not accepted after the opening time on the day
of response opening. All responses offered after the opening time are returned
unopened to the vendor with a letter, or a cover email in the case of an electronic
submission, from the Purchasing Manager notifying the vendor that the submitted
response arrived after the due date and time.

Paper Responses:

o Paper responses shall be submitted in a sealed envelope with the bid/proposal
number and title to which it responds printed on the outside of the envelope.

e The Purchasing Department stamps the date and time a response to a solicitation is
received upon receipt in the Purchasing Department.

e After a response is received, the Purchasing Department will provide a secure place
to hold the solicitation until the opening date. The responses are only accepted if
sealed. Responses remain sealed until the Purchasing Department opens them in a
public forum at the advertised date and time.

e On occasion, responses that are received in the mail or by other independent carrier
may be inadvertently opened. If this situation occurs, another employee of the
Purchasing Department is immediately called to act as a witness that the details of
the response (especially the price for a bid) were not reviewed and the response will
be sealed by the receiving employee of the Purchasing Department, with the incident
documented.
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Electronic Responses:

e Electronic responses shall be submitted to the specified electronic _address, with
electronic signature of a person having authority to bind the vendor in a contract.
FACSIMILE TRANSMITTALS SHALL NOT BE ACCEPTED.

o Electronic responses shall be submitted to: https://mckinney.ionwave.net. This
electronic address is a confidential, reserved address for submittal of bid/proposal
responses only. All other communications should be addressed specific to the

intended recipient.

e The response may be submitted in one or more of the following formats: Microsoft
Word, Microsoft Excel, Microsoft PowerPoint, or Adobe Acrobat. Multiple formatted
“documents” responding to a solicitation shall be submitted in one single message.
Example; if you have one bid submission that includes a Microsoft Word document
and a Microsoft Excel spreadsheet, both “documents” must be attached to the one
message. Submissions received in any format not listed above may be rejected.

o Electronic responses shall be submitted and received by City in accordance with the
date and time set forth in the Bid Documents/RFP. Any responses received after the
listed closing date and time shall not be considered. City is not responsible for
equipment or software failure that may cause delay or non-delivery of an electronic

response.

e City is not responsible for electronic responses containing viruses that cannot be
eradicated, or that are corrupted as a result and cannot be opened.

o Atthe advertised date and time, the City will download the applicable contents of the
reserved electronic address and in a public manner, the Purchasing Department will
print the electronic responses and make them public accordingly.

The above stated process_for paper responses and electronic responses shall be
performed in a manner that precludes any perception of favoritism and avoids revealing
prices or response information. Publicly receiving sealed responses and recording the
submission of requested responses inhibits any perception that the Purchasing
Department is manipulating the receipt of solicitations.

Competitive Sealed Bid:The Purchasing Manager, or designee, publicly opens_paper

responses and electronic responses, reads aloud and documents the bids at the date,
time, and place specified in the notice. Preliminary tabulations are provided to the public
upon request. Disclosure of trade secrets and confidential proprietary information
contained in bid responses, if any, obtained from a vendor is subject to the provisions of
the Texas Public Information Act.

RFP: The Purchasing Manager publicly opens and documents sealed proposals, paper
and electronic, at the date, time and place specified in the notice. Only the names of
vendors submitting proposals are announced.

Proposals are opened to avoid disclosure of contents to competing proposers and are
kept secret during the process of negotiation. All proposals that have been submitted are
available and open for public inspection after the contract is awarded. Disclosure of trade
secrets and confidential proprietary information contained in proposals obtained from a
vendor is subject to the provisions of the Texas Public Information Act.

v
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RFP: Please see Chapter 4 of this Policy for a discussion regarding the use and

protection of proprietary information or confidential information and the Purchasing
Department’'s use of a confidentiality statement to ensure compliance with the City’s

ethics policy related to keeping proprietary information confidential; and requirements

related to the disclosure of any potential conflict of interest, and any attempted
communication by the vendor directly with the evaluation committee members during
evaluation.

Competitive Sealed Bid:The Purchasing Department evaluates all bids with assistance

from the user department and recommends the lowest responsible bid or best value bid
to the City Council for award. The Purchasing Department evaluates bids based on:

e The purchase price;

e The reputation of the bidder and the bidder’s goods or services;

e The quality of the bidder’s goods or services;

e The extent to which the goods or services meet the municipality’s needs;
e The bidder’s past relationship with the municipality;

e The safety record of the bidder (when allowed under Tex. Loc. Gov't Code
§ 252.0435;

e The impact on the ability of the municipality to comply with laws and rules relating to
contracting with HUBs and non-profit organizations employing persons with
disabilities;

e The total long-term cost to the municipality to acquire the bidder’s goods or services;
and

e Any relevant criteria specifically listed in the request for bids or proposals.

The Purchasing Department forwards the bids, the Bid Tabulation, evaluation forms (if
applicable) to the Director for completion. The user department recommendation and

other appropriate documentation from the user department are submitted with the City
Council agenda request to justify the recommended award.

When the lowest priced bid is not the best bid, based on value or responsibility of bidder,
clear justification for not selecting the lowest bid must be documented.,

RFP: The Purchasing Department supervises the evaluation process performed by the
user department or committee to ensure that the evaluation is conducted fairly and
consistently and that the integrity of the process is maintained. Depending on the
procurement, there may be additional technical evaluation assistance provided by other
departments, if applicable.

The RFP must specify the relative importance of price and other evaluation factors; the
relative weight of each factor must be stated. Evaluators may only use the specified
factors in evaluating the proposals. Purchasing staff leads the evaluation team and is
responsible for:

e Tabulating scores;
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e Calculating values; and
e either

» Coordinating follow-up meetings fo obtain best final offers from all proposers after

[ Deleted: for Best and Final Offer negotiations ]

submission and prior to awarding the contract and recommending an award; or

» Discontinuing the process.

Please note state law requires that proposers shall be treated fairly and equally with
respect to any opportunity for discussion and revision of proposals. See Tex. Loc. Gov't
Code § 252.041. After the evaluation is completed, Purchasing forwards an evaluation
summary to the Director of the user department for concurrence with the selection and a

user department’s concurrence in the evaluation. The Purchasing Department works with
the, Director of the user department to develop the recommendation for award and
present it for approval to the City Council.

The Purchasing Manager, or designee, supervises all negotiations. Any conversations
with proposers must be coordinated with the Purchasing Manager, or designee.
DPepartments that contact proposers without coordinating with the Purchasing
Department risk jeopardizing the integrity of the City procurement process.
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Deleted: A member of the Purchasing Department should
be present for all discussions with proposers.

Competitive Sealed Bid:The Purchasing Department along with user department
recommends contract award to City Council. The City Council either:

e Awards the contract; or
e Rejects all bids and publishes a new notice if the goods or services are still needed.

If two responsible bidders submit the lowest and best bid, the City Council decides
between the two bidders by drawing lots in a manner prescribed by the City Council.

After City Council approves the contract, the Purchasing Manager issues a Notice of
Contract Award. This notice and the Contract Documents identified in the original
solicitation form the complete contract. A complete original contract is maintained in the
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After the negotiations are complete, the Purchasing staff may
request qualified proposers to submit a BAFO to a specified
location by a specified date. Based on the negotiations, the
BAFO must allow the proposer to:

1

Modify the initial offer; T

1

Update pricing based on any changes the user department or
City has made; and{

1

Include any added inducements to improve the overall score
in accordance with the evaluation plan of the RFP.
<object>T

ITB: The Purchasing Manager

City Secretary’s Office. A copy will be distributed to the user department, [Deleted: ]
RFP: _The award of the contract is made by City Council to the responsible proposer, _[De'eted: Purchasing Department )
whose proposal is determined to be the best evaluated offer resulting from negotiations, ( Deleted: and the City Secretary's Office )
taking into consideration the relative importance of price and other evaluation factors in {Deleted: RFP: . The BAFO is the basis of a recommendation }
RFP._Negotiations are instituted with the highest ranked proposer. If an agreement is | of contract award.

not successfully negotiated with the highest ranked proposer, those negotiations are [Deleted: lowest ]

formally ended and negotiations commenced with the next highest ranked proposer and
so forth until an agreement can be successfully negotiated. Failed negotiations are not
subject to renewed discussion.

The City Council shall approve change orders that increase the amount of a contract by
more _than $50,000, whether that amount is exceeded by one change order or the
cumulative amount of all change orders for the contract. The City Council shall also
approve change orders that increase the amount of a contract beyond the initial “not to
exceed” amount established by the City Council when the contract was approved.
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The City Manager has authority to approve change orders that involve a decrease or an
increase to construction contracts which are $50,000 or less,and that are within the range

[ Deleted: .

of the “not to exceed” amount approved by the City Council.

In no case shall the original contract price be increased, based on the total of all change
orders, by more than 25 percent. The original contract price may not be decreased by
more than 25 percent without the express written consent of the contractor.

A change order shall not be issued until it is determined that the necessary funds are

documentation.

Change orders are not required for contracts that are exempted or excepted from the
competitive bidding requirements as provided in Chapter 252 of the Texas Local
Government Code._But, please note a contract that was originally entered into with a
vendor_or_contractor in_an_amount that did not require compliance with the state’s
competitive bid statutes cannot later be increased to an amount that would have required
compliance with the state’s competitive bid statutes. Such a purchase or acquisition
would be considered a sequential or component purchase that violates the competitive
bid statutes and for which conduct criminal penalties may attach. Regardless, any
increases in the amount of the contract in _excess of $50,000 requires City Council
approval and increases of $50,000 or less may be approved by the City Manager.

The Purchasing Department, monitors the expiration dates of all contracts. Purchasing
notifies user departments by email at least four months before contract expiration and

verifies whether the goods or services continue to be needed and the contract needs to
be re-bid, renewed or extended, if renewals or extensions are available. Purchasing also
sends the existing specifications or requirements to the user department and requests
any changes before the solicitation is reissued. The user department returns the
specifications or requirements with any additions, deletions, or corrections.

In purchasing goods and services, the Purchasing Manager may use reverse auction
procedures under Texas Government Code, Chapter 2155. Reverse auction means:

e A real-time bidding process usually lasting less than one hour and taking place at a
previously scheduled time and Internet location, in which multiple suppliers,
anonymous to each other, submit bids to provide the designated goods or services;
or

e A real-time bidding process usually lasting less than two weeks and taking place
during a previously scheduled period and at a previously scheduled Internet location,
in which multiple suppliers, anonymous to each other, submit bids to provide the
designated goods or services.

An often-overlooked cost of equipment or software is on-going maintenance. All on-going
maintenance issues should be considered, evaluated and priced in the initial
procurement process.
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Exhibit 6: Procurement Methods

Procurement Method

Use When

Advantages

Disadvantages

Competitive Bids

(Invitation to Bids)

Adequate competition
exists.

The product or service is
available from more than
one source.

Award process is
simpler.

Award is made to the
lowest responsive,
responsible bidder or the
bidder providing the best
value to the City.

Defined
specifications may
be difficult to
develop.

Does not encourage
innovative solutions.

Competitive Proposals

(Request for Proposals)

When factors other than
price are evaluated.

When negotiations are
desired.

Vendor is expected to
provide innovative ideas.

Allow factors other than
price to be considered.

Allows for customized
proposals suggesting
different approaches to
the same business
need.

Allows for negotiations in
order to obtain the best
value for the City.

Lead times for
procurement may be
greater.

Evaluations are
more complex.

Request for Information

There is insufficient
information to write
specifications for any
procurement method.

Provides information to
prepare a complete bid
or proposal document.

Allows the business
community to have input
into the solicitation
document based on
current industry
practices and market
factors.

Informs City of any
potential problems early
in the procurement.

Lengthens the
procurement
process.

Request for
Qualification/Services

Selection is made solely
on the skills and
qualifications of the
professional.

Emphasizes the
competency of the
proposed professional
contractors

Contractor is
tentatively selected
before price is
negotiated.
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Chapter 17: State Purchasing Programs

There are three types of purchasing programs that allow local governments to purchase
goods and services using contracts competitively awarded by the State of Texas or other
governments, through the Texas Procurement and Support Services Cooperative

Purchasing Program (State of Texas Co-op). The Procurement and Support Services
Division (TPASS) of the Texas Comptroller's Office manages two of them. The third
program allows local governments to purchase computer technology directly from the
state’s Department of Information Resources (DIR).

e Term Contracts (authorized by sections 271.081 through 271.083 of the Texas Local
Government Code). The City may purchase from vendors on the same terms and
conditions as the State. The State has entered into term contracts after using
competitive bidding procedures. The TPASS manages this program for the State.

e Texas Multiple Award Schedule (TXMAS) (authorized by section 2155.502 of the
Texas Government Code). The City may purchase goods and services from a
schedule of multiple award contracts developed by the TPASS. The schedule is
adapted from General Services Administration (GSA) Federal Supply Service
contracts. TXMAS contracts take advantage of the most favored customer (MFC)
pricing and under certain circumstances; the City may negotiate a lower price for the
goods or services offered on a scheduled contract.

e Department of Information Resources (DIR) (authorized by the Interlocal
Cooperation Act, Chapter 791 of the Texas Government Code). The City may
purchase computer-related equipment through the DIR and its contracted vendors.

The Purchasing Manager acts as the official representative for the City of McKinney in
all matters related to the purchase of goods and services from a vendor under any
contract based on a State Purchasing program. The City is responsible for making
payments directly to these vendors should the City choose to utilize a State Purchasing
program contract.

State Term Contract Purchases
City of McKinney participates in the purchasing program of TPASS for local governments.

The Purchasing Manager either submits requisitions to the TPASS under a contract or
electronically sends purchase orders directly to vendors and reports to TPASS on actual
purchases in compliance with TPASS regulations. The Purchasing Manager monitors
vendor compliance with all the conditions of delivery and quality of the purchased goods
and services. The Purchasing Manager may coordinate and deliver all necessary
documents for all purchases under this program made for the City.

To initiate this process, the user department submits a purchase requisition. The
Purchasing Department determines if the requested goods or services are available from
TPASS contracts. If they are available, the Purchasing Department assigns a state
requisition number that is used for reporting and payments.

Texas Multiple Award Schedules (TXMAS) Purchases
City of McKinney participates in the purchasing program of the TPASS using TXMAS

contracts developed from contracts that have been competitively awarded by the federal
government or any other governmental entity of any state.
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The Purchasing Manager monitors vendor compliance with all the conditions of delivery
and quality of the purchased goods and services. The Purchasing Manager may
coordinate and deliver all necessary documents for purchases under this program for
City of McKinney.

Procedure |

To initiate this process, the user department may research goods and services on the
TPASS website to determine if the goods or services are available from TXMAS. Based
on its research, the user department submits an “open market” purchase requisition and
identifies in the requisition comments that the good or service may be available through
TXMAS. The Purchasing Department determines if the requested goods or services are
available from TXMAS and compares prices among TXMAS vendors to obtain the best
value. The Purchasing Department works with the user department to determine best
value and then issues a purchase order with the selected vendor providing the best value.

| DPepartment of Information Resources (DIR) Purchases Deleted: Note: If TXMAS contracts have been loaded in
ARS, the user department submits a contract requisition using

. . . . y the procedures outlined in Chapter 8 of this Policy.
Policy The City purchases computer-related equipment and services through the state’s q P P v1

Department of Information Resources (DIR) and from its contracted vendors. The City
contracts with DIR and uses its Go DIRect program.

The Purchasing Manager either submits requisitions to the DIR under any contract or
electronically sends purchase orders directly to DIRect vendors. The Purchasing
Manager monitors vendor compliance with all the conditions of delivery and quality of the
purchased goods and services. The Purchasing Manager may coordinate and deliver all
necessary documents for purchases under this program made on behalf of the City.

Procedure

To initiate this process, the user department may research goods and services on the
DIR website to determine if the goods or services are available from DIR or its contracts.
Based on its research, the user department submits an “open market” purchase
requisition and identifies in the requisition comments that the good or service is available
from DIR. The Purchasing Department determines whether or not the requested goods
or services are available from DIR, and if available, the Purchasing Department
compares prices among DIR vendors to obtain the best value. The Purchasing
Department works with user department to determine best value and issues a purchase
order with the selected vendor providing the best value. For larger, more complex IT
purchases, the Purchasing Department may work with the City Attorney’s Office on a
supplemental contract to ensure the best interests of the City are covered. The user
department should plan their procurements accordingly to allow sufficient time to
negotiate and enter into a contract with the selected vendor, if necessary.

If the purchase is from a vendor who is part of the Go DIRect program, the City issues
the purchase order directly to the vendor and pays the vendor directly. If the purchase is
to a vendor that is not part of the Go DIRect program, the City issues the purchase order
to DIR, which authorizes a separate purchase order to the vendor.
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Chapter 18: Cooperative Purchasing Agreements
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The Interlocal Cooperation Act, Chapter 791 of the Texas Government Code, authorizes
local governments to contract directly with other governments to increase their efficiency
and effectiveness. Texas Government Code, Section 791.025(c) states that a local

government that purchases goods and any services reasonably required for the
installation, operation or maintenance of those goods under the Interlocal Cooperation
Act satisfies the requirement of the local government to seek competitive bids for the

purchase of goods and their services. The City has a variety of interlocal agreements,

with _other governmental entities that allow the City to participate in cooperative
purchasing programs.

The City participates in the purchasing programs of various local, state and national
cooperatives such as Houston Area Council of Governments (H-GAC), Texas
Association of School Boards (BuyBoard), The Cooperative Purchasing Network
(TCPN), U.S. Communities and Federal Supply Schedules. Before using any
cooperative, the Purchasing Department researches and recommends cooperatives.

The City Council has delegated authority to the City Manager to enter into an interlocal

agreement with other governmental and quasi-governmental entities that will allow the

City to participate in a cooperative purchasing program which acknowledges the terms
and conditions for using each cooperative, including any fee schedules, and authorizes
the Purchasing Department to make purchases under the terms of the interlocal

agreement._See Resolution 2000-08-093 (R), dated August 15, 2000.

The Purchasing Department acts as the official representative for the City of McKinney

in all matters relating to cooperative purchasing programs, including the purchase of
goods and services from a vendor under any contract.

The Purchasing Department must review and yecommend approval of all interlocal

agreements involving the purchase of goods, repair, or maintenance agreements before
the agreement is submitted to City Manager for approval.

To initiate this process, the user department may research goods and services on the
approved cooperative’s website to determine if the needed goods or services are
available from the cooperative. Based on its research, the user department submits an
“open market” purchase requisition and identifies in the requisition comments that the
good or service is available from the cooperative. The Purchasing Department
determines whether or not the requested goods or services are available from a specific
cooperative. If available, the Purchasing Department compares prices among
cooperative and local vendors to obtain the best value. The Purchasing Department
works with the user department to determine best value and issues a purchase order
with the selected vendor using the purchasing method that provides the best value.

The Purchasing Department either submits requisitions to the applicable cooperative or

electronically sends purchase orders directly to vendors using the processes defined by
the specific cooperative. The Purchasing Department monitors vendor compliance with

all conditions of delivery and the quality of the purchased goods and services. The
Purchasing Department may coordinate and deliver all necessary documents for

purchases under cooperative purchasing programs made on behalf of the City.

The Purchasing Department may execute all purchase orders for purchases through

interlocal agreements that are procured in compliance with this chapter, including
purchases in excess of $50,000, provided funding for the purchase has been approved
by the City Council.

v
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Interlocal
Agreements

Federal

Supply
Schedules

All interlocal agreements that involve the purchase of goods, services, repair or
maintenance agreements must be approved in writing by the Purchasing Department
before being submitted to City Manager for approval.

v

Texas Local Government Code Section 271.103 states that a local government that
purchases goods and services available under Federal supply schedules of the United
States General Services Administration, to the extent permitted by federal law, satisfies
the requirement of the local government to seek competitive bids for the purchase of
those goods and services.

Under the Cooperative Purchasing Program, state and local government entities may
purchase a variety of Information Technology (IT) products, software, and services from
contracts awarded under GSA Federal Supply Schedule 70, Information Technology,

State and local government entities may also purchase alarm and signal systems, facility
management systems, firefighting and rescue equipment, law enforcement and security
equipment, marine craft and related equipment, special purpose clothing and related
services from contracts awarded under GSA Federal Supply Schedule 84, Total
Solutions for Law Enforcement, Security, Facility Management Systems, Fire, Rescue,
Special Purpose Clothing, Marine Craft, and Emergency/Disaster Response.
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Chapter 19: Procurement of Professional Services
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JThe Professional Services Procurement Act, Chapter 2254 of the Texas Government

Code, prohibits a governmental entity from selecting a provider of professional

Deleted: In procuring professional services, the City must
comply with

services or a group or association of providers of professional services or otherwise

[Deleted: .

-

awarding a contract for professional services on the basis of competitive bids. Texas
Government Code 8§ 2254.003. Rather, the governmental entity must make the
selection and award a contract for professional services on the basis of demonstrated
competence and qualifications to perform the services, and for a fair and reasonable
price_which does not exceed any maximum provided by law. Id. “Professional
services” is defined in Section 2254.002 of the Texas Government Code as, those

services:

[ Deleted: Chapter

O U )

{Deleted: o1
1
within the scope of the practice, as defined by state law, of accounting, architecture,
landscape architecture, optometry, medicine, land surveying, professional
engineering, real estate appraising or professional nursing, or
provided in connection with the professional employment or practice of a person who
is licensed or registered as an architect, an optometrist, a physician, a surgeon, a
certified public accountant, a land surveyor, a landscape architect or professional
engineer, a state certified or state licensed real estate appraiser, or a registered
nurse.
The Professional Services Procurement Act does not address all professional
services. A municipality has [ Deleted: discretion
addition to those services identified in Chapter 2254 of the Texas Government Code, [ Deleted: other than
are “professional services’ for the purpose of exemption from competitive bidding [ Deleted: covered by
requirements, See Texas Local Government Code, § 252.022. The competitive bid
statute (Chapter 252 of the Texas Local Government Code) provides that (_ Deteted: under
professional services are exempt from competitive bidding. Remember that just [ Deleted: , Section
because an item is exempt from competitive bidding that does not mean the item
cannot be competitively bid. A city can choose to not take advantage of the
exemption and competitively bid except to the extent prohibited. Read in conjunction
with the Professional Services Procurement Act, this means that the determination
to_competitively bid professional services is discretionary with the exception of
services in the fields of accounting, architecture, landscape architecture, optometry,
medicine, land surveying, professional engineering, real estate appraising or
professional nursing. Atty. Gen. Op. DM-106 (1992).
The Purchasing Manager relies on court cases and attorney general opinions, and
may also consult with the City Attorney, to determine what additional services may
be included in the list_of professional services. For the purpose of this policy, [ Deleted: this
“professional services” shall be defined as those services “requiring special [ Deleted: .
knowledge or attainment and a higher order of learning, skill, and intelligence,” Op. ) [ Deleted: of
Tex. Att'y Gen. Nos. JM-1038 (1989), JIM-940 (1988), MW-344 (1981). Other services
defined by the City of McKinney as professional services, which are not specifically (_Deleted: "
listed in Chapter 2254 of the Government Code, jnclude; [ Deleted: that
[ Deleted: are
Those services within the scope of practice of actuaries, attorneys, business [ Deleted:

consultants, computer programmers, copywriters, developers, efficiency experts,
executive search firms, facilitators, funeral directors, public relations, recruiters, real
estate brokers, translators; or
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Request for
Qualifications
/Proposals
(RFQ/RFP)

Informal
Procedures

Formal
Procedures

e Any other professional service as determined by approval of the City Council from
time to time and made a part of this policy.

Contracts for the procurement of these professional services may not be awarded on
the basis of bids. Instead, services must be awarded on the basis of demonstrated
competence and qualifications.

Professional Services Procurement Act

To ensure professional firms a fair and equal opportunity to do business with the City,
and to ensure that the services of the most qualified professional are obtained,
professional services should be procured using the Request for Qualifications (RFQ) or
Request for Proposals (REP) process to identify the most highly qualified provider of

[ Deleted: <object> ]

[ Deleted: are ]

those services on the basis of demonstrated competence and gualifications, when
necessary, and then attempt to negotiate a contract at a fair and reasonable price as
outlined in Chapter 2254 of the Texas Government Code.

Unless specifically exempted by the City Manager, all professional services anticipated
to cost less than $50,000 should be procured using the informal RFQ/RFP process.
Departments forward a recommendation memo to the Purchasing Manager when
professional services are required,and a highly qualified provider of those professional

[ Deleted: the procedures required by ]

[ Deleted: <object> ]

[ Deleted: are ]

[ Deleted: . ]

services needs to be identified on the basis of demonstrated competence and
qualifications. The memo identifies the following:

e Scope of work;
e Qualification and experience requirements;
e Project description and deliverables;

e Time frame(s) for performance;

[ Deleted: frames ]

e Budgeted amount and budget line items; and

e Suggested professional and rationale for determining qualification based selection,
The user department follows up the memo request with entry of a requisition into the
ARS.

Unless specifically exempted by the City Manager, all professional services anticipated
to cost more than $50,000 should be procured using the formal RFQ or RFP process
following procedures outlined by Chapter 2254.

Either a memo submitted to the Purchasing Department, signed by the Director, or

designee, of the user department, or a direct email, from the Director, or designee, of the

user department, serves as the initial requisition. The memo must include the
budget line items from which the purchase is funded or an explanation that is acceptable
to the Purchasing Department about how funding is obtained before the Purchasing
Department prepares the RFQ/RFP. Detailed requirements (scope of work) and
necessary qualifications should be attached to the memo and also forwarded
electronically to the Purchasing Department. If requirements and necessary
qualifications are not attached, Purchasing and the user department may jointly develop
them.

The user department follows up the memo request with entry of a requisition into the
ARS.

v
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Notice

Amendment|
of RFQ

Pre- |
Proposal
Conference

Receipt of
Responses

The RFQ/RFP must specify the evaluation factors to be used to determine minimum
qualifications _and demonstrated experience. Evaluators may use only the specified
evaluation factors in _evaluating the responses. Purchasing staff leads the evaluation
team and is responsible, in consultation with the Director, or designee, of the user
department, for:

e Developing evaluation matrix and criteria;

e Tabulating scores;

e Calculating values;

e Coordinating follow-up meetings for negotiations and recommending an award; or

e Discontinuing the process.

After development of requirements and qualification and preparation of the RFQ/RFP
and following approval of the Director, or designee, of the user department, a legal notice
is published by the Purchasing Department.

circulation in the City, with the first day of publication occurring before the 14" day before
the date of the solicitation opening. To ensure firms sufficient time to complete and return
their solicitation, Purchasing generally advertises for 21 days. If necessary, advertising
time can be extended or decreased, but in no event can the time for publication be
shortened to less than 15 days.

The Purchasing Department may extend the response opening date on the notice of an
RFQ if an error is discovered, or the nature of the services requires an extension. The
Purchasing Manager may amend an RFQ to clarify its original intent or to correct clerical
errors, after consultation with the Director, or designee, of the user department, if:

e Inquiries about the meaning of the RFQ indicate the need for an amendment; and
o The amendment does not change the general scope of the RFQ.

There must be at least three days between the date of the amendment and the opening
date specified in the notice. If less than three days exist, the opening date should be
extended to allow for a minimum of three days between the date of the amendment and
the opening date specified in the notice.

The Purchasing Department works with the user department to determine if a pre-
proposal conference is necessary. Purchasing staff manages any pre-proposal
conference and requests that the user department makes staff available to answer
guestions at the conference._, or a cover email in the case of an electronic submission,

To ensure confidentiality, the following procedures are adhered to when receiving
responses:

e The Purchasing Manager receives all responses as specified by the RFQ/RFP.
e All responses are stamped with the time and date received. The "Date Stamp Clock"
in the Purchasing Department serves as the official time clock for identifying the date

and time a response is received in the Purchasing Department.
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e Responses are not accepted after the opening time on the day of opening. All
responses offered after the opening time are returned unopened to the offeror with a
letter, or a cover email in the case of an electronic submission, from the Purchasing
Manager notifying the offeror that the submitted response arrived after the due date
and time.

v

Paper Responses:

e Paper responses shall be submitted in a sealed envelope with the RFQ/RFP number
and title to which it responds printed on the outside of the envelope.

e The Purchasing Department stamps the date and time a response to a solicitation is
received upon receipt in the Purchasing Department.

e After responses are received, the Purchasing Department keeps them secured until
the opening date. The responses are to be received sealed and remain sealed until
they are opened by the Purchasing Department on the advertised date and time.

e On occasion, responses that are received in the mail, or by some other independent
carrier, may be inadvertently opened. If this situation occurs, another employee of
the Purchasing Department is immediately called to act as a witness that the details
of the response were not reviewed and the response will be sealed by the receiving
employee, with the event documented.

Electronic Responses:

e Electronic responses shall be submitted to the specified electronic _address, with
electronic signature of a person having authority to bind the vendor in a contract.
FACSIMILE TRANSMITTALS SHALL NOT BE ACCEPTED.

e Electronic_responses shall be submitted to: https://mckinney.ionwave.net. This
electronic address is a confidential, reserved address for submittal of bid/proposal
responses only. All other communications should be addressed specific to the

intended recipient.

e The response may be submitted in one or more of the following formats: Microsoft
Word, Microsoft Excel, Microsoft PowerPoint, or Adobe Acrobat. Multiple formatted
“documents” responding to a solicitation shall be submitted in one single message.
Example; if you have one bid submission that includes a Microsoft Word document
and a Microsoft Excel spreadsheet, both “documents” must be attached to the one

message. Submissions received in any format not listed above may be rejected.

e Electronic responses shall be submitted and received by City in accordance with the
date and time set forth in the RFQ/RFP. Any responses received after the listed
closing date and time shall not be considered. City is not responsible for equipment
or software failure that may cause delay or non-delivery of an electronic response.

o City is not responsible for electronic responses containing viruses that cannot be
eradicated, or that are corrupted as a result and cannot be opened.

o Atthe advertised date and time, the City will download the applicable contents of the
reserved electronic address and in a public manner, the Purchasing Department will
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print the electronic responses and make them public accordingly.

The above stated process for paper responses and electronic responses shall be ( Deleted: is undertaken
performed in a manner that precludes any perception of favoritism and [Ddeted: to avoid
prices or response information. Publicly receiving sealed yesponses and recording the [Deleted: bids
submission of requested responses inhibits any perception that the Purchasing

Department is manipulating the receipt of solicitations. ( Deteted: the

. ( Deleted: bids.
Sealed responses, paper and electronic, are opened and documented by the Purchasing [Deleted: <object>1

Department. Only the names of firms submitting responses are announced. The
Purchasing Manager, or designee, opens the responses on the date specified in the
notice.

Responses to proposals are opened to avoid disclosure of contents to competing
proposers and are kept secret during the process of negotiation. All responses to
proposals, paper and electronic, that have been submitted are available and open for
public inspection after the contract is awarded. Disclosure of trade secrets and
confidential proprietary information obtained from a firm is subject to the provisions of the
Texas Public Information Act.

Please see Chapter 4 of this Policy,for a discussion regarding the use and protection of
proprietary information or confidential information and the Purchasing Department’s use
of a confidentiality statement to ensure compliance with the City’s ethics policy related to
keeping proprietary information confidential; and requirements related to the disclosure

directly with the evaluation committee members_during evaluation.

The evaluation committee must select the most highly qualified provider of the services
on the basis of demonstrated competence and qualifications. Purchasing shall issue a
letter to the firm which has been determined the most highly qualified provider requesting
a defined scope of work and proposed cost. The committee shall then attempt to
negotiate with that provider a scope of work and cost. If a satisfactory contract cannot be
negotiated with the most highly qualified provider the committee will formally end
negotiations with that provider and select the next most highly qualified provider. The
committee shall continue the process described above until a provider is selected and a
contract finalized. Failed negotiations are not subject to renewed discussion as this
would contradict the prohibition against competitive bidding for professional services.
The committee shall review the contract for form and content, verify the scope is
consistent with that submitted with the approved project submission, verify that the
proposed costs are fair and reasonable and recommend to City Council that they proceed
with contract award and execution.

The Purchasing Department supervises the evaluation process performed by the user
department or committee to ensure that it is conducted fairly and consistently and that
the integrity of the process is maintained. Depending on the procurement, there may be
additional technical evaluation assistance provided by other departments, if applicable.

After the evaluation of proposals has been completed, Purchasing forwards an
evaluation summary to the Director, or designee, of the user department for concurrence
with the evaluation summary and requests that the Director, or designee, submit a memo
to the Purchasing Department with their recommendation.

The Purchasing Department works with the Director, or designee, to develop the
recommendation for award and present it for approval to the City Council,_or City
Manager as appropriate.
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Before services for any specific project are rendered, a contract for professional services,

for that project, must be prepared in writing, and approved and signed by the City

Manager if the proposed work has been previously budgeted by the City Council and the

amount of the contract is $50,000 or less. All other contracts for professional services
require City Council approval. A standard template professional services agreement has
been prepared by the City Attorney’s Office for departmental use and City Manager
execution without Council approval for contracts of less than $50,000 in value and City
Council approval for contracts of more than $50,000 in value.

If, as a result of an RFQ/REP, City enters into contracts with more than one qualified
professional firm a pool of these professionals is created to provide services as needed.
Thereafter, user department forwards a memo to the Purchasing Department including
rationale/determination as to which firm within the pool is the most gqualified to provide
services for the subject project. The user department must ensure that an RFQ/RFEP is
distributed at least once every 3 years so that newly qualified professionals may be
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added to the pool.
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Purchasing
Statutes
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Bidding Notice

Consideration
of Safety
Records

Chapter 20: Construction Procurement

Section 252.021 of the Local Government Code and Section 2269 of the Government
Code govern the competitive procurement procedure for award of construction contracts.

Construction procurement is consistent with other procurement procedures in this Policy
and with pertinent statutes. The Purchasing Manager supervises all construction
procurements. All competitive bids are accomplished by the process set forth in this
chapter:

A memo or email submitted to the Purchasing Manager serves as the initial notification
that a competitive bid is needed. After receipt of the memo, Purchasing provides a bid
number to the project manager to be included in the project manual and plans. An
electronic copy of the manual and plans are sent to Purchasing for review and approval
of the bidding and general requirements. The Purchasing Manager reviews the
specifications for compliance with the Purchasing laws and policies.

The user department must provide the Purchasing Department at least five (5) workdays
to review the documents. During this time, Purchasing will review the procurement
schedule detailing the milestones of the solicitation, including dates and times for the pre-
bid conference, bid opening, pre-award conference, if applicable, and pre-construction
conference.

The Purchasing Department publishes the advertisement for bid, which must generally
include the following:

e Description of work;

e The location at which plans and specifications may be obtained and the amount of
the deposit required;

e Time and place for submitting bids;

e Time and place of bid opening;

If the contract is to be awarded on a unit price basis, the notice must also include the
approximate quantities of the goods and services needed that are to be bid on and the
guantities must be based on the best available information.

Notice of a proposed purchase must be published at least once a week in a newspaper
of general circulation in the City, with the first day of publication occurring before the 14"
day before the date of the bid opening. To ensure bidders sufficient time to complete and
return Bid Documents, Purchasing generally advertises for 21 days. If necessary,
advertising time can be extended or decreased, but must be at least 15 days.

If the Bid Documents provide that the safety record may be considered in determining
the responsibility of the bidder, and the Bid Document includes the Safety Record
Questionnaire, the City may consider the bidder's safety record in determining the
responsible bidder_because the City Council has adopted a resolution approving that
consideration as required by state law. The safety record includes compliance with
requirements for the safety of the environment. In relation to the safety record, bidder
includes not only the bidder, but also the firm, corporation, partnership or institution
represented by the bidder, or anyone acting for such a firm corporation, partnership or
institution.
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Bonding

Bid Bonds

Performance
Bonds

The definition and criteria for determining the safety record of a bidder_include, but are
not necessarily limited to, the following provided that such criteria are included in the Bid
Documents:

o If the bidder reveals more than two (2) cases in which final orders have been entered
by the Occupational Safety and Health Review Commission (OSHRC) against the
bidder for serious violations of OSHA regulations within the past three (3) years, City
may, at its discretion, disqualify the bidder.

e |f the bidder reveals more than one (1) case in which bidder has received a citation
from an environmental protection agency for violations within the past five (5) years,
City may, at its discretion, disqualify the bidder.

e Environmental Protection Agencies include the U.S. Army Corps of Engineer
(USACOE), the U.S. Fish and Wildlife Service (USFWS), the Environmental
Protection Agency (EPA), the Texas Commission on Environmental Quality (TCEQ),
and its past associated agency, the Texas Natural Resource Conservation
Commission (TNRCC), the Texas State Department of Health, (TDH), the Texas
Parks and Wildlife Department (TPWD), the Structural Pest Control Board (SPCB),
agencies of local governments responsible for enforcing environmental protection
laws or regulations and similar regulatory agencies of other states of the United
States. Citations include notice of violation, notice of enforcement,
suspension/revocations of state or federal licenses or registrations, fines assessed
pending criminal complaints, indictments, or convictions, administrative orders, draft
orders, final orders and judicial final judgments. Notice of Violations and Notice of
Enforcement received from TCEQ shall include those classified as major violations
and moderate violations under TCEQ’s regulations for documentation of Compliance
History, 30 TAC, Chapter 60.2 (c) (1) and (2).

« If the bidder reveals, or the City otherwise learns, that the bidder has been convicted
of a criminal offense within the past ten (10) years which resulted in serious bodily
harm or death, City may, at its discretion, disqualify the bidder.

o Bidder may be required to provide their company’s safety Experience Modifier Rate
(EMR), Recordable Incident Rate (RIR) and their Loss Indicator Rate (LIR).

Bonds are required for construction contracts.

If the Purchasing Manager decides that a bid bond is required for a particular contract,
the Bid Documents state that a bid security in the amount of 5% of the contract price is
required and that it must be executed by a surety company authorized to do business in
Texas, The bid security may be in the form of a bond or cashier’s check.

For all public work contracts in excess of $100,000 for the construction, repair or
alteration of a public work or the prosecution or completion of any public work, prior to
the commencement of work, the vendor must execute a performance bond on the form
approved by the City Attorney that is:

e payable to the City of McKinney, Texas;
¢ in the full amount of the contract;

e conditioned on faithful performance of the work in accordance with the plans,
specifications, and contract documents;
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e solely for the protection of City of McKinney Texas; and
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e executed in accordance with Chapter 2253 of the Texas Government Code, by a

surety company authorized to do business in Texas.

In addition, for any bond in excess of $100,000 the surety company shall also be gualified
as _a surety on obligations permitted or required under federal law as indicated by
publication of the surety’s name in the current U.S. Treasury Department Circular 570 as
required by Texas Gov't Code 8§ 3503.005. In the alternative, an otherwise acceptable
surety company (not qualified on federal obligations) that is authorized and admitted to
write surety bonds in Texas must obtain reinsurance on any amounts in excess of One
Hundred Thousand Dollars ($100,000) from a reinsurer that is authorized and admitted
as a reinsurer in Texas who also qualifies as a surety or reinsurer on federal obligations
as indicated by publication of the surety’s or reinsurer’s name in the current U.S. Treasury
Department Circular 570. Id.

For all public work contracts in excess of $50,000 for the construction, repair, or alteration
of a public work or the prosecution or completion of any public work, the vendor, before
commencing work, must execute a payment bond that is:

e solely for the protection and use of payment bond beneficiaries who have a direct
material for a public work;

e payable to City of McKinney, Texas;
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e in the full contractual relationship with the prime contractor or a subcontractor to
supply labor or amount of the contract; and

e executed in accordance with Chapter 2253 Government Code, by a surety company
authorized to do business in Texas.

In addition, for any bond in excess of $100,000 the surety company shall also be qualified
as_a surety on obligations permitted or required under federal law as indicated by
publication of the surety’s name in the current U.S. Treasury Department Circular 570 as
required by Texas Gov't Code § 3503.005. In the alternative, an otherwise acceptable
surety company (not qualified on federal obligations) that is authorized and admitted to
write surety bonds in Texas must obtain reinsurance on any amounts in excess of One
Hundred Thousand Dollars ($100,000) from a reinsurer that is authorized and admitted
as a reinsurer in Texas who also qualifies as a surety or reinsurer on federal obligations
as indicated by publication of the surety’s or reinsurer’s name in the current U.S. Treasury
Department Circular 570. Id.

For all public work contracts for the construction, repair, or alteration of a public work or
the prosecution or completion of any public work, the vendor, before commencing work,
may be required to execute a maintenance bond that is:

e solely for the protection and use of the City of McKinney, Texas,

e payable to City of McKinney, Texas,

e in the amount of 15% of the contract sum,
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e provides for maintenance, repair or replacement of all the work performed under the
terms of the contract, and
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Receipt of
Competitive
Bids

executed by a surety company authorized to do business in Texas.

The Purchasing Department provides detailed information on the bidding requirements
set out in the Bid Documents to ensure that purchasing procedures are complied with,

the user department provides technical information and to ensure compliance with the
technical standards. Purchasing will schedule the pre-bid conference and assist in
conducting the conference as follows:

Have all attendees sign the attendance roster.

Provide a detailed Agenda which:

» Provides a brief introduction of the project title, magnitude, and performance
period.

» Indicates whether there has been any addendum issued, and if so, provides all
attendees and project document holders with a copy.

» Discusses the Purchasing Department role in the procurement and administration
process.

» Establishes a “cut-off” date for questions and requests for clarifications, as well

as a final date for issuance of addendum.

Have the project Engineer, Architect or Project Manager discuss the specifics of the
project including review of the plans and specifications and allow for a question and
answer session.

Determine whether any issues raised during the conference require issuance of
an addendum. The Purchasing Manager may extend the date specified in the
notice if needed. The Purchasing Department issues the amendment only if there
are at least three (3) days between the date of the addendum and the date
specified for bid opening. If less than three days exist, the opening date should
be extended to allow for a minimum of three days between the date of the
addendum and the opening date specified in the addendum.

Have the project Engineer, Architect or Project Manager discuss the specifics of
the project

Have the user department provide Purchasing with the technical documents (i.e.
changes or additions to the plans and or specifications).

Prepare addendum using standard forms and distribute the addendum to all
attendees and project document holders.

'The following procedures are adhered to when receiving bids:

The Purchasing Department receives all bids as specified by the ITB.

Bids are not accepted after the opening time on the day of bid opening.

bids offered after the opening time are returned unopened to the bidder with a letter
from the Purchasing Manager notifying the bidder that the submitted bid arrived after
the due date and time.
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e The Purchasing Department records the name of the vendor submitting the bid, as
well as the time and date the bid was submitted.

e As bids are received, the Purchasing Department provides a secure place to hold the
bids until the opening date. The bids are to be received sealed and remain sealed
until the Purchasing Department opens them in a public forum on the advertised date
and time.

e On occasion, bids that are received in the mail or by some other independent carrier
may be inadvertently opened. If this situation occurs, another employee of the
Purchasing Department is immediately called to act as a witness that the details of
the bid, especially the price, were not reviewed, then the bid will be sealed again by
the receiving employee, with the incident documented.

The above process shall be undertaken in a manner that precludes any perception of
favoritism and avoids revealing bid prices or any bid information. Publicly receiving
sealed bids and recording the submission of requested bids inhibits the perception that
the Purchasing Department is manipulating the receipt of bids.

The Purchasing Department publicly opens and documents sealed bids on the date, time
and place specified in the notice. Preliminary bid tabulations, once prepared, may be
provided to the public upon request. The Purchasing Department and the user
department determine who is responsible for creating the bid tabulation and, if it is the
user department, then the user department provides a copy to the Purchasing
Department which may be distributed to the general public.

The Purchasing Manager provides a copy_of the preliminary bid tabulation to the City
Council with the contract award package. A bid that has been opened may not be
changed for the purpose of correcting an error in the bid price. In cases of discrepancy
between the price written in words and the price written in numerals, the price written in
words shall govern. Jf a conflict between the unit price and total contract amount/price
exist, the unit price shall govern.

The pser department evaluates all bids with assistance from the City consultant and

Purchasing to jointly develop a recommendation for award to City Council. The evaluation
of bids is based on the following factors_unless stated otherwise in the Bid Documents:

o the relative prices of the bids, including the cost of repair and maintenance of heavy
equipment, if that is subject of the bid, or the cost of delivery and hauling, if road
construction equipment is the subject of the bids;

e the compliance of goods and services offered with the user department
specifications; and

o the responsibility of the vendor, including the vendor’s past performance, the vendor's
financial and practical ability to perform the contract and the vendor’s safety record,
if City Council has adopted a definition of safety that is stated in the Bid Documents.

The user department, with the assistance _of Purchasing, is responsible for placing the

item on the agenda of the City Council.

When the lowest priced bid is not the yecommended bid, based on best value or the
responsibility of the bidder, clear justification for not selecting the lowest bidder must be
documented to the City Council. This recommendation may be supported by clear and
concise documentation from the user department that determines the rationale for
awarding to a bidder other than the lowest bidder. A joint review of the bid by the user
department and the Purchasing Department is required.
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Pre-Award
Conference

Contract Award

Pre-Construlction
Conference

To ensure the vendor understands all the requirements of the project manual and plans,
and to provide the vendor the opportunity to voice any concerns or issues they may have
with the project or the project documents as designed, a pre-award conference may be
held prior to contract award. .The pre-award conference ensures, to the greatest extent
practical, the successful award, performance and completion of the project.

Pre-award conferences are normally reserved for more complex and complicated
construction projects or in some instances where it is the vendor’s first construction
project with the City.

A joint determination, by the Purchasing Department and the project manager, is made
as to the necessity of a pre-award conference. ;The Purchasing Department schedules
the conference, prepares the agenda, and conducts the meeting. The project manager
ensures the vendor has a clear understanding of the project’s technical requirements,
and that the bid covers all requirements, and addresses any issues/problems with the
project documents or design.

The user department’s Director and Purchasing jointly recommend contract award to City
Council, during the applicable Council meeting. The Council shall_be responsible for:

¢ Awarding the contract to the responsive and responsible bidder who submits the
lowest and best bid; or

e Rejecting all bids.

If two responsive and responsible bidders submit the lowest and best bid, the City Council
shall decide between the two by drawing lots in a manner prescribed by the Mayor.

After an award is made, the contract shall be submitted to the City Manager for signature.
Copies of all documents are furnished to the user department, City Secretary and
Financial Services departments.

A Notice-of-Award ("NOA") letter, issued by the end user department, accompanies the
contractor's copy of the contract. The NOA letter includes the requirements for the
contractor to submit various documents, and the time period within which they must be
submitted. For example, Payment Bonds,and Performance Bonds in the form acceptable
to the City and an Insurance Certificate must be submitted within ten (10) workdays after
contractor’s receipt of the NOA letter. Unless otherwise indicated, the NOA also states
that Notice-to-Proceed (“NTP”) is not issued unless the contractor submits the required
documents within the specified time period. If the contractor does not submit the required
documents within the specified time period, the City has the option of holding the bid
security and awarding the contract to the next lowest, responsible bidder_or, depending
on the proper bid application, the bidder providing the next best value.

Jhe end user department schedules the Pre-Construction Conference (also known as
the Pre-Performance Conference). The user department is responsible for all technical
presentations and the Purchasing Department ensures that all applicable purchasing
procedures are followed. Purchasing assists in conducting the conference by:

e Having all attendees sign the attendance roster, introduce themselves, and briefly
explain their involvement in the project;

e Discussing briefly the contract requirements, amount, and any other pertinent
information about the project. The user department representative (technical
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Contract
Administration

representative) is responsible for providing a thorough synopsis of contract
requirements and any City policies to which contractor must adhere;

e Establishing dates for submissions of all required documents such as material
submittals, progress reports, payrolls, (when applicable), etc.

Note: The NTP is not issued until all required bonds and insurance certificates
have been received, reviewed and verified with the appropriate agency (i.e. surety
or insurance agency);

e Ensuring a complete understanding by all participants on issues raised before
adjourning.

Purchasing works with the user department on the timing of the issuance of the NTP.
After Purchasing receives all of the required documents, the user department determines
when the NTP will be issued. If_and when all documents have been received_and
approved by the user department, Purchasing issues the NTP.

The user department is responsible for monitoring and documenting contractor
performance and compliance. The user department provides Purchasing with copies of
performance and compliance documentation, which keeps the Purchasing Department
informed about all outstanding or prior issues. Discussions that merely explain the
interpretation of the specifications may be dealt with by the user department.

If poor performance or non-compliance with the contract is evidenced, the user
department initiates written corrective action with the contractor after providing
Purchasing with an advance copy of all written correspondence directing correction of a
discrepancy.

The user department must not provide any instructions or requests for changes directly
to the contractor. The user department takes the necessary steps yelative to correcting
non-compliance with the contract, but must consult with the City Attorney before taking
any steps toward suspension or termination of the contract, unless emergency, life safety
or property damage issues require immediate temporary work stoppage. Before any
letters, notices or other communication related to termination or suspension are sent to
the contractor, the contents of the communication must be reviewed by the City Attorney
in order to protect the City’s position in the event of potential litigation.

Documentation of contractor performance is often overlooked and is important if
suspension or termination is necessary. To enforce contractual terms, documentation of
specific non-compliance must be available. Specific dates, locations, examples, etc.
must be documented.

Contract administration duties are basic daily, weekly, and monthly activities of the user
department staff and must take place to ensure successful completion of the project and
to ensure the City receives the goods and services for which it has contracted. Unless
otherwise noted, the following are responsibilities of the user department:

e Assist in conducting the pre-construction conference.

e Maintain a comprehensive, neat, and orderly contract file that includes all
documentation related to the procurement process including the pre-solicitation,
solicitation, contract award, post award, and administration phases of the project.

e Monitor the continued insurance coverage and obtain updated insurance certificates
on a timely basis.
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o If project is federally funded, receive and review copies of contractor payrolls to
ensure payments made to contractor’'s employees comply with the prevailing wage
rate classifications, by trade, which are included in the contract.

e Perform periodic visits to the construction site to perform spot labor interviews to
ensure contractor compliance with prevailing labor laws.

e Receive and review copies of contractor invoices for accuracy. Discrepancies are
reported to the contractor for resolution. The user department verifies that the invoice
is appropriate for payment before submitting it to Finance for payment.

e Maintain and monitor correspondence;, All correspondence, concerning major issues
involving non-compliance, between the contractor and the City are to be documented
and forwarded to the Purchasing Department. This ensures that the Purchasing
Department is aware of any directives being issued to the contractor or any potential
problems that may occur in the performance of the contract.

In emergency situations, or those regarding minor issues, correspondence may be
issued directly to the contractor py the user department. However, Purchasing must be
provided a copy of the correspondence immediately. The professional judgment of
the user department representative determines what constitutes an emergency, and
what is considered to be a minor issue.

'Change orders in excess of $50,000, or the “not-to-exceed” amount in excess of the
proposed contract amount as approved by the City Council, shall be approved by City
Council.

The City Manager has authority to approve change orders that involve a decrease or an
increase to construction contracts which are $50,000 or less, if the funds for such
increase have been approved by the City Council.

In a contract governed by Local Government Code Chapter 252, the original contract

price may not be increased by more than 25 percent.  The original contract price may
not be decreased by more than 25 percent without the consent of the contractor.

A change order shall not be issued until it is determined that the necessary funds are

budgeted and available, and it is also determined that any such increase or decrease

conforms to state law. A statement to that effect should be included with the packup
documentation.

The user department ensures that all applicable warranty certificates are received and
safeguarded throughout the term of the warranty.

The user department supervises return of bonds to ensure that the contract is complete
in all respects before payment or performance bonds are returned. Every subcontractor
and/or materialman must provide a release that states that the subcontractor or
materialman releases City of McKinney from all claims arising from labor or materials
provided for the project.

Section 2269 of the Government Code applies if an alternative project delivery method
(that is, not “traditional” competitive bidding) is being utilized. Specific procedures and
requirements are developed for each specific project using an alternative delivery
method. If an alternative project delivery method is not being used, the provisions of
Chapter 252 of the Texas Local Government Code apply.
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Purchasing

Law

Chapter 21: Exemptions to the Competitive Procurement Process

Section 252.022 of the Texas Local Government Code lists the available exemptions
from the requirements of competitive bidding which are available for purchases made out
of current funds, bond funds, or through time warrants. The following is a list of
gcircumstances_that are generally exempt from competitive bidding:

An_emergency procurement made because of a public calamity that requires the
immediate appropriation of money to relieve the necessity of the City’s residents or
to preserve the property of the City;

An_emergency procurement necessary to preserve or protect the public health or
safety of the City’s residents;

An_emergency procurement necessary because of unforeseen damage to public
machinery, equipment or other property;

A procurement for personal, professional or planning services;

A procurement for work performed that is performed and paid for by the day as the
work progresses;

A purchase of land or right-of-way;
A procurement of items that are available from only once source, including:

» Goods and services for which competition is precluded because of the existence
of patents, copyrights, secret processes or monopolies;

Films, manuscripts or books;
Gas, water and other utility services;
Captive replacement parts for equipment;

YV V V V

Books, papers, and other library materials available only from the persons holding
exclusive distribution rights to the materials;

\4

Management services provided by a nonprofit organization to a municipal
museum, park, zoo or other facility to which the organization has provided
significant financial or other benefits;

A purchase of rare books, papers, and other library materials for a public library;

Paving drainage, street widening, and other public improvements, or related matters,
if at least one-third of the cost is to be paid by or through special assessments levied
on the property that will benefit from the improvements;

A public improvement project, already in progress, authorized by the voters of the
municipality, for which there is a deficiency of funds for completing the project in
accordance with the plans and purposes authorized by the voters;

A payment under a contract by which a developer participates in the construction of
a public improvement as provided by Subchapter C, Chapter 212 of the Texas Local
Government Code_and in which the City’s contribution is limited to no more than 30%
of the total contract amount;

Personal property sold:
» At an auction by a state licensed auctioneer;

» At a going out of business sale held in compliance with Subchapter F, Chapter
17, Business & Commerce Code;
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> By a political subdivision of this state, a state agency of this state, or an entity of
the federal government; or

» Under an interlocal contract for cooperative purchasing administered by a
regional planning commission established under Chapter 391,

e Services performed by blind or severely disabled persons;

e Goods purchased by a municipality for subsequent retail sale by the municipality;
e Electricity; or

e Advertising, other than legal notices.

In addition, section 271.056 of the Texas Local Government Code lists all the
circumstances when exemptions are available for purchases made from funds obtained
from certificates of obligation.

Exemption orders from the competitive procurement process must be processed through
the Purchasing Manager.

The, Director of the user department submits a memo to the Purchasing Manager
requesting an exemption to the competitive procurement process and identifying the
basis for the exemption (e.g. emergency). The memo must state specific details and
explain why an exemption from the competitive procurement process is requested and
the basis for the exemption. When possible, it should also contain the name of the
vendor, goods or services covered by the order and the expected maximum cost and
other relevant information justifying the exemption.

The City Manager, Deputy City Manager, or Assistant City Manager must approve all
emergency purchases. Whenever possible, approval should be obtained in advance of
the purchase. If prior approval is not possible, written approval must be obtained within
48 hours thereafter and submitted to Purchasing with the requisition.

Sole-source goods and services require completion of the Sole Source Form and
submission to the Purchasing Department for verification and approval prior to purchase
of goods and services.
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Policy

Verify Order

Damaged
Goods

Chapter 22: Receipt of Goods and Payment

Departments must notify the Purchasing Department if goods are not received by the
due date, if goods are missing from a delivery or if damaged goods are delivered.

Department employees receiving shipments must pay particular attention to the delivery
ticket, and determine whether it matches the City's purchase order. The person receiving
the goods must verify that all goods were shipped as stated on the delivery ticket, and
sign in his or her own name (a full signature in ink) on all of the appropriate receiving
documentation, particularly the City copy.

The user department must acknowledge receipt and acceptance of delivered goods
through the ARS immediately upon receiving goods. (Please do not accept items in the
ARS if damaged goods have to be returned.) Timely recording of receipt of goods in the
ARS is critical to the timely processing of payments to vendors in compliance with Texas
Government Code, section 2251.021, et seq., Prompt Payment Act. According to the
Prompt Payment Act, payment for goods or services received is overdue on the 315t day
after the later of:

e the date the City receives the good under the contract.
o the date the performance of the service under the contract is complete, or
« the date the City receives and invoice for the goods or service.

When a shipment arrives, the user department must inspect the condition of all cartons.
If goods are undamaged, the department receiving the shipment should sign the freight
bill. If goods are visibly damaged, the receiving department must instruct the freight line
driver to:

¢ Note the damage on the freight bill, and;
e Sign the freight bill.

If there is concealed damage, save the shipping cartons so that the Purchasing
Department can notify the freight line and request an "inspection and report of concealed
damage". A receiving report noting the damage should be completed and matched with
the receiving copy of the purchase order.

All boxes and packing materials should be kept in the event of visibly damaged and
concealed damage goods shipments.

Damaged goods must be reported to the freight line within 15 days after delivery. After
15 days the freight line is no longer liable for the damage.

All goods not received properly or not in compliance with the contract should be
documented and reported to the Purchasing Department as soon as possible so that the
contractor can be notified and instructed about corrective action. To comply with the
Prompt Payment Act, the Purchasing Department notifies the contractor within 21 days
of any damaged goods received to avoid the assessment of interest by the contractor.

Damaged goods should not be returned to the freight line or the contractor, unless such

action is specifically requested and then only if a claim has been filed or if authorization
has been given by the contractor or the Purchasing Department to return the goods.

69

( Deleted: 20




Documentatjon All receiving documentation must be maintained by the user department for their yecords. [Deleted: record

All vendor invoices are sent directly to Finance. The department should provide

| documentation to Finance regarding any disputes in the receipt of goods. [Deleted: receipts
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Chapter 23: Contract Modifications

During the term of a contract, it may be necessary to make changes to the contract.
These changes can be minor, administrative changes such as a change of address or
the changes can be substantial that affect the price and delivery.

There are basically two ways to change a contract. One way is a bilateral modification,
in which both parties to the contract agree in writing that a modification is necessary.
Both parties must sign_the written modification, amendment or change order to indicate
their agreement. The second way is a unilateral modification. In this case, terms and
conditions in the original contract set forth the situations under which the City may
exercise a right to modify the contract without the contractor's consent._ A unilateral
modification, if allowed, would also be in writing and signed by the City.

The Purchasing Manager may modify contracts, in writing, if the changes are within the
general scope of the contract including changes to any of the following:

o method of shipment or packing;

e place of delivery;

e correction of errors of a general administrative nature or other mistakes;
e increases or decreases in the quantity of items purchased;

e time extensions allowed by the contract terms and conditions;

e contract name changes;

e assignments of payment; and

e additions or deletions of products.
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Chapter 24: Contract Administration
Contract administration and oversight includes four general processes:
e Planning
e Monitoring Contractor Performance
e Payment Approval
e Change Management
All aspects of contract administration are important. Documentation of specific non-
compliance must be gestablished and maintained to enforce contractual terms.
Documentation includes a description of specific dates, locations, examples, etc. of non-

performance and any contact or communication with the contractor about non-
compliance.

The user department has primary responsibility for monitoring and documenting
contractor performance and compliance. The user department must provide copies of
all documentation of non-compliance to the Purchasing Department. Copies may be
sent by e-mail to the Purchasing Manager. The Purchasing Department maintains all
documents including matters related to contract performance and documents related to
clarification of expected performance during the term of the contract, The user
department does not need to provide copies of documentation about clarification of
expected performance standards with which the contractor complied after clarification.
The user department should contact the Purchasing Department if there is any question
about documentation.

If the user department observes poor performance or non-compliance with the contract,
Purchasing communicates with the contractor and initiates any corrective action. The
Purchasing Manager takes all steps related to obtaining contract compliance.

The objectives of contract administration are to:

e Ensure the contract requirements are satisfactorily performed before payment;

e Properly discharge the responsibilities of both parties;

¢ Identify any material breach of contract by assessing the difference between contract
performance and material non-performance;

e Determine if corrective action is necessary and take that action, if required; and
e Resolve any disputes.

The statement of work is the guide for contract administration. Therefore, planning for
contract administration occurs before issuance of the solicitation. Effective contract
administration minimizes or eliminates problems which can result in potential claims and
disputes.

Good contract management ensures that the contract requirements are satisfied, that
the goods and services are delivered in a timely manner, and that the financial interests
of the City are protected. The contractor must perform and meet the requirements of the
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contract. To do so, contractors sometimes need technical direction and approval from
City staff. City staff must provide this technical direction and approval in a timely and
effective manner. All guidance provided to a contractor must be within the scope of the
contract.

The responsibilities of the contract manager are:

e Participating, as necessary, in developing the solicitation and writing the draft
documents;

e Monitoring the contractor’s progress and performance to ensure goods and
services conform to the contract requirements;

e Managing any city property used in contract performance;

e Authorizing payments consistent with the contract documents;

e Exercising remedies, as appropriate, where a contractor’s performance is deficient;
e Resolving disputes in a timely manner;

¢ Documenting significant events; and

e Maintaining appropriate records.

A contract manager should ensure that the contract requirements are satisfied, that the
goods and services are delivered in a timely manner, and that the financial interests of
the City are protected.

A post award conference is a meeting with the contractor that includes the principals
responsible for administering the contract. The conference is typically held soon after
the contract is awarded. Itis an orientation for the contractor to ensure a clear and mutual
understanding of all contract terms and conditions, and the responsibilities of all parties.
The conference also serves as a tool to clarify and resolve any potential
misunderstandings early. Although both the contractor and City staff should be fully
aware of the contract requirements, the post award conference ensures that those
involved directly in the contract administration process understand all requirements of
contract performance.

Monitoring the performance of a contractor is a key function of contract administration.
The purpose is to ensure that the contractor is performing all duties in accordance with
the contract and for the user department to be aware of and address any developing
problems or issues.

In some instances the obligation to monitor the progress of a contract is assigned to
another contractor. This is known as independent oversight. For example, in a
construction contract, the architectural firm that provided the construction plans may
perform the task of ensuring progress in accordance with the contract.

A contract may be terminated for default when the City concludes that the contractor fails
to perform, fails to make progress, or in any other way commits a substantial breach of
the contract.
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Contract File

Termination for default should be used as the last resort and not as punishment. The
City should do everything within reason to assist the contractor in curing any default.
Factors to consider before making a termination for default decision include:

e The provisions of the contract and applicable regulations,

e The specific contractual failure(s) and the explanation provided for the failures,

e The urgency of the need for the contracted supplies or services,

e The availability of the supplies or services from other sources and the time required
to obtain them, and

o Availability of funds or resources to re-purchase if the costs cannot be recovered from
the delinquent contractor. In the event of a termination of a contract for default, under
the City’s standard contract terms and conditions, the City may obtain re-procurement
costs from the defaulting contractor.

Keeping a complete master contract administration file is critical. The file provides a

basis for settling claims and disputes, if they arise in administrative or court actions.

Throughout the life of the contract, the contract file should contain such things as:

e A copy of the current contract and all modifications;

e A copy of the agenda request(s);

e A copy of all specifications, drawings or manuals incorporated into the contract by
reference;

e The solicitation document, the contractor’s response, evaluation determination and
the notice of award document;

e Alist of contractor submittal requirements;

e Alist of City furnished property or services;

e A copy of the pre-award conference summary, if applicable;
e A copy of all general correspondence related to the contract;
e The originals of all contractor data or report submittals;

e A copy of all notices to proceed, to stop work, to correct deficiencies and change
orders;

e The records or minutes of all meetings, both internal and external, including sign-in
sheets and agendas;

e A copy of the original bidders list; and
¢ Any other information required by the standard contract file checklist.

Please note that a contract file could provide a basis for determining a contractor lacks
the required responsibility for the award of future contract opportunities with the City.
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Chapter 25: Electronic Bidding and Reverse Auctions

Electronic sealed bids or proposals shall be processed in accordance with Section
252.0415(a) of the Local Government Code requiring the identification, security and
confidentiality of electronic bids or proposals to remain effectively unopened until the
proper time.

Invitations to Bids and Requests for Proposals will be advertised and issued in the current
manner. A notification will be added to bid terms and conditions stating suppliers should
submit responses electronically through City’s service provider at the appropriate
electronic address listed. An automatic “e-mail return notification” will be sent to the
submitting supplier upon receipt of their bid or proposal.

At the specified bid closing time, a password-enabled employee in the Purchasing
Department will open, download, and print all bids and the bid tabulation summary
assembled by the City’s service provider. The printing operation will occur in the
controlled environment of the Purchasing Department where purchase order equipment
is currently located. By law, a bid that is submitted non-electronically will be accepted
manually and then entered electronically by Purchasing after the bid opening, as stated
in bid and proposal document terms and conditions.

Purchasing staff will read aloud all bid responses received by the closing time and date
to any interested parties present at the bid opening. After tabulation of bids or proposals,
staff will post the bid tabulation electronically with the following, or similar, qualifying
statement: “The tabulation listing of a bid should not be construed as a comment on its
responsiveness or an indication that the City accepts such bid as responsive”.

Electronic reverse auctions shall be conducted in accordance with Section 271.906 of
the Texas Local Government Code and as specified in Section 2155.062(s) requiring a
real-time bidding process taking place during a previously scheduled Internet location
with multiple suppliers, anonymous to each other, submitting bids to provide goods or
services.

e "Real-time” Bidding Process

» Reverse auctions will be advertised and issued in the same manner as invitations
to bid and requests for proposals are noticed. A notification will be added to bid
terms and conditions stating suppliers should submit responses electronically
through the City’s service provider at the appropriate electronic address listed.
The real-time bidding process will usually last up to one (1) hour and take place
during a previously scheduled period and scheduled internet location.

e Multiple Bidders

» Purchasing staff, along with its selected internet service provider, shall insure
multiple, qualified bidders are available, interested and notified electronically, or
otherwise, of any current reverse bidding opportunity. A notification will be added
to bid terms and conditions stating suppliers should submit responses
electronically through the City’s service provider at the appropriate electronic
address listed.

e Anonymous Bidders
» City’'s selected Internet Service Provider (ISP) shall insure the anonymity of all

responding bidders through the assignment of a “bidder number” to the supplier
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(as opposed to their supplier name) which will be reflected on the ISP’s website
during the reverse auction bidding process. The ISP website will reflect all active
suppliers bidding by a) the supplier's assigned bidder number and b) their last

entered bid price. After the tabulation of bids, staff will post the bid tabulation, Deleted: with the same qualifying statement as expressed
in Section VIII, A (3).
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Chapter 26 Disposal of Surplus Items

All departments shall review their assets each year and determine which items are no
longer needed. A list of surplus, obsolete or unused supplies, materials or equipment,
including description, make, model, and serial numbers should be forwarded to the
Purchasing Division.

The Purchasing Division may transfer these items from one department to another should
the need arise.

The Purchasing Division will forward to the Accounting Division, a list of items to be sold
for removal of City of McKinney property labels and removal from fixed asset list.

Upon approval of the City Manager, the Purchasing Manager may sell, via online auction
or sealed bid, surplus, obsolete or unused supplies, materials or equipment.

The City may donate surplus, obsolete or unused supplies, materials or equipment to
other governmental agencies providing preference to agencies residing in or adjacent to
the City of McKinney with the City Manager’s approval.

Monies received from sale of surplus items will be returned to the appropriate City of
McKinney funds.
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Chapter 1: Introduction

Background This Purchasing Policies and Procedures Manual provides city departments information
to assist in making decisions regarding the purchase of goods and services necessary
to perform the functions of their offices and/or departments effectively.

Mission The mission of the City of McKinney Purchasing Department is to:

Ensure compliance with local, state and federal laws applicable to city
purchasing;

Provide all vendors, including HUBS, equal access to the City’'s competitive
processes for the acquisition of goods and services;

Provide an ongoing supply of quality goods and services to all City offices; and

Protect the interests of City of McKinney taxpayers by avoiding any undue
influence or political pressures.

Goals of Public purchasing has several goals including:
Public
Purchasing e purchasing the proper goods and services;

obtaining the best possible price for the goods or services, without sacrificing
the quality needed; and

ensuring a continuing supply of goods and services are available where and
when needed.

Public purchasing must also ensure:

Responsible bidders are given a fair opportunity to compete for the City’'s
business. This goal can be accomplished by abiding with statutory
requirements regarding competitive bids and proposals, and through the City's
purchasing policy.

Public funds are safeguarded. The Purchasing Department should attempt to
see that the best value is received for the public dollar.

Public spending is not used to enrich elected officials or City employees,
or to confer favors. Adoption and implementation of a code of ethics and
employee training and awareness of their responsibilities in the public
purchasing area accomplish this goal.

Historically underutilized businesses (minority and women-owned) have
an equal opportunity in the contract awards process. City of McKinney
achieves this goal through complying with Texas Local Government Code
Section 252.0215.

City of McKinney has adopted a partially centralized purchasing function that provides
many benefits including, but not limited to, the following:

It allows for the consolidation of smaller purchases by individual departments
into larger purchases for the entire city, resulting in lower unit prices and cost
savings;



e Vendors and the business community have a single central link to the city
procurement process to facilitate consistent communication and understanding;

e Purchasing Department personnel accumulate a solid foundation of knowledge
and experience about purchasing, market trends, prices, and vendors. This
expertise helps user departments save money by better defining their needs. It
also promotes a more efficient procurement process; and

o Centralized expertise places the purchasing processes on a professional footing
and inspires public confidence in the City’s actions.

Other Duties In addition to the above, the Purchasing Department is responsible for:

e Historically Underutilized Business (HUB) Program;

Interlocal Purchasing Agreements and Cooperative Purchasing Agreements;

Inventory and Warehouse Management;

Disposition of Seized Property; and

Auctions of Surplus and Salvaged Property.

The Purchasing Department is committed to promoting effective, professional, and
consistent procurement for the City of McKinney, as well as championing the public
perception that tax dollars are wisely spent. To be successful, the system must be
backed by proper attitudes and cooperation of not only every department head and
official, but also every supervisor and employee of the City.

The purchasing process is not instantaneous. Time is required to complete the steps
required by law. In order to accomplish timely purchasing of products and services at
the least cost to the City, all departments must cooperate fully. Prior planning and the
timely submission of requisitions are essential to expedite the purchasing process and
assure the process is both orderly and lawful.

This purchasing manual is not static. Purchasing procedures in the City of McKinney
will change as needed, particularly evolving to incorporate technological advances and
changing laws.

The organizational chart of the Purchasing Department is attached as Exhibit 1.

There are many terms used throughout this manual that pertain to purchasing activities.
Definitions of key terms are found in Chapter 2.

Hui tbell

Ms. Lisa Littrell, CPPO, CPPB
City of McKinney Purchasing Manager



Exhibit 1:
City of McKinney
Purchasing Department Organizational Chart

Purchasing
Manager

Purchasing

Supervisor Co'nfcract
Administrator

Buyer Il (2) = Buyer Il

Buyer |

Mail Courier




Chapter 2: Definitions

Advertisement - A public notice in a newspaper of general circulation containing information
about a solicitation in compliance with legal requirements

“ After-the-Fact” Purchases - Purchases, which are typically unauthorized, that deviate from
City of McKinney policies regarding purchases.

Alternate Delivery Method — A method of procuring construction services other than
“traditional” competitive bidding. Methods may include best-value competitive bidding,
competitive sealed proposals, design-build, construction manager (either at risk or as agent),
and job order.

Amendment/Addendum - A document used to change the provisions of a Contract or a
Solicitation. An Amendment typically changes a provision in a Contract and requires the
consent of the parties to that Contract. An Addendum typically adds an omitted requirement or
condition to a Solicitation before its due date and does not require mutual agreement. An
Addendum may also add provisions to, delete provisions from, or otherwise modify a Contract
prior to the execution of and as a part of the consideration for the execution of the underlying
Contract.

Annual Term Contract - A recurring contract for goods or services, usually in effect on a 12
month basis.

ARS - City of McKinney Financial Management System that includes modules for accounting
and purchasing.

Best Value - A method of evaluating competitive bids that includes an evaluation based on
more factors than just price and whether the presumptive low bidder is responsible. The “best
value” process allows the City to consider the following criteria:

the price;

the bidder’s experience and reputation;

the quality of the bidder’s goods or services;

the impact on the ability of the city to comply with rules relating to historically
underutilized businesses;

the bidder’s safety record;

the bidder’s proposed personnel;

whether the bidder’s financial capability is appropriate to the size and scope of the
project; and

8. any other relevant factor specifically listed in the request for bids, proposals, or
gualifications.

PwnE
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Best value allows for the selection of the best and lowest overall life cycle cost proposal taking
into consideration various factors depending on what is being procured and the factors set forth
in the procurement document.

Bid Bonds — A deposit required of bidders to protect the City if a low bidder withdraws its bid
following submission or fails to enter into a contract following award. Acceptable forms of bid



deposits are limited to: cashier’s check, certified check, or irrevocable letter of credit issued by
or drawn upon a financial institution chartered by and subject to the laws of the State of Texas
and formal Bid Bonds underwritten by a surety company authorized to do business in the State
of Texas and identified as a company authorized to underwrite federal obligations as reflected
on the most recent edition of the United States Department of the Treasury’s Circular 570.

Bidder — A vendor that submits a bid including anyone acting on behalf of the vendor that
submits a bid, such as agents, employees and representatives.

Bidders’ List - An automated list of vendors who have stated in writing an interest in submitting
bids for particular categories of goods and services.

Centralized Master Bidders’ List (CMBL) - A list maintained by the Texas Procurement and
Support Services of the Office of the Texas Comptroller of Public Accounts containing the
names and addresses of prospective bidders.

Change Order, Contracts - A document used in connection with construction contracts to
change a contract after the performance of the contract is begun if changes in the plans or
specifications are necessary or if it is necessary to decrease or increase the quantity of work to
be performed or of materials, equipment, or supplies to be furnished, or adjusting the time for
performance. A change order cannot be used to change the scope of the project for which the
contract was awarded. Please be aware that there are certain legal requirements regarding the
approval of change orders and the amount by which a change order may increase or decrease
a contract amount.

Change Order, Purchase Order — A document used to modify a Purchase Order for the
purchase of goods and services written on the city's standard purchase order form and which
change, when accepted by the contractor without qualification within the specified time limit,
becomes an amendment to the existing Purchase Order and operates as the vendor's authority
to deliver and invoice for goods or services as modified.

City Council - City of McKinney City Council.

Commodity Code - The accounting system classification of goods and services with a unique
number assigned to each description.

Competitive Bidding — A transparent procurement process in which bids from competing
contractors, suppliers or vendors are invited by openly advertising the scope, specifications, and
terms and conditions of the proposed contract. The aim of competitive bidding is to obtain
goods and services at the lowest price for such goods or services through competition and
preventing favoritism. The City determines the lowest bidder that is responsible and awards the
contract to the low responsible bidder.

Competitive Proposal Process — A transparent procurement process in which proposals from
competing contractors, suppliers or vendors are invited by openly advertising the scope and
specifications for a particular work, goods or services that also specifies the relative importance
of price and other evaluation factors. The City ranks the proposers and then engages in
negotiations with the top ranked proposer until an agreement is reached. If an agreement
cannot be reached the City moves to the next highest ranked proposer and negotiates with the
next highest ranked proposer until an agreement is reached, and so forth. Once the City
concludes negotiating with a proposer and moves on to the next highest ranked proposer the



City cannot return to negotiations with a previously higher ranked proposer. The aim of
competitive proposals is to select the responsible proposer whose proposal is determined to be
the most advantageous to the city considering the relative importance of price and the other
evaluation factors included in the request for proposals. The competitive proposal process
allows the City more flexibility in product solicitation and negotiation to obtain the best final offer
in compliance with Section 252.042 of the Texas Local Government Code than is allowed in
competitive bidding.

Component Purchases - A series of purchases of component parts of goods that in normal
purchasing practices would be purchased in one purchase.

Consultant — A person who provides or proposes to provide advice and counsel in a
specialized area.

Contract - A formal, written agreement executed by the City and a third-party containing the
terms and conditions under which particular work, goods or services are furnished to the City
typically in exchange for the payment of money by the City or the granting of some other form of
benefit or consideration from the City to the third-party.

Contractor - A third-party that has been awarded a contract by the City of McKinney.
City - City of McKinney.

City Attorney — The attorney selected and hired by the City Council to handle legal matters for
the City and his designated representatives.

Cycle Time - The time between when a purchase requisition is received in the Purchasing
Department and placement of a purchase order with a vendor. Cycle time does not include the
time required for delivery or the time it takes for the Purchasing Department to obtain
corrections to line item accounts, commodity codes, and other necessary information.

Design-Build Contract — A single contract through which the City contracts with a single entity
to provide both design and construction services for the construction, rehabilitation, alteration, or
repair of a facility.

Design Criteria Package — A set of documents that provide the specifications for the work that
must be performed including the explicit goals and end results desired in sufficient detail to
permit a contractor, supplier or vendor to prepare a response to City's request for competitive
bids, proposals or qualifications and any additional information requested, including criteria for
selection.

Department — That division or group of special expertise or responsibility within the City that
deals with a specific subject or area of activity including all city offices and subdivisions of them
as well as component agencies when the purchases are funded even partially with city funds.

Director - Any Director of a Department and any person authorized to act on his or her behalf.
Emergency Purchase - An item that must be purchased immediately because of a public

calamity to relieve the necessity of the citizens or to preserve the property of the City. An
emergency purchase might also include a purchase that is required: (a) to preserve or protect



the public health or safety of the City’s residents; or (b) as a result of unforeseen damage to
public machinery, equipment or other property.

Employee - Any city appointed official, or employee.

Formal Competitive Bidding - The bidding process in compliance with Chapter 252 of the
Texas Local Government Code which requires approval by the City Council.

Goods - Any personal property purchased by the City, including equipment, supplies, material,
and component or repair parts.

Historically Underutilized Business (HUB) - Texas Administrative Code, Chapter 2161
defines a “Historically Underutilized Business” or “HUB?”, in part, as one with ownership by “a
person who is economically disadvantaged because of the person’s identification as a member
of a certain group, including black Americans, Hispanic Americans, women, Asian Pacific
Americans, and American Indians, who have suffered the effects of discriminatory practices or
similar insidious circumstances over which they have no control”. Also referred to as a
disadvantaged business, Minority/Woman-owned Disadvantaged Business Enterprise or
M/W/DBE.

Invitation to Bid (ITB) - Specifications and formal bidding documents requesting pricing for a
specified work, good or service which has been advertised for bid in a newspaper.

Invitation to Quote (ITQ) - Specifications and informal bidding documents requesting pricing
for a specified work, good or service within a designated time frame.

Lease - A contract for the use of personal property or real property for a period of time in return
for a specified compensation.

Lowest Responsible Bid - The offer that provides the lowest price meeting all requirements of
the specifications, terms, and conditions of the Invitation to Bid including any related costs to the
City in a total cost concept and which submittal, including all reported references contained
therein, provides the City with sufficient evidence of the bidder’s financial and practical ability to
perform the contract, references of past performance indicating the ability to comply with the
Contract and satisfactorily complete the subject work, and other information provided to or
obtained by the City demonstrating the subject bidder’s capabilities, competence and success.

Modification - A document used to change the provisions of a contract.

Negotiations — A bargaining process between the City and one or more third-parties seeking to
reach an agreement regarding the terms of a transaction or to resolve a dispute.

Occupant Department - The department that ultimately uses the finished goods or services
when the purchase or construction is completed, which may be different from the user
department.

Official - Any elected or appointed official and any person authorized to act on his or her behalf.
Payment Bond - A surety bond executed in connection with a contract that secures solely for

the protection and benefit of those persons or entities that have a direct contractual relationship
with the Contractor to supply public work labor or material (“Payment Bond Beneficiaries”) and



with which such Contractor the City has contracted for a particular contract the payment
obligation of that Contractor to the Payment Bond Beneficiaries.

Performance Bond — A surety bond that provides assurance to the City that the Contractor will
faithfully perform the work in accordance with the plans, specifications, and contract documents.

Personal Service — Services performed personally by the specific person who contracted to
perform the services.

Policy — This Purchasing Policies and Procedures Manual.

Pre-Bid/Proposal Conference - A conference conducted by the Purchasing Department for the
benefit of those wishing to submit a response for services or supplies required by the City that is
held in order to allow vendors to ask questions about the proposed contract and particularly
about the contract specifications.

Professional Services - Services directly related to professional practices as defined by the
Professional Services Procurement Act, including those services within the scope of the practice
of accounting; architecture; optometry; medicine; land surveying; and professional engineering.

Professional Services, Other — Those services usually referred to as a professional service,
but not specifically listed in the Professional Services Procurement Act and that are within the
scope of practice of actuaries, attorneys, business consultants, computer programmers,
copywriters, developers, efficiency experts, executive search firms, facilitators, funeral directors,
public relations, recruiters, real estate brokers, translators; or any other professional service as
determined by approval of the City Council from time to time and made a part of this policy.

Proprietary Information - Information provided in responses to solicitations to which a vendor
claims ownership or exclusive rights and which may be protected from disclosure under the
Texas Public Information Act (Texas Government Code, chapter 551) because such information
contains trade secrets, would give advantage to a competitor or bidder or supports certification
as a HUB or M/W/DBE provided that the vendor identifies such information as being proprietary.

Public Works - Constructing, altering, repairing or maintaining a public building, public
infrastructure or other public asset or facility.

Purchase Order - An order issued by the Purchasing Department for the purchase of goods
and services written on the City's standard purchase order form and which, when accepted by
the contractor without qualification within the specified time period, becomes a contract or an
amendment to an existing contract that authorizes the vendor to deliver to and invoice the City
for goods or services specified and commits the City to accept the specified goods or services
for an agreed upon price.

Purchase Requisition - An automated request from a user department submitted to the
Purchasing Department that authorizes the Purchasing Department to enter into a contract with
a vendor to purchase goods or services for the City and authorizes the Finance Department to
charge the appropriate department budget and which request is for internal use only and cannot
be used by a department to order materials directly from a vendor.

Purchasing - The acquisition of goods and services including, but not limited to, construction
and professional services.



Purchasing Department — The Office of the City of McKinney Purchasing Manager and her
staff.

Purchasing Liaisons — The contact person within each department designated to
communicate directly with the Purchasing Department.

Purchasing Manager — Means and includes the Purchasing Manager or her designee and may
also mean or include the Finance Director in the absence of the Purchasing Manager.

Request for Information (RFI) - A general request to contractors for information regarding a
potential future solicitation that is used as a research and information gathering tool for
preparation of specifications and requirements.

Request for Proposal (RFP) - A document requesting a proposal from vendors that specifies
the relative importance of price and other evaluation factors, and which allows for negotiations
after a proposal has been received and before award of the contract for the goods and services
sought. See also “Competitive Proposal Process,” above.

Request for Qualifications (RFQ) - A document that requests details about the qualifications
of professionals whose services must be obtained in compliance with the Professional Services
Procurement Act or in conjunction with an alternative bid delivery process.

Responsive — A vendor who has complied with all material aspects of the solicitation
document, including submission of all required documents.

Responsible — A vendor who has the capability to perform fully and deliver in accordance with
the contract requirements based on consideration of past performance, financial capabilities,
and business management together with any other pertinent information.

Sealed Bids - Offers in response to an Invitation to Bids that is advertised in a newspaper and
submitted to the Purchasing Department in a manner that conceals the price.

Separate Purchases - Purchases made separately in different orders for goods and services
that in normal purchasing practices would be purchased in a single order or in one purchase.

Sequential Purchases - Purchases of items made over a period of time that in normal
purchasing practices would be purchased at one time or in one purchase.

Services - The furnishing of labor by a contractor that includes all work or labor performed for
the City on an independent contractor basis, including maintenance, construction, manual,
clerical, personal or professional services.

Sole Source Good or Service - A good or service that can be obtained from only one source
due to patents, copyrights, secret processes, or natural monopolies. The purchase of captive
replacement parts or components for equipment that is already owned by the City may also be
considered for acquisition as a sole source good or service.

Solicitation - A document, such as an invitation to bid, invitation to quote, request for proposal,
request for information or request for qualifications issued by the Purchasing Department that



contains terms and conditions for a contract to solicit a response from vendors to provide work,
goods or services needed by the City.

Solicitation Conference — A meeting chaired by purchasing staff, designed to help potential
vendors understand the requirements of a solicitation. Also known as a pre-bid or pre-proposal
conference

Specifications - A total description of a good or service to be purchased by the City, and the
requirements the vendor must meet to be considered for the contract which may include
requirements for testing, inspection, or preparing any good or service for delivery, or preparing
or installing it for use. See also “Design Criteria Package,” above.

User Department - The Department, defined above, from whose budget line item the contract
is paid.

Vendor - A business entity or individual that seeks to have or has a contract to provide goods or
services to the City.
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Chapter 3: Purchasing Authority and Policy

The Texas Legislature has enacted laws regulating the purchase of goods and services
by government entities. It is the policy of the City of McKinney to fully comply in all
aspects with these laws as they may be amended from time to time.

The City Manager has directed that the Purchasing Manager oversee and provide a
framework for a partially-centralized purchasing system.

The Purchasing Department, as well as officials, directors and employees of the City
will strive to provide equitable and competitive access to the City’s procurement
process for all responsible vendors. Further, City procurement will be conducted in a
manner that promotes and fosters public confidence in the integrity of the City's
procurement process.

The purpose of this Purchasing Policies and Procedures Manual (“Policy”) is to:

e Seek the best quality, lowest priced goods and services that meet the needs of City
and its personnel;

¢ Provide all responsible vendors and contractors, including historically underutilized
businesses (“HUBSs”), equitable access to serving the needs of the City and its
personnel through competitive acquisition of goods and services;

o Comply with all federal and state laws that apply to city purchasing and comply with
the requirements in this Policy;

¢ Manage City inventory efficiently and accurately; and

¢ Dispose of all surplus, salvage and seized property in a manner that benefits the
taxpayers of City, fosters interlocal cooperation and provides assistance to other
governmental entities, and complies with applicable law.

The Policy applies to all City officials and employees. The Purchasing Department and
City personnel must purchase or lease all goods and services, including maintenance
and repair, for all departments in accordance with the Policy.

The requirements and procedures set forth in this Policy are adopted by the City
Council.

This Policy shall become effective upon approval by the City Council.

e This Policy shall be interpreted liberally to accomplish its purpose.

If there is any conflict between this Policy and a State or Federal law, or a rule
adopted under a State or Federal law, the stricter of the conflicting provisions
prevails.

¢ The masculine, feminine, and neutral genders shall be interpreted to include the
other genders as required. The singular and plural shall be interpreted to include
the other number as required.

e Headings and titles at the beginning of the various sections of this Policy have been
included only to make it easier to locate the subject matter covered by that section
or subsection and are not to be used in interpreting this Policy.
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Additional
Resources

If any provision of this Policy or the application of a provision to any person or
circumstances is held invalid by a court of competent jurisdiction, such holding shall
not affect the validity of the remainder of this Policy and the application of its
provisions to other persons and circumstances shall not be affected.

In general, the Purchasing Manager interprets this Policy. Any questions regarding
the Purchasing Manager’s interpretation and/or application of the Policy may be
taken to the Chief Financial Officer for his review and consideration. The City
Manager shall resolve any question about any interpretation and/or application of
this Policy when there is a conflict with the Chief Financial Officer’s determination.

For additional information, the following are listed as references:

Comptroller of Public Accounts, State of Texas Cooperative Purchasing Manual

http://www.window.state.tx.us/procurement/prog/coop/coop manual.pdf

The State of Texas Contract Management Guide, Version 1.6

http://www.cpa.state.tx.us/procurement/pub/contractquide/
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Chapter 4: City of McKinney Purchasing Code of Ethics

It is the policy of City of McKinney that the following ethical principles should govern the
conduct of every employee involved, directly or indirectly, in the City’'s procurement
process.

It is essential for employees to take ownership of, and be responsible for, their actions
to preserve the public trust and protect the public interest.

Principles: Employees should:

Apply sound business judgment.

Be knowledgeable of and abide by all applicable laws and regulations.
Be responsible stewards of public funds.

Maximize competition to the greatest extent practicable.

Practice due diligence.

Promote effective, economic and efficient acquisition.

Support economic, social and sustainable communities.

Use procurement strategies to optimize value to stakeholders.

It is essential for employees to act in a manner true to these values to preserve the
public’s trust.

Principles: Employees should:

e Act and conduct business with honesty and integrity, avoiding even the appearance
of impropriety.

¢ Maintain consistency in all processes and actions.

e Meet the ethical standards of the profession.

It is essential for employees to engage in unbiased decision-making and action to
ensure fairness for the public good.

Principles: Employees should:

e Be open, fair, impartial and non-discriminatory in all processes.

e Treat suppliers equitably, without preference or discrimination, and without
imposing unnecessary constraints on the competitive market.

e Use sound professional judgment within established legal frameworks to balance
competing interests among stakeholders.

It is essential for employees to uphold high standards of job performance and ethical
behavior to balance diverse public interests.

Principles: Employees should:

¢ Follow the lead of, and learn from, those with education, experience, and
professional certification in public procurement.

e Continually contribute value to the organization.

¢ Continually develop as a professional through education, mentorship, innovation,
and partnerships.

e Develop, support, and promote the highest professional standards in order to serve
the public good.

e Seek continuous improvement through on-going training, education, and skill
enhancement.

It is essential for employees to assist other City employees and citizens in a
professional manner to support the public good.
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Principles: Employees should:

e Be a crucial resource and strategic partner within the organization and community.

o Develop and maintain relationships with other City employees.

o Develop collaborative partnerships to meet public needs.

¢ Maintain a customer-service focus while meeting the needs, and protecting the
interests, of the organization and the public.

It is essential for employees to have and follow easily accessible and understandable
policies and processes that demonstrate responsible use of public funds.

Principles: Employees should:

Exercise discretion in the release of confidential information.

Maintain current and complete policies, procedures and records.
Provide open access to competitive opportunities.

Provide timely access to procurement policies, procedures and records.

Employees shall avoid activities that compromise or give the perception of
compromising the best interests of the City of McKinney. Employees shall not
knowingly use confidential proprietary information for actual, perceived or anticipated
personal gain.

Employees shall avoid any activity that might create a conflict between their personal
interests and the interests of the City of McKinney. Conflicts exist in any relationship
where the City's best interest may be different from the employee’s best interests or the
best interest of someone associated with the employee. Conflicts of interest include an
employee participating in any way in any procurement in which:

e The employee or any member of the employee's family within the first degree of
relationship by blood or marriage (a “close family member”), has a financial interest
in the results of the City procurement process;

¢ A business or organization in which the employee, or a close family member, has
an employment relationship or an ownership of interest has a financial interest in
the result of the City procurement process; or

e Any other person, business, or organization with whom the employee or a close
family member is negotiating for or has an arrangement concerning prospective
employment.

If conflicts of interest exist, the employee shall notify the Purchasing Manager in writing
and remove him or herself from the City procurement process.

Employees shall avoid the appearance of unethical or possibly compromising practices
in relationships, actions and communications associated with the City procurement
process.

Employees shall not solicit or accept money, loans, gifts, favors or anything of value,
from present or potential contractors that might influence or appear to influence a
purchasing decision or the City procurement process. If anyone is in doubt about
whether a specific transaction complies with this policy, the person should disclose the
transaction to the Purchasing Manager for a determination of compliance.

Employees shall, to the extent allowed by Texas law and not otherwise in conflict with
City policies and procedures, keep the proprietary information of vendors that is
obtained during the procurement process confidential. Employees shall not disclose
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Confidentiality
Statement

vendor proposal information obtained from a solicitation to any person or party
who is not a member of City staff necessary to a discussion regarding the
proposal (hereinafter referred to as an “unauthorized person”) until such time as the
contract has been awarded.

The City of McKinney Purchasing Department uses a confidentiality statement (Exhibit
2) to ensure compliance with the City’s ethics policy regarding the confidentiality of
proprietary information. Before the evaluation of confidential proposals, the Purchasing
Department sends the confidentiality statement to evaluation committee members for
signature and certification, which signature and certification may be confirmed
electronically. The statement contains the following requirements to which the
evaluation committee member is expected to adhere during the course of the
evaluation process and until an award is approved by the City Council:

e All information in the vendor's response is to be kept confidential to the extent
allowed by Texas law and not otherwise in conflict with City policies and
procedures.

e No discussion of the proposal is to occur with any unauthorized person.
Notwithstanding the foregoing, an evaluation committee member may discuss the
proposal with the City Manager or one or more Deputy City Managers and Assistant
City Managers upon request and consult with subject matter experts employed by
the City regarding the proposal(s) provided that the subject matter expert has
signed the applicable confidentiality statement.

e Evaluation committee members must be familiar with and read the City of McKinney
Purchasing Code of Ethics and agree to comply with its requirements including
reporting any violations of the Purchasing Code of Ethics and any potential conflict
of interest as well as any attempt to exercise undue influence or attempted
communications from vendors and other third-parties during the evaluation process.

Compliance with the requirements outlined in the Confidentiality Statement is crucial. If

proprietary information of any vendor is compromised during the procurement process,
all proposals may be rejected.
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Exhibit 2: Example City of McKinney Confidentiality Statement

CONFIDENTIALITY STATEMENT
DISCLOSURE OF SOURCE SELECTION INFORMATION

In accordance with the City of McKinney Purchasing Policy, this project was issued as a competitive
proposal, and, therefore, all information contained in the response should be kept CONFIDENTIAL until an
award is approved by City Council. | certify that | will make no disclosure or release of any source selection
information to any person or party who is not a member of City staff necessary to a discussion regarding the
proposal (hereinafter referred to as an “unauthorized person”). This includes the contents of proposals
submitted in response to the City of McKinney's Request for Proposal for (insert project name) and any
evaluation thereof prior to final execution of the contract.

| further certify that | will not discuss with any unauthorized person the Evaluation Team’s findings or
decisions, the contractor’s approaches, or any information generated during the selection process. |
understand that disclosure or release of any such information to an unauthorized person may subject me to
adverse administrative action and may require the rejection of all proposals. Notwithstanding the foregoing it
is specifically understood and agreed that | may discuss the proposal with the City Manager or one or more
Deputy City Managers or Assistant City Managers upon request and consult with subject matter experts
employed with the City regarding the proposal(s).

Please refer all questions for information to (insert buyer’'s name).

To the best of my knowledge, neither | nor my spouse, ex-spouse (if applicable), children,
stepchildren, parents, siblings or in-laws (collectively “close family member”) has a direct or indirect
financial interest in, including any part-time or full-time employment with, any of the prime
respondents (see attached list) that conflicts or appears to conflict with my duties as an evaluation
team member; nor do | or a close family member have any other interest that might impact my
independent judgment in connection with this evaluation. (I understand that a financial interest of
any amount, no matter how small is considered a disqualifying financial interest for such
purposes.)

In the event | later become aware of a conflict, | agree to disqualify myself and report this fact to
the Purchasing Manager.

NOTE: Application for employment is considered a financial interest and must be reported.

PRINT NAME

SIGNATURE DATE

16



Authority

Statutory
Authority
and Duties

Additional
Responsibilities

Chapter 5: Purchasing Manager Authority and Responsibilities

The City of McKinney Home-Rule Charter, Chapter VI, “Finance Department,” Sec. 49 —
Purchasing Department, establishes a Purchasing department which shall purchase, store
and distribute all supplies, materials and equipment required by any office, department or
agency of the City.

All Purchasing Department activity shall be conducted in compliance with the City of
McKinney Home-Rule Charter, Chapter VI, Sections 49 and 50, the Code of Ordinances, City
of McKinney, Texas (“McKinney Code”), Texas Local Government Code, Chapters 252 and
271, and Texas Government Code, Chapters 2252, 2253, 2254 and 2269 as any and all of
such provisions may hereafter be added to, subtracted from, amended, revised or deleted.

The Purchasing Department shall purchase all supplies, materials, and equipment
required or used, and contract for all repairs to property used by the City or a subdivision,
officer, or employee of the city, except purchases and contracts required by law to be
made on competitive bid.

The Purchasing Manager shall participate in all purchases made on competitive bid and
shall see that all purchased supplies, materials, and equipment are delivered to the
proper city officer or department in accordance with the contract terms.

The Purchasing Manager shall recommend the transfer of City surplus or seized goods
that are not needed or used, from one department or employee, to another department or
employee requiring the goods or the use of the goods.

The Purchasing Manager shall ensure compliance with the Professional Services
Procurement Act.

Only the City Manager, or his designee, has signature authority to execute contracts of
any nature (i.e. agreements, statement of work, etc.) which have been approved by
Council via the budget or agenda item.

The City Manager has authorized the Purchasing Manager to sign tax exemption forms
and credit applications.

Rules and procedures adopted by this Purchasing Policy include rules and procedures
for employees to use City purchasing cards to pay for City purchases under the direction
and supervision of the Purchasing Department.

The Purchasing Manager shall confer with the City Attorney when necessary to interpret
this Policy or requirements under applicable State and Federal laws.

In addition to statutory duties, the Purchasing Manager:

Encourages and supports compliance with Texas purchasing laws;

Works in conjunction with the Finance Department and other City officials in the
development of efficient financial processes;

Promotes local business participation in City procurement processes; and

Provides the business community with a central link to City business
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Chapter 6: Purchasing Process, Policy, Roles and Responsibilities

Purchasing The general purchasing process as outlined in Exhibit 3 contains several stages with
Process responsibilities that are often designated by statute. It begins with requirements
planning and identification culminating with the receipt of and payment for goods and
services.
Exhibit 3: Purchasing Process
Step Performed By:
Identify requirements and obtain User Department (Purchasing
budget Department may assist)
Define/finalize requirements User Department and Purchasing
Department
Submit electronic requisition outlining User Department
requirements to Purchasing
Solicit, advertise, and generate Purchasing
Purchase Orders and Contracts from
requisition and send to vendor
Submit electronic requisition identifying | User Department
increase change to dollar value for
Purchase Orders, (budget
confirmation) reference original
Purchase Order in reason field
Submit email requesting changes to User Department
Purchase Orders for correction of
vendors and product/service
descriptions
Generate Purchase Order change Purchasing
order from requisition and/or email and
send to vendor
Receive good/service and verify User Department (Purchasing
completeness against contract Department coordinates)
Electronically receive item in the City’'s | User Department
automated requisitioning system
(“ARS”) upon receipt of good/service
and submit original invoice to Finance
Department.
Match received amount with invoice Finance Department
and audit
Process and approve payment of Finance Department
invoice.
Disburse payment of invoice Finance Department
User Do’s Coordination among many City departments and offices is necessary for the process to
and Don’ts work smoothly. To avoid delays and comply with the Policy and state law, user

departments should remember the following:

¢ Do not authorize the purchase of any goods or services.

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

e Do not authorize product demonstrations, trials or wear tests without
knowledge and coordination by the Purchasing Department.
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Do not obligate the City for the purchase of goods that are delivered for use
on atrial 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 held personally responsible for the payment, and
may face criminal charges.

Do not use purchasing strategies to avoid the requirements of this Policy or
which may violate the law. Strategies that are prohibited by law include:

» purchasing component parts that would normally be purchased in one purchase
(component purchases);

» separately purchasing items that normally would be purchased in one purchase
(separate purchases); and

» purchasing items over a period of time, that normally would be purchased in one
purchase (sequential purchases).

A city officer or employee who intentionally or knowingly makes or authorizes
separate, sequential, or component purchases to avoid the competitive bidding
requirements of Texas Local Government Code Section 252.021 is committing a
Class B misdemeanor according to Texas Local Government Code Section
252.062 (a). In addition, a city officer or employee who intentionally or knowingly
violates the competitive bidding requirements of Texas Local Government Code
Section 252.021 in some other manner is also committing a Class B misdemeanor.
Tex. Loc. Gov't Code § 252.063. The final conviction of a City officer or employee
for a violation of Section 252.021, as explained above, also results in the immediate
removal of that person from any office or employment with the City; and, prohibits
the removed individual from being appointed or elected to public office in the State
of Texas and further prohibits the individual from working for the City or receiving
any compensation through a contract with the City for a period of four years from
the date of conviction. See Tex. Loc. Gov't Code § 252.063.

Adhere to the City Purchasing Code of Ethics and avoid activities and
behaviors that are unethical or create a conflict of interest or the perception
of a conflict of interest. Examples of activities that are inappropriate include:

» soliciting or accepting money, loans, gifts, favors or anything of values of any
kind from present or potential contractors that might influence or appear to
influence a purchasing decision;

» falling to disclose in writing to the Purchasing Manager a conflict of interest and
not removing yourself from the procurement process when there is a conflict;
and

» disclosing confidential proprietary information from solicitations to other vendors
or using the information for personal gain.

Ensure funding is available before submitting a requisition. Texas law does not
allow expenditures of funds that exceed the City’s fiscal year budget. Purchasing
does not process requisitions for which there is not adequate funding in the current
budget.
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e Plan purchases to minimize the use of emergency and expedited purchases.
Rush purchases are generally more expensive and they delay other requisitions
already in the system. Vendors may attempt to charge premium prices for goods
and services needed in an expedited manner. Costs can be elevated when there is
insufficient time allowed to explore alternative sources or options.

e Plan purchases to allow sufficient time to process purchase requests. The
Purchasing Department is committed to processing all requisitions within a
reasonable amount of time. In general, departments should allow 1-2 weeks for all
non-contract purchases between $25,000 and $50,000 and 6-8 weeks on all
purchases requested over $50,000 that are not covered by an existing contract.
Existing contract requisitions and requisitions under $25,000 are generally
processed within one day of receipt.

e Ensure that purchasing policies and procedures are understood before
ordering. Departments must assure that all employees responsible for making
department purchase requests have read and understand the purchasing
procedures set forth in this Policy. Departments should also ensure that employees
attend any training provided by the Purchasing Department.

¢ Coordinate with Purchasing on receipt of goods and services. Since the City
does not have centralized receiving, each department is responsible for individually
receiving goods and services. Departments should contact the individual listed as
the buyer on the purchase order to make Purchasing aware of vendor performance
issues such as shortages, late delivery, or damaged merchandise. If the item
received is a fixed asset the item must be reported to Finance for tracking.

There are specific roles and responsibilities for both user departments and the
Purchasing Department during the procurement process. The City’'s Procurement
Process protects the integrity of the internal processes and provides fair and equal
access to all vendors seeking to do business with the City. Exhibit 4 outlines the
primary roles and responsibilities.

If there are indications that a requisition is for an after-the-fact purchase, an explanation
setting forth the reasoning for a requisition after the purchase has been made must be
provided. Forms for this purpose will be made available by the Purchasing Department.
The form must be signed by the employee’s Director and include statements describing
the following:

How did the purchase occur prior to a requisition being issued and the
circumstances surrounding it?

Whether or not the actions that occurred were in the best interest of the City,
and if not, to what extent were these actions detrimental to the City?

Actions taken to correct the circumstances which led to the deviation from City
policy or procedure and to prevent future deviation.

Disciplinary action may be taken against the employee(s) involved where actions were
not justifiable. Steps to reinforce policy and use of positive administrative action(s) such
as staff training, establishment of internal procedures, realignment of staff
responsibilities, etc., are to be undertaken to correct any existing problem(s) that may
discourage adherence to policy.
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Exhibit 4: Formal Purchasing Process Roles and Responsibilities

Process

User Department
Role/Responsibility

Purchasing Department
Role/Responsibility

Requirements
Definition/
Specification
Development

1. ldentifies what is needed,
when it is needed, the
quantity needed and where it
is needed and works with
Purchasing Department to
document need in writing a
specification

2. Ensures funding (budget) is
available to support need

3. Sends specification and
requisition with funding to
Purchasing Department

4. Works with Purchasing
Department to develop
evaluation criteria/ formats
(as applicable)

5. Drafts agenda request for
Purchasing approval

Consults with User Department
in development of specification
and procurement process to be
used

Works with City Attorney to
prepare or review solicitation
and contract documents
Reviews specification to ensure
that it is descriptive and specific
but does not prevent competitive
bidding of comparable goods
Works with user department to
develop evaluation
criteria/formats (as applicable)
Prepares agenda item for City
Council (if applicable)
Reviews/edits agenda request
and files in Legistar

Solicitation

1. Reviews solicitation
documents before issuance
to ensure department needs
are met

2. Provides Purchasing
Department with a list of
potential vendors that can
meet the solicitation
requirements

3. Provides technical
clarifications to Purchasing
Department if vendor
questions arise

4. Supports pre-solicitation
conferences (as applicable)

Develops solicitation documents
based on specification and
sends to user department for
review before final issuance
Issues solicitation to vendors
registered on electronic bidding
system (and those identified by
user department)

Advertises solicitation in
accordance with State law
Conducts pre-solicitation
conferences (as applicable)
Provides answers or
clarifications to vendors through
addenda before solicitation
closes

Receives and logs vendor
responses

Prepares responses for
evaluation and sends to user
department

Evaluation and
Negotiation (as
applicable)

1. Evaluators from department
sign confidentiality statement
and send to Purchasing
Department (as applicable)

2. Evaluates response based on
established evaluation criteria
and formats

3. Completes evaluation and
submits recommendation to
Purchasing Department

4. Works with Purchasing
Department to develop
negotiation strategy (as

Issues confidentiality statement
to all evaluators before
evaluation commences (as
applicable)

Supervises evaluation process
to ensure consistent and fair
application of evaluation criteria
Acts as point of contact for
evaluator requests and
communications to vendors for
additional information
Compiles individual evaluation
results and works with users to
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User Department

Purchasing Department

Process Role/Responsibility Role/Responsibility
applicable) develop recommendation for
Participates as member of award and prepares contract
negotiating team to negotiate award agenda item for City
Best and Final Offers (as Council or
applicable) Works with user department to
Works with Purchasing develop negotiation strategy (as
Department to co-develop applicable)
final recommendation for Leads negotiating team to
award negotiate Best and Final Offers
Provides information to (if applicable)
Purchasing Department Receives Best and Final Offers
(memorandum) to support and co-develops final
contract award agenda recommendation for award (if
development applicable) and
Prepares contract award agenda
request for City Council
Contract Request modifications in Evaluates modification request

Modifications

writing to Purchasing
Department

Reviews draft and final
modification to ensure it
meets department needs

and works with user department
to develop modifications
Coordinates with vendor and
user department to develop draft
modifications

Works with City Attorney to
review and finalize modifications
Obtains appropriate signatures
(vendor, attorney, etc.)

Either Purchasing Manager
approves modifications or
develops City Council agenda
item for approval depending on
type and amount of maodification

Contract
Performance
Monitoring

Receives copy of contract
and monitors vendor
performance and delivery
Notifies Purchasing
Department of non-
performance and provides
written documentation
outlining details of non-
performance (dates,
description of problem, etc.)
Works with Purchasing
Department to develop
acceptable corrective actions
(as applicable)

Maintains complete contract file
with supporting documentation
during term of contract

Works with vendor to resolve
performance issues as identified
by user department

Develops corrective actions and
timetables for completion to
resolve performance issues and
documents in contract file (as
applicable)

Works with user department and
City Attorney to terminate
contract when necessary
because of non-performance
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Chapter 7: Historically Underutilized Business Program

The policy of the City of McKinney Purchasing Department is to ensure a good faith
effort is made to assist certified HUB vendors and contractors in receiving contracts in
accordance with State law:

Texas Local Government Code, Chapter 252.0215. A municipality, in making an
expenditure of more than $3,000 but less than $50,000, shall contact at least two
historically underutilized businesses on a rotating basis, based on information
provided by the comptroller pursuant to Chapter 2161 of the Texas Government
Code. If the list fails to identify a historically underutilized business in the county
in which the municipality is situated, the municipality is exempt from this
section.

For expenditures over $3,000 and less than $50,000, the Purchasing Department
solicits a quote from two certified HUBS, if available.

The Purchasing Department uses a third party vendor to maintain the Bidders List. All
registered vendors within a specific commodity and sub-commodity category are
solicited. All HUB vendors are encouraged to register with the third party vendor so
they are included in formal solicitations within the commodity code they select.

City of McKinney does not certify HUB vendors. HUB vendors must complete the

certification process with the State of Texas Comptroller of Public Accounts. The HUB
vendor must hold a current valid certification from the Comptroller.
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Chapter 8: Other General Purchasing Policies

The Information Technology Department (IT) shall review and approve all purchase
requests made by departments for software, hardware and other data processing
equipment save and except Pre-approved Marketplace Items (defined below). This
procedure is to ensure compatibility and standardization of the City’s computer system.
IT may provide the Purchasing Manager with a list of the goods and services that have
been pre-approved and need no additional review (“Pre-approved Marketplace Iltems”).
Pre-approved Marketplace Items also include renewals and re-purchases of previously
approved software applications, but do not include updates or new versions that may
by their revisions be rendered incompatible. To purchase any other data processing
goods or services, the user department must obtain IT approval.

When departments sustain loss or damage to goods or buildings, and funding for
replacement or repair is coordinated through the Risk Management Department, the
actual purchase is processed by the Purchasing Department. Additionally, the Risk
Manager must notify the Finance Department so that fixed asset inventory files can be
updated, if applicable.

Each department must have written internal procedures consistent with this Policy that
address Emergency Purchases (defined in Chapter 2 of this Policy) in an amount of
less than $50,000 that occur after regular work hours. If you have any questions
regarding whether a particular purchase meets the state law definition of an emergency
purchase, please contact the Purchasing Manager.

Each department's written internal procedures should require that department
employees contact their immediate supervisor or other designated person for approval
prior to making an Emergency Purchase. On the first working day after the Emergency
Purchase, the department must enter a purchase requisition into the ARS and complete
the Emergency Purchase Justification form, available on the City’s Intranet, and submit
to the Purchasing Manager.

All interlocal agreements with other governmental and quasi-governmental entities
which will provide for a Cooperative Purchasing Program, only, between the City and
other governmental and quasi-governmental entities must be reviewed by the

Purchasing Manager and may be approved by the City Manager pursuant to Resolution
No. 2000-08-093.

If the competitive sealed bidding requirement applies to the contract for goods or
services, and if so specified in the bid documents, the contract must be awarded to the
lowest responsible bidder or alternatively, if so specified in the bid documents, to the
bidder who provides goods or services at the best value for the City. In determining the
best value for the municipality, the City may consider:

o the purchase price;

e the experience and reputation of the bidder and of the bidder’s goods or services;

¢ the quality of the bidder’s goods or services;

e the extent to which the goods or services meet the City’s needs;

¢ the bidder’s past relationship with the City;
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e the impact on the ability of the City to comply with laws and rules relating to
contracting with HUBs and non-profit organizations employing persons with
disabilities;

e the total long-term cost to the City to acquire the bidder’s goods or services; and

e any relevant criteria specifically listed in the request for bids or proposals.

Electronic sealed bids or proposals shall be accepted in accordance with Section
252.0415(a) of the Local Government Code requiring the identification, security, and
confidentiality of electronic bids or proposals to remain effectively unopened until the
proper time.

¢ Invitations to Bid and Requests for Proposals will be advertised and issued through
the City’'s electronic service provider. A notification will be added to bid terms and
conditions stating suppliers may/should submit responses electronically through
City’'s service provider at the appropriate electronic address listed. An automatic “e-
mail return notification” will be sent to the submitting supplier upon receipt of their
bid or proposal.

e At the specified bid closing time, a password-enabled employee in the Purchasing
Department will open, download, and print all bids and the bid tabulation summary
assembled by the City’s service provider. The printing operation will occur in the
controlled environment of the Purchasing Department where purchase order
equipment is currently located. By law, a bid that is submitted non-electronically will
be accepted manually and then entered electronically by Purchasing after the bid
opening, as stated in bid and proposal document terms and conditions.

Purchasing staff will read aloud all bid responses received by the stated bid closing time
and date to any interested parties present at the bid opening. After tabulation of bids or
proposals, staff will post the bid tabulation electronically with a qualifying statement:
“The tabulation listing of a bid should not be construed as a comment on its
responsiveness or an indication that the City accepts such bid as responsive”.

The Purchasing Department maintains a list of vendors who have requested that they
be sent notices of advertised solicitations through our third party electronic service
provider. The vendor is responsible for registering on-line via the City’'s website
www.mckinneytexas.org . They may categorize their business by the commodity codes
for the goods and services that they are capable of providing. The Purchasing
Department utilizes a third party vendor for maintenance of the vendor list and
publication of solicitations.

As a courtesy to vendors, and as a means of encouraging competition, notification of
each solicitation is provided to appropriate vendors via email. The Purchasing
Department also advertises solicitations on the City's cable television channel, on the
City Purchasing website at http://www.mckinneytexas.org, and in a newspaper of
general circulation as required by law.

A City stock room will be maintained for use by all departments. Departments may
obtain materials directly from this stock room through electronic supply requisition (stock
req.). Materials and supplies in the stock room have already been purchased by the City
based upon anticipated needs. Consequently, a purchase order is not needed to obtain
such items, only a supply requisition.
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Incidental items under $50 (with the exception of items available on fixed price
contracts) may be purchased utilizing petty cash.

Payments, in which use of a purchase order would not be practicable (no need to shop
for services), are allowed by electronic field purchase order (or by hard copy check
request where FPO is unavailable). FPO’s should not be used for recurring services.
Electronic field purchase orders/check requests may be utilized for the following items:

Seminar, conferences (registration, fees — not travel advances)

Employee reimbursements (mileage)

Advertisements

Subscriptions, dues and memberships (magazines, professional/trade annual fees)
Refunds (Parks, Community Center, UB, Court only)

Utility payments (electric, gas, phones)

Banking/Financial Fees (credit card fees, debt service payments, broker fees, etc.)
Food (for council meetings, department meetings)

Land Acquisition (easements, right of way or land purchases only)

Personal Services (artists, instructors, judges, translator)

Legal Fees (attorneys, legal services)

Doctors/Medical Services

Contributions/Support (grant or program support, prisoner retention)

Other payments as authorized by the Finance Director

City of McKinney departments are encouraged to do business with companies who
adhere to the federal and state labor law and regulations, including but not limited to:

e The Fair Labor Standards Act through limiting child labor, requiring payment
for overtime work and requiring payment of at least the general prevailing
daily wage rate for work of a similar character performed in the same
locality.

e The Occupational Health and Safety Act which requires safe working
practices and procedures in all projects.

e The provision of workers’ compensation insurance, by the general
contractor and all subcontractors, in accordance with the Texas Workers’
Compensation Act on any City building or construction project.

e Any state or federal law prohibiting discrimination or harassment based on
age, gender, race, religion, or national origin in the work place.

The City of McKinney, including the Purchasing Department, is strongly committed to
upholding these beliefs in ethical and humane business practices.

Grants should be administered via a written contractual agreement between the City
and the party providing the service. Grants administered by the State are governed by
Chapter 2261 of the Texas Government Code, which includes grants in the definition of
a contract unless certain criteria are met. All purchases made with grant monies will
comply with the terms and conditions of the grant, as well as the City’s procedures
regarding all purchases. Grants often have short time frames to meet and although
every effort will be made to expedite purchasing processes where possible to meet
these deadlines, the department is responsible to provide the Purchasing Manager a
copy of all procurement requirements in the grant document in a timely manner.
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Chapter 9: The Requisitioning Process

Requisitioning is the formal request for a purchase to be made. It is the first step after
the need for goods or services is recognized.

The department's purchase requisition authorizes the Purchasing Department to enter
into a contract with a vendor to purchase goods or services. This automated form is for
internal use and cannot be used by a department to order materials directly from a
vendor.

City of McKinney uses an automated requisitioning system, commonly referred to as
the ARS. Based on pre-established budget line items, the user department enters
purchase requisitions into the ARS. Adequate budget funds must be available in the
departmental line item(s) before the Purchasing Department can purchase the
requested goods and services.

Purchase requisitions should fully describe what to buy, when it is required, and where
the goods are to be delivered or the services are to be performed. The user department
needs to “build” a complete description of the item(s) needed. Exhibit 5 identifies the
information and steps the user department should follow to obtain the full descriptive
information needed to process requisitions expeditiously. The information should be
researched and obtained before the user department enters a requisition in the ARS.

After the Purchasing Department receives a purchase requisition, it determines the
appropriate purchasing method based on the cost of the purchase, the goods and
services to be purchased, the existing contracts for goods and services and other
relevant factors.

Specific instructions on entering purchase requisitions into the automated ARS are not
covered in this manual. The user department can contact the Purchasing Department
for training.

Note: Cycle time to process a requisition refers to the time between when a purchase
requisition is received in the Purchasing Department and when an actual purchase
order is placed with a vendor.

Reminder: It is the department’s responsibility to track the progress of their requisition
to make sure it is released from the Financial Service’s queue. Time the requisition may
spend in the Financial Service’s queue is not included in cycle time.

Emergency Requisitions: Please contact the Purchasing Department prior to entering
an emergency requisition into the automated ARS and inform the Purchasing
Department that you are submitting an emergency requisition so the emergency
requisition can be promptly retrieved from the ARS and processed.

27



Exhibit 5: Open Market Requisition Checklist

Step

Reference Source:

Identify the commodity and sub-commodity code for
the item(s) to determine the accounting line item(s)
to be used and ensure that there are sufficient
budgeted funds available. Perform budget transfer if
necessary, before submitting requisition.

ARS (purchasing module for
commodity/sub-commodity and
financial module for account line
item balances)

Find the desired item(s) and obtain the following

information:

v" Manufacturer Name (e.g. Dell)

v" Model Number (e.g. Pentium series I, model
Number 135867)

v Unit of measure (e.g. each)

v Unit price, quantity, and total price

v Item description (complete description with as
much detail as possible)

Vendor catalog, Internet research

Helpful hint: copy the model
description information from the
source and either type it in the
requisition or e-mail to purchasing.
Also, identify where you got the
information (e.g. Office Depot
catalog p.22 or online at
www.officedepot.com, item xxx)

Obtain the full description for the item(s) being
purchased. Example of full description (file
cabinet):

File Cabinet, Vertical, 2 Drawer, Letter Size,
Dimensions 27 3/4"H x 17 11/16"W x 25"D,
Color: Steel Gray

Shipping Weight: 320 Lb.

MFG: FireKing P/N FK25

(seen online at Office Depot catalog)

Vendor catalog, Internet research

Check the vendor name to see if the vendor exists in
the ARS and verify the vendor number. If the vendor
does not exist, obtain the following to enter into
requisition comments:

Vendor name

Vendor address

Vendor telephone number

Vendor point of contact (who you talked with to
get product information)

v"Email and/or fax number

DN NN

ARS Purchasing module (requisition
function)

Identify shipping and delivery information including:

v Date required

v Shipping (determine if it is included in price or is
a separate item)

v" Department point of contact to whom item will be

delivered

The “Ship to” location

Any specific delivery instructions (location, time

of day etc.)

v Any special options that are available, but not
part of description (color, fabric, etc.)

AN

ARS Purchasing module (requisition
function)
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Policy

Considerations

Chapter 10: Open Market Purchases Under $3,000

For open market purchases of goods and services totaling less than $3,000, end user
shall seek a source with fair and reasonable pricing.

To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

o Except for the reverse auction process allowed by law and conducted only by
Purchasing, suppliers will not be privileged to quotes from other suppliers;

o Purchasing should be contacted if additional sources for a particular product or
service are needed;

e Quotes should be entered in the appropriate space on the electronic requisition and
forwarded to Purchasing for supplier selection/confirmation, price confirmation and
issuance of a Purchase Order;

e In accordance with State statutes, under no circumstances is the user department
authorized to place an order without Purchasing approval or unless a purchase
order has been obtained from the Purchasing Department; and

e Contact the Purchasing Department with any concerns or questions you may have.
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Chapter 11: Procurement Cards

The City of McKinney Procurement Card Program has been made available through a
contracted banking services provider, hereafter called the Bank. The card will allow
selected employees to purchase items required for the daily operations of their
departments. The intent of the procurement card is to enhance the capabilities of City
personnel to perform operational tasks without the administrative delay of obtaining
Departmental Purchase Orders. The card is offered to promote ease of operation;
however, it should not be used to replace pre-planning. All purchases made with the
Procurement Card are to follow the City of McKinney’'s Purchasing Policies,
Cardholder/Supervisor guides, the City of McKinney’s cardholder agreement, the Travel
Policy and any other applicable policies. All policies and guides are available for
reference on the Purchasing intranet page.

Cards will be issued in the name of each individual and the City of McKinney. The card
will remain the property of the City of McKinney. Each potential cardholder will attend a
training session and sign a procurement cardholder agreement prior to being issued the
card.

Statements will be mailed to cardholders by the Bank. Cardholders are to reconcile
their receipts with the transactions shown by the Bank. Attach all documentation, note
any additional information pertinent to the purchase, receive necessary approvals and
forward to Finance. Statements are to be reconciled by the department on a monthly
basis and all receipts must be forwarded to Finance per the timeline listed in the
cardholder guide.

Should a problem arise with a purchased item, service or charges, every attempt
should be made by the cardholder to first resolve the issue directly with the supplier.
Review of future statements is vital to ensure the account is properly credited for
returns, credits or disputed charges. The returned, credited or disputed item should be
documented.

If a cardholder needs to return an item to a supplier, cardholder must contact the
supplier and obtain instructions for return. Note that some suppliers may charge a
restocking fee for returns. Returns must be documented.

If the supplier accepts an item as a return, a credit for this item should appear on the
following statement. Cardholder must follow up with the supplier until the credit
appears.

If a cardholder finds a discrepancy on a monthly statement, the cardholder should
contact the supplier and attempt to resolve the problem directly. All disputed items
should be indicated on reports forwarded to Finance. If a cardholder cannot resolve a
disputed item directly with the supplier, the cardholder should contact the Program
Administrator. Bank provider will place the charge in a “State of Dispute” and the
account may be given a provisional credit until receipt of adequate documentation from
the supplier is received. If the documentation appears to be in order, the transaction
will be re-posted to the account and the dispute considered closed. If the charge is
considered to be fraudulent, the card will be immediately locked, the account may have
a provisional credit (if given) and an investigation of the charge will continue. A new
card will be re-issued to the cardholder, if appropriate. If the charge appears legitimate
after investigation, the transaction will then post to the new account.

The cardholder is responsible for the security of the card. This city-issued credit card
should be treated with at least the same level of care that cardholder would use with
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his/her own personal credit cards. Guard the Procurement Card Number carefully. It
should not be posted in a work area. Do not leave the card in a conspicuous place, but
rather keep it in an accessible, secure location. Cardholder shall always keep the
procurement card in the protective sleeve provided by the city and only remove it from
the sleeve for official City business use.

The only person authorized to use the Procurement Card is the cardholder whose
name appears on the card. The card is to be used for business purposes only.

Record the Bank's Customer Service number in a handy location. If a Procurement
card is lost or stolen, the cardholder shall immediately contact the Bank’s Customer
Service number. After contacting the Bank, the cardholder shall immediately notify the
Program Administrator. Prompt action can reduce the City’'s and the cardholder’s
liability for fraudulent activity.

It is imperative that Purchasing and Finance be notified immediately of any of the
aforementioned problems.

The Procurement Card may be used ONLY for CITY RELATED BUSINESS. No
personal use of the card will be allowed. Misuse of the Procurement Card may subject
the cardholder to discipline up to termination and criminal prosecution.

Purchases should be made by use of the Procurement Card only if it is the most
efficient and most cost effective method. Procurement Cards should not be used to
replace planning for the department’'s needs. The City promotes progressive
productive work methods and supports planning ahead to achieve the best possible
results.

Cards must be used under SECURE CONDITIONS ONLY. Only secure websites are
allowed for online transactions. Look for either a “lock” icon at the top of the screen or
an added ‘s’ in prefix of the site’s URL, specifically “https://”. If one of these indications
is not present, do not complete the transaction. Cardholders are to use caution when
providing a card number by telephone or by facsimile.

The City of McKinney is exempt from sales tax. BE SURE TO CHECK ALL RECEIPTS
TO ENSURE THAT TAX HAS NOT BEEN INCLUDED.

Cardholders are prohibited from using the Procurement Card to purchase local
business meals with the exception of the City Manager, Deputy City Managers and
Directors (who are authorized to purchase reasonable business meals as determined
by the City Manager). Business meal receipts shall be documented to include attendee
names and purpose of the meeting.

Travel/Training — related meals are handled on per-diem basis. Therefore, the
Procurement Card shall not be used for these type meals. See travel policy.

The Procurement Card shall not be used for items and/or services on contract, CIP
projects, fixed assets or capital outlays. The City Marketplace is the only exception
where payment for contracted items can be made with a procurement card.

To remain in compliance with Texas Local Government Code Section 252.0215, the
cardholder must solicit quotes from HISTORICALLY UNDERUTILIZED BUSINESSES if
total expense for a commodity reaches $3,000 or more. (Contact Purchasing or refer to
‘Purchasing’ on the intranet for “how-to” information.)
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For examples of appropriate purchases, refer to the City of McKinney Procurement
Card Program, Quick Reference Cardholder Guide.

Directors will set expenditure and purchase limits.

Predetermined card limits of $1000 per transaction have been set. However, if a
Director requests a lower limit for certain cards the cardholder will be notified by
their Director. Directors have the authority to assign higher per transaction and per
cycle limits.

In the event that the cardholder misuses the card the Director may cancel the card
and require the return of the card. Further disciplinary action may result.

Approving Officers will review all purchases.

The Approving Officer is responsible for timely reviewing and approving of
cardholder monthly transactions. Notwithstanding the foregoing, an Approving
Officer or Director shall not review and approve their own cardholder monthly
transactions. Rather, such cardholder monthly transactions shall be reviewed and
approved by their respective Supervisors.

The Director will counsel cardholders and their Approving Officers whenever
cardholders are not adhering to all requirements and guidelines of the card. In the
event that a cardholder misuses the card, the Program Administrator may cancel
their card. The Finance Director, Program Administrator and Human Resources
Director will work in conjunction with Director on appropriate disciplinary action for
card misuse. The Purchasing Department will conduct audits of the Procurement
Card usage in the same manner as is done with Departmental Purchase Orders.

Neither the Bank nor the merchant bears any responsibility for inappropriate
purchases. If the cardholder makes a purchase, the merchant will be paid and the
department budget charged unless the City returns the merchandise and the
merchant agrees to accept and issue a credit.

The Approving Officer shall immediately report any inappropriate purchases made
by any cardholder to their Director. The Supervisor of the Approving Officer, if the
Director is not the Approving Officer's Supervisor, shall immediately report any
inappropriate purchases made by the Approving Officer to their Director. The
Director shall counsel the offending cardholder, including an offending Approving
Officer, and report the offending cardholder and/or offending Approving Officer and
inappropriate purchase to the Program Administrator.

In the event a Director makes any inappropriate purchases, such inappropriate
purchases shall be immediately reported to the Assistant City Manager or Deputy
City Manager charged with oversight of that Director's Department as well as the
City Manager. The Assistant City Manager or Deputy City Manager charged with
oversight of that Director’s Department and/or the City Manager shall counsel the
Director and report the Director and inappropriate purchase to the Program
Administrator.

Director will request new cards and/or cancellation of existing cards.
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The Director is responsible for notifying the Program Administrator to process the
application of an authorized cardholder, cancel the card of a cardholder and for
turning in a card to be cancelled.

Whenever the employment of a cardholder ends, or the individual is transferred to
other duties, the Director is responsible for returning the card to the Program
Administrator for cancellation.

The Program Administrator will be responsible for:

processing applications to obtain Procurement Cards for staff members and for
canceling cards returned by the Director upon their request.

keeping a current list of all cardholders, card numbers, card limits and card history.
They will also be responsible for the integrity of the system and as such may
request a full audit of the cardholder account.

reviewing the appropriateness of purchases made with the Procurement Cards and
any misuse and/or abuse of card privileges (collectively “Occurrence”) will be dealt
with as follows:

» Occurrence 1 — The Director determines if the cardholder should be individually
responsible for the charge, if the individual should continue in the program, and
any disciplinary action up to and including termination. Program Administrator
will be notified of the disposition of the incident.

» Occurrence 2 — Program Administrator and Director will meet to determine if the
individual will continue in the card program and the Director will determine the
need for disciplinary action up to and including termination.

» Occurrence 3 — Program Administrator and Finance Director may terminate the
cardholder’s participation in the program, and the Director will determine the
need for disciplinary action up to and including termination.

Each occurrence is subject to discipline at the Director involvement consultation.

Merchant Category Codes (MCC) will be assigned to give the purchaser optimum
buying capability. Samples of the MCC, which will be available, are:

- Tools - Auto Repair
- Auto Parts - Office Supplies
- Janitorial Supplies - Safety Supplies

The Procurement Card will cover most of the purchases that a department makes. A
complete listing is available through the Program Administrator. Should a department
determine that they have additional needs beyond the MCC the department should
submit a written request to the Program Administrator and at that time, if deemed
necessary, the new MCC will be added.
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Chapter 12: Open Market Purchases between $3,000 - $25,000

For open market purchases of goods and services totaling between $3,000 and
$25,000, Purchasing will solicit price quotations from a minimum of three sources to
assure fair and reasonable competition. Any exception must be approved by the
Purchasing Manager and documented on the requisition.

The Purchasing Department shall contact at least two Historically Underutilized
Businesses (HUBs) when making expenditures in this category, on a rotating basis
based on information provided by the Texas Procurement and Support Services
pursuant to Chapter 2161 of the Texas Government Code. If the HUB list fails to
identify a historically underutilized business within Collin County for the service or goods
sought, the City is exempt from this requirement, and the Purchasing Department will
obtain the required quotes. The Purchasing Department will maintain the proper
documentation reflecting compliance with this obligation.

To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

e Except for the reverse auction process allowed by law and conducted only by
Purchasing, suppliers will not be privileged to or provided information regarding
guotes from other suppliers;

e Purchasing should be contacted if additional sources for a particular product or
service are needed,;

¢ Quotes should be entered in the appropriate space on the electronic requisition for
supplier selection/confirmation, price confirmation and issuance of a Purchase
Order. Results regarding the solicitation of price quotations from HUBs will be
documented and kept on file by the Purchasing Department;

¢ In accordance with State statutes, under no circumstances is the User Department
authorized to place an order without Purchasing’s prior approval or unless a
purchase order has been obtained from the Purchasing Department; and

e Contact the Purchasing Department with any concerns or questions you may have.
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Chapter 13: Purchases between $25,000 - $50,000

Formal written quotes are obtained by Purchasing for these purchases

To protect the integrity of the process, all solicitations of quotes shall comply with the
following:

o Department shall submit a requisition to Purchasing for services and/or products
required;

o Department shall provide Purchasing with the scope of work and/or specifications
for services and/or products required,;

e Purchasing shall review documents submitted by departments to ensure that the
requirements are not unreasonably restrictive thereby preventing fair and
reasonable competition. Purchasing shall incorporate appropriate terms and
conditions to develop the Invitation to Quote (ITQ). Invitation to Quote will be
forwarded to prospective suppliers and shall state a specific date, time and location
for quote submittal. Purchasing will be responsible in these instances for complying
with the State’s HUB requirements; and

e Departments must allow adequate time (at least one to two weeks) for processing
orders in this category.
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Policy

Considerations

Chapter 14: Purchases over $50,000

Texas State law (Texas Local Government Code Chapter 252) sets the requirements for
formal solicitations. By law, purchases of more than $50,000 require that a competitive
sealed bid or a competitive sealed proposal process, including public notice, public
opening of the bids and City Council award, be utilized. See Policy, Chapter 16. Certain
expenditures are exempt from the competitive bidding requirements. See Tex. Loc.
Gov't Code 8§ 252.022. A department must contact Purchasing to determine if an
exemption applies. See Policy, Chapter 19.

No specifications are to be written with the intent to exclude a possible bidder. Tex. Loc.
Gov't Code § 252.047 allows that competitive bidding can be let on either a lump-sum or
a unit price basis. If unit price bids are solicited, the approximate quantities of each item
needed are to be estimated in the requisition based on the best available information but
payment to the contractor must be based on the actual quantities involved. Id.

The competitive sealed bid process is used for most purchases. Electronic receipt of
bids and the Reverse Auction procedures may be used if the Purchasing Manager
deems those processes to be the best method for the solicitation. Bids are awarded
based on lowest responsible bidder or best value, as established in the bid documents.
See Chapter 8 of this Policy for a discussion regarding “Best Value” bidding.

The competitive sealed proposal process may be used when circumstances dictate and
the Purchasing Manager has designated, through the proposal process, that this
process is the best method of procurement for the particular item and/or service.
Proposals are awarded based on the most responsible offeror whose proposal is
determined to be the most advantageous to the municipality, considering the relative
importance of price and the other evaluation factors included in the request for
proposals.

To protect the integrity of the process, all solicitations shall comply with the following:

e Department shall submit a requisition to Purchasing for services and/or products
required;

o Department shall provide Purchasing with the scope of work and/or specifications
for services and/or products required,;

e Purchasing shall review documents submitted by departments to ensure that the
requirements are not unreasonably restrictive thereby preventing fair and
reasonable competition. Purchasing shall incorporate appropriate terms and
conditions to develop the Invitation to Bid (ITB) or Request for Proposals (RFP) in
consultation with, as needed, the City Attorney. Bid documents will be forwarded to
prospective vendors and shall state a specific date, time and location for submittal;
and

e Departments must allow adequate time for processing orders in this category.
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Chapter 15: Specifications

A specification is a concise description of goods or services that user departments seek
to buy and the requirements the vendor must meet to be considered for the award. A
specification may include requirements for testing, inspection, preparing any goods or
services for delivery, or installing them for use. The specification is the total description
of the goods and services desired to be purchased.

The primary purposes of any specification is to provide vendors with firm criteria about
a minimum standard acceptable for goods or services by providing reasonable tests
and inspections to determine their acceptability and to provide purchasing personnel
with clear guidelines of the needs of the department which will be used to produce the
purchase documents. As a result, the specification also:

e promotes competitive bidding; and
e provides a means to make an equitable award to the lowest and/or best bid from a
responsible bidder.

In writing specifications, user departments are encouraged to obtain an existing
specification (i.e. City or another public entity-created RFP) before starting to write a
new one. The existing specification can provide ideas and examples that can be
customized for City of McKinney purposes. The user department should contact the
Purchasing Department for assistance in obtaining existing specifications to facilitate
the specification development process.

There are numerous sources for specifications. These include other departments within
the City, the City Attorney’s Office, other governments, professional trade associations,
professional purchasing associations and user knowledge. Some specification libraries
that are available include:

e Texas Specification Library located at the Texas Comptroller of Public Accounts
website: www.window.state.tx.us/procurement/pub/specifications-library/

o General Services Administration, Federal Supply Service — Specifications Section
found at www.gsa.gov

e Texas Department of Transportation Standard Specification Index located at
http://www.dot.state.tx.us/gsd/purchasing/tssi_alpha.htm

¢ National Institute of Governmental Purchasing. Contact Purchasing for assistance
because this is available to members only.

The user department, occupant department or an outside agency may propose
specifications. To ensure compliance with legal purchasing requirements, the
Purchasing Department has final determination of the language included in
specifications, except for specifications for construction projects. Specifications for
construction projects shall be developed in coordination with the City Attorney. The
User Department Director is responsible for obtaining final approval of the
specifications. This ensures proper quality control and avoids the proliferation of
conflicting specifications in the different City departments.

To facilitate specification development and avoid duplication of their efforts, user

departments should submit their specifications in electronic format to the Purchasing
Department.
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Characteristics

Types

An effective specification has the following characteristics:

e Simple: Avoids unnecessary detail, but is complete enough to ensure that
purchased goods and services satisfy their intended purpose.

o Clear: Uses terminology that is understandable to the user department and
vendors.

» Eliminates confusion by using correct spelling and appropriate sentence
structure.

» Avoids the use of jargon and “legalese”.

e Accurate: Uses units of measure that are compatible with industry standards,
identifies all quantities and describes packing requirements.

o Competitive: Identifies at least two commercially available brands, makes, or
models (whenever possible) that satisfy the intended purpose.

» Avoids unneeded specifications or “extras” that could reduce or eliminate
competition and increase costs.

o Flexible: Avoids situations that prevent the acceptance of a response that could
offer greater performance for fewer dollars.

» Uses approximate values that are within a 10% range for the dimensions,
weight, speed, etc. (whenever possible) if these values can satisfy the intended
purpose.

The Purchasing Department uses a number of specification types:

e Design - Details description of a good or service, including details of construction or
production, dimensions, chemical composition, physical properties, materials,
ingredients and all other information needed to produce an item of minimum
acceptability. Design specifications are usually required for construction projects,
custom-produced items and many services.

e Performance — Details required performance parameters such as required power,
strength of material, test methods, standards of acceptability, and recommended
practices. Performance specifications are usually used for capital equipment
purchases.

e Brand Name or Equal - Lists goods or services by brand-name, model, and other
identifying specifics, except that products with performance equivalent to the
characteristics of the named brand are specified as acceptable. Other
manufacturers may provide a nearly identical product under another brand name.
The Purchasing Department uses this method only if there is a business
purpose justification. The burden of justification rests with the user
department.

¢ Industry Standard — States an industry standard that is identical, regardless of
manufacturer that results in acquisition of goods of uniform quality. The UL
standard for electrical products is an example of an industry standard.
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Chapter 16: Competitively Solicited Purchases Exceeding $50,000

There are two primary types of solicited purchases - competitive bidding and
competitive proposals. Competitively solicited purchasing means letting available
vendors compete with each other to provide goods or services.

The Dallas 5" District Court of Appeals explains the use or process of competitive
bidding as follows:

"Competitive bidding requires due advertisement, giving opportunity to
bid, and contemplates a bidding on the same undertaking upon each of
the same material items and services covered by the contract; upon the
same thing. It requires that all bidders be placed upon the same plane of
equality and that they each bid upon the same terms and conditions
involved in all the items and services and parts of the contract, and that
the proposal specify as to all bids the same, or substantially similar
specifications.” Sterrett v. Bell, 240 S.W. 2d 516 (Tex. Civ. App.-Dallas
1951, no writ).

The Dallas 5" District Court of Appeals further explains the purpose of competitive
bidding as follows:

"The purpose of competitive bidding is to stimulate competition, prevent
favoritism, and secure the best work and materials at the lowest
practicable price for the best interest of the taxpayers and property
owners." Sterrett v. Bell, 240 S.W. 2d 516 (Tex. Civ. App.-Dallas 1951,
no writ).

The first purpose of competitive solicitations is to ensure the best possible value is
received. Competitive solicitations also increase the likelihood that public monies are
spent properly, legally, and for public projects only.

The second purpose is to give those qualified and responsible vendors who desire to
do business with the City a fair and equitable opportunity to do so.

Competitive Bidding: The term “Formal Competitive Bidding” generally applies to
public purchasing when the solicitation process complies with Texas Local Government
Code § 252.021, and the solicitation award requires approval by the City Council.

Competitive “sealed” bids are solicited through an advertisement for bids for public
works projects, goods and supplies and non-personal services expected to exceed
$50,000. The advertisement for bids contains the specifications, terms, general
conditions and special conditions for the public works project, and/or the procurement
of goods and supplies and non-personal services (“Bid Documents”) as well as the
agreement and related performance, payment and maintenance bonds that with the Bid
Documents comprise the “Contract Documents” for the project. A formal set of Bid
Documents that include the City’s standard terms and conditions, reviewed by the City
Attorney's Office, must be used for any procurement in excess of $50,000.

The City Council must accept and award the contract for any public works projects,
and/or the procurement of goods and supplies and non-personal services that exceed
$50,000 which are solicited through the competitive sealed bid process to the lowest
responsible bidder or (if previously noticed) the bidder that provides the best value to
the city timely responding to the advertisement for bids and returning a fully completed

39



Procedures

and signed Bid Proposal and Bid Bond. The User Department and Purchasing
Department work together to determine whether the presumptive low bidder is the
lowest responsible bidder or (if previously noticed) the bidder that provides the best
value to the city and prepare a bid tabulation regarding the bids received together with
an agenda item recommending to the City Council that the project be awarded to the
appropriate bidder. The Contract Documents once signed by the bidder and the City
Manager following approval of the City Council form the contract between City of
McKinney and the vendor. Competitive sealed bids are not negotiated and are
based upon the terms and conditions set out in the Bid Documents and Contract
Documents.

The competitive sealed bid method is the most preferred method of procuring the
performance of public works projects, goods and supplies and non-personal services.
It is used when the requirement can be definitively described, is readily available and is
an off-the-shelf type of acquisition. Competitive bid contents are not disclosed until after
the contract is awarded. In the event that the Bid Documents call for the submission of
background documents that are trademarked or proprietary such documents may
remain confidential pursuant to the Texas Public Information Act provided that certain
steps are timely followed to protect the confidential information from disclosure.
(Please contact the City’'s Public Information Officer and the City Attorney promptly
upon receipt of a public information request.)

Competitive Proposals: The term “Formal Competitive Proposal” generally applies to
public purchasing in amounts exceeding $50,000 when the solicitation process
complies with Texas Local Government Code § 252.021, and the solicitation award
requires approval by the City Council.

Competitive proposals are solicited through a sealed Request for Proposals (RFP)
process. Vendors submit responses to the RFP for consideration. The RFP solicits
proposals from vendors in response to the City's requirements and contractual terms
and conditions. A formal contract that includes the City’s standard terms and
conditions, reviewed by the City Attorney's Office, must be approved by the City
Council for any procurement in excess of $50,000.

While the RFP process is similar to the competitive sealed bid process, there are
notable differences. The primary difference is that the RFP results in a negotiated
procurement. Cost is not necessarily the primary determining evaluation factor;
however, its relative importance to other evaluation factors must be specified in the
RFP and considered in recommending the award of the contract. Also, the proposals in
the RFP process are received, but are not opened and read publicly at the time of
receipt. Proposal contents are not disclosed until after the contract is awarded to the
responsible proposer whose proposal is determined to be the most advantageous to
the city under the pertinent evaluation factors. Proposal contents that are trademarked
or proprietary may remain confidential pursuant to the Texas Public Information Act
provided that certain steps are timely followed to protect the confidential information
from disclosure. (Please contact the City’'s Public Information Officer and the City
Attorney promptly upon receipt of a public information request.)

In accordance with Texas Local Government Code 8§ 252.021, the formal competitive
proposal (RFP) method may also be used to purchase other items more typically bid
through the competitive sealed bid process when the Purchasing Manager determines
it is in the best interest of the City.

In the City of McKinney, competitive solicited procurements which call for approval by
City Council due to an expenditure in excess of $50,000 are required to comply with the
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requirements of the Texas Local Government Code and, with few exceptions, are
accomplished by the process set forth in this chapter. Throughout this chapter, “bids”
are vendor responses in the competitive sealed bid process and “proposals” are vendor
responses in the RFP process. Unless specifically noted, the procedures apply to both
the competitive sealed bid and RFP.

Pursuant to Section 50 of the Charter of the City of McKinney, the City Manager
generally has the authority to authorize purchasing expenditures under either the
competitive sealed bid process or the RFP process if, and only if, (a) the bid or
proposal received by the City is for an amount of less than $50,000, (b) the subject of
the bid or proposal is contained within the then current City budget, (c) the amount of
the bid or proposal does not exceed the budget for such public works projects, goods
and supplies and non-personal services and, (d) such bid or proposal is otherwise
exempt from the State of Texas' laws regarding the competitive procurement
processes. All purchases required to be competitively bid or which require a
competitive procurement process shall conform to applicable State law, provided
further that only the City Council shall have the right to reject any and all bids.

Competitive Sealed Bid: When the need for a good or service costing more than
$50,000 is identified, the user department should immediately contact the Purchasing
Department for assistance in developing the specifications. The specification should be
comprehensive and broadly defined to allow for maximum competition.

RFP: When the need for the goods or services (greater than $50,000) is identified, the
user department should immediately contact the Purchasing Department for assistance
in defining the requirements to be used for the solicitation. The user department is
responsible for submitting a Statement of Work (SOW) or Technical Requirements that
functionally define the needs and requirements of the department regarding such goods
or services. Purchasing Department staff will review to ensure that the SOW or
Technical Requirements is quantified and structured to:

e secure the best economic advantage utilizing best value;

state the needs or requirements clearly;

be contractually sound;

treat all vendors fairly and without favoritism;

encourage innovative solutions to the requirement described; and

permit free and open competition to the maximum extent reasonably possible.

A written memo submitted to the Purchasing Manager and signed by the Director, or
designee, or a direct e-mail from the Director, or designee, serves as the initial
purchase requisition for goods or services. The memo must include the budget line
items from which the purchase is funded or an explanation about how funding is
obtained before the Purchasing Department will proceed with the preparation of the
competitive solicitation.

Requirements or specifications should be attached to the memo and forwarded

electronically to the Purchasing Department. If requirements or specifications are not
attached, Purchasing and the user department will work to jointly develop them.
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The user department must follow up the memo request with the entry of a purchase
requisition in the ARS. The Purchasing Department will not proceed with a purchase
unless:

e The appropriate budget line item includes sufficient unencumbered funds for the
purchase; or

o The Financial Services Department verifies that funds are available through budget
transfers; and

e The Director, or designee, of the user department has approved the proposed
requirements or specifications prepared or as revised by the Purchasing
Department.

Once the Purchasing Department has finalized the specification or requirements with
the Director, or designee, of the user department, the Purchasing Department prepares
the solicitation for issuance and submits the solicitation to the Director of the user
department for final approval. Following receipt of the Director's approval the
Purchasing Department publishes a notice of the proposed purchase that complies with
the requirements in Texas Local Government Code § 252.041.

According to Section 252.041, notice of a proposed purchase must be published at
least once a week in a newspaper published in the municipality. The date of the first
publication must be before the 14" day before the date set to publicly open the bids
and read them aloud. To ensure vendors sufficient time to complete and return the
solicitation, the Purchasing Department generally advertises for 21 days. If necessary,
advertising time can be extended or decreased, but in no event can the time for
publication be shortened to less than 15 days. The notice must include:

e The specifications (requirements) describing the goods and services to be
purchased, or a statement of where the specifications (requirements) may be
obtained;

e The time and place for receiving and opening solicitations and the name and
position of the employee to whom the paper solicitations are sent as well as the
appropriate electronic address for the City’s electronic source provider through
which electronic submissions may be submitted; and

e The type of bond required from the vendor, if applicable.

e If unit pricing is required, City must specify approximate quantities, estimated on the
best available information.

The Purchasing Department publishes the notice of the proposed purchase.

If the solicitation is for high technology goods and services, IT must review it before it is
advertised.

If the solicitation is for rolling stock, the Fleet Manager must review it before it is
advertised.

The Purchasing Department may extend the proposal opening date on the notice of a
solicitation if an error is discovered or if the nature of the goods or services requires an
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extension. The Purchasing Manager may amend a solicitation, after consultation with
the Director, or designee, of the user department:

e If inquiries about the meaning indicate the need for an amendment to clarify its
original intent or to correct clerical errors; and

o If the amendment does not change the general scope.

There should be at least three days between the date of the amendment and the
opening date in the notice. If there are less than three days, the opening date should
be extended to allow for a minimum of three days between the date of the amendment
and the opening date in the notice.

The Purchasing Department may invite potential vendors to attend a pre-bid (pre-
proposal) meeting to discuss contract requirements and answer vendor questions. The
Purchasing Manager will work with the user department to determine if a pre-bid (pre-
proposal) meeting is necessary. The Purchasing Department manages any pre-bid
(pre-proposal) conference and requests that the user department makes staff available
to answer questions at the meeting.

To ensure the identification, security, and confidentiality of responses to solicitations,
both electronic and paper, the following procedures are adhered to:

e The Purchasing Manager receives all responses as specified by the solicitation
document.

o Responses to solicitations are not accepted after the opening time on the day
of response opening. All responses offered after the opening time are returned
unopened to the vendor with a letter, or a cover email in the case of an electronic
submission, from the Purchasing Manager notifying the vendor that the submitted
response arrived after the due date and time.

Paper Responses:

o Paper responses shall be submitted in a sealed envelope with the bid/proposal
number and title to which it responds printed on the outside of the envelope.

e The Purchasing Department stamps the date and time a response to a solicitation
is received upon receipt in the Purchasing Department.

o After a response is received, the Purchasing Department will provide a secure
place to hold the solicitation until the opening date. The responses are only
accepted if sealed. Responses remain sealed until the Purchasing Department
opens them in a public forum at the advertised date and time.

e On occasion, responses that are received in the mail or by other independent
carrier may be inadvertently opened. If this situation occurs, another employee of
the Purchasing Department is immediately called to act as a witness that the details
of the response (especially the price for a bid) were not reviewed and the response
will be sealed by the receiving employee of the Purchasing Department, with the
incident documented.
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Electronic Responses:

o Electronic responses shall be submitted to the specified electronic address, with
electronic signature of a person having authority to bind the vendor in a contract.
FACSIMILE TRANSMITTALS SHALL NOT BE ACCEPTED.

o Electronic responses shall be submitted to: https://mckinney.ionwave.net. This
electronic address is a confidential, reserved address for submittal of bid/proposal
responses only. All other communications should be addressed specific to the
intended recipient.

¢ The response may be submitted in one or more of the following formats: Microsoft
Word, Microsoft Excel, Microsoft PowerPoint, or Adobe Acrobat. Multiple formatted
“documents” responding to a solicitation shall be submitted in one single message.
Example; if you have one bid submission that includes a Microsoft Word document
and a Microsoft Excel spreadsheet, both “documents” must be attached to the one
message. Submissions received in any format not listed above may be rejected.

e Electronic responses shall be submitted and received by City in accordance with
the date and time set forth in the Bid Documents/RFP. Any responses received
after the listed closing date and time shall not be considered. City is not responsible
for equipment or software failure that may cause delay or non-delivery of an
electronic response.

e City is not responsible for electronic responses containing viruses that cannot be
eradicated, or that are corrupted as a result and cannot be opened.

e At the advertised date and time, the City will download the applicable contents of
the reserved electronic address and in a public manner, the Purchasing Department
will print the electronic responses and make them public accordingly.

The above stated process for paper responses and electronic responses shall be
performed in a manner that precludes any perception of favoritism and avoids revealing
prices or response information. Publicly receiving sealed responses and recording the
submission of requested responses inhibits any perception that the Purchasing
Department is manipulating the receipt of solicitations.

Competitive Sealed Bid:The Purchasing Manager, or designee, publicly opens paper
responses and electronic responses, reads aloud and documents the bids at the date,
time, and place specified in the notice. Preliminary tabulations are provided to the
public upon request. Disclosure of trade secrets and confidential proprietary information
contained in bid responses, if any, obtained from a vendor is subject to the provisions
of the Texas Public Information Act.

RFP: The Purchasing Manager publicly opens and documents sealed proposals,
paper and electronic, at the date, time and place specified in the notice. Only the
names of vendors submitting proposals are announced.

Proposals are opened to avoid disclosure of contents to competing proposers and are
kept secret during the process of negotiation. All proposals that have been submitted
are available and open for public inspection after the contract is awarded. Disclosure of
trade secrets and confidential proprietary information contained in proposals obtained
from a vendor is subject to the provisions of the Texas Public Information Act.
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RFP: Please see Chapter 4 of this Policy for a discussion regarding the use and
protection of proprietary information or confidential information and the Purchasing
Department’s use of a confidentiality statement to ensure compliance with the City’s
ethics policy related to keeping proprietary information confidential; and requirements
related to the disclosure of any potential conflict of interest, and any attempted
communication by the vendor directly with the evaluation committee members during
evaluation.

Competitive Sealed Bid:The Purchasing Department evaluates all bids with
assistance from the user department and recommends the lowest responsible bid or
best value bid to the City Council for award. The Purchasing Department evaluates bids
based on:

e The purchase price;

e The reputation of the bidder and the bidder’s goods or services;

¢ The quality of the bidder’s goods or services;

e The extent to which the goods or services meet the municipality’s needs;
¢ The bidder’s past relationship with the municipality;

e The safety record of the bidder (when allowed under Tex. Loc. Gov't Code
§ 252.0435;

¢ The impact on the ability of the municipality to comply with laws and rules relating to
contracting with HUBs and non-profit organizations employing persons with
disabilities;

e The total long-term cost to the municipality to acquire the bidder's goods or
services; and

e Any relevant criteria specifically listed in the request for bids or proposals.

The Purchasing Department forwards the bids, the Bid Tabulation, evaluation forms (if
applicable) to the Director for completion. The user department recommendation and
other appropriate documentation from the user department are submitted with the City
Council agenda request to justify the recommended award.

When the lowest priced bid is not the best bid, based on value or responsibility of
bidder, clear justification for not selecting the lowest bid must be documented.

RFP: The Purchasing Department supervises the evaluation process performed by
the user department or committee to ensure that the evaluation is conducted fairly and
consistently and that the integrity of the process is maintained. Depending on the
procurement, there may be additional technical evaluation assistance provided by other
departments, if applicable.

The RFP must specify the relative importance of price and other evaluation factors; the
relative weight of each factor must be stated. Evaluators may only use the specified
factors in evaluating the proposals. Purchasing staff leads the evaluation team and is
responsible for:
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e Tabulating scores;
e Calculating values; and
e either

» Coordinating follow-up meetings to obtain best final offers from all proposers
after submission and prior to awarding the contract and recommending an
award; or

» Discontinuing the process.

Please note state law requires that proposers shall be treated fairly and equally with
respect to any opportunity for discussion and revision of proposals. See Tex. Loc. Gov't
Code § 252.041. After the evaluation is completed, Purchasing forwards an evaluation
summary to the Director of the user department for concurrence with the selection and
a request that the Director submit a memo to the Purchasing Department signifying the
user department’s concurrence in the evaluation. The Purchasing Department works
with the Director of the user department to develop the recommendation for award and
present it for approval to the City Council.

The Purchasing Manager, or designee, supervises all negotiations. Any conversations
with proposers must be coordinated with the Purchasing Manager, or designee.
Departments that contact proposers without coordinating with the Purchasing
Department risk jeopardizing the integrity of the City procurement process.

Competitive Sealed Bid:The Purchasing Department along with user department
recommends contract award to City Council. The City Council either:

e Awards the contract; or
¢ Rejects all bids and publishes a new notice if the goods or services are still needed.

If two responsible bidders submit the lowest and best bid, the City Council decides
between the two bidders by drawing lots in a manner prescribed by the City Council.

After City Council approves the contract, the Purchasing Manager issues a Notice of
Contract Award. This notice and the Contract Documents identified in the original
solicitation form the complete contract. A complete original contract is maintained in the
City Secretary’s Office. A copy will be distributed to the user department.

RFP: The award of the contract is made by City Council to the responsible proposer,
whose proposal is determined to be the best evaluated offer resulting from
negotiations, taking into consideration the relative importance of price and other
evaluation factors in RFP. Negotiations are instituted with the highest ranked proposer.
If an agreement is not successfully negotiated with the highest ranked proposer, those
negotiations are formally ended and negotiations commenced with the next highest
ranked proposer and so forth until an agreement can be successfully negotiated.
Failed negotiations are not subject to renewed discussion.

The City Council shall approve change orders that increase the amount of a contract by
more than $50,000, whether that amount is exceeded by one change order or the
cumulative amount of all change orders for the contract. The City Council shall also
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approve change orders that increase the amount of a contract beyond the initial “not to
exceed” amount established by the City Council when the contract was approved.

The City Manager has authority to approve change orders that involve a decrease or an
increase to construction contracts which are $50,000 or less and that are within the
range of the “not to exceed” amount approved by the City Council.

In no case shall the original contract price be increased, based on the total of all
change orders, by more than 25 percent. The original contract price may not be
decreased by more than 25 percent without the express written consent of the
contractor.

A change order shall not be issued until it is determined that the necessary funds are
budgeted and available. A statement to that effect should be included with the back-up
documentation.

Change orders are not required for contracts that are exempted or excepted from the
competitive bidding requirements as provided in Chapter 252 of the Texas Local
Government Code. But, please note a contract that was originally entered into with a
vendor or contractor in an amount that did not require compliance with the state’s
competitive bid statutes cannot later be increased to an amount that would have
required compliance with the state’s competitive bid statutes. Such a purchase or
acquisition would be considered a sequential or component purchase that violates the
competitive bid statutes and for which conduct criminal penalties may attach.
Regardless, any increases in the amount of the contract in excess of $50,000 requires
City Council approval and increases of $50,000 or less may be approved by the City
Manager.

The Purchasing Department monitors the expiration dates of all contracts. Purchasing
notifies user departments by email at least four months before contract expiration and
verifies whether the goods or services continue to be needed and the contract needs to
be re-bid, renewed or extended, if renewals or extensions are available. Purchasing
also sends the existing specifications or requirements to the user department and
requests any changes before the solicitation is reissued. The user department returns
the specifications or requirements with any additions, deletions, or corrections.

In purchasing goods and services, the Purchasing Manager may use reverse auction
procedures under Texas Government Code, Chapter 2155. Reverse auction means:

¢ A real-time bidding process usually lasting less than one hour and taking place at a
previously scheduled time and Internet location, in which multiple suppliers,
anonymous to each other, submit bids to provide the designated goods or services;
or

e A real-time bidding process usually lasting less than two weeks and taking place
during a previously scheduled period and at a previously scheduled Internet
location, in which multiple suppliers, anonymous to each other, submit bids to
provide the designated goods or services.

An often-overlooked cost of equipment or software is on-going maintenance. All on-
going maintenance issues should be considered, evaluated and priced in the initial
procurement process.
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Procurement Method

Use When

Advantages

Disadvantages

Competitive Bids

(Invitation to Bids)

Adequate competition
exists.

The product or service is
available from more than
one source.

Award process is
simpler.

Award is made to the
lowest responsive,
responsible bidder or the
bidder providing the best
value to the City.

Defined
specifications may
be difficult to
develop.

Does not encourage
innovative solutions.

Competitive Proposals

(Request for Proposals)

When factors other than
price are evaluated.

When negotiations are
desired.

Vendor is expected to
provide innovative ideas.

Allow factors other than
price to be considered.

Allows for customized
proposals suggesting
different approaches to
the same business
need.

Allows for negotiations in
order to obtain the best
value for the City.

Lead times for
procurement may be
greater.

Evaluations are
more complex.

Request for Information

There is insufficient
information to write
specifications for any
procurement method.

Provides information to
prepare a complete bid
or proposal document.

Allows the business
community to have input
into the solicitation
document based on
current industry
practices and market
factors.

Informs City of any
potential problems early
in the procurement.

Lengthens the
procurement
process.

Request for
Quialification/Services

Selection is made solely
on the skills and
qualifications of the
professional.

Emphasizes the
competency of the
proposed professional
contractors

Contractor is
tentatively selected
before price is
negotiated.
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Chapter 17: State Purchasing Programs

There are three types of purchasing programs that allow local governments to purchase
goods and services using contracts competitively awarded by the State of Texas or
other governments through the Texas Procurement and Support Services Cooperative
Purchasing Program (State of Texas Co-op). The Procurement and Support Services
Division (TPASS) of the Texas Comptroller's Office manages two of them. The third
program allows local governments to purchase computer technology directly from the
state’s Department of Information Resources (DIR).

e Term Contracts (authorized by sections 271.081 through 271.083 of the Texas
Local Government Code). The City may purchase from vendors on the same terms
and conditions as the State. The State has entered into term contracts after using
competitive bidding procedures. The TPASS manages this program for the State.

e Texas Multiple Award Schedule (TXMAS) (authorized by section 2155.502 of the
Texas Government Code). The City may purchase goods and services from a
schedule of multiple award contracts developed by the TPASS. The schedule is
adapted from General Services Administration (GSA) Federal Supply Service
contracts. TXMAS contracts take advantage of the most favored customer (MFC)
pricing and under certain circumstances; the City may negotiate a lower price for
the goods or services offered on a scheduled contract.

e Department of Information Resources (DIR) (authorized by the Interlocal
Cooperation Act, Chapter 791 of the Texas Government Code). The City may
purchase computer-related equipment through the DIR and its contracted vendors.

The Purchasing Manager acts as the official representative for the City of McKinney in
all matters related to the purchase of goods and services from a vendor under any
contract based on a State Purchasing program. The City is responsible for making
payments directly to these vendors should the City choose to utilize a State Purchasing
program contract.

State Term Contract Purchases

City of McKinney participates in the purchasing program of TPASS for local
governments.

The Purchasing Manager either submits requisitions to the TPASS under a contract or
electronically sends purchase orders directly to vendors and reports to TPASS on
actual purchases in compliance with TPASS regulations. The Purchasing Manager
monitors vendor compliance with all the conditions of delivery and quality of the
purchased goods and services. The Purchasing Manager may coordinate and deliver
all necessary documents for all purchases under this program made for the City.

To initiate this process, the user department submits a purchase requisition. The
Purchasing Department determines if the requested goods or services are available
from TPASS contracts. If they are available, the Purchasing Department assigns a
state requisition number that is used for reporting and payments.

Texas Multiple Award Schedules (TXMAS) Purchases
City of McKinney participates in the purchasing program of the TPASS using TXMAS

contracts developed from contracts that have been competitively awarded by the
federal government or any other governmental entity of any state.
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The Purchasing Manager monitors vendor compliance with all the conditions of delivery
and quality of the purchased goods and services. The Purchasing Manager may
coordinate and deliver all necessary documents for purchases under this program for
City of McKinney.

To initiate this process, the user department may research goods and services on the
TPASS website to determine if the goods or services are available from TXMAS. Based
on its research, the user department submits an “open market” purchase requisition
and identifies in the requisition comments that the good or service may be available
through TXMAS. The Purchasing Department determines if the requested goods or
services are available from TXMAS and compares prices among TXMAS vendors to
obtain the best value. The Purchasing Department works with the user department to
determine best value and then issues a purchase order with the selected vendor
providing the best value.

Department of Information Resources (DIR) Purchases

The City purchases computer-related equipment and services through the state’s
Department of Information Resources (DIR) and from its contracted vendors. The City
contracts with DIR and uses its Go DIRect program.

The Purchasing Manager either submits requisitions to the DIR under any contract or
electronically sends purchase orders directly to DIRect vendors. The Purchasing
Manager monitors vendor compliance with all the conditions of delivery and quality of
the purchased goods and services. The Purchasing Manager may coordinate and
deliver all necessary documents for purchases under this program made on behalf of
the City.

To initiate this process, the user department may research goods and services on the
DIR website to determine if the goods or services are available from DIR or its
contracts. Based on its research, the user department submits an “open market”
purchase requisition and identifies in the requisition comments that the good or service
is available from DIR. The Purchasing Department determines whether or not the
requested goods or services are available from DIR, and if available, the Purchasing
Department compares prices among DIR vendors to obtain the best value. The
Purchasing Department works with user department to determine best value and issues
a purchase order with the selected vendor providing the best value. For larger, more
complex IT purchases, the Purchasing Department may work with the City Attorney’s
Office on a supplemental contract to ensure the best interests of the City are covered.
The user department should plan their procurements accordingly to allow sufficient time
to negotiate and enter into a contract with the selected vendor, if necessary.

If the purchase is from a vendor who is part of the Go DIRect program, the City issues
the purchase order directly to the vendor and pays the vendor directly. If the purchase
is to a vendor that is not part of the Go DIRect program, the City issues the purchase
order to DIR, which authorizes a separate purchase order to the vendor.
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Chapter 18: Cooperative Purchasing Agreements

The Interlocal Cooperation Act, Chapter 791 of the Texas Government Code,
authorizes local governments to contract directly with other governments to increase
their efficiency and effectiveness. Texas Government Code Section 791.025(c) states
that a local government that purchases goods and any services reasonably required for
the installation, operation or maintenance of those goods under the Interlocal
Cooperation Act satisfies the requirement of the local government to seek competitive
bids for the purchase of goods and their services. The City has a variety of interlocal
agreements with other governmental entities that allow the City to participate in
cooperative purchasing programs.

The City participates in the purchasing programs of various local, state and national
cooperatives such as Houston Area Council of Governments (H-GAC), Texas
Association of School Boards (BuyBoard), The Cooperative Purchasing Network
(TCPN), U.S. Communities and Federal Supply Schedules. Before using any
cooperative, the Purchasing Department researches and recommends cooperatives.
The City Council has delegated authority to the City Manager to enter into an interlocal
agreement with other governmental and quasi-governmental entities that will allow the
City to participate in a cooperative purchasing program which acknowledges the terms
and conditions for using each cooperative, including any fee schedules, and authorizes
the Purchasing Department to make purchases under the terms of the interlocal
agreement. See Resolution 2000-08-093 (R), dated August 15, 2000.

The Purchasing Department acts as the official representative for the City of McKinney
in all matters relating to cooperative purchasing programs, including the purchase of
goods and services from a vendor under any contract.

The Purchasing Department must review and recommend approval of all interlocal
agreements involving the purchase of goods, repair, or maintenance agreements
before the agreement is submitted to City Manager for approval.

To initiate this process, the user department may research goods and services on the
approved cooperative’s website to determine if the needed goods or services are
available from the cooperative. Based on its research, the user department submits an
“open market” purchase requisition and identifies in the requisition comments that the
good or service is available from the cooperative. The Purchasing Department
determines whether or not the requested goods or services are available from a
specific cooperative. If available, the Purchasing Department compares prices among
cooperative and local vendors to obtain the best value. The Purchasing Department
works with the user department to determine best value and issues a purchase order
with the selected vendor using the purchasing method that provides the best value.

The Purchasing Department either submits requisitions to the applicable cooperative or
electronically sends purchase orders directly to vendors using the processes defined by
the specific cooperative. The Purchasing Department monitors vendor compliance with
all conditions of delivery and the quality of the purchased goods and services. The
Purchasing Department may coordinate and deliver all necessary documents for
purchases under cooperative purchasing programs made on behalf of the City.

The Purchasing Department may execute all purchase orders for purchases through
interlocal agreements that are procured in compliance with this chapter, including
purchases in excess of $50,000, provided funding for the purchase has been approved
by the City Council.
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All interlocal agreements that involve the purchase of goods, services, repair or
maintenance agreements must be approved in writing by the Purchasing Department
before being submitted to City Manager for approval.

Texas Local Government Code Section 271.103 states that a local government that
purchases goods and services available under Federal supply schedules of the United
States General Services Administration, to the extent permitted by federal law, satisfies
the requirement of the local government to seek competitive bids for the purchase of
those goods and services.

Under the Cooperative Purchasing Program, state and local government entities may
purchase a variety of Information Technology (IT) products, software, and services from
contracts awarded under GSA Federal Supply Schedule 70, Information Technology.

State and local government entities may also purchase alarm and signal systems,
facility management systems, firefighting and rescue equipment, law enforcement and
security equipment, marine craft and related equipment, special purpose clothing and
related services from contracts awarded under GSA Federal Supply Schedule 84, Total
Solutions for Law Enforcement, Security, Facility Management Systems, Fire, Rescue,
Special Purpose Clothing, Marine Craft, and Emergency/Disaster Response.
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Chapter 19: Procurement of Professional Services

The Professional Services Procurement Act, Chapter 2254 of the Texas
Government Code, prohibits a governmental entity from selecting a provider of
professional services or a group or association of providers of professional services
or otherwise awarding a contract for professional services on the basis of
competitive bids. Texas Government Code 8§ 2254.003. Rather, the governmental
entity must make the selection and award a contract for professional services on
the basis of demonstrated competence and qualifications to perform the services,
and for a fair and reasonable price which does not exceed any maximum provided
by law. Id. “Professional services” is defined in Section 2254.002 of the Texas
Government Code as those services:

within the scope of the practice, as defined by state law, of accounting, architecture,
landscape architecture, optometry, medicine, land surveying, professional
engineering, real estate appraising or professional nursing, or

provided in connection with the professional employment or practice of a person
who is licensed or registered as an architect, an optometrist, a physician, a
surgeon, a certified public accountant, a land surveyor, a landscape architect or
professional engineer, a state certified or state licensed real estate appraiser, or a
registered nurse.

The Professional Services Procurement Act does not address all professional
services. A municipality has the ability to determine whether particular services, in
addition to those services identified in Chapter 2254 of the Texas Government
Code, are “professional services” for the purpose of exemption from competitive
bidding requirements. See Texas Local Government Code § 252.022. The
competitive bid statute (Chapter 252 of the Texas Local Government Code)
provides that professional services are exempt from competitive bidding.
Remember that just because an item is exempt from competitive bidding that does
not mean the item cannot be competitively bid. A city can choose to not take
advantage of the exemption and competitively bid except to the extent prohibited.
Read in conjunction with the Professional Services Procurement Act, this means
that the determination to competitively bid professional services is discretionary with
the exception of services in the fields of accounting, architecture, landscape
architecture, optometry, medicine, land surveying, professional engineering, real
estate appraising or professional nursing. Atty. Gen. Op. DM-106 (1992).

The Purchasing Manager relies on court cases and attorney general opinions, and
may also consult with the City Attorney, to determine what additional services may
be included in the list of professional services. For the purpose of this policy,
“professional services” shall be defined as those services “requiring special
knowledge or attainment and a higher order of learning, skill, and intelligence.” Op.
Tex. Att'y Gen. Nos. JM-1038 (1989), JM-940 (1988), MW-344 (1981). Other
services defined by the City of McKinney as professional services, which are not
specifically listed in Chapter 2254 of the Government Code, include;

Those services within the scope of practice of actuaries, attorneys, business
consultants, computer programmers, copywriters, developers, efficiency experts,
executive search firms, facilitators, funeral directors, public relations, recruiters, real
estate brokers, translators; or
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e Any other professional service as determined by approval of the City Council from
time to time and made a part of this policy.

Contracts for the procurement of these professional services may not be awarded on
the basis of bids. Instead, services must be awarded on the basis of demonstrated
competence and qualifications.

Professional Services Procurement Act

To ensure professional firms a fair and equal opportunity to do business with the City,
and to ensure that the services of the most qualified professional are obtained,
professional services should be procured using the Request for Qualifications (RFQ) or
Request for Proposals (RFP) process to identify the most highly qualified provider of
those services on the basis of demonstrated competence and qualifications, when
necessary, and then attempt to negotiate a contract at a fair and reasonable price as
outlined in Chapter 2254 of the Texas Government Code.

Unless specifically exempted by the City Manager, all professional services anticipated
to cost less than $50,000 should be procured using the informal RFQ/RFP process.
Departments forward a recommendation memo to the Purchasing Manager when
professional services are required and a highly qualified provider of those professional
services needs to be identified on the basis of demonstrated competence and
qualifications. The memo identifies the following:

e Scope of work;

e Qualification and experience requirements;

e Project description and deliverables;

e Time frame(s) for performance;

¢ Budgeted amount and budget line items; and

e Suggested professional and rationale for determining qualification based selection.

The user department follows up the memo request with entry of a requisition into the
ARS.

Unless specifically exempted by the City Manager, all professional services anticipated
to cost more than $50,000 should be procured using the formal RFQ or RFP process
following procedures outlined by Chapter 2254.

Either a memo submitted to the Purchasing Department, signed by the Director, or
designee, of the user department, or a direct email, from the Director, or designee, of
the user department, serves as the initial requisition. The memo must include the
budget line items from which the purchase is funded or an explanation that is
acceptable to the Purchasing Department about how funding is obtained before the
Purchasing Department prepares the RFQ/RFP. Detailed requirements (scope of work)
and necessary qualifications should be attached to the memo and also forwarded
electronically to the Purchasing Department. If requirements and necessary
gualifications are not attached, Purchasing and the user department may jointly
develop them.

The user department follows up the memo request with entry of a requisition into the
ARS.
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The RFQ/RFP must specify the evaluation factors to be used to determine minimum
gualifications and demonstrated experience. Evaluators may use only the specified
evaluation factors in evaluating the responses. Purchasing staff leads the evaluation
team and is responsible, in consultation with the Director, or designee, of the user
department, for:

e Developing evaluation matrix and criteria;

e Tabulating scores;

e Calculating values;

e Coordinating follow-up meetings for negotiations and recommending an award; or
¢ Discontinuing the process.

After development of requirements and qualification and preparation of the RFQ/RFP,
and following approval of the Director, or designee, of the user department, a legal
notice is published by the Purchasing Department.

The legal notice must be published at least once a week in a newspaper of general
circulation in the City, with the first day of publication occurring before the 14" day
before the date of the solicitation opening. To ensure firms sufficient time to complete
and return their solicitation, Purchasing generally advertises for 21 days. If necessary,
advertising time can be extended or decreased, but in no event can the time for
publication be shortened to less than 15 days.

The Purchasing Department may extend the response opening date on the notice of an
RFQ if an error is discovered, or the nature of the services requires an extension. The
Purchasing Manager may amend an RFQ to clarify its original intent or to correct
clerical errors, after consultation with the Director, or designee, of the user department,
if:

¢ Inquiries about the meaning of the RFQ indicate the need for an amendment; and

e The amendment does not change the general scope of the RFQ.

There must be at least three days between the date of the amendment and the opening
date specified in the notice. If less than three days exist, the opening date should be
extended to allow for a minimum of three days between the date of the amendment and
the opening date specified in the notice.

The Purchasing Department works with the user department to determine if a pre-
proposal conference is necessary. Purchasing staff manages any pre-proposal
conference and requests that the user department makes staff available to answer
guestions at the conference. , or a cover email in the case of an electronic submission,

To ensure confidentiality, the following procedures are adhered to when receiving
responses:

e The Purchasing Manager receives all responses as specified by the RFQ/RFP.
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All responses are stamped with the time and date received. The "Date Stamp
Clock" in the Purchasing Department serves as the official time clock for identifying
the date and time a response is received in the Purchasing Department.

Responses are not accepted after the opening time on the day of opening. All
responses offered after the opening time are returned unopened to the offeror with
a letter, or a cover email in the case of an electronic submission, from the
Purchasing Manager notifying the offeror that the submitted response arrived after
the due date and time.

Paper Responses:

Paper responses shall be submitted in a sealed envelope with the RFQ/RFP
number and title to which it responds printed on the outside of the envelope.

The Purchasing Department stamps the date and time a response to a solicitation
is received upon receipt in the Purchasing Department.

After responses are received, the Purchasing Department keeps them secured until
the opening date. The responses are to be received sealed and remain sealed until
they are opened by the Purchasing Department on the advertised date and time.

On occasion, responses that are received in the mail, or by some other
independent carrier, may be inadvertently opened. If this situation occurs, another
employee of the Purchasing Department is immediately called to act as a witness
that the details of the response were not reviewed and the response will be sealed
by the receiving employee, with the event documented.

Electronic Responses:

Electronic responses shall be submitted to the specified electronic address, with
electronic signature of a person having authority to bind the vendor in a contract.
FACSIMILE TRANSMITTALS SHALL NOT BE ACCEPTED.

Electronic responses shall be submitted to: https://mckinney.ionwave.net. This
electronic address is a confidential, reserved address for submittal of bid/proposal
responses only. All other communications should be addressed specific to the
intended recipient.

The response may be submitted in one or more of the following formats: Microsoft
Word, Microsoft Excel, Microsoft PowerPoint, or Adobe Acrobat. Multiple formatted
“documents” responding to a solicitation shall be submitted in one single message.
Example; if you have one bid submission that includes a Microsoft Word document
and a Microsoft Excel spreadsheet, both “documents” must be attached to the one
message. Submissions received in any format not listed above may be rejected.

Electronic responses shall be submitted and received by City in accordance with
the date and time set forth in the RFQ/RFP. Any responses received after the listed
closing date and time shall not be considered. City is not responsible for equipment
or software failure that may cause delay or non-delivery of an electronic response.

City is not responsible for electronic responses containing viruses that cannot be
eradicated, or that are corrupted as a result and cannot be opened.
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e At the advertised date and time, the City will download the applicable contents of
the reserved electronic address and in a public manner, the Purchasing Department
will print the electronic responses and make them public accordingly.

The above stated process for paper responses and electronic responses shall be
performed in a manner that precludes any perception of favoritism and avoids revealing
prices or response information. Publicly receiving sealed responses and recording the
submission of requested responses inhibits any perception that the Purchasing
Department is manipulating the receipt of solicitations.

Sealed responses, paper and electronic, are opened and documented by the
Purchasing Department. Only the names of firms submitting responses are
announced. The Purchasing Manager, or designee, opens the responses on the date
specified in the notice.

Responses to proposals are opened to avoid disclosure of contents to competing
proposers and are kept secret during the process of negotiation. All responses to
proposals, paper and electronic, that have been submitted are available and open for
public inspection after the contract is awarded. Disclosure of trade secrets and
confidential proprietary information obtained from a firm is subject to the provisions of
the Texas Public Information Act.

Please see Chapter 4 of this Policy for a discussion regarding the use and protection of
proprietary information or confidential information and the Purchasing Department’'s use
of a confidentiality statement to ensure compliance with the City’s ethics policy related
to keeping proprietary information confidential; and requirements related to the
disclosure of any potential conflict of interest, and any attempted communication by the
vendor directly with the evaluation committee members during evaluation.

The evaluation committee must select the most highly qualified provider of the services
on the basis of demonstrated competence and qualifications. Purchasing shall issue a
letter to the firm which has been determined the most highly qualified provider
requesting a defined scope of work and proposed cost. The committee shall then
attempt to negotiate with that provider a scope of work and cost. If a satisfactory
contract cannot be negotiated with the most highly qualified provider the committee will
formally end negotiations with that provider and select the next most highly qualified
provider. The committee shall continue the process described above until a provider is
selected and a contract finalized. Failed negotiations are not subject to renewed
discussion as this would contradict the prohibition against competitive bidding for
professional services. The committee shall review the contract for form and content,
verify the scope is consistent with that submitted with the approved project submission,
verify that the proposed costs are fair and reasonable and recommend to City Council
that they proceed with contract award and execution.

The Purchasing Department supervises the evaluation process performed by the user
department or committee to ensure that it is conducted fairly and consistently and that
the integrity of the process is maintained. Depending on the procurement, there may be
additional technical evaluation assistance provided by other departments, if applicable.

After the evaluation of proposals has been completed, Purchasing forwards an
evaluation summary to the Director, or designee, of the user department for
concurrence with the evaluation summary and requests that the Director, or designee,
submit a memo to the Purchasing Department with their recommendation.
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The Purchasing Department works with the Director, or designee, to develop the
recommendation for award and present it for approval to the City Council, or City
Manager as appropriate.

Before services for any specific project are rendered, a contract for professional
services for that project, must be prepared in writing, and approved and signed by the
City Manager if the proposed work has been previously budgeted by the City Council
and the amount of the contract is $50,000 or less. All other contracts for professional
services require City Council approval. A standard template professional services
agreement has been prepared by the City Attorney’s Office for departmental use and
City Manager execution without Council approval for contracts of less than $50,000 in
value and City Council approval for contracts of more than $50,000 in value.

If, as a result of an RFQ/RFP, City enters into contracts with more than one qualified
professional firm a pool of these professionals is created to provide services as
needed. Thereafter, user department forwards a memo to the Purchasing Department
including rationale/determination as to which firm within the pool is the most qualified to
provide services for the subject project. The user department must ensure that an
RFQ/RFP is distributed at least once every 3 years so that newly qualified
professionals may be added to the pool.
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Chapter 20: Construction Procurement

Section 252.021 of the Local Government Code and Section 2269 of the Government
Code govern the competitive procurement procedure for award of construction
contracts.

Construction procurement is consistent with other procurement procedures in this
Policy and with pertinent statutes. The Purchasing Manager supervises all construction
procurements. All competitive bids are accomplished by the process set forth in this
chapter:

A memo or email submitted to the Purchasing Manager serves as the initial notification
that a competitive bid is needed. After receipt of the memo, Purchasing provides a bid
number to the project manager to be included in the project manual and plans. An
electronic copy of the manual and plans are sent to Purchasing for review and approval
of the bidding and general requirements. The Purchasing Manager reviews the
specifications for compliance with the Purchasing laws and policies.

The user department must provide the Purchasing Department at least five (5)
workdays to review the documents. During this time, Purchasing will review the
procurement schedule detailing the milestones of the solicitation, including dates and
times for the pre-bid conference, bid opening, pre-award conference, if applicable, and
pre-construction conference.

The Purchasing Department publishes the advertisement for bid, which must generally
include the following:

e Description of work;

e The location at which plans and specifications may be obtained and the amount of
the deposit required;

¢ Time and place for submitting bids;

e Time and place of bid opening;

If the contract is to be awarded on a unit price basis, the notice must also include the
approximate quantities of the goods and services needed that are to be bid on and the
guantities must be based on the best available information.

Notice of a proposed purchase must be published at least once a week in a newspaper
of general circulation in the City, with the first day of publication occurring before the
14" day before the date of the bid opening. To ensure bidders sufficient time to
complete and return Bid Documents, Purchasing generally advertises for 21 days. If
necessary, advertising time can be extended or decreased, but must be at least 15
days.

If the Bid Documents provide that the safety record may be considered in determining
the responsibility of the bidder, and the Bid Document includes the Safety Record
Questionnaire, the City may consider the bidder’s safety record in determining the
responsible bidder because the City Council has adopted a resolution approving that
consideration as required by state law. The safety record includes compliance with
requirements for the safety of the environment. In relation to the safety record, bidder
includes not only the bidder, but also the firm, corporation, partnership or institution
represented by the bidder, or anyone acting for such a firm corporation, partnership or
institution.
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The definition and criteria for determining the safety record of a bidder include, but are
not necessarily limited to, the following provided that such criteria are included in the
Bid Documents:

o If the bidder reveals more than two (2) cases in which final orders have been
entered by the Occupational Safety and Health Review Commission (OSHRC)
against the bidder for serious violations of OSHA regulations within the past three
(3) years, City may, at its discretion, disqualify the bidder.

o If the bidder reveals more than one (1) case in which bidder has received a citation
from an environmental protection agency for violations within the past five (5) years,
City may, at its discretion, disqualify the bidder.

e Environmental Protection Agencies include the U.S. Army Corps of Engineer
(USACOE), the U.S. Fish and Wildlife Service (USFWS), the Environmental
Protection Agency (EPA), the Texas Commission on Environmental Quality
(TCEQ), and its past associated agency the Texas Natural Resource Conservation
Commission (TNRCC), the Texas State Department of Health (TDH), the Texas
Parks and Wildlife Department (TPWD), the Structural Pest Control Board (SPCB),
agencies of local governments responsible for enforcing environmental protection
laws or regulations and similar regulatory agencies of other states of the United
States. Citations include notice of violation, notice of enforcement,
suspension/revocations of state or federal licenses or registrations, fines assessed
pending criminal complaints, indictments, or convictions, administrative orders, draft
orders, final orders and judicial final judgments. Notice of Violations and Notice of
Enforcement received from TCEQ shall include those classified as major violations
and moderate violations under TCEQ's regulations for documentation of
Compliance History, 30 TAC, Chapter 60.2 (c) (1) and (2).

e If the bidder reveals, or the City otherwise learns, that the bidder has been
convicted of a criminal offense within the past ten (10) years which resulted in
serious bodily harm or death, City may, at its discretion, disqualify the bidder.

e Bidder may be required to provide their company’s safety Experience Modifier Rate
(EMR), Recordable Incident Rate (RIR) and their Loss Indicator Rate (LIR).

Bonds are required for construction contracts.

If the Purchasing Manager decides that a bid bond is required for a particular contract,
the Bid Documents state that a bid security in the amount of 5% of the contract price is
required and that it must be executed by a surety company authorized to do business in
Texas. The bid security may be in the form of a bond or cashier’s check.

For all public work contracts in excess of $100,000 for the construction, repair or
alteration of a public work or the prosecution or completion of any public work, prior to
the commencement of work, the vendor must execute a performance bond on the form
approved by the City Attorney that is:

e payable to the City of McKinney, Texas;

¢ in the full amount of the contract;

e conditioned on faithful performance of the work in accordance with the plans,
specifications, and contract documents;
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e solely for the protection of City of McKinney Texas; and

e executed in accordance with Chapter 2253 of the Texas Government Code, by a
surety company authorized to do business in Texas.

In addition, for any bond in excess of $100,000 the surety company shall also be
qualified as a surety on obligations permitted or required under federal law as indicated
by publication of the surety’s name in the current U.S. Treasury Department Circular
570 as required by Texas Gov't Code § 3503.005. In the alternative, an otherwise
acceptable surety company (not qualified on federal obligations) that is authorized and
admitted to write surety bonds in Texas must obtain reinsurance on any amounts in
excess of One Hundred Thousand Dollars ($100,000) from a reinsurer that is
authorized and admitted as a reinsurer in Texas who also qualifies as a surety or
reinsurer on federal obligations as indicated by publication of the surety’s or reinsurer’s
name in the current U.S. Treasury Department Circular 570. Id.

For all public work contracts in excess of $50,000 for the construction, repair, or
alteration of a public work or the prosecution or completion of any public work, the
vendor, before commencing work, must execute a payment bond that is:

e solely for the protection and use of payment bond beneficiaries who have a direct
material for a public work;

e payable to City of McKinney, Texas;

¢ in the full contractual relationship with the prime contractor or a subcontractor to
supply labor or amount of the contract; and

e executed in accordance with Chapter 2253 Government Code, by a surety
company authorized to do business in Texas.

In addition, for any bond in excess of $100,000 the surety company shall also be
gualified as a surety on obligations permitted or required under federal law as indicated
by publication of the surety’s name in the current U.S. Treasury Department Circular
570 as required by Texas Gov't Code § 3503.005. In the alternative, an otherwise
acceptable surety company (not qualified on federal obligations) that is authorized and
admitted to write surety bonds in Texas must obtain reinsurance on any amounts in
excess of One Hundred Thousand Dollars ($100,000) from a reinsurer that is
authorized and admitted as a reinsurer in Texas who also qualifies as a surety or
reinsurer on federal obligations as indicated by publication of the surety’s or reinsurer’s
name in the current U.S. Treasury Department Circular 570. Id.

For all public work contracts for the construction, repair, or alteration of a public work or
the prosecution or completion of any public work, the vendor, before commencing work,
may be required to execute a maintenance bond that is:

e solely for the protection and use of the City of McKinney, Texas,
e payable to City of McKinney, Texas,

e in the amount of 15% of the contract sum,

e provides for maintenance, repair or replacement of all the work performed under the
terms of the contract, and
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executed by a surety company authorized to do business in Texas.

The Purchasing Department provides detailed information on the bidding requirements
set out in the Bid Documents to ensure that purchasing procedures are complied with,
the user department provides technical information and to ensure compliance with the
technical standards. Purchasing will schedule the pre-bid conference and assist in
conducting the conference as follows:

Have all attendees sign the attendance roster.

Provide a detailed Agenda which:

» Provides a brief introduction of the project title, magnitude, and performance
period.

» Indicates whether there has been any addendum issued, and if so, provides all
attendees and project document holders with a copy.

» Discusses the Purchasing Department role in the procurement and
administration process.

» Establishes a “cut-off” date for questions and requests for clarifications, as well

as a final date for issuance of addendum.

Have the project Engineer, Architect or Project Manager discuss the specifics of the
project including review of the plans and specifications and allow for a question and
answer session.

Determine whether any issues raised during the conference require issuance of
an addendum. The Purchasing Manager may extend the date specified in the
notice if needed. The Purchasing Department issues the amendment only if
there are at least three (3) days between the date of the addendum and the
date specified for bid opening. If less than three days exist, the opening date
should be extended to allow for a minimum of three days between the date of
the addendum and the opening date specified in the addendum.

Have the project Engineer, Architect or Project Manager discuss the specifics of
the project

Have the user department provide Purchasing with the technical documents (i.e.
changes or additions to the plans and or specifications).

Prepare addendum using standard forms and distribute the addendum to all
attendees and project document holders.

The following procedures are adhered to when receiving bids:

The Purchasing Department receives all bids as specified by the ITB.

Bids are not accepted after the opening time on the day of bid opening. All
bids offered after the opening time are returned unopened to the bidder with a letter
from the Purchasing Manager notifying the bidder that the submitted bid arrived
after the due date and time.
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e The Purchasing Department records the name of the vendor submitting the bid, as
well as the time and date the bid was submitted.

e As bids are received, the Purchasing Department provides a secure place to hold
the bids until the opening date. The bids are to be received sealed and remain
sealed until the Purchasing Department opens them in a public forum on the
advertised date and time.

e On occasion, bids that are received in the mail or by some other independent
carrier may be inadvertently opened. If this situation occurs, another employee of
the Purchasing Department is immediately called to act as a witness that the details
of the bid, especially the price, were not reviewed, then the bid will be sealed again
by the receiving employee, with the incident documented.

The above process shall be undertaken in a manner that precludes any perception of
favoritism and avoids revealing bid prices or any bid information. Publicly receiving
sealed bids and recording the submission of requested bids inhibits the perception that
the Purchasing Department is manipulating the receipt of bids.

The Purchasing Department publicly opens and documents sealed bids on the date,
time and place specified in the notice. Preliminary bid tabulations, once prepared, may
be provided to the public upon request. The Purchasing Department and the user
department determine who is responsible for creating the bid tabulation and, if it is the
user department, then the user department provides a copy to the Purchasing
Department which may be distributed to the general public.

The Purchasing Manager provides a copy of the preliminary bid tabulation to the City
Council with the contract award package. A bid that has been opened may not be
changed for the purpose of correcting an error in the bid price. In cases of discrepancy
between the price written in words and the price written in numerals, the price written in
words shall govern. If a conflict between the unit price and total contract amount/price
exist, the unit price shall govern.

The user department evaluates all bids with assistance from the City consultant and
Purchasing to jointly develop a recommendation for award to City Council. The
evaluation of bids is based on the following factors unless stated otherwise in the Bid
Documents:

o the relative prices of the bids, including the cost of repair and maintenance of heavy
equipment, if that is subject of the bid, or the cost of delivery and hauling, if road
construction equipment is the subject of the bids;

e the compliance of goods and services offered with the user department
specifications; and

e the responsibility of the vendor, including the vendor’'s past performance, the
vendor's financial and practical ability to perform the contract and the vendor’s
safety record, if City Council has adopted a definition of safety that is stated in the
Bid Documents.

The user department, with the assistance of Purchasing, is responsible for placing the
item on the agenda of the City Council.

When the lowest priced bid is not the recommended bid, based on best value or the
responsibility of the bidder, clear justification for not selecting the lowest bidder must be
documented to the City Council. This recommendation may be supported by clear and
concise documentation from the user department that determines the rationale for
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awarding to a bidder other than the lowest bidder. A joint review of the bid by the user
department and the Purchasing Department is required.

To ensure the vendor understands all the requirements of the project manual and
plans, and to provide the vendor the opportunity to voice any concerns or issues they
may have with the project or the project documents as designed, a pre-award
conference may be held prior to contract award. The pre-award conference ensures, to
the greatest extent practical, the successful award, performance and completion of the
project.

Pre-award conferences are normally reserved for more complex and complicated
construction projects or in some instances where it is the vendor’s first construction
project with the City.

A joint determination, by the Purchasing Department and the project manager, is made
as to the necessity of a pre-award conference. The Purchasing Department schedules
the conference, prepares the agenda, and conducts the meeting. The project manager
ensures the vendor has a clear understanding of the project’s technical requirements,
and that the bid covers all requirements, and addresses any issues/problems with the
project documents or design.

The user department’s Director and Purchasing jointly recommend contract award to
City Council, during the applicable Council meeting. The Council shall be responsible
for:

o Awarding the contract to the responsive and responsible bidder who submits the
lowest and best bid; or

¢ Rejecting all bids.

If two responsive and responsible bidders submit the lowest and best bid, the City
Council shall decide between the two by drawing lots in a manner prescribed by the
Mayor.

After an award is made, the contract shall be submitted to the City Manager for
signature. Copies of all documents are furnished to the user department, City Secretary
and Financial Services departments.

A Notice-of-Award ("NOA") letter, issued by the end user department, accompanies the
contractor's copy of the contract. The NOA letter includes the requirements for the
contractor to submit various documents, and the time period within which they must be
submitted. For example, Payment Bonds and Performance Bonds in the form
acceptable to the City and an Insurance Certificate must be submitted within ten (10)
workdays after contractor’s receipt of the NOA letter. Unless otherwise indicated, the
NOA also states that Notice-to-Proceed (“NTP”) is not issued unless the contractor
submits the required documents within the specified time period. If the contractor does
not submit the required documents within the specified time period, the City has the
option of holding the bid security and awarding the contract to the next lowest,
responsible bidder or, depending on the proper bid application, the bidder providing the
next best value.

The end user department schedules the Pre-Construction Conference (also known as
the Pre-Performance Conference). The user department is responsible for all technical
presentations and the Purchasing Department ensures that all applicable purchasing
procedures are followed. Purchasing assists in conducting the conference by:
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¢ Having all attendees sign the attendance roster, introduce themselves, and briefly
explain their involvement in the project;

o Discussing briefly the contract requirements, amount, and any other pertinent
information about the project. The user department representative (technical
representative) is responsible for providing a thorough synopsis of contract
requirements and any City policies to which contractor must adhere;

o Establishing dates for submissions of all required documents such as material
submittals, progress reports, payrolls, (when applicable), etc.

Note: The NTP is not issued until all required bonds and insurance certificates
have been received, reviewed and verified with the appropriate agency (i.e.
surety or insurance agency);

e Ensuring a complete understanding by all participants on issues raised before
adjourning.

Purchasing works with the user department on the timing of the issuance of the NTP.
After Purchasing receives all of the required documents, the user department
determines when the NTP will be issued. If and when all documents have been
received and approved by the user department, Purchasing issues the NTP.

The user department is responsible for monitoring and documenting contractor
performance and compliance. The user department provides Purchasing with copies of
performance and compliance documentation, which keeps the Purchasing Department
informed about all outstanding or prior issues. Discussions that merely explain the
interpretation of the specifications may be dealt with by the user department.

If poor performance or non-compliance with the contract is evidenced, the user
department initiates written corrective action with the contractor after providing
Purchasing with an advance copy of all written correspondence directing correction of a
discrepancy.

The user department must not provide any instructions or requests for changes directly
to the contractor. The user department takes the necessary steps relative to correcting
non-compliance with the contract, but must consult with the City Attorney before taking
any steps toward suspension or termination of the contract, unless emergency, life
safety or property damage issues require immediate temporary work stoppage. Before
any letters, notices or other communication related to termination or suspension are
sent to the contractor, the contents of the communication must be reviewed by the City
Attorney in order to protect the City’s position in the event of potential litigation.

Documentation of contractor performance is often overlooked and is important if
suspension or termination is necessary. To enforce contractual terms, documentation
of specific non-compliance must be available. Specific dates, locations, examples, etc.
must be documented.

Contract administration duties are basic daily, weekly, and monthly activities of the user
department staff and must take place to ensure successful completion of the project

and to ensure the City receives the goods and services for which it has contracted.
Unless otherwise noted, the following are responsibilities of the user department:

e Assist in conducting the pre-construction conference.
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e Maintain a comprehensive, neat, and orderly contract file that includes all
documentation related to the procurement process including the pre-solicitation,
solicitation, contract award, post award, and administration phases of the project.

e Monitor the continued insurance coverage and obtain updated insurance
certificates on a timely basis.

e If project is federally funded, receive and review copies of contractor payrolls to
ensure payments made to contractor’'s employees comply with the prevailing wage
rate classifications, by trade, which are included in the contract.

e Perform periodic visits to the construction site to perform spot labor interviews to
ensure contractor compliance with prevailing labor laws.

e Receive and review copies of contractor invoices for accuracy. Discrepancies are
reported to the contractor for resolution. The user department verifies that the
invoice is appropriate for payment before submitting it to Finance for payment.

¢ Maintain and monitor correspondence: All correspondence, concerning major
issues involving non-compliance, between the contractor and the City are to be
documented and forwarded to the Purchasing Department. This ensures that the
Purchasing Department is aware of any directives being issued to the contractor or
any potential problems that may occur in the performance of the contract.

In emergency situations, or those regarding minor issues, correspondence may be
issued directly to the contractor by the user department. However, Purchasing must
be provided a copy of the correspondence immediately. The professional
judgment of the user department representative determines what constitutes an
emergency, and what is considered to be a minor issue.

Change orders in excess of $50,000, or the “not-to-exceed” amount in excess of the
proposed contract amount as approved by the City Council, shall be approved by City
Council.

The City Manager has authority to approve change orders that involve a decrease or an
increase to construction contracts which are $50,000 or less, if the funds for such
increase have been approved by the City Council.

In a contract governed by Local Government Code Chapter 252, the original contract
price may not be increased by more than 25 percent. The original contract price may
not be decreased by more than 25 percent without the consent of the contractor.

A change order shall not be issued until it is determined that the necessary funds are
budgeted and available and it is also determined that any such increase or decrease
conforms to state law. A statement to that effect should be included with the backup
documentation.

The user department ensures that all applicable warranty certificates are received and
safeguarded throughout the term of the warranty.

The user department supervises return of bonds to ensure that the contract is complete

in all respects before payment or performance bonds are returned. Every subcontractor
and/or materialman must provide a release that states that the subcontractor or
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materialman releases City of McKinney from all claims arising from labor or materials
provided for the project.

Section 2269 of the Government Code applies if an alternative project delivery method
(that is, not “traditional” competitive bidding) is being utilized. Specific procedures and
requirements are developed for each specific project using an alternative delivery
method. If an alternative project delivery method is not being used, the provisions of
Chapter 252 of the Texas Local Government Code apply.
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Chapter 21: Exemptions to the Competitive Procurement Process

Section 252.022 of the Texas Local Government Code lists the available exemptions
from the requirements of competitive bidding which are available for purchases made
out of current funds, bond funds, or through time warrants. The following is a list of
circumstances that are generally exempt from competitive bidding:

An emergency procurement made because of a public calamity that requires the
immediate appropriation of money to relieve the necessity of the City’s residents or
to preserve the property of the City;

An emergency procurement necessary to preserve or protect the public health or
safety of the City’s residents;

An emergency procurement necessary because of unforeseen damage to public
machinery, equipment or other property;

A procurement for personal, professional or planning services;

A procurement for work performed that is performed and paid for by the day as the
work progresses;

A purchase of land or right-of-way;
A procurement of items that are available from only once source, including:

» Goods and services for which competition is precluded because of the
existence of patents, copyrights, secret processes or monopolies;

Films, manuscripts or books;
Gas, water and other utility services;

Captive replacement parts for equipment;

YV V V VY

Books, papers, and other library materials available only from the persons
holding exclusive distribution rights to the materials;

A\

Management services provided by a nonprofit organization to a municipal
museum, park, zoo or other facility to which the organization has provided
significant financial or other benefits;

A purchase of rare books, papers, and other library materials for a public library;

Paving drainage, street widening, and other public improvements, or related
matters, if at least one-third of the cost is to be paid by or through special
assessments levied on the property that will benefit from the improvements;

A public improvement project, already in progress, authorized by the voters of the
municipality, for which there is a deficiency of funds for completing the project in
accordance with the plans and purposes authorized by the voters;

A payment under a contract by which a developer participates in the construction of
a public improvement as provided by Subchapter C, Chapter 212 of the Texas
Local Government Code and in which the City’s contribution is limited to no more
than 30% of the total contract amount;

Personal property sold:
» At an auction by a state licensed auctioneer;

» At a going out of business sale held in compliance with Subchapter F, Chapter
17, Business & Commerce Code;
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» By a political subdivision of this state, a state agency of this state, or an entity of
the federal government; or

» Under an interlocal contract for cooperative purchasing administered by a
regional planning commission established under Chapter 391;

e Services performed by blind or severely disabled persons;

e Goods purchased by a municipality for subsequent retail sale by the municipality;
o Electricity; or

e Advertising, other than legal notices.

In addition, section 271.056 of the Texas Local Government Code lists all the
circumstances when exemptions are available for purchases made from funds obtained
from certificates of obligation.

Exemption orders from the competitive procurement process must be processed
through the Purchasing Manager.

The Director of the user department submits a memo to the Purchasing Manager
requesting an exemption to the competitive procurement process and identifying the
basis for the exemption (e.g. emergency). The memo must state specific details and
explain why an exemption from the competitive procurement process is requested and
the basis for the exemption. When possible, it should also contain the name of the
vendor, goods or services covered by the order and the expected maximum cost and
other relevant information justifying the exemption.

The City Manager, Deputy City Manager, or Assistant City Manager must approve all
emergency purchases. Whenever possible, approval should be obtained in advance of
the purchase. If prior approval is not possible, written approval must be obtained within
48 hours thereafter and submitted to Purchasing with the requisition.

Sole-source goods and services require completion of the Sole Source Form and

submission to the Purchasing Department for verification and approval prior to
purchase of goods and services.
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Chapter 22: Receipt of Goods and Payment

Departments must notify the Purchasing Department if goods are not received by the
due date, if goods are missing from a delivery or if damaged goods are delivered.

Department employees receiving shipments must pay particular attention to the
delivery ticket, and determine whether it matches the City's purchase order. The person
receiving the goods must verify that all goods were shipped as stated on the delivery
ticket, and sign in his or her own name (a full signature in ink) on all of the
appropriate receiving documentation, particularly the City copy.

The user department must acknowledge receipt and acceptance of delivered goods
through the ARS immediately upon receiving goods. (Please do not accept items in the
ARS if damaged goods have to be returned.) Timely recording of receipt of goods in
the ARS is critical to the timely processing of payments to vendors in compliance with
Texas Government Code, section 2251.021, et seq., Prompt Payment Act. According
to the Prompt Payment Act, payment for goods or services received is overdue on the
31% day after the later of:

o the date the City receives the good under the contract.
¢ the date the performance of the service under the contract is complete, or
e the date the City receives and invoice for the goods or service.

When a shipment arrives, the user department must inspect the condition of all cartons.
If goods are undamaged, the department receiving the shipment should sign the freight
bill. If goods are visibly damaged, the receiving department must instruct the freight line
driver to:

¢ Note the damage on the freight bill, and;
¢ Sign the freight bill.

If there is concealed damage, save the shipping cartons so that the Purchasing
Department can notify the freight line and request an "inspection and report of
concealed damage". A receiving report noting the damage should be completed and
matched with the receiving copy of the purchase order.

All boxes and packing materials should be kept in the event of visibly damaged and
concealed damage goods shipments.

Damaged goods must be reported to the freight line within 15 days after delivery. After
15 days the freight line is no longer liable for the damage.

All goods not received properly or not in compliance with the contract should be
documented and reported to the Purchasing Department as soon as possible so that
the contractor can be notified and instructed about corrective action. To comply with
the Prompt Payment Act, the Purchasing Department notifies the contractor within 21
days of any damaged goods received to avoid the assessment of interest by the
contractor.

Damaged goods should not be returned to the freight line or the contractor, unless such
action is specifically requested and then only if a claim has been filed or if authorization
has been given by the contractor or the Purchasing Department to return the goods.
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Documentation  All receiving documentation must be maintained by the user department for their
records. All vendor invoices are sent directly to Finance. The department should
provide documentation to Finance regarding any disputes in the receipt of goods.
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Chapter 23: Contract Modifications

During the term of a contract, it may be necessary to make changes to the contract.
These changes can be minor, administrative changes such as a change of address or
the changes can be substantial that affect the price and delivery.

There are basically two ways to change a contract. One way is a bilateral modification,
in which both parties to the contract agree in writing that a modification is necessary.
Both parties must sign the written modification, amendment or change order to indicate
their agreement. The second way is a unilateral modification. In this case, terms and
conditions in the original contract set forth the situations under which the City may
exercise a right to modify the contract without the contractor’'s consent. A unilateral
modification, if allowed, would also be in writing and signed by the City.

The Purchasing Manager may modify contracts, in writing, if the changes are within the
general scope of the contract including changes to any of the following:

e method of shipment or packing;

place of delivery;

e correction of errors of a general administrative nature or other mistakes;
e increases or decreases in the quantity of items purchased;

e time extensions allowed by the contract terms and conditions;

e contract name changes;

e assignments of payment; and

e additions or deletions of products.
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Chapter 24: Contract Administration
Contract administration and oversight includes four general processes:
¢ Planning
e Monitoring Contractor Performance
e Payment Approval
¢ Change Management

All aspects of contract administration are important. Documentation of specific non-
compliance must be established and maintained to enforce contractual terms.
Documentation includes a description of specific dates, locations, examples, etc. of
non-performance and any contact or communication with the contractor about non-
compliance.

The user department has primary responsibility for monitoring and documenting
contractor performance and compliance. The user department must provide copies of
all documentation of non-compliance to the Purchasing Department. Copies may be
sent by e-mail to the Purchasing Manager. The Purchasing Department maintains all
documents including matters related to contract performance and documents related to
clarification of expected performance during the term of the contract. The user
department does not need to provide copies of documentation about clarification of
expected performance standards with which the contractor complied after clarification.
The user department should contact the Purchasing Department if there is any question
about documentation.

If the user department observes poor performance or non-compliance with the contract,
Purchasing communicates with the contractor and initiates any corrective action. The
Purchasing Manager takes all steps related to obtaining contract compliance.

The objectives of contract administration are to:

e Ensure the contract requirements are satisfactorily performed before payment;

e Properly discharge the responsibilities of both parties;

e |dentify any material breach of contract by assessing the difference between
contract performance and material non-performance;

e Determine if corrective action is necessary and take that action, if required; and
¢ Resolve any disputes.

The statement of work is the guide for contract administration. Therefore, planning for
contract administration occurs before issuance of the solicitation. Effective contract
administration minimizes or eliminates problems which can result in potential claims
and disputes.

Good contract management ensures that the contract requirements are satisfied, that
the goods and services are delivered in a timely manner, and that the financial interests
of the City are protected. The contractor must perform and meet the requirements of
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the contract. To do so, contractors sometimes need technical direction and approval
from City staff. City staff must provide this technical direction and approval in a timely
and effective manner. All guidance provided to a contractor must be within the scope of
the contract.

The responsibilities of the contract manager are:

o Participating, as necessary, in developing the solicitation and writing the draft
documents;

e Monitoring the contractor’s progress and performance to ensure goods and
services conform to the contract requirements;

e Managing any city property used in contract performance;

e Authorizing payments consistent with the contract documents;

e Exercising remedies, as appropriate, where a contractor’'s performance is deficient;
e Resolving disputes in a timely manner;

¢ Documenting significant events; and

e Maintaining appropriate records.

A contract manager should ensure that the contract requirements are satisfied, that the
goods and services are delivered in a timely manner, and that the financial interests of
the City are protected.

A post award conference is a meeting with the contractor that includes the principals
responsible for administering the contract. The conference is typically held soon after
the contract is awarded. It is an orientation for the contractor to ensure a clear and
mutual understanding of all contract terms and conditions, and the responsibilities of all
parties. The conference also serves as a tool to clarify and resolve any potential
misunderstandings early. Although both the contractor and City staff should be fully
aware of the contract requirements, the post award conference ensures that those
involved directly in the contract administration process understand all requirements of
contract performance.

Monitoring the performance of a contractor is a key function of contract administration.
The purpose is to ensure that the contractor is performing all duties in accordance with
the contract and for the user department to be aware of and address any developing
problems or issues.

In some instances the obligation to monitor the progress of a contract is assigned to
another contractor. This is known as independent oversight. For example, in a
construction contract, the architectural firm that provided the construction plans may
perform the task of ensuring progress in accordance with the contract.

A contract may be terminated for default when the City concludes that the contractor

fails to perform, fails to make progress, or in any other way commits a substantial
breach of the contract.
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Termination for default should be used as the last resort and not as punishment. The
City should do everything within reason to assist the contractor in curing any default.
Factors to consider before making a termination for default decision include:

The provisions of the contract and applicable regulations,
The specific contractual failure(s) and the explanation provided for the failures,
The urgency of the need for the contracted supplies or services,

The availability of the supplies or services from other sources and the time required
to obtain them, and

Availability of funds or resources to re-purchase if the costs cannot be recovered
from the delinquent contractor. In the event of a termination of a contract for
default, under the City’'s standard contract terms and conditions, the City may
obtain re-procurement costs from the defaulting contractor.

Keeping a complete master contract administration file is critical. The file provides a
basis for settling claims and disputes, if they arise in administrative or court actions.
Throughout the life of the contract, the contract file should contain such things as:

A copy of the current contract and all modifications;
A copy of the agenda request(s);

A copy of all specifications, drawings or manuals incorporated into the contract by
reference;

The solicitation document, the contractor’s response, evaluation determination and
the notice of award document;

A list of contractor submittal requirements;

A list of City furnished property or services;

A copy of the pre-award conference summary, if applicable;
A copy of all general correspondence related to the contract;
The originals of all contractor data or report submittals;

A copy of all notices to proceed, to stop work, to correct deficiencies and change
orders;

The records or minutes of all meetings, both internal and external, including sign-in
sheets and agendas;

A copy of the original bidders list; and

Any other information required by the standard contract file checklist.

Please note that a contract file could provide a basis for determining a contractor lacks
the required responsibility for the award of future contract opportunities with the City.
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Chapter 25: Electronic Bidding and Reverse Auctions

Electronic sealed bids or proposals shall be processed in accordance with Section
252.0415(a) of the Local Government Code requiring the identification, security and
confidentiality of electronic bids or proposals to remain effectively unopened until the
proper time.

Invitations to Bids and Requests for Proposals will be advertised and issued in the
current manner. A notification will be added to bid terms and conditions stating
suppliers should submit responses electronically through City’s service provider at the
appropriate electronic address listed. An automatic “e-mail return naotification” will be
sent to the submitting supplier upon receipt of their bid or proposal.

At the specified bid closing time, a password-enabled employee in the Purchasing
Department will open, download, and print all bids and the bid tabulation summary
assembled by the City’s service provider. The printing operation will occur in the
controlled environment of the Purchasing Department where purchase order equipment
is currently located. By law, a bid that is submitted non-electronically will be accepted
manually and then entered electronically by Purchasing after the bid opening, as stated
in bid and proposal document terms and conditions.

Purchasing staff will read aloud all bid responses received by the closing time and date
to any interested parties present at the bid opening. After tabulation of bids or
proposals, staff will post the bid tabulation electronically with the following, or similar,
gualifying statement: “The tabulation listing of a bid should not be construed as a
comment on its responsiveness or an indication that the City accepts such bid as
responsive”.

Electronic reverse auctions shall be conducted in accordance with Section 271.906 of
the Texas Local Government Code and as specified in Section 2155.062(s) requiring a
real-time bidding process taking place during a previously scheduled Internet location
with multiple suppliers, anonymous to each other, submitting bids to provide goods or
services.

¢ "Real-time” Bidding Process

» Reverse auctions will be advertised and issued in the same manner as
invitations to bid and requests for proposals are noticed. A notification will be
added to bid terms and conditions stating suppliers should submit responses
electronically through the City’s service provider at the appropriate electronic
address listed. The real-time bidding process will usually last up to one (1) hour
and take place during a previously scheduled period and scheduled internet
location.

e Multiple Bidders

» Purchasing staff, along with its selected internet service provider, shall insure
multiple, qualified bidders are available, interested and notified electronically, or
otherwise, of any current reverse bidding opportunity. A notification will be
added to bid terms and conditions stating suppliers should submit responses
electronically through the City’s service provider at the appropriate electronic
address listed.
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¢ Anonymous Bidders

» City’s selected Internet Service Provider (ISP) shall insure the anonymity of alll
responding bidders through the assignment of a “bidder number” to the supplier
(as opposed to their supplier name) which will be reflected on the ISP’s website
during the reverse auction bidding process. The ISP website will reflect all
active suppliers bidding by a) the supplier's assigned bidder number and b) their

last entered bid price. After the tabulation of bids, staff will post the bid
tabulation.
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Chapter 26 Disposal of Surplus Items

All departments shall review their assets each year and determine which items are no
longer needed. A list of surplus, obsolete or unused supplies, materials or equipment,
including description, make, model, and serial numbers should be forwarded to the
Purchasing Division.

The Purchasing Division may transfer these items from one department to another
should the need arise.

The Purchasing Division will forward to the Accounting Division, a list of items to be sold
for removal of City of McKinney property labels and removal from fixed asset list.

Upon approval of the City Manager, the Purchasing Manager may sell, via online
auction or sealed bid, surplus, obsolete or unused supplies, materials or equipment.

The City may donate surplus, obsolete or unused supplies, materials or equipment to
other governmental agencies providing preference to agencies residing in or adjacent to
the City of McKinney with the City Manager’s approval.

Monies received from sale of surplus items will be returned to the appropriate City of
McKinney funds.
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TITLE: Consider/Discuss/Act on a Resolution Adopting the Investment Policy for
Fiscal Year 2016-2017

COUNCIL GOAL: Financially Sound Government
MEETING DATE: September 20, 2016
DEPARTMENT: Financial Services

CONTACT: Mark Holloway, Interim Chief Financial Officer

RECOMMENDED CITY COUNCIL ACTION:
e Adopt the Fiscal Year 2016-2017 Investment Policy

ITEM SUMMARY:

¢ Annual review of the City’s investment policy is required to comply with the state
statute, Public Funds Investment Act, Chapters 2256 & 2257 of the Texas Local
Government Code.

e There are no changes to the financial policy.

BACKGROUND INFORMATION:
e As required by the Public Funds Investment Act, the City’s investment policy
must be approved by the City Council annually.
e The Investment Policy for Fiscal Year 2015-2016 was approved by City Council
on September 15, 2015.

FINANCIAL SUMMARY: N/A

BOARD OR COMMISSION RECOMMENDATION: N/A

SUPPORTING MATERIALS:

Resolution
Investment Policy-2017




RESOLUTION NO. 2016-09- __ (R)

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF McKINNEY,
TEXAS, ADOPTING THE INVESTMENT POLICY

WHEREAS, the City Council of the City of McKinney, Texas, acknowledges that the
Investment Policy has to comply with the Public Funds Investment Act and
for practical treasury operations; and,

WHEREAS, as required by the Public Funds Investment Act, the City Council has to
approve the Investment Policy at least once every year.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF
McKINNEY, TEXAS, THAT:

Section 1. The City Council of the City of McKinney, Texas, hereby approves the
Investment Policy.

Section 2.  This Resolution shall take effect immediately from and after the date of
passage and is so resolved.

DULY PASSED AND APPROVED BY THE CITY COUNCIL OF THE CITY OF
McKINNEY, TEXAS, ON THE 20" DAY OF SEPTEMBER, 2016.

CITY OF McKINNEY, TEXAS

BRIAN LOUGHMILLER
Mayor

ATTEST:

SANDY HART, TRMC, MMC
City Secretary

DENISE VICE, TRMC
Assistant City Secretary

APPROVED AS TO FORM:

MARK S. HOUSER
City Attorney



City of McKinney, Texas

INVESTMENT POLICY

I. POLICY

It is the policy of the City of McKinney, Texas to invest public funds in a manner which will
provide the optimum investment return with the maximum security while meeting the daily cash
flow demands of the City and conforming to the statutes, rules and regulations governing the
investment of public funds. This policy serves to satisfy the statutory requirements of defining
and adopting a formal investment policy. The policy and strategy shall be reviewed by the
Investment Committee and the City Council annually. Any modifications will be formally
approved by the City Council. This investment policy, as approved, is in compliance with the
provisions of the Public Funds Investment Act of the Texas Government Code Chapter 2256.

II. SCOPE

This policy applies to all aspects of investing the financial assets of the City. These funds are
accounted for in the City’s Comprehensive Annual Financial Report and include: General Fund,
Special Revenue Funds, Debt Service Funds, Capital Project Funds, Enterprise Funds, Trust
and Agency Funds, and any new fund created by legislative body, unless specifically exempted
or excluded. All funds will be pooled for investment purposes. The strategy developed for this
pooled fund group will address the varying needs, goals, and objectives of each fund.

This policy shall not govern funds which are managed under separate investment programs in
accordance with Section 2256.004 of the Public Fund investment act. Such funds currently
include the Other Post-Employment Benefit Fund and the Deferred Compensation Fund.

[ll. INVESTMENT OBJECTIVE AND STRATEGY

Objective
The primary objectives of the City of McKinney’s investment activities, listed in order of priority,

shall be as follows:

Safety: Safety of principal is the foremost objective of the investment program. Investments of
the City shall be undertaken in a manner that seeks to ensure the preservation of capital in the
overall portfolio. Each investment transaction shall be conducted in a manner to control the risk
of capital loss by investing in securities or other investments of high quality. All investment
officers shall understand the suitability of investment to the financial requirements of the City.
The objective will be to mitigate credit and interest risk.

o Credit Risk and Concentration of Credit Risk — The City will minimize credit risk,
the risk of loss due to the failure of the issuer or backer of the investment, and
concentration of credit risk, the risk of loss attributed to the magnitude of
investment in a single issuer by:

¢ Limiting investments to the safest types of investments

e Pre-qualifying the financial institutions and broker/dealers with which
the City will do business

e Diversifying the investment portfolio so that potential losses on
individual issuers will be minimized.

e Monitoring credit rating changes in investments acquired with public
funds and the liquidation of such investments consistent with the
provision of Section 2256.021.

a Interest Rate Risk — the City will minimize the risk that the market value of
investments in the portfolio will fall due to changes in general interest rates by
limiting the maximum weighted average maturity of the investment portfolio to
730 days. The City will, in addition:

e Structure the investment portfolio so that investments mature to meet
cash requirements for ongoing operations, thereby avoiding the need
to liquidate investments prior to maturity.

e Diversify maturities and staggering purchase dates to minimize the
impact of market movements over time.

Liquidity: The City's investment portfolio will remain sufficiently liquid to enable the City to meet
all operating requirements that might be reasonably anticipated. Liquidity shall be achieved by
matching investment maturities with forecasted cash flow requirements and by investing in
securities with active secondary markets. A portion of the portfolio also may be placed in
money market mutual funds or local government investment pools which offer same-day
liquidity for short-term funds.

Yield: The City's investment portfolio shall be designed with the objective of regularly exceeding



the average rate of return on six-month U.S. Treasury Bills. The investment program shall seek
to augment returns above this threshold consistent with risk limitations identified herein and
prudent investment principles. Return on investment is of secondary importance compared to
the safety and liquidity objectives described above.

Strategy: The City of McKinney maintains portfolios which utilize four specific investment
strategy considerations designed to address the unique characteristics of the fund groups
represented in the investment portfolios.

Operating Funds: Investment strategies for operating funds and commingled pools containing
operating funds have as their primary objective to assure that anticipated cash flows are
matched with adequate investment liquidity. The secondary objective is to create a portfolio
structure which will experience minimal volatility during economic cycles. This may be
accomplished by purchasing quality, short to medium term securities which will complement
each other in a laddered structure. The dollar weighted average maturity of 730 days or less
will be calculated using the stated final maturity dates of each security.

Debt Service Funds: Investment strategies for debt service funds shall have as the primary
objective the assurance of investment liquidity adequate to cover the debt service obligation on
the required payment date. Surplus funds outside the debt service dates will be invested
according to the investment guidelines for operating funds.

Debt Service Reserve Funds: Funds for Debt Service Reserve should assure the ability to
generate a dependable revenue stream from securities with a low degree of credit risk.
Securities should be of high quality. Since reserve funds generally do not have a need for
liquidity, they may invest in securities exceeding five years if the maturity of such investments is
made to coincide as nearly as practicable with the expected use of the funds.

Capital Projects and Special Purpose Funds: Funds for capital projects or special purposes
should allow for flexibility and unanticipated project outlays by having a portion of their
investments in highly liquid securities. The stated final maturity dates of securities held should
not exceed the estimated project completion date.

IV. STANDARD OF CARE

Prudence

Investments shall be made with judgment and care, under circumstances then prevailing, which
persons of prudence, discretion and intelligence exercise in management of their own affairs,
not for speculation, but for investment, considering the probable safety of their capital as well as
the probable income to be derived.

The standard of prudence to be used by investment officers shall be “prudent person” standard
and shall be applied in the context of managing an overall portfolio. Investment officers acting
in accordance with written procedures and the investment policy and exercising due diligence
shall be relieved of personal responsibility for an individual security’s credit risk or market price
changes, provided deviations from expectations are reported in a timely fashion and appropriate
action is taken to control adverse developments. The governing body of the City of McKinney
retains ultimate responsibility as fiduciaries of the assets of the City of McKinney.

Ethics and Conflicts of Interest

Ethics: All participants in the investment process shall seek to act responsibly as custodians of
the public trust. Investment officers shall avoid any transaction that might impair public
confidence in the City’s ability to govern effectively.

Conflicts of Interest: Officers and employees involved in the investment process shall refrain
from personal business activity that could conflict with proper execution of investment programs,
or which could impair their ability to make impartial investment decisions. Employees and
investment officers shall disclose to the Texas Ethics Commission and the City Manager, and
the City Manager discloses to the City Council if:
a) The officer has a personal business relationship with a business organization offering to
engage in an investment transaction with the City; or
b) The officer is related within the second degree by affinity of consanguinity, as
determined under Chapter 573 of the Texas Government Code, to an individual seeking
to transact investment business with the City.

Delegation of Authority

Investment Committee: An Investment Committee, consisting of the City Manager, Chief
Financial Officer, Deputy / Assistant Finance Director, and at least two other members
appointed by the City Manager, shall meet quarterly to determine general strategies and to



monitor results. The Investment Committee shall include in its deliberations such topics as:
performance reports, economic outlook, portfolio diversification, maturity structure, potential risk
to the City's funds, authorized brokers and dealers, and the target rate of return on the
investment portfolio. The Committee will review and approve the list of authorized
broker/dealers at least annually. Any two members of the Investment Committee may request a
special meeting, and three members shall constitute a quorum. The Investment Committee
shall establish its own rules of procedures.

Investment Officer and Training: Management responsibility for the investment program is
hereby delegated to the Chief Financial Officer, who shall establish written procedures for the
operation of the investment program, consistent with this investment policy. Such procedures
shall include explicit delegation of authority to persons responsible for investment transactions.

The Chief Financial Officer, Deputy / Assistant Finance Director, Investment & Treasury
Manager, and Senior Financial Services Manager, are hereby designated as “Investment
Officers” pursuant to the Public Fund Investment Act Section 2256.005 subsection f. Authority
granted to a person to invest the funds on behalf of the City shall remain in effect until rescinded
by the City or until the person resigns from or is terminated by the City. No person may engage
in an investment transaction except as provided under the terms of this policy and the
procedures established by the Chief Financial Officer. The Chief Financial Officer shall be
responsible for all transactions undertaken and shall establish a system of controls to regulate
the activities of subordinate officers. The City shall provide periodic training in investments for
the investment personnel through courses and seminars offered by professional organizations
and associations in order to insure the quality and capability of the City’s investment personnel.
Such training shall be a minimum of ten hours within 12 months after taking office or assuming
duties and thereafter not less than eight hours every two year period that begins on the first day
of the City’s fiscal year and consists of the two consecutive fiscal years after that date and shall
be sponsored by an independent source and approved by the City Investment Committee.
Training must include education in investment controls, security risks, strategy risks, market
risks, diversification of investment portfolio, and compliance with the Public Funds Investment
Act.

Internal Control

The Chief Financial Officer, or designee, shall establish and maintain a system of internal
controls to ensure that the assets are protected from loss, theft or misuse. The internal control
structure shall be designed to provide reasonable assurance that these objectives are met. The
concept of reasonable assurance recognizes that the cost of a control should not exceed the
benefits likely to be derived and the valuation of costs and benefits requires estimates and
judgments by management.

Accordingly, the investment officer shall establish a process for an annual independent review
by an external auditor to assure compliance with policies and procedures. The internal controls
shall address the following points:

Control of collusion

Separation of transaction authority from accounting and record keeping

Custodial safekeeping

Avoidance of physical delivery securities

Clear delegation of authority to subordinate staff members

Written confirmation of transactions for investments and wire transfers

Development of a wire transfer agreement with the depository bank or third-party
custodian.

A compliance audit will be performed annually as part of the annual audit to assure compliance
with the Public Funds Investment Act and this policy.

V. AUTHORIZED INVESTMENTS AND INVESTMENT PARAMETERS

Active Portfolio Management

The City intends to pursue an active versus a passive portfolio management philosophy. That
is, securities may be sold before they mature if market conditions present an opportunity for the
City to benefit from the trade.

Authorized Investments
Assets of funds of City of McKinney may be invested in:

A. US Treasury obligations with stated maturities not to exceed five (5) years and not to exceed
80% of the overall portfolio.



. Obligations of US Government agencies and instrumentalities with stated maturities not to
exceed five (5) years and not to exceed 80% of the overall portfolio.

Obligations of the States (other than Texas), agencies thereof, Counties, Cities, and other
political subdivisions of any state having been rated as investment quality by a nationally
recognized investment rating firm, and having received a rating of not less than “A” or its
equivalent by at least one nationally recognized investment rating firm, with maturities not to
exceed three (3) years and not to exceed 80% of the overall portfolio.

. Fully insured or collateralized certificates of deposit at commercial banks doing business in
Texas or obtained through a broker that has a main or a branch office in this state and is on
the qualified broker/dealer list approved by the governing body and meets specific
registration requirements as stated in the Public Funds Investment Act. These instruments
shall have stated maturities not to exceed five (5) years and not to exceed 20% of the
overall portfolio. The bank/broker must contractually agree to place the funds in_federally
insured depository institutions in accordance with the conditions prescribed in Section
2256.010 (b) of the Public Funds Investment Act are authorized investments.

Repurchase agreements and reverse repurchase agreements as defined by Public Fund
Investment Act and secured by a combination of cash and collateralized by US Government
Obligations and obligations of US Government agencies and instrumentalities, undertaken
under an executed Master Repurchase Agreement with a primary dealer or a financial
institution doing business in Texas and not to exceed six (6) months (except flex repurchase
agreements for bond funds which may not extend past the expenditure plan of the bond
funds). The portfolio may not contain more than 80% repurchase agreements. A signed
copy of the City’s Master Repurchase Agreement must be on file before the City will enter
into any repurchase agreement or reverse repurchase agreement with an issuer.

. Investment Pools which invest in instruments and follow practices allowed by current law. A
thorough investigation of the pool is required prior to investing, and on a continual basis.
The City Council must approve a formal agreement to participate (by resolution) in each
pool providing services to the City. The pool must be continuously rated no lower than AAA
or AAA-m or at an equivalent rating by at least one nationally recognized rating service.

A public funds investment pool created to function as a money market mutual fund must
mark its portfolio to market daily and, to the extent reasonably possible, stabilize at a $1 net
asset value. It must also maintain a maximum average dollar-weighted maturity that does
not exceed 90 days. Any investment pool that does not meet the requirements of one that is
created to function as a money market mutual fund, must maintain a maximum average
dollar-weighted maturity that does not exceed 365 days (or 366 days in the case of a leap
year) and must provide a fixed interest rate and fixed maturity term for each pool position.
The pool can only use money market mutual funds whose authorized investments are
consistent with their own investment policy and authorized investments. The pool must
provide monthly reports that contain:

e The types and percentage breakdown of securities in which the pool is invested,

e The current average dollar-weighted maturity, based on the stated maturity date of
the pool;

e The current percentage of the pool's portfolio in investments that have stated
maturities of more than one year;

e The book value versus the market value of the pool’s portfolio, using amortized cost

valuation;

The size of the pool;

The number of participants in the pool;

The custodian bank that is safekeeping the assets of the pool,

A listing of daily transaction activity of the entity participating in the pool;

The yield and expense ratio of the pool;

A statement on how yield is calculated

Report yield in accordance with SEC regulations

Disclose fee breakpoint or state the lowest possible level of return based on the

smallest level of funds invested

The portfolio managers of the pool; and

e Any changes or addenda to the offering circular.

Additionally, the pool must provide an annual audited financial statement and if the pool
operates a website it must provide all information required in the offering circular
2256.016(b), monthly newsletter 2256.016(c)(2), and standardized SEC 7 day net yield
2256.016(f) on their website.



G. Commercial paper as defined by the Public Funds Investment Act with stated maturities not
to exceed 270 days and rated not less than A1l/P1 or its equivalent by one nationally
recognized rating agency plus fully secured by an irrevocable letter of credit issued by a
domestic bank and not be exceed 20% of the overall portfolio.

H. No-load money market mutual funds registered with and regulated by Securities Exchange
Commission, which has a dollar-weighted average portfolio maturity of 90 days or less
whose investment objectives includes the maintenance of a stable net asset value of $1 for
each share. Each fund must provide the City with a prospectus and other information
required by federal law. The portfolio may not contain more than 20% of money market
mutual funds.

I. Obligations that are fully guaranteed or insured by the Federal Deposit Insurance
Corporation or have the explicit full faith and credit of the United States as defined by the
Public Funds Investment Act.

The City is not required to liquidate investments that were authorized investments at the
time of purchase. All prudent measures will be taken to liquidate an investment that is
downgraded to less than the required minimum rating.

Other types of investments which may become authorized through amendment to the Public
Funds Investment Act will not be authorized investments until approved by City Council in
amendment to this Policy.

Prohibited Investments
The Investment Officer shall not knowingly permit City funds to be invested with any of the
following investment instruments that are strictly prohibited:

A. Obligations whose payment represents the coupon payments of the outstanding principal
balance of the underlying mortgage-backed security collateral and pay no principal,

B. Obligations whose payment represents the principal stream of cash flow from underlying
mortgage-backed security collateral and bears no interest;

C. Collateralized mortgage obligations that have a stated final maturity date of greater than 10
years;

D. Collateralized mortgage obligations the interest rate of which is determined by an index that
adjusts opposite to the changes in a market index; and

E. Any other restricted instruments or limitations that involve outright speculation.

The practice of "leveraging" whereby funds are borrowed for the sole purpose of
investing shall not be practiced.

Diversification

The City of McKinney recognizes that investment risks can result from issuer defaults, market
price changes or various technical complications leading to temporary illiquidity. Risk of issuer
default is controlled by limiting investment to those instruments allowed by the Act, which are
described herein. Risk of market price changes shall be controlled by avoiding over-
concentration of assets in a specific maturity, specific issuer, or specific class of securities.
Diversification limits are shown in the Authorized Investment Section above.

The Investment Committee shall conduct a quarterly review of these diversification guidelines
and shall evaluate the probability of market and default risk in various investment sectors as
part of its considerations.

Maximum Maturities

To the extent possible, the City of McKinney will attempt to match its investments with
anticipated cash flow requirements. The average maturity of investments of the City’s operating
funds shall not exceed two years. Unless matched to a specific cash flow, the City will not
directly invest in securities maturing more than five years from the date of purchase.

Reserve funds may be invested in securities exceeding five years if the maturity of such
investments is made to coincide as nearly as practicable with the expected use of the funds.

VI. SELECTION OF BANKS AND DEALERS

Depository
At least once every five years, a qualified depository shall be selected through the City’s

banking services procurement process, which shall include a formal request for proposal and



consistent with state law. In selecting depositories, the service cost and credit worthiness of
institutions shall be considered, and the Chief Financial Officer shall conduct a comprehensive
review of prospective depository’s credit characteristics, financial history and ability to meet all
requirements in the banking request for proposal. All banks will execute a depository
agreement covering collateral issues for sale of time deposits if not covered by the competitively
bid bank services agreement.

Authorized Brokers/Dealers

Brokers and dealers are approved by the Investment Committee. At least once
annually, the Committee will review, revise and adopt a list of qualified brokers that are
authorized to engage in investment transactions with the City. Evaluation of security
dealers and financial institutions are based upon (1) Financial conditions, strength and
capability to fulfill commitments; (2) overall reputation with other dealers or investors; (3)
regulatory status of the dealer; (4) background and expertise of the individual
representatives. All brokers and dealers must be on the approved dealer list in order to
transact business with the City.

All financial institutions and broker/dealers who desire to be on the approved dealer list
must supply the Investment Committee a broker questionnaire, financial statements,
proof of state registration, certification of having received and reviewed the City's
Investment Policy and acknowledged that the business organization has implemented
reasonable procedures and controls in an effort to preclude investment transactions that
are not authorized by the City’s Investment Policy.

Competitive Bids

It is the policy of the City to require competitive bidding for all individual security purchases and
sales except for transactions with money market mutual funds and local government investment
pools, which are deemed to be made at prevailing market rates and municipal securities that
require advance orders for broker bidding.

All security transactions will be competitively bid with at least three competitive offers or bids.

Delivery vs. Payment

All investment transactions, except investment pools and mutual funds must be settled on a
delivery versus payment basis. That is, funds shall not be released or paid until verification has
been made that the collateral or security was received by the Trustee or custodian.

VII. CUSTODIAL CREDIT RISK MANAGEMENT

Safekeeping and Custody

Safekeeping and custody of securities and collateral shall be in accordance with state law.
Securities and collateral will be held by a third party custodian designated by the City, and held
in the City’s name as evidenced by safekeeping receipts of the institution with which the
securities are deposited. The original copy of the safekeeping receipts shall be delivered to the
City.

Collateralization and Repurchase Agreements
The City’s depository bank shall comply with Chapter 2257 of the Government Code,
Collateral for Public Funds, as required in the City’s bank depository contract.

All time and demand deposits and repurchase (and reverse) agreements of the City
shall be secured by pledged collateral with a market value equal to or not less than
102% of deposits plus accrued interest less an amount insured by FDIC and evidenced
by original safekeeping receipts. Evidence of the pledged collateral shall be maintained
by the Chief Financial Officer and held by an independent third party with whom the City
has a current custodial agreement.

Any financial institution requesting substitution of collateralized securities must contact
the Investment Officer for approval and settlement. The substituted security’s value will
be equal to or greater than the required security value. Written notification of the
substitution must be provided to the bank or safekeeping agent prior to any security
release.

Repurchase agreements shall be documented by a specific Master Repurchase Agreement
noting the authorized collateral required. Bank collateral shall be reviewed monthly to assure
the market value of the securities pledged equals or exceeds the related bank balances.
Repurchase securities will be priced daily.



The City of McKinney shall accept only the following securities as collateral:
A. FDIC insurance coverage.
B. United States Treasuries and Agencies.

C. Texas State, county, city, school, or political subdivision bonds with a remaining maturity of
ten (10) years or less with investment grade bond rating of AAA from at least one major
bond rating agency.

The use of a letter of credit issued to the City by the Federal Home Loan Bank may be
considered by the City to provide collateral for certificates of deposit.

The City’s Investment Officers reserve the right to accept or reject any form of collateral or
enhancement stated above at their sole discretion. All collateral shall be subject to inspection
and audit by the Chief Financial Officer or the City’s independent auditors.

VIIl. PERFORMANCE STANDARDS

The investment portfolio shall be designed with the objective of obtaining a rate of return
throughout budgetary and economic cycles, commensurate with the investment risk constraints
and the cash flow needs.

The City intends to pursue an active versus a passive portfolio management philosophy. That
is, securities may be sold before they mature if market conditions present an opportunity for the
City to benefit from the trade. Given this strategy, the basis used to determine whether market
yields are being achieved shall be the average rate of return on six-month U.S. Treasury Bills.

IX. REPORTING

The Investment Officer shall maintain a current listing of investments for management purposes.
In addition, the City Council will be provided quarterly reports which include a listing of individual
securities held at the end of the reporting period; original purchase date and final maturity of all
investments listed; coupon, discount or earnings rate; par value, amortized book value and
market value; and the percentage of the portfolio represented by each investment category and
any additional reporting information as required by Section 2256.023 of the Texas Government
Code. The report will also include a management level summary review of the portfolio
including total book and market value, weighted average maturity and yield information for
analysis purposes. The fourth quarter report will summarize activities for the past twelve
months. The quarterly reports must be formally reviewed at least annually by an independent
auditor and reported to the City Council.

Month-end market prices on each security are obtained from a variety of nationally recognized
security databases (e.g., include whatever the City is using, such as Bloomberg or The Wall
Street Journal). These prices are recorded in the City’s portfolio database and included in all
management reports as well as the City’'s Comprehensive Annual Financial Report.

X. INVESTMENT POLICY ADOPTION

The investment policy shall be adopted by resolution of the City Council. The
investment policy and investment strategies shall be reviewed at least once annually by
the investment committee and any modifications will be recommended for approval to
the City Council. The City Council shall review the investment policy and strategies not
less than annually.



XI. FINANCIAL GLOSSARY

Accretion

An accounting method for realizing the
additional income earned through the
purchase of a discounted, or zero coupon
security where the difference between the
discounted purchase price and the par
value is credited to an income account,
gradually increasing the book value until it
reaches par at maturity. Also see
Amortization.

Accrued Interest

An accounting term used to describe
coupon interest earned, but not yet paid to
the security holder. Typically, an accounting
entry is created to reflect the payable
amount.

Agency: A category of investments that
includes that Government Sponsored
Enterprises (GSEs) of Fannie Mae, Freddie
Mac, the Federal Home Loan Bank (FHLB)
and the Federal Farm Credit Bank (FFCB).
Federal agencies are generally considered
to be government securities and all carry
the highest possible senior debt rating from
both Moody’s and S&P.

American Call

A type of call provision whereby the
issuer of a security has the right to
return to the investor par value plus
accrued interest at any time after a
specific date has passed; also known as
a continuous call.

Amortization

An accounting method for gradually
reducing net income when a security is
purchased at a premium, or a price that
exceeds par. See Accretion.

Ask or Asking Price

The price at which securities are offered by
the Dbroker/dealer; the price at which a
governmental entity buys a security; also
referred to as an “offer” or “offering price”.

Asset-Backed Security (ABS)

A broad term used to describe a security
created by pooling certain loans together,
whereby principal and interest payments
made on the loans are used to pay the
security holders. Some common examples
of ABS pools are auto loans and credit card
receivables.

Basis Point

The unit of measurement for yield equal
to 1/100th of 1 percent; e.g., 1/4 of 1
percent is equal to 25 basis points.

Bear Market

A prolonged period of falling security prices
usually caused by declining economic
conditions and/or rising interest rates. A
bear market may describe stocks or bonds,
but it's important to remember that when
bond prices are falling, yields are rising. A
person may be “bearish” when they think
investment prices will fall in the future, or if

they have a negative outlook for the
economy in general.

Benchmark

The performance of a predetermined group
of securities, individual security or index
used to compare risk and performance to a
managed portfolio. A good benchmark
should be verifiable, easy to understand and
appropriate to the portfolio to which it is
being compared. Typical benchmarks used
in the public sector include the three-month,
six-month and one-year T-bill averages over
a similar measurement timeframe.

Bermuda Call

A type of call provision whereby the issuer
of a security has the right to return to the
investor par value plus accrued interest only
on interest payment dates.

Bid

A bid is the price a broker will show an
investor when the investor wishes to sell a
security. An offer is the price a broker will
show an investor who seeks to buy a
security (also called the ask price). An
investor will always seek the highest bid
price when selling a coupon security, but
will accept the lowest discount rate on a
discounted security when selling. When
buying securities we often refer to obtaining
three competitive bids, actually we are
getting ‘competitive offers’.

Bond

A very broad term used to describe a debt
obligation. A bond may have a fixed or
floating coupon rate; may be issued by the
U.S. Treasury or an agency or a
corporation; and may be callable or non-
callable.

Book Entry

The name given to securities whose
ownership resides, and transfer occurs on a
computer system. For treasuries and
agencies this system is maintained by the
Federal Reserve. Years ago, securities
were traded in physical form similar to
currency.

Book Value

The value at which a security is carried on
an inventory list or other financial records of
an investor. Book value reflects the
principal price at which the security was
originally bought plus/minus net
amortization/accretion to that point in time.
The book value may differ significantly from
the security’s current market value creating
an unrealized gain or loss.

Broker

A broker brings buyers and sellers together
in return for a commission (fee). Unlike a
Dealer, the broker typically does not own
the securities. Often times, the two are
combined as “broker-dealer’ because most
may act in both capacities.
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Bullet
Slang term for a type of bond that repays
the entire principal amount on the maturity
date. Bullets are never callable.

Bull Market

A market condition in which prices are
rising; a bull market may describe stocks or
bonds, but it's important to remember that
when bond prices are rising, yields are
falling. A person may be “bullish” when they
think investment prices will rise in the future,
or may be “bullish” in general if they have a
positive outlook for the future economy.

“Buy-and-Hold”

A common investment strategy for
conservative investors with specific cash
flow objectives or cyclical cash flow
patterns, whereby securities are purchased
with no intention to sell prior to maturity.

Call Risk

A form of investment risk that exists when a
bond may be redeemed prior to maturity,
leaving the investor to reinvest the principal
at a lower yield. This risk increases when
interest rates are falling, and it becomes
more attractive for the bond issuers to call
bonds with higher interest rates and issue
new bonds with lower interest rates.

Callable Security

A bond containing an option that grants the
issuer of the bond the right to redeem the
security early and return the full principal
amount to the investor along with all
accrued interest. The issuer will only call
the bond if rates fall, at which time new
bonds can be issued at lower rates. An
investor in a callable security earns a higher
yield, but is subject to reinvestment risk.

Capital Gain

The profitable result of the sale of a security
or asset, whereby the principal amount
exceeds the book value of the security.

Capital Loss

The resulting loss when the principal
amount on the sale of a security or asset is
less than the book value of the security.

Cash Settlement

Cash settlement occurs when a security is
purchased and subsequently delivered on
the same day.

“CHEAP” (vs. Expensive)

Slang term for securities that are trading at
yield spreads higher than would be
considered normal relative to similar
security types or their own trading history.

CMO or Collateralized Mortgage Obligation
A derivative mortgage-backed security bond
created from a large pool of home mortgage
loans. A single CMO is divided into a
number of different classes or “tranches”,
each containing unique risk profiles and
characteristics. Most CMOs are not

considered appropriate for local
governments and other conservative
investors.

Collateral

Securities, evidences of deposit, or other
property that a borrower pledges to secure
repayment of a loan; also refers to
securities pledged by a bank or trade
counter-party to secure deposits.

Commercial Paper (CP)

Unsecured, short-term obligations with
maturities ranging from 1 to 270 days
issued by banks, corporations and other
borrowers to investors with large temporary
cash positions. This type of security is
usually issued at a discount and carries a
zero coupon. The accounting process is
identical to a T-bil. Prime commercial
paper carries a short-term rating of A1 P1 or
equivalent.

Constant Dollar Fund or Pool

A type of money market fund or investment
pool whose stated objective is to offer safety
of principal and liquidity by maintaining a $1
dollar share value for all its participants,
meaning that the dollar value of the original
deposit is expected to be maintained
through conservative management
practices; also referred to as a “dollar in /
dollar out” fund or pool.

Continuous Call

A type of call option on a security in which
the issuer maintains the right to repurchase
the bond from the investor, at any time after
the initial call date has passed. Also known
as an American option.

Credit Risk

The risk that the issuer of a bond will default
on its obligation to pay principal and/or
interest when due. Credit risk is a primary
consideration when purchasing commercial
paper, banker’s acceptances and corporate
obligations.

CUSIP Number

CUSIP is the acronym for Committee on
Uniform Securities Identification
Procedures, and represents the standard
industry  identification  for  individual
securities. Each security is assigned a
unique CUSIP number.

Dated Date

Date at which interest begins accruing
on a newly issued security. The dated
date can sometimes differ from the
issue date potentially causing accrual
discrepancies.

Dealer

A dealer (as opposed to a broker) acts as a
principal, by buying and selling for his or her
own account. A dealer maintains a portfolio
of securites and can trade from that
portfolio. Often times, a “broker” will also act
in a dealer capacity when selling securities
owned by his or her own firm.



Debenture

A general term used to describe a bond
secured only by the general credit of the
issuer.

Deflation

A rare economic condition characterized by
a general decline in prices of goods and
services (the reverse of inflation). In a
deflationary environment, fixed income
securities become very desirable, pushing
bond prices up and yields downward.
During periods of deflation, there is a
disincentive to produce.

Delivery versus Payment (DVP)

DVP requires that the delivery of securities
is made at the same time payment for those
securities is received in account.

Depository Trust Company (DTC)

A firm through which members can use a
computer to arrange for securities to be
delivered to other members without physical
delivery of the certificates. The DTC uses
computerized debit and credit entries. The
system mirrors the FedWire system and
was designed to reduce its load. When
settling an investment that is DTC eligible,
the delivering dealer will request the DTC
number of the safekeeping agent.

“Disco”
Slang term for an agency discount note.

Discount

The difference between the cost or the
original purchase price of a security offered
below par, and its PAR or face value.

Discount Note

An agency note with a zero coupon issued
to maturity dates not to exceed 365 days.
This is a very common security type
purchased by conservative institutional
investors, public fund investment pools and
money market fund portfolios.

Discrete Call
A call structure in which the option can be
exercised only on specific dates; usually
each quarter.

Disinflation

The slowing down of price increases, i.e. a
slowing in the rate of inflation. Prices are
still rising; they are just rising at a slowing
rate.

Diversification

Dividing investable funds among a variety of
different security types offering independent
returns, and maturing at different times
throughout the year(s). Diversification
spreads an investor's risk and smoothes
earnings. A well-diversified portfolio should
perform relatively well regardless of the
direction interest rates move.

D.K. (sometimes incorrectly thought to be
“‘decay”) - See “Don’t Know”

Don’t Know (“DK”)

A term used in the securities clearance
process when a bank or safekeeping agent
will not accept delivery on a trade because it
does not recognize the security being
delivered

DTC - See Depository Trust Company

Duration

A measure of the price volatility of a bond
equal to the weighted-average term to
maturity of the bond’s cash flows. The
greater the duration of a bond, the greater
its price volatility. The duration of a portfolio
is roughly equivalent to the average maturity
of the portfolio, and will vary depending on
the size of the cash flows. If there are no
actual cash flows, as in the case of a
portfolio consisting of zero coupon T-bills or
discount notes, the duration will equal the
average maturity. Duration will be
increasingly less than average maturity as
the weighted average coupon of a portfolio
increases.

European Call

A call structure in which the option may be
exercised only on a single predetermined
date; also known as a “one-time call”.

Equity
Another name for “stock”.

Fair Market Value

The likely market price for a security
transaction between a willing, unbiased and
non-desperate seller and a willing, unbiased
and non-desperate buyer.

Fannie Mae - the Federal National
Mortgage Association (FNMA) commonly
referred to as Fannie Mae, was created in
1938 during the Great Depression to
provide a secondary market for mortgage
loans by purchasing groups of loans from
lenders and packaging them into pools of
mortgage-backed securities that can then
sold to investors. To facilitate this process,
Fannie Mae also issues debt in maturity
ranges from one-day to 30 years. The
company’s long-term senior debt rating is
currently AAA. Although Fannie Mae had
operated as a private company since 1968,
it was placed under Federal government
conservatorship in September 2008 as a
result of a significant decline the underlying
market value of the mortgage loans it held
and guaranteed.

Fed or Federal Reserve Bank

The Central Bank of the U.S. responsible for
supervising and regulating member banks,
providing banking services, providing
information and setting monetary policy
through the FOMC. Alan Greenspan was
Fed Chairman from 1987 to January 2006.
Ben Bernanke is the current Fed Chairman.

Federal Farm Credit Bank (FFCB) — A
common issuer of agency securities; FFCB
is part of the Farm Credit System, a
nationwide network of borrower-owned
institutions that lend to agricultural and rural
America. The System was created in 1916



and is the oldest Government-sponsored
enterprise (GSE). Unlike commercial banks,
System banks do not take deposits. Instead,
funds for loans are obtained through the
issuance of FFCB securities. Common
FFCB securities include discount notes,
debentures, callables and step-ups.

Federal Funds Rate

The rate of interest at which banks with
excess reserves charge banks lacking
reserves for overnight loans to meet reserve
requirements.  This key overnight rate
determines, in large part, the rate at which
overnight repurchase agreements will trade.
When the Federal Reserve “raises rates”,
the target fed funds rate is increased and
other short-term security vyields follow.
Since pools and money market funds invest
heavily in short-term securities, their rates
often approximate the fed funds rate at any
given point in time.

Federal Home Loan Bank (FHLB) — A
common issuer of agency securities, the
Federal Home Loan Banks provide a source
of low-cost funding to U.S. banks for all
types of lending. With their members, the
FHLBank System represents the largest
collective source of home mortgage in the
United States. The banks do not provide
loans directly to individuals, only to other
banks. Common FHLB securities include
discount notes, debentures, callables and
step-ups.

Federal Housing Administration (FHA)

A Federally sponsored agency that insures
lenders against loss on residential
mortgages.

Federal Housing Finance Agency (FHFA)
An independent government regulatory
agency created in 2008 to oversee Fannie
Mae, Freddie Mac and the Federal Home
Loan Bank system. It effectively replaced
the Office of Federal Housing Enterprise
Oversight (OFHEO) and the Federal
Housing Finance Board. James Lockhart
was the first director, having served as the
director of OFHEO. Its regulatory powers
include the ability to place GSEs into
government receivership or conservatorship
if necessary. The FHFA placed Fannie Mae
and Freddie Mac into conservatorship in
September 2008.

Financial Industry Regulatory Authority
(FINRA)

FINRA was formed through the merger of
the National Association of Securities
Dealers, Inc. (NASD) and the regulatory
arm of the New York Stock Exchange.
FINRA is a self-regulatory organization that
is responsible for training, testing, licensing
and oversight of registered broker dealers;
arbitration and mediation; as well as
regulation of the major U.S. stock
exchanges.

Fixed Income Market
The market defined by securities with set
(fixed) coupon rates.

Federal Open Market Committee (FOMC)
A group of Federal Reserve Officials that
meet eight times per year to set U.S.
monetary policy (raise and lower interest
rates). The Committee must balance its two
primary and often conflicting objectives of
achieving stable economic growth and
keeping inflation at acceptable levels.

FOMC - See Federal Open Market
Committee

‘Flex Repo” or Flexible Repurchase
Agreement

A type of repurchase agreement used
primarily for investment of bond proceeds
that has a maturity date corresponding with
the last expected construction draw for the
bond project. Flex repos pay a fixed rate of
interest and allow for cash withdrawals at
the buyer’s discretion during the life of the
agreement.

Floater

A security whose value or coupon is reset
on a periodic basis and moves up or down
depending on the movement of a specified
index like LIBOR or the 91- day T-bill yield.

Freddie Mac - the Federal Home Loan
Mortgage Corporation (FHLMC) commonly
referred to as “Freddie Mac” was created in
1970 to assist its sister company Fannie
Mae by purchasing mortgage loans in the
secondary market, pooling them together,
and selling them to investors in the form of a
mortgage-backed security. By providing a
secondary market for home loans, Freddie
Mac increases the amount of money
available for mortgage lending. Like Fannie
Mae, Freddie Mac issues debt in maturity
ranges from one-day to 30 years. Its long-
term senior debt rating is also AAA, and in
September 2008, it too was placed under
Federal government conservatorship as a
result of a significant decline the underlying
market value of the mortgage loans it held
and guaranteed.

GAAP

Acronym for Generally Accepted Accounting
Principles.

GASB
Acronym for the Governmental
Accounting Standards Board.

GINNIE MAE (GNMA) or the Government
National Mortgage Association.

GNMA buys Veterans Administration,
Farmers Home Administration and Federal
Housing Administration Mortgages, then
issues bonds that are secured by pools of
the mortgages. An investor in this type of
bond receives monthly payments of
principal and interest that represent monthly
mortgage payments by homeowners.
GNMAs are guaranteed by the full faith and
credit of 