




    City Manager’s Report 
 
To: Mayor Paradise and Members of the Town Council   
 
From: Matt Fielder, City Manager 
 
Date:  October 26, 2015  
 
Personnel Vacancies 
The Public Works Department has hired two new Maintenance Workers.  Colby Younger starts Friday, 
November 5th. Cody Payne, will start work immediately.  A vacancy for a Warrant Officer remains. 
 
Wagon Wheel Project 
The water line has been tied into both the Park Row and Peachtree connections, and is now complete.  
Work continues on the bridge.  Arrangements have been made to include the repair to Peachtree, as 
directed by Council. 
 
Concealed Handgun License Course 
The Concealed Handgun Licensing Course date has not been set, as we are still searching for a location 
that will hold two hundred persons. 
 
PEDC/Council Strategic Planning Meeting 
Council and PEDC are meeting on Saturday, October 24th for a joint strategic planning session.  This item 
will be an update on the outcome of the meeting. 



















































    AGENDA BACKGROUND 
 

  Director’s Review: JCA 
  City Manager’s Review: MDF 
 

AGENDA ITEM: Approval of the Town Council minutes and acceptance of Minutes of the various 
Boards and Commissions.     

Date:    October 26, 2015 

           
 
PRESENTER: 
 
Julie Arrington, City Secretary 
 
BACKGROUND: 
 
 Minutes from Town Council and Pantego’s various Boards and Commissions.   
 
FISCAL IMPACT: 
 
None. 
 
RECOMMENDATION: 
 
Staff recommends the approval of the minutes as presented.    
 
ATTACHMENTS: 
 
Town Council minutes from October 12, 2015 



Town Council Minutes 
October 12, 2015 

1 
 

  
STATE OF TEXAS  § 
 
COUNTY OF TARRANT § 
 
TOWN OF PANTEGO  § 
 
The Town Council of the Town of Pantego, Texas, met in regular session at 6:30 p.m. in the Council Chamber 
of Town Hall, 1614 South Bowen Road, Pantego, on the 12th day of October 2015 with the following members 
present: 

Melody Paradise    Mayor 
Russ Brewster    Mayor Pro-Tem   
Fred Adair    Council Member 

  Don Funderlic    Council Member 
  Don Surratt    Council Member 
   
Members absent:  

Jane Barrett    Council Member 
  

Constituting a quorum. The following staff members were present:  
 
  Matt Fielder    City Manager 
  Julie Arrington    City Secretary 
  Jim Jeffrey    Town Attorney 
  Ariel Carmona    Finance Director 
  Dennis Jobe    Community Development Director 

Scott Williams    Public Works Director 
Tom Griffith    Chief of Public Safety 
Barry Reeves    Assistant Police Chief 
Robert Coker    Assistant Fire Chief 
Thressa Householder   Court Administrator 

     
Also in attendance: 
  None. 
 
WORK SESSION 6:30 P.M. 
 
Mayor Paradise called the work session to order at 6:35 p.m.  
 
Mayor, Council, and Staff discussed the following consent agenda items: 
 
1. City Manager Report   

 
Mr. Fielder informed Council on the following information:  
 
Mr. Fielder outlined some goals of Council and staff to accomplish with the new Fiscal Year; such as 
the Boat and RV ordinance, the Zoning Ordinance, the water and sewer rates, and financial 
transparency software. There was discussion on these items and Mr. Fielder suggested to have an 
announcement in the October Newsletter regarding the Boat and RV ordinance; discussions on these 
topics on the next agenda. Council inquired on evaluations for the City Manager, the City Secretary, 
the Municipal Judges, and the Prosecutor.  
 
Mr. Fielder informed Council Officer Freddie Alexander, Jr. is retiring effective October 16th and Joe 
Gillespie and Juan Carlos Rodriquez have turned in their two week notices. 
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The sewer line on Wagon Wheel has been completed. The water line is mostly complete with some 
tie-ins left and the water quality reports. The contractor will start on the manhole and the bridge next. 
Council inquired on a temporary sign advising “No thru traffic allowed” at the corner of Wagon Wheel.  
 
The former Dalworthington Gardens Chief of Public Safety Bill Waybourn has offered to conduct a 
free Concealed Handgun License Course for Pantego residents. The only cost would be for their 
ammunition and the gun range fees.  There was discussion on the date of the course to allow for 
advertising..  

 
2. Monthly Staff Reports 

 
The Finance Director answered questions concerning the year to date revenue versus the year to 
date expenses for the Fiscal Year 2014-2015. There was discussion with Assistant Police Chief 
Reeves regarding an employment agreement for the new officers that are attending the Police 
Academy and on the recent burglary spike shown in the monthly report. Assistant Police Chief 
Reeves stated there is not currently an employment agreement and the burglaries were located at the 
same address with no security lighting on the property. Council requested notification to be sent to 
Oncor regarding the street lights that are out around town with Halloween coming up. Council verified 
there were nine positive West Nile tests this season.   
 

3. Approval of Bills Payable and Purchase Orders in excess of $1,000. 
 
Council verified the Flair Events invoice contains only billable hours and not the incentives. 
Councilmember Surratt requested to pull the Camp Thurman Purchase Order for further discussion. 
Council clarified other bids were received in regards to the purchase order for the Tahoe and clarified 
the scope of work and expected results for the Iwerk purchase order.  
 

4. Approval and Acceptance of Minutes 
Approval of Town Council Minutes: 

• Town Council minutes from September 28, 2015 
  

No comments were given.  
 
5. Discuss, direct, and consider action on Resolution 15-25 a resolution of the Town Council of 

the Town of Pantego, Texas, adopting a Procurement policy for the Town; and providing for 
an effective date.  

 
Mrs. Carmona explained the requested changes to the policy were made and clarified the insurance 
requirements are very similar to the City of Arlington policy. She advised keeping the larger insurance 
limitations could result in increased contract costs for the town and recommended raising the 
purchasing limit for staff from $1,000 to $3,000 per purchase. 
 
Councilmember Funderlic explained the staff purchasing limit was discussed during the Finance 
Committee meetings and thoroughly reviewed. He suggested revisions to include the word approved 
to outline Council’s approval of payments. There was discussion on the statutory payment 
requirements and how to clarify the language to ensure Council approval. Mr. Jeffrey’s suggested the 
wording to pay in a timely manner to avoid late fees and penalties as required in the statutory 
provisions. Council requested a change to exhibit four regarding bided contracts to included all 
owned, leased, and/or rented vehicles. Council inquired on the recently approved contracts with other 
municipalities and if that will affect this policy due to the insurance requirements not being the same. 
Mr. Jeffrey’s advised the introduction paragraph states this is a general guideline which allows for 
variances from the policy based on situational needs. He also addressed the need for a qualifier on 
professional liability outlining professional contracts or directing the reader back to page two and 
reassured Council it is covered. Mayor Paradise suggested adding “Professional Liability Insurance, if 
applicable”. There was discussion among Council in regards to raising the purchasing limit for staff 
and the use of the word “guideline” on page two as opposed to the word “policy”.  
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Mayor Paradise adjourned the Work Session at 7:33 p.m. 
 
REGULAR SESSION 7:30 P. M. 
CALL TO ORDER/WELCOME 
 
Mayor Paradise called the regular session to order at 7:39 p.m. and welcomed the audience.  
 
Mayor Paradise led the invocation which was immediately followed by the Pledge of Allegiance. 
 
MAYOR/COUNCIL/STAFF COMMENTS OF COMMUNITY INTERESTS 
 
Councilmember Surratt welcomed staff and their family to tonight’s meeting stating it is always nice to 
have a full house and appreciates everyone for coming this evening.   
 
Councilmember Funderlic welcomed staff and their family to tonight’s meeting stating he appreciates the 
services of the Town’s staff and their family.  
 
Councilmember Adair agrees and appreciates everyone coming out tonight and all the work of staff and 
the service to the Town by Officer Freddie Alexander, Jr.  
 
Mayor Pro-Tem Brewster welcomed everyone and appreciates everyone for coming out tonight and for 
the staff and council working together to get things done. First Responders is what the Town is known for, 
we cannot do it without them, and Pantego is known for having the best around.  
 
Mayor Paradise commented this will be the last council meeting with Officer Freddie Alexander, Jr. as an 
employee and provided an open invitation to all future council meetings. She asked Assistant Police Chief 
Reeves to give information on the motorcycle competition and Mr. Fielder to give information on the 
Concealed Handgun License class.  
 
Assistant Police Chief Reeves announced himself and Officer Meinke will compete in the Spokes for 
Hopes Motorcycle Competition to be held on October 23-24, 2015 at the Cabella’s in Keller on I-35W. 
 
Mr. Fielder informed Council the retired Public Safety Chief Bill Waybourn has offered to conduct a free 
CHL class for Pantego residents. The date and location is still to be determined.    
 
HONORS 
• Introduction of Dennis Jobe, Community Development Director; Clint Springer and Courtney 

Guy as Patrol Officers; and Gina Saladino as a Dispatcher. 
 
Mayor Paradise requested Mr. Fielder, Assistant Police Chief Reeves, Mr. Jobe, Mr. Springer, Ms. 
Guy, and Ms. Saladino to join her at the front of the Dias. Mr. Fielder introduced Dennis Jobe as the 
new Community Development Director giving a brief description of his responsibilities and 
employment history. Assistant Police Chief Reeves introduced the two new police recruits Clint 
Springer and Courtney Guy and the new dispatcher Gina Saladino. He gave a brief description of 
each of their employment histories and job responsibilities.  
 

• Proclamation honoring Freddie Alexander for his service and dedication to the Town of 
Pantego. 
 
Mayor Paradise requested all Council members, Thressa Householder, and Officer Freddie 
Alexander, Jr. to join her at the front of the Dias. Mrs. Householder gave an overview of Officer 
Alexander’s employment history with the Town, his job responsibilities, and his accomplishments. 
Mayor Paradise presented Officer Alexander, Jr. with a Proclamation and thanked him for his years of 
dedication and service. Assistant Police Chief Reeves said a few words regarding the time he has 
worked with Officer Alexander, Jr. and wished him well on his future endeavors. Mrs. Householder 
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and Assistant Police Chief Reeves presented Officer Alexander Jr. with an engraved wooden gun box 
containing his service weapon. Public Safety Chief Griffith said a few words regarding the time he has 
worked with Officer Alexander Jr. and thanked him for his service.  
 

RECEPTION 
 
Mayor Paradise recessed the Council meeting for a brief reception for the above honors at 8:06 p.m. 
Mayor Paradise reconvened the Council meeting at 8:31 p.m. 
 
COUNCIL LIAISON TO BOARD REPORT 

 
Community Relations Board 
Mr. Fielder informed Council the CRB Board discussed the planning of the Halloween event that will be 
held on October 31st beginning at 5:30 p.m. at Bicentennial Park. On October 27th the Board will meet to 
pre-stage the setup. They will begin setting up the Haunted House on October 31st at 8:00 a.m.  
 
Pantego Youth Leadership Council 
Mayor Paradise announced the next meeting is next Tuesday. The students will campaign and conduct 
their elections for officers and will identify their key issues.  
 
PEDC REPORT 
 
Councilmember Adair stated there has not been a PEDC meeting since the last Council meeting. The 
Board will meet this Wednesday and will discuss the marketing and advertising results on PantegoFest. 
Mayor Paradise requested staff to place pictures of the park with the new turf on Facebook.  
 
CITIZENS OPEN FORUM 
 
None. 
 
APPROVAL OF CONSENT AGENDA ITEMS  
 
Councilmember Surratt made a motion to pull purchase order number 1818 for Camp Thurman in the 
amount of $1,000 for a separate discussion. Mayor Pro-Tem Brewster seconded the motion.  
 
The vote was as follows: 
Ayes: Surratt, Funderlic, Adair, and Brewster. 
Nayes: None. 
Abstentions: None. 
 
Mayor Paradise declared the motion passed unanimously.  
 
Councilmember Surratt made a motion to approve Consent Agenda items 1, 2, 3, & 4 as discussed 
during the work session. Councilmember Adair seconded the motion. 
 
The vote was as follows: 
Ayes: Surratt, Funderlic, Adair, and Brewster. 
Nayes: None. 
Abstentions: None. 
 
Mayor Paradise declared the vote passed unanimously.  
 
Councilmember Surratt remembered the discussion with Flair Events regarding volunteers from Camp 
Thurman working the Kid Zone at PantegoFest but does not remember the discussion on the donation 
amount.  Mr. Fielder informed Council this has been done in the past with other groups. Councilmember 
Surratt read an e-mail sent to him by the Director at Camp Thurman offering to re-invest the donation into 
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next year’s PantegoFest. Mr. Fielder agreed with the Mayor that Flair Events and staff were scrambling to 
find volunteers and stated they had made the same offer to other groups as well. The agreement was 
Camp Thurman would run the Kid Zone and provided approximately 36 volunteers to do so. The Susan 
G. Coleman group provided 15 volunteers and received a smaller donation amount.  
 
Councilmember Adair made a motion to approve purchase order number 1818 a $1,000 donation to 
Camp Thurman. Mayor Pro-Tem Brewster seconded the motion.  
 
The vote was as follows:  
Ayes: Surratt, Funderlic, Adair, and Brewster.  
Nayes: None.  
Abstentions: None.  
 
Mayor Paradise declared the motion passed unanimously.  
 
NEW BUSINESS FOR DISCUSSION, REVIEW, APPROVAL, AND/OR DIRECT STAFF. 
 
7. Discuss, direct, and review the proposed street repairs at Peachtree and Wagon Wheel. 
 

Mr. Fielder explained he was contacted by Mr. Sarandis at Peachtree and Wagon Wheel regarding a 
low spot in front of his house. He explained with the current construction on Wagon Wheel now would 
be a good time to complete the repairs in front of his home.  
 
Chris Sarandi, 3309 Peachtree Pantego, TX 76013, explained he moved in to the home in 2003 and 
the low spot was maybe 10 foot long. At this time it has reached 40 foot long by 2-3 inches deep. He 
presented Council with a picture of the standing water. He explained this was brought to staff’s 
attention in 2013 but was not rectified. He requested Council to have this issue rectified. 
 
There was discussion on the necessary repairs to resolve the issue. Council inquired on the cost of 
repairs and if the contractor shot grade when he estimated the cost. There was clarification on 
replacing the valley gutter to repair the issue and the necessity of repairing the curb and gutter. 
Council clarified the cost of the repairs are available in the street repair budget.  
 
Councilmember Adair made a motion to approve the proposed street repair at Peachtree and Wagon 
Wheel at 3309 Peachtree in the amount not to exceed $12,743.48. Councilmember Funderlic 
seconded the motion.  
 
The vote was as follows: 
Ayes: Surratt, Funderlic, Adair, and Brewster.  
Nayes: None.  
Abstentions: None.  
 
Mayor Paradise declared the vote passed unanimously.  

 
RESOLUTION 
 
5. Discuss, direct, and consider action on Resolution 15-25 a resolution of the Town Council of 

the Town of Pantego, Texas, adopting a Procurement policy for the Town; and providing for 
an effective date.  
 
Mayor Paradise recapped the discussion on this item during the work session. Mr. Jeffrey’s advised 
Council to leave the word guideline on page two to allow flexibility for unforeseen incidents that may 
not exactly fit the policy. There was discussion on the insurance requirement minimums, especially 
with the professional policy; the possibility of a per project insurance coverage requirement; and 
adding to section 4 a reference back to the Professional section. Mr. Jeffrey’s explained the state law 
has a cap on a per claim basis regarding liability claims and a per occurrence cap. However, there is 
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not a cap on civil rights lawsuits. Council requested a clean version and insurance information for the 
current town professional contracts for the next meeting.  
 

6. Discuss, direct, and consider action on Resolution 15-26 a resolution of the Town Council of 
the Town of Pantego, Texas, adopting a Procurement Card policy for the Town; and providing 
for an effective date.   
 
Council revisited their discussion on policy versus guidelines. Mayor explained the use of guideline 
allows for unforeseen circumstances and gives staff the flexibility to address the issue. If it is removed 
the policy must be more strictly followed. Council requested this policy to also reflect the changes 
made to the Procurement Policy.  

 
Mayor Paradise recessed the regularly meeting for the executive session at 9:38 p.m. 
Mayor Paradise reconvened the regular session at 10:31 p.m. 
 
SCHEDULED EXECUTIVE SESSION ITEMS 

• The Council will convene in the City Manager’s Office pursuant to the Texas Government Code 
for an executive session on the following items:    
1. Pursuant to Government Code Section 551.071 Litigation Matters, to discuss pending or 

contemplating litigation, settlement offers, and other legal matters that implicates the 
attorney-client privilege – revisions to the Zoning Code.  

 
Mayor Paradise announced there was no action on the Executive Session item. 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
COUNCIL INQUIRY 
 
Mayor Pro-Tem Brewster inquired on the repair or replacement of street signs. Mr. Williams informed him 
this item was included in this year’s budget and will be addressed.  
 
Mayor Paradise inquired on replacing the big intersection street signs with ones that light up red.  
 
Councilmember Funderlic inquired on several items: Mr. Jobe’s comments on the new Zoning Ordinance; 
purchasing mosquito spraying equipment and certification of personnel; an update on the groundwater 
district; the study on Rush Creek with Arlington; and assessment of the streets. Mr. Fielder informed 
Council the City of Arlington has a project that they are asking for funding help from the Town of Pantego. 
More information on this will be provided in the near future.  
 
Mayor Paradise inquired if the Ms. Arrington passed her test. She announced she has passed her test 
and this was the fourth test in the series and has now completed and achieved her Texas Municipal Clerk 
Certification with an actual graduation ceremony in January.   
 
ADJOURNMENT 
 
Mayor Paradise adjourned the regular session at 10:41 p.m. 
 
APPROVED: 
 
________________________________ 
Melody Paradise, Mayor  
 
ATTEST: 
 
________________________________ 
Julie Arrington, City Secretary 



 
 
 
 

AGENDA BACKGROUND 
 
AGENDA ITEM:  Discuss, direct, and consider action on Resolution 15-25 a 

resolution of the Town Council of the Town of Pantego, Texas, 
adopting a Procurement policy for the Town; and providing for an 
effective date. 

 
DATE: October 26, 2015 

 
PRESENTER: 

 

Ariel Carmona, Finance Director 
 
BACKGROUND: 

 

It has been a long standing policy of the Town of Pantego to conduct all procurement on 
the basis of economic and business merit. The Procurement Policy is intended to continue 
to promote the best interest of the citizens and to maintain a cost effective procurement 
system that conforms to good management practices, and the State of Texas purchasing 
statutes, rules and requirements. The Procurement Policy clearly defines authority, 
responsibility and establishes guidelines for the organization to follow when carrying out 
procurement activities. 

 
The Finance Committee met a couple of times to review and discuss this policy. 
Recommendations made during these meetings were incorporated into what is now 
presented as the final attached version of the Procurement Policy. 
 
This item was considered at the July 27th Town Council meeting.  Questions raised at that 
time concerned the insurance requirements of Exhibit IV.  Staff contacted our liability 
insurance carrier, who offered declined to offer advice on the levels of insurance that the 
Town should require of contractors.  Staff reviewed the insurance requirements of 
surrounding municipalities and altered Exhibit IV to conform to those examples.   
 
The item was again considered at the October 12th Town Council meeting, including the 
revising of the purchasing limit to $2,000.  Also, the term “guide” was left in, as specific 
direction was not provided.  The requirement that only “approved” invoices would be paid 
in thirty days was added.  Staff did research the insurance held by consultants.  Engineers 
hold between $1,000,000 and $2,000,000 per claim in professional liability insurance.  Our 
auditor holds $500,000. 

 
FISCAL IMPACT: 

 

This policy will have a direct fiscal impact on the daily departmental procurement 
responsibilities of acquiring goods and services on the Town’s behalf. 

 
Purchases of goods and services of $500 to $2,000 (instead of $1,000) will continue to 
require a purchase order that may be approved by the City Manager. Purchases greater 



than $2,000 (instead of $1,000) will require Town Council approval. 
 
RECOMMENDATION: 

 

Staff recommends the Procurement Policy be approved as presented. 
 
 

 
ATTACHMENTS: 

 

Resolution 
Procurement Policy 
Current Purchasing Procedures 
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 RESOLUTION NO.  15-25 
 
A RESOLUTION OF THE TOWN COUNCIL ADOPTING A PROCUREMENT POLICY FOR THE TOWN 
OF PANTEGO, TEXAS; PROVIDING FOR AN EFFECTIVE DATE. 
 
WHEREAS, the Town Council has determined that it will be in the best interest of the Town of Pantego 
to adopt a Procurement Policy and Procedure statement; and 
 
WHEREAS, the purpose of this policy is ensure compliance with the State of Texas Local Government 
Code regulating the procurement of goods and services; and 
 
WHEREAS, it is the policy of the Town of Pantego to be compliant with applicable laws regulating the 
contracting process and to utilize vendors and consultants when technical expertise, temporary 
requirements, and advice and recommendations are needed, and when services are required for public 
purposes; and 
 
 
NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE TOWN OF PANTEGO, 
TEXAS: 
 
Section 1: the Town Council hereby adopts the attached Procurement Policy as presented by the 

Finance Director. 
  
Section 2: the Town Council agrees and accepts the terms and conditions of the Procurement Policy 

as presented by the Finance Director in “Exhibit A.” 
 
Section 3: this resolution shall be in full force and is effective immediately upon passage. 
 
PASSED AND APPROVED this the 26th day of October 2016, at a regular meeting of the Town 
Council of the Town of Pantego, Texas, by a vote of      ayes,     nays and      abstentions.  
 
 
 

______________________________ 
Melody Paradise, Mayor 

 
 
ATTEST: 
 
__________________________________ 
Julie Arrington, City Secretary 
 
 
APPROVED AS TO FORM: 
 
__________________________________ 
James T. Jeffrey, Jr., City Attorney 
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PROCUREMENT POLICY 

PART I: GENERAL INFORMATION 
 

1. STATEMENT OF GENERAL POLICY 
 

It is the Town of Pantego’s policy that all procurement shall be conducted strictly on 
the basis of economic and business merit.  It is important to keep in mind that the 
Town operates in full view of the public.  This policy is intended to promote the best 
interest of the citizens and to maintain a cost effective procurement system conforming 
to good management practices.  The policies and procedures outlined herein are 
intended to comply with legally mandated federal and state statutes.  

 
2.     PURPOSE AND SCOPE 
 

The primary objective of the Procurement Policy is to be open and fair in all aspects of 
the procurement process and to ensure compliance with the State of Texas local 
government statutes regulating the procurement of goods and services.   In doing so, 
the Town adopts the goal of fairness by ensuring all who wish to compete for the 
opportunity to sell to the Town can do so.  The purpose of this Policy is to: 

- Give all suppliers full, fair, prompt and courteous consideration; 
- Keep competition open and fair; 
- Solicit supplier suggestions in the determination of clear and adequate 

specifications and standards; 
- Cooperate with suppliers and consider possible difficulties they may encounter; 

and 
- Observe strict truthfulness and highest ethics in all transactions and 

correspondence. 

It is the policy of the Town of Pantego to also be compliant with applicable laws 
regulating the contracting process and to utilize vendors and consultants when: 

- Technical expertise is required which does not exist within the Town staff; 
- A temporary requirement exists that cannot be met by existing Town staff; 
- It is necessary to receive advice and recommendations independently of 

permanent Town staff; and 
- Services are required for public purposes, which services the Town itself cannot 

provide as effective or efficiently. 

This policy is strictly an internal administrative policy document.  No part of this policy: 
(1) creates, or is intended to create, a private right of legal action for any vendor, 
consultant, or any other person or entity, or (2) makes, or is intended to make, any 
vendor, consultant, or any other person or entity a third-party beneficiary.  
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This document should be used as a general guide policy rather than a sole source 
reference document when making procurement decisions.  It is the responsibility of 
Town officials and employees to ensure full compliance with State law.  This policy 
applies to all Town officers and employees involved in the Town’s procurement 
process and to all contracts and agreements entered into on behalf of the Town. 

 
 
3.     CODE OF ETHICS 
 

By participating in the procurement process, employees and elected and appointed 
officials of the Town of Pantego agree to: 

- Avoid the intent and appearance of unethical or compromising practice in 
relationships, actions and communications. 

- Demonstrate loyalty to the Town of Pantego by diligently following the lawful 
instructions of the employer, using reasonable care, and only authority granted. 

- Refrain from any private business or professional activity that would create a 
conflict between personal interest and the interest of the Town of Pantego. 

- Refrain from soliciting or accepting money, loans, credits, or prejudicial 
discounts, and the acceptance of gifts, entertainment, favor, or services from 
present or potential suppliers that might influence, or appear to influence 
purchasing decisions. 

- Never discriminate unfairly by the dispensing of special favors or privileges to 
anyone, whether as payment for services or not; and never accept for himself or 
herself or for family members, favors or benefits under circumstances which 
may be construed by reasonable persons as influencing the performance of 
governmental duties.  

- Engage in no business with the Town of Pantego, directly or indirectly, which is 
inconsistent with the conscientious performance of governmental duties. 

- Handle confidential or proprietary information belonging to employer or 
suppliers with due care and proper consideration of ethical and legal 
ramifications and governmental regulations. 

- Never use any information gained confidentially in the performance of 
governmental duties as a means of making private profit. 

- Promote positive supplier relationships through courtesy and impartiality in all 
phases of the purchasing cycle. 

- Know and obey the letter and spirit of laws governing the purchasing function 
and remain alert to the legal ramifications of purchasing decisions. 

- Expose corruption and fraud whenever is discovered. 
- Uphold these principles, ever conscious that public office is a public trust. 
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4. CONFLICT OF INTEREST 

4.1 Contracts 
Specifically with reference to contracts, no employee or officer of the Town who 
exercises any functions or responsibilities in the review or approval of an 
undertaking or the carrying out of one of the Town’s contracts shall participate 
in any decision related to that contract if the decision affects his or her personal 
financial interest, such officer or employee has a substantial interest as defined 
by state law, or participation by such officer or employee is otherwise prohibited 
by state law or Town policy. 
 
If a former staff member or Town officer has worked less than one year for a 
business seeking to contract with the Town, the business entity must make it 
known and must describe the relationship between the former employee/officer 
and the firm.  In no instance may this former employee/officer have hours billed 
on any project or program; to do so is reason for not awarding a contract. 

 
 4.2 Declaration of Conflict of Interest 

In the event of a conflict of interest as defined by state law, the affected officer 
or employee must file a signed affidavit declaring his or her conflict of interest.  
The affidavit must be filed with the City Secretary.  Such official, officer or 
employee must abstain from discussion of or voting on a bid, proposal or 
contract submitted by a business entity in which he/she has a substantial 
interest.  More specifically, in addition to the requirement to complete an 
affidavit, when an item is placed before a Board, Commission, Committee or 
Town Council for review, any and all members of those bodies who have a 
conflict of interest shall announce that he/she has such conflict and shall leave 
the room until the body has discussed and taken action on the item for which 
the member has a conflict. 
 
Moreover, it is the policy of the Town that an employee who has a substantial 
interest in a business entity as defined by state law, shall follow the procedure 
outlined in this section.  Officials, officers and employees shall abstain from 
participating in the procurement process, which includes but is not limited to 
discussions, lobbying, rating, scoring, recommending, providing information 
outside of the Public Information Act process, explaining or assisting in the 
design or approval of the procurement process on contract with the organization 
he or she represent or from which he or she receives a direct financial benefit; 
or on contract with organizations in which a family member will realize a direct 
benefit. 
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 4.3 Violations and Remedies 
Violations of the provisions of this Article constitute misconduct, subjecting the 
violator to any and all penalties prescribed by law.  Penalties, sanctions or other 
disciplinary actions to the extent permitted by state or local laws, rules or 
regulations, shall be imposed for violations of the code of conduct/conflict of 
interest standards, by the Town’s officers, employees or agents or by persons, 
contractors or their agents, when the procurement involves state or federal 
programs and/or funds. Violations of federal law shall be referred to the proper 
authority having jurisdiction over it.  
 

 4.4 Substantial Interest 
A person has substantial interest in a business entity if: (1) the person owns 10 
percent or more of the voting stock or shares of the business entity or owns 
either 10 percent or more or $15,000 or more of the fair market value of the 
business entity; or (2) funds received by the person from the business entity 
exceed 10 percent of the person’s gross income for the previous year.  
Additionally, a local public official is considered to have a substantial interest if a 
person related to the official in the first degree by blood or marriage, as defined 
by Chapter 573 of the Texas Government Code, has a substantial interest as 
defined herein. 
 
 

5.     COMPLIANCE 

5.1 It is the responsibility of the Department Heads to ensure adherence to all 
governing policies and procedures related to Town procurements and 
contracting, including but not limited to those established in this policy. 

5.2 It is the responsibility of the Department Heads to ensure compliance with 
applicable requirements of State law, Code of Ethics, and any other related 
procurement requirement and contracting process applicable laws. 

5.3 It is the responsibility of the Department Heads to develop specifications and 
ensure that sufficient funding has been appropriated for the procurement of 
goods and services prior to submission of bid specifications, proposals or 
requisitions.  

5.4 It is the responsibility of the Department Heads to ensure that all contracts are 
properly executed prior to commencement of work or purchase. Vendors and 
consultants will not be authorized to begin work until the contract, bonding (if 
bonding is required), and appropriate insurance, including amendments, have 
been fully executed and delivered.  
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5.5 Each department should plan their work so “rush orders” and emergency 
requests are kept to a minimum.  Coordination of daily operations must be 
planned and budgeted for by the user departments to reduce and/or eliminate 
work stoppages and rush ordering. 

5.6 Departments upon the approval of the department head may purchase goods 
and/or services less than $500 directly from a vendor by methods described 
herein.  This procedure enables departments to make small purchases in a cost 
and time-effective manner using the informal solicitation method. 

5.7 Each department shall submit requisitions and approvals at the appropriate 
quote thresholds and user authorities. 

5.8 Departments are required to notify the Finance Department of any repetitive 
cumulative purchases that reach any designated quote or bid threshold. 

5.9 The department is required to allow sufficient lead-time for all quoted and 
solicited actions. Planning purchases in advance in order to allow sufficient time 
to advertise, when necessary, obtain proposals, quotations, or bids, determine 
best source, and issue purchase orders with reasonable lead-time for delivery 
and thus prevent emergencies. 

5.10 No orders shall be placed without an approved purchase order.  Departments 
do not have the authority to order directly from a vendor without an approved 
purchase order, nor to negotiate any purchases/contracts without the consent of 
the City Manager and/or Town Council. 

5.11 No employee shall purchase supplies, services, materials or equipment of any 
kind through the Town of Pantego for personal use. 

5.12 Each Department Head shall assume the responsibility of maintaining control of 
their departmental budgeted expenditures, including expenditures on annual 
contracts and agreements. 

5.13 Departments are encouraged to closely monitor vendor performance by 
inspecting or supervising the inspection of commodities, services and 
equipment delivered; and determining acceptability of their quality, quantity, and 
conformity with specifications. 

5.14 It is the responsibility of the City Secretary to maintain the Town’s official record 
originals of all contracts and agreements, with accompanying exhibits and other 
official documentation with reference to the appropriate resolution or 
administrative action number.  The initiating department shall maintain 
departmental copies of contract process and documentation necessary for 
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record keeping and record retention requirements.  Refer to the Town’s 
Records Retention Policy for more. 

 
 

6.     FORMAL CONTRACT PREPARATION PROCEDURES  
 

6.1 General Policy.  The Town’s Attorney makes the ultimate determination 
whether a formal contract or a specific form contract document is or is not 
required in a particular instance, based upon the nature of the contract or 
procurement and the best legal interest of the Town. 

 The Town Attorney should be consulted if, at any point during the negotiation of 
a contract, there is a need for advice regarding the vendor’s or consultant’s 
disagreement with any of the material terms of the contract or disagreement 
regarding any of the material terms of the business deal upon which the 
contract is based.   

In addition, and upon City Manager’s request, each contract will be reviewed by 
the Town’s Attorney to consider the specific liability and cost recovery issues 
that could arise in the event of contractor default during the bidding and 
performance phases. 

6.2 Contracts of $25,000 or less.  Generally, since all of these contracts are 
procured by other than request for bids, and are procurements of relatively 
minimal risk to the Town, a formal contract is not usually required.  Purchase 
orders generally satisfy the requirements for a formal contract under this 
section.  However, preparation of a formal contract will be required for: 

- Construction services and facility construction contracts. 

- Procurements of custom manufactured goods to meet a Town’s 
department’s specialized needs. 

- Interlocal agreements between the Town and other cities, counties, and 
State or Federal agencies. 

- Procurements of architectural or engineering consultants that involve 
preparation of sealed plans and specifications as part of the required scope 
of work. 

- Procurements in which the City Manager, Finance or an initiating 
department requests the preparation of a formal contract. 
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6.3 Contracts greater than $25,000.  Before the Town may enter into a contract 
that requires an expenditure of $25,000 or more, the Town must: 

a. Comply with the procedure prescribed for competitive sealed bidding or 
competitive sealed proposals described in this document; OR 

b. Use the reverse auction procedure, as defined by Section 2155.062(d) – 
State Purchasing and General Service, Government Code, for purchasing;  

 
  In this subchapter, “reverse auction procedure” means: 
 

 (1) 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 

(2)  A 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; OR 

c. Comply with the method described in Chapter 2269 – State Local Contracts 
and Fund Management, Government Code. 

 

7. CONTRACT EVALUATION COMMITTEE 
 

Based on the nature of the contract, and upon the recommendation/approval of 
Council, an evaluation committee may be formed. The evaluation committee will be 
comprised of at least one (1) designated representative of the initiating department, 
along with designated representatives of other affected departments, the Finance 
Director, the City Manager, two (2) Council members and the Town Attorney (as 
needed).  The members of the evaluation committee shall have sufficient expertise in 
the particular operations of the departments affected by or benefiting from the use of 
the goods or services.  Council and Town staff shall carefully screen individuals 
proposed to work on the evaluation committee to ensure that there will be no conflict of 
interest or other conflict with the Code of Ethics. 

The evaluation committee shall have the following responsibilities: 

- To ensure that the bids submitted materially comply with all specifications for 
the goods or services advertised.  Bids evaluated under this method are not 
negotiable.  If a bid materially deviates from the specifications, it is 
nonresponsive and cannot be considered in the evaluation process. 
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- To evaluate and score bids strictly on the basis of the best value criteria and 
scoring weights or methods shown in the request for bids. 

- To rank bidders on the basis of the scoring results and make a recommendation 
as to which bid provides the best value to the Town. 

Following recommendation by the committee, the usual Council agenda and other 
approval, contracting, and routing processes shall be followed as applicable. 
 

 
8. THE REQUISITION / PURCHASE ORDER PROCESS 

When the need arises for a single purchase of goods and/or services with an 
estimated value of $500 or more, the user Department shall originate a purchase 
order.  The purchase order must be prepared far enough in advance of the date that 
the goods and/or services are needed to allow all procurement procedures to properly 
be administered, including:  

- Securing appropriate approval of the purchase; 
- Advertising for bids/proposals, if required; 
- Obtaining bids or price quotations; 
- Evaluating bids/proposals; 
- Preparing the contract; and 
- Allowing delivery of goods or services in a timely manner. 

Once the vendor selection has been completed and the purchase order has been 
approved, the initiating department will then order the goods and/or services for which 
the purchase order was requested.   
  
The Town is not liable for making payment to vendors for purchases that have 
not had prior approval of the City Manager and/or Town Council and have not 
been issued a purchase order number. All purchases except those made through 
Petty Cash and Procurement Card (p-card), must be made through an approved 
purchase order or contract.  Purchase orders shall not be issued “after-the-fact”. 

 
The City Manager is authorized to approve purchase requisitions/purchase 
orders with an estimated value of $500 to $2,000.  Purchases over $2,000 must 
be approved by the Town Council. 

 
 
9.     PROCUREMENT METHODS 
 

The Town has different methods for procuring goods and services each of which is 
determined by the total estimated cost of the purchase.  However, regardless of the 
cost of the purchase, the objective is to secure the highest quality goods and services 
at the lowest possible price.  No purchase may be split to circumvent the dollar amount 
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requirements.  With the exception of Petty Cash and procurement card (P-card) 
purchases, the procurement process begins with the preparation and approval of a 
requisition/purchase order.   
 

9.1 Petty Cash – Cost up to $100   
Petty cash should be used for minor, “last minute” or minor emergency business 
expenses where it is impractical to be billed, use a P-card or to have a check issued 
before hand. The use of petty cash funds is limited to reimbursements to Town 
officials, staff and volunteers for small expenses not to exceed $100.  Town 
employees are not to misuse petty cash funds by splitting a purchase into more than 
one transaction in order to not exceed the $100 limit. All petty cash 
reimbursements/requests must include: 
o Original Receipt(s); 
o A completed Petty Cash Disbursement Form – must include valid business reason 

for the item(s) purchased or to be purchased; 
o Signature of the person who received payment; and 
o Signature of the person who approved the reimbursement. 
No disbursement will be authorized without a proper receipt and a completed Petty 
Cash Disbursement Form. Petty cash cannot be used to pay for: 
o Travel and salary advances; 
o Personal loans; 
o Credit card reimbursements; 
o Cashing of personal checks; and/or 
o Any other type of service payment. 

 
9.2 Procurement Card (P-card) Purchases – less than $500  

The intent of the procurement card is to provide a controlled, but less labor-intensive 
alternative to the existing procedures for purchasing and paying for items up to the 
pre-determined credit limits.  The maximum amount of a single transaction shall not 
exceed $500. The procurement card is to be used to make purchases for operations 
included in the Town’s approved budget. P-cards cannot be used for any type of 
service payment.  Refer to the Procurement Card Policy and Procedures for more. 
 

9.3 Check requests – less than $500  
Check request must be used for purchases in any amount where quotes, bids, 
contracts, or price agreements do not apply. Check requests should be used only for 
those payments that do not have an invoice. If the invoice is the backup 
documentation, no check request form is required. Examples: 

  -  Association Memberships/Licenses; 
  -  Professional subscriptions/Books/Publications; 
  -  Personnel development & activity/ Educational Enhancement; 
  - Jury Service/Customer refunds/court bonds etc.; 
  -  Election expenses/Elected official compensation/Legal filing fees; 
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  - Postage/office supplies; and 
  - Any other qualifying expense under $500. 
 
 
9.4 Quotes – Request For Quotation (RFQ/Quotation) 

 
 9.4.1. Purchases of non-contract goods or services totaling less than $3,000 require 

no quotations.  

Purchases totaling $3,000 to $4,999 require a minimum of two (2) informal 
quotes. 

Purchases totaling $5,000 to $24,999 will require three (3) or more competitive 
written quotes.  Two no quotes returned equal one quote.  All quotations 
received must be in writing from the vendor and available for review. 

9.4.2. Formal Quotes for purchase of more than $25,000 but less than $50,000: 

 - Purchases must be expressly approved in advance by Department 
Director/City Manager and Town Council.  

 - A minimum of three (3) business days and a maximum of 15 business days 
should be allowed for response from vendors. 

 -  Quotes can be received by mail, person, fax or electronically by the due 
date set on the Request for Quotations (RFQ). 

 -  Departments will prepare results tabulation for each item or group of items 
following the deadline to arrive at a recommendation.  Quotes are awarded 
based on lowest responsible quote or best value. 

 - Recommendation will be submitted to Council for approval and award. 

9.4.3. Local Government Code Chapter 252.0215, competitive bidding in relation to 
Historically Underutilized Business (HUB) vendors, states that a municipality, in 
making an expenditure of more than $3,000 but less than $50,000, shall contact 
at least two (2) HUBs on a rotating basis.  If the list fails to identify a 
disadvantaged business in the county in which the Town is situated, the Town 
is exempt from this section. 

HUB – Certified businesses that are at least 51% owned, operated, and 
controlled by the qualifying groups which include Asian Pacific Americans, 
Black Americans, Hispanic Americans, Native Americans and American 
Women.  To obtain a listing of all businesses certified by the State of Texas for 
Tarrant County visit: http://www2.tbpc.state.tx.us/cmbl/cmblhum.html.  
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9.5 Competitive Bids/Proposals – Cost $25,000 or more 
 

The Town Council must approve all budgeted, non-budgeted or unanticipated 
purchases with values in excess of $25,000 prior to the purchase.  Once a resolution 
has been passed or approval has been granted, the purchase must be made through 
the use of competitive bids/proposal or some other method as authorized by this 
policy.  Invitations for bids and proposals shall include specific instructions to the 
vendors concerning bid submission requirements including the time, date and place for 
receipt of bids/proposals by the Town. 
 
Public Access to Procurement Information – Procurement information shall be a 
public record to the extent provided by the Texas Open Records Act and shall be 
available to the public as provided therein.  If a bid/proposal contains information that 
the bidder/proposer considers proprietary and does not want disclosed to the public or 
use for any purpose other than the evaluation of the offer, all such information must be 
clearly marked as proprietary and confidential by making such notation on each page 
or portion thereof containing propriety and confidential information.  The Town 
reserves the right to duplicate, use or disclose the information as needed to prepare 
contract documents and working documents for the project and is not liable for 
accidental disclosure of such information. 
 
Confidentiality of Bidders/Proposals – A vendor’s bid/proposal is confidential until 
opened. Therefore, no bid or proposal shall be opened before the date and time of the 
published opening of such bid/proposal.  Opening bids/proposals prior to the 
publication date and time is a violation of state law and Town policy. 

 
 9.5.1. Request  For Bids (“RFB”)  
 
 a. Requisitions for item(s) whose aggregate total cost is more than $25,000 

must be processed as competitive solicitations (e.g. sealed bids, request for 
proposals, and request for offers). Texas Local Government Code, 
Subchapter B, Section 252.021 defines the requirements for competitive 
bids. 

Under no circumstance shall multiple requisitions of $25,000 or less be used 
in combination to avoid otherwise applicable bidding requirements or Town 
Council approval, which is required for all purchases greater than $25,000. 

  - The user department shall initiate the bid process. 

- The user department shall develop a generic set of specifications so as 
not to eliminate competition. User department will provide a list of any 
known vendor(s) they wish to receive a bid package. 

- Initiating department will receive the bids and place them in a locked file 
until the date of the bid opening.  At that time bids will be opened publicly 
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in a designated location. Bids received after the due date and time will be 
rejected as non-responsive.  Bid openings are open to the public. 

- Bid openings will be conducted by the initiating department or designee. 

- User department will prepare tabulation for each item or group of items 
following the bid opening and consult with the Town Manager in order to 
arrive at a mutual agreement for recommendation. Bids are awarded 
based on lowest responsible bidder or best value. 

- The Department shall prepare an agenda item request form with the staff 
recommendation for Council approval and award. 

b. Time Requirements.  The time required for the processing of competitive 
sealed bids is generally 6-8 weeks. The process consists of the following 
requirements: 

  -  Receipt of specifications; 

- Specifications are developed, drafted, and reviewed by the requesting 
department; 

- Bid is advertised in the printed media as required by statutes.  By law, 
the bid cannot be opened until at least the 15th day after the initial 
advertisement; 

- When applicable, Bid is posted on the Town’s website. Download is 
available to any interested party; 

  - A pre-bid conference is held, if applicable; 

  - Addenda are issued, as needed; 

- Bid is opened, tabulated, and evaluated and recommendation of award is 
forwarded to Council for approval; 

  - Staff report is prepared, presented to Council for approval; 

  - Receipt of all required insurance and bonds; and 

  -  If awarded, a PO or contract and an award letter are issued. 

 c. Advertising Requirements. Texas Local Government Code, Section 
252.041 (a) states: 

Whenever the competitive sealed bidding requirement applies to the 
contract, notice of the time and place at which the bids will be publicly 
opened and read aloud must be published at least once a week for two 
consecutive weeks in a newspaper published in the municipality.  

The date of the first publication must be before the 14th day before the date 
set to publicly open and read them aloud.  If no newspaper is published in 
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the municipality, the notice must be posted at the City hall for 14 days before 
the date set to open the bids and read them aloud. 

   d. Award of Contract. Texas Local Government Code, Section 252.043, 
states, in part: 

 (a) If the competitive sealed bidding requirement applies to the 
contract for goods or services, the contract must be awarded to 
the lowest responsible bidder or to the bidder who provides goods 
or services at the best value for the municipality. 

 (b) Before awarding the contract under this section, a municipality 
must indicate in the bid specifications and requirements that the 
contract may be awarded either to the lowest responsible bidder 
or to the bidder who provides goods or services at the best value 
for the municipality. 

   e. Lowest Responsive and Responsible Bidder 

- A responsive bidder is defined to be one who submits a 
completed sealed bid packet within the stated time deadline and 
in accordance with the bid specifications. 

- A responsible bidder is defined to be one who demonstrates 
specific selection criteria responses that define whether the 
company can successfully deliver the supplies, equipment or 
services. 

 
   f. Best Value Bidder.  Texas Local Government Code, Section 252.043, 

states, in part that in determining the best value for the municipality, the 
municipality may consider: 

 
    - The purchase price; 

    - The 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 municipality’s 
needs; 

    - The bidder’s past relationship with the municipality; 

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

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

  - Any relevant criteria specifically listed in the request for bids or 
proposals. 
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 g. Bid Protest. Any actual bidder or contractor who is aggrieved in connection 
with a bid invitation or award of a contract may protest to the initiating 
department.  The protest must be submitted in writing within five (5) 
business days after public posting of the Recommended Award.  Only 
written protests shall be considered.  The protest letter must be signed and 
include the following information: 

    - Name, address and telephone number of the protester; 

    - The bid/proposal or contract number; 

     - A detailed statement of the legal and factual grounds for protest, 
information demonstrating its timeliness, copies of relevant 
documents, and reasons the protest should be sustained; and 

    - A specific request for a ruling by the Town Council. 

Failure to provide this information may result in a determination that the 
protest is without merit.  The decision of the Town is final. 

If the bid or proposal has not been opened and there is a protest regarding 
overly restrictive specifications, omissions, ambiguous or indefinite 
evaluation factors, or other concerns, protesters are to contact the initiating 
department to explain any concerns, no later than five (5) business days 
before the bid or proposal is scheduled to be opened.  If the protest is 
determined to have merit, the initiating department will make reasonable 
effort to issue an addendum, extent the bid opening date, or resolve any 
issue prior to the bid opening or receipt of bids/proposals. 

 
  h. Identical Bids. Texas Local Government Code, Section 271.901 states in 

part: 

  (a) If a municipality or district is required to accept bids on a contract 
and received two or more bids from responsible bidders that are 
identical, in nature and amount, as the lowest and best bids, the 
governing body of the municipality or district shall enter into a 
contract with only one of those bidders and must reject all other 
bids. 

  (b) If only one of the bidders submitting identical bids is a resident of 
the municipality or district, the municipality or district must select 
that bidder.  If two or more of the bidders submitting identical bids 
are residents of the municipality or district, the municipality or 
district must select one of those bidders by the casting of lots.  In 
all other cases, the municipality or district must select from the 
identical bids by the casting of lots. 

  (c) The casting of lots must be in a manner prescribed by the Mayor 
of the municipality or the governing body of the district and must 
be conducted in the presence of the governing body of the 

14



 
 

municipality or district.  All qualified bidders or their legal 
representatives may be present at the casting of lots. 

. 
  i. Disqualification of a Bidder. If a bidder has provided unsatisfactory service 

or products to the Town in the past, those experiences are to be thoroughly 
documented in order to support any later disqualifications. A vendor who fails 
to provide satisfactory products, goods or services or who has breached, 
terminated or been terminated from a contract with the Town in the past will 
be removed from the Approved Vendors List for future bidding opportunities 
and may be disqualified from bidding on future projects. 

 
 

9.5.2. Request  For Proposals (“RFP”) 
 

A Request for Proposal (RFP) enables the initiating department, when a group 
of vendors has already been identified, to fully communicate the project scope 
to potential proposers and review a detailed fee proposal received in response 
to the RFP. 

a. Texas Local Government Code Chapter 252.021 Subparagraph (c) states, 
in part: 
A municipality may use the competitive sealed proposal procedures only for 
high technology procurements or, in a municipality with a population in 
excess of 25,000, for the purchase of insurance. 

    b. Texas Local Government Code Chapter 252.042 states: 
Request for Proposals (RFPs) made under Section 252.021 must solicit 
quotations and must specify the relative importance of price and other 
evaluation factors. 

 
Discussions in accordance with the terms of a request for proposal and with 
regulations adopted by the governing body of the municipality may be 
conducted with offerors who submit proposals and who are determined to be 
reasonably qualified for the award or the contract. Offerors shall be treated 
fairly and equally with respect to any opportunity for discussion and revision 
of proposals.  To obtain the best final offers, revisions may be permitted 
after submissions and before the award of the contract.  

 
   c. Texas Local Government Code Chapter 252.49(b) states: 

If provided in a RFP, proposals shall be opened in a manner that avoids 
disclosure of the contents to competing vendors and keeps the proposals 
secret during negotiations.  All proposals open for public inspection after the 
contract is awarded, but trade secrets and confidential information in the 
proposals are not open for public inspection. 

 
d. Access to bidder-declared trade secrets or confidential information shall be 

in accordance with the Texas Government Code Chapter 552, the Public 
Information Act, and applicable Town policies implementing this chapter. 
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e. Time Requirements.  The time required for the processing of a RFP is 
generally 8-10 weeks, depending on the complexity of the specifications.  
The process consists of the following requirements: 

  - Receipts of specifications; 

   - Specifications are developed, drafted, and reviewed by the requesting 
department and Finance; 

 - RFP is advertised in printed media as required by statutes. By law, the 
RFP cannot be opened until at least the 15th day after the initial 
advertisement; 

- Post proposal on the Town’s website, where potential bidders are 
notified of the opportunity.  Download is available to any interested party; 

  - A pre-proposal conference is held, if applicable; 

  - Addenda are issued, as needed; 

  - Proposal is opened and evaluated; 

  - Presentations by bidders, if applicable; 

  - Negotiate, if required; 

  - Contract development, if applicable 

 - Staff report is prepared and presented to Council for approval; 

  - Receipt of all required insurance and bonds, and; 

- If awarded, a PO or contract and an award letter are issued. 
 
 

9.6 Professional Consulting Services Contracts – Request For Qualification (RFQ) 
 

Professional services for the purposes of Texas Local Government Code Chapter 
2254 are defined as those “services within the scope of the practice, as defined by 
state law, of accounting, architecture, landscape architecture, land surveying, 
medicine, optometry, 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 a certified public accountant, an architect, a 
landscape architect, a land surveyor, a physician, including a surgeon, optometrist, a 
professional engineer, a state certified or state licensed real estate appraiser, or a 
registered nurse.” 

Personal or professional services are exempted from the competitive bidding process 
and are procured through the use of Request for Qualification (RFQ) documents. The 
presentation of information, technical and the qualifications of personal and/or 
professional services included in the RFQ is the sole responsibility of the requesting 
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department. The RFQ shall be advertised and may also be sent out to qualified 
vendors whom Town staff recommends.  
 
A Request for Qualifications (RFQ) enables the initiating department to seek firms who 
can indicate to the Town the ability to perform the required work and give the Town an 
opportunity to review credentials and obtain cost for the services in question. 

Texas Government Code, Chapter 2254, Section 2254.003, Professional Services 
states that contracts for the procurement of defined professional services may not be 
awarded on the basis of competitive bids.  Instead, they must be awarded on the basis 
of: 

 - Demonstrated competence and qualifications to perform the services; 

 - For a fair and reasonable price; 

 - Must be consistent with and not higher than the recommended practices and 
fees published by the applicable professional associations; and 

 - May not exceed any maximum provided by law. 

Compensation will be negotiated before the contract is signed and after the consultant 
has been selected on the basis of his/her demonstrated competence and qualifications 
to perform the services for a fair and reasonable price. 

 
 
9.7 Cooperative Purchases 
 

Cooperative purchasing occurs when two or more governmental entities coordinate 
some or all purchasing efforts to reduce administrative costs, take advantage of 
quantity discounts, share specifications, and create a heightened awareness of legal 
requirements.   
 
Cooperative purchasing can occur through interlocal agreements, state contracts, 
piggybacking and joint purchases. Compliance with applicable State law governing 
cooperative purchasing agreements allows procurement of goods and services without 
competitive bidding by the Town. All cooperative purchasing agreements, whether 
entered into by the Town with another government entity or local cooperative 
organization, or vice versa, must be approved by the Town Council. 
 
Interlocal Agreement Purchases. Texas Local Government Code Chapter 791, 
Interlocal Cooperation Act, allows local governments to contract with and between one 
another, to provide governmental functions and services, as well as join together in 
contracting with other entities to provide goods and services. 
 
State Contract Purchases.  Texas Local Government Code Chapter 271, Subchapter 
D, 271.081-271.083, State Cooperation in Local Purchasing Programs, allows local 
governments to purchase items on the State’s purchasing contracts and allows the 
State to solicit bids on the local government’s behalf when considered feasible by the 
State. 
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 The Texas Department of Information Resources (DIR) has a web based bulletin 
board system service to download price sheets on various products.  DIR offers 
business systems planning, analysis, design, application development, assistance with 
telecommunications and videoconferencing network planning, management and 
implementation.  DIR has working agreements with training providers that offer the 
best pricing available to government organizations, regardless of size.  Refer to 
www.dir.state.tx.us for more. 

 
Piggybacking.  Piggybacking occurs when one governmental agency purchases for 
itself and for others as a convenience to the other.  Both governmental agencies 
should protect themselves by establishing an agreement in writing, even when the 
arrangement is informal.  The agreement should specify the duties and responsibilities 
of each party. 

Joint Purchases.  Joint purchasing occurs when two or more governmental agencies 
join together to purchase one or more items.  This may involve each entity handling 
part of the administrative duties or agreeing to have one entity handle the transactions 
under the guidance of other entities.  All parties to a purchase must agree to the 
product specifications so that the result will be a satisfactory purchase for all involved 
entities. 
 
 

9.8 Emergency Purchases (Exempt from Competitive Bidding) 
 

The Legislature exempted certain items from sealed bidding in the Local Government 
Code Section 252.022(a), including but not limited to: 

- A procurement made because of a public calamity that requires immediate 
appropriation of money to relieve the necessity of the municipality’s 
residents or to preserve the property of the municipality; 

- A procurement necessary to preserve or protect the public health or safety 
of the municipality’s residents; 

- A procurement necessary because of unforeseen damage to public 
machinery, equipment or other property. 

Valid emergencies are those that occur as a result of the breakdown of equipment 
which must be kept in operation to maintain the public’s safety or health, or whose 
breakdown would result in the disruption of the Town operations. 

Care should be taken to avoid emergencies created by negligence.  Most vendors will 
charge a premium if labor, supplies or materials are required immediately.  Better 
prices can usually be obtained if the material is purchased on sealed, written bids.  
Most vendors will go through the manufacturers for a price that is lower than the 
vendor’s wholesale price. 

Typical examples of emergencies created through negligence are: depletion of stock 
due to neglect, emergency orders for materials for projects which could have been 
planned weeks or months ahead, etc. 
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9.8.1. Emergency Purchase Procedures:  

During normal office hours if an emergency arises: 

 - The requesting department should immediately enter/fill a purchase 
requisition. If the normal department approver is unavailable, the Finance 
Department can expedite the issuance of the purchase order. 

 - The department should place the order immediately upon issuance of the 
purchase order. 

If an emergency arises after normal office hours: 

The departmental manager shall justify the emergency to the appropriate 
departmental director who shall notify the City Manager.  Nofication of the after 
hour’s emergency will be made to the City Manager at the beginning of the next 
business day.  If the expenditure exceeds $25,000 the City Manager shall be 
contacted immediately.  The City Manager must certify that: 

 - The expenditure qualifies under one of the items listed under Local 
Government Code 252.022 – Emergency Purchases; 

  - The need for the expenditure was unforeseen; 
 - The continued expeditious operations of the Town required that the 

expenditure be made before the time necessary to obtain Council 
approval in advance or to obtain competitive bids; and 

  - Determine fund availability. 
 
 
9.9 Sole Source Purchases (Exempt from Competitive Bidding) 
 

Sole source purchases are items that are available from only one source because of 
patents, copyrights, secret processes, or natural monopolies as defined by the Texas 
Local Government Code.  When a department has identified a specific item with 
unique features or characteristics essential and necessary to the requesting 
department and no alternate products are available, a detailed written justification 
must be provided to the City Manager in advance for review and approval. 
 
The legislature exempted certain items from sealed bidding in the Local Government 
Code Section 252.022(a).  In part, procurement items available from only one source, 
including: 
 
- Items available from only one source because of patents, copyrights, secret 

processes, or natural monopolies; 

- Films, manuscripts, or books; 

- Gas, water and other utility services; 

- Captive replacement parts or components for equipment; 
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- Books, papers, and other library materials for a public library that are available only 
from the person holding exclusive distribution rights to the materials; and 

- 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. 

9.9.1. Sole Source Documentation. The department shall be able to provide and/or 
retain for documentation purposes: 

   - A completed copy of the sole-source document. (Exhibit III) 

- A sole source letter from the vendor, on that company’s letterhead, 
stating why the item being purchased is sole-source.  This letter shall 
include item description, patent, copyright, and/or other pertinent 
information that will assist in making the decision as to whether or not the 
item is acceptable as sole source.  The letter will remain valid for one 
year from the date of approval. 

 
- Sole source procurements should be verified annually.  Circumstances 

change and what is sole source today might not be the next time a 
procurement is made. 

 
 

9.10 Insurance Procurement 
 

In accordance with Local Government Code, Chapter 252, the method of 
accomplishing an insurance procurement is through a competitive sealed bid or 
proposal (RFB or RFP). State law mandates that “cost” must be listed in the evaluation 
criteria and that all criteria must be ranked in order of relative importance to the 
initiating department. The vendor selection and contract negotiation process must be 
coordinated with the assistance of the Finance Director, City Manager and Town’s 
Attorney.  
  
If an evaluation committee is formed to evaluate proposals, the committee shall: 
  

- Conduct discussions with proposers on a fair and equitable basis, evaluate 
proposals and determine what proposals deserve inclusion on a short list, 
evaluate and negotiate best and final offers and contract terms (subject to 
advice from and review by the Town Attorney), and make recommendation as 
to who is the most advantageous offer to the Town. 
 

- Upon completion of the evaluation, the committee shall forward the 
recommendation to the Town Council for final approval. 
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9.11 High Technology Procurement 
 

In accordance with Local Government Code, Chapter 252, the method of 
accomplishing high technology procurement is by competitive sealed proposal/bid 
(RFP or RFB).   
 
If the initiating department elects to procure by using the request for bids process, the 
Town may use cooperative purchasing opportunities available through the Texas 
Building and Procurement Services Commission (TBPC), including the Catalog 
Information Service Vendor (CISV) process, or by procuring off of an existing contract 
between a vendor and the Texas Department of Information Resources (DIR).  Prior to 
preparing a solicitation for high technology items, Finance, the City Manager, the 
Town’s Attorney and the Town’s information technology consultant must be consulted 
for advice on which method would be best in the particular instance and, if necessary, 
to assist in specification development.  
 
If the initiating department chooses to follow the request for proposal method, the 
initiating department shall provide instructions to proposers. The State law mandates 
that “cost” must be listed in the evaluation criteria and that all criteria must be ranked 
in order of relative importance to the initiating department. If an evaluation committee 
is formed to evaluate proposals, the committee should follow procedures as prescribed 
in Section 6, Contract Evaluation Committee, of this policy. 
 
9.11.1. Catalog Information Service Vendor (CISV). The CISV process involves 

an interactive negotiation with vendors for products and services listed in 
their online catalogs.  The only requirements for a vendor to become a CISV 
are active status on the Centralized Master Bidders List (CMBL) maintained 
by the Texas Building and Procurement Services Commission (TBPC) and 
an Online Product Catalog.  Vendors can obtain more information on how to 
become a CISV from TBPC. 

 
While there is no specific process dictated by law, the goal of any CISV 
procurement should be to obtain the best value for the Town through a 
process that is fair to all vendors.  TBPC has published “Best Practices 
Guidelines” which can currently be found on the TBPC website, or as a link 
on the CISV webpage, at http://www.tbpc.state.tx.us/stpurch/22bestpc.html.  
This document should be used as a guide when conducting a CISV 
procurement. 

 
9.11.2. Texas Department of Information Resources (DIR). The procedures for 

procuring a high technology item through a DIR contract are the same as for 
other Cooperative Purchasing procurements as described above.  A 
decision to procure a high technology item from a DIR contract should be 
based upon a thorough investigation of pricing, terms and conditions 
available in the market and a determination that the DIR contract offers the 
best value to the Town. 
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9.12 Construction Services and Facility Construction Contracts 
 

The initiating departments under this section must utilize the request for bids or 
proposal process, unless the project is eligible to be advertised as a Request for 
Competitive Sealed Proposal (“RFCSP”) project. 

 
9.12.1. Construction Services and Facility Construction Contracts Exceeding 

$25,000 - Request for Bids (“RFB”). The initiating department must 
comply with the procedures described in this document, except as modified 
by the following rules: 

  
- Complete contract plans and specifications should be approved by the 

initiating department, the City Manager and the Finance Director.  The 
bid documents must describe all procedures required for the bidding 
process.   

   
- The initiating department shall complete a risk assessment in the course 

of preparing plans and specifications to explain the scope of the project 
work involved and to determine the appropriate levels of liability and 
whether risks exist that require special insurance coverage beyond those 
required in the general conditions of the contract. 

 
- The initiating department coordinates a pre-bid conference with vendors 

and interested user department (when applicable). 
 

- The initiating department will make bid documents, including plans and 
specifications, available for vendor review.   

 
- If only one bid is received from a responsible bidder and that one bid 

meets all material specifications, then the bid may be recommended to 
Council for approval.  The Town Attorney, upon City Manager’s request, 
may review the only bid to ensure reasonable effort was made to 
generate competition and make a recommendation regarding the only 
bid prior to placement on the Council agenda.  This procedure also 
applies to bids with Furniture, Fixtures, and Equipment packages in 
which an only bid is received for that portion of the contract. 

 
- Upon completion of any contract, final evaluation of the performance of 

the contractor will be prepared by the initiating department.  The 
evaluation should be filed and maintained by the initiating department in 
accordance with the Town’s record retention policy.  It shall be the 
responsibility of each department to accumulate and make available, at 
the closeout of any contract, a central database of information regarding 
the past performance of construction services and facility construction 
contractors. 

 
 

22



 
 

9.12.2 Request for Competitive Sealed Proposal (“RFCSP”). The RFCSP 
process is based upon construction documents that are 100% complete and 
sealed by a registered engineer or architect independent of the contractor.  
If the Town architectural/engineering staff will not prepare construction 
documents for the facility project, the initiating department must first 
commence the consultant selection process as described in this document.  
The RFCSP shall, at a minimum, contain the following: 

  
- Sealed, 100% complete plans and specifications, or a reference to the 

Town address or website where copies of 100% complete sealed plans 
and specifications can be picked up or downloaded. 

 
- Information disclosing the full scope of work for the facility project. 

 
- The selection criteria for the facility project, with award being based upon 

the proposer who offers the best value to the Town for the facility project 
work. 

  
- The expected completion schedule. 

 
- Applicable bonding requirements. 

 
- Applicable insurance requirements. 

 
- Copies of the Town’s applicable standard form of construction contracts 

and bonds (when applicable). 
 

- Other relevant information that proposers may need in order to respond 
to the RFCSP. 

 
The initiating department has forty-five (45) days after the date of opening 
responses to a request for proposals to complete the evaluation and ranking 
of each proposal pursuant to the applicable selection criteria.  The highest 
ranked proposal is considered to be one providing the best value to the 
Town.  
 
The initiating department is responsible for negotiating a contract with the 
best value proposer.  The Town Attorney shall be consulted regarding any 
legal issues that arise during negotiations. If negotiations with the best value 
proposer end without a contract, further negotiations with other proposers 
should follow in order of ranking.  This provision shall not be construed to 
affect the Town’s reserve right to reject any and all proposals. 

 
9.12.3 Final Evaluation of Performance.  Upon completion of any contract, final 

evaluation of the performance of the contractor will be prepared by the 
initiating department.  The evaluation should be filed and maintained by the 
initiating department in accordance with the Town’s Record Retention 
Policy.  It shall be the responsibility of each department to accumulate and 
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make available, at the close out of any contract, a central database of 
information regarding the past performance of construction services and 
facility construction contractors. If a contract was authorized but never 
executed, the initiating department should post this information in lieu of 
evaluation, with a copy of the information sent to the City Secretary for the 
official records. 

 
 

9.13 Alternative Project Delivery Methods for Certain Projects  
 

In general, a facility construction contract may be procured through the alternative 
delivery method process.  The process can be used to enter into one of the following 
types of contracts:  
 

 - Design/build (Local Government Code, Section 271.119) 
 - Construction Manager at Risk (Local Government Code, Section 271.118) 
 - Construction Manager-Agent (Local Government Code, Section 271.117) 

- Request for Competitive Sealed Proposal (Local Government Code, Section 
271.116) 

 - Job Order Contracts (Local Government Code, Section 271.120) 
 

Refer to Section 271, Title 8, Subtitle C of the Texas Local Government Code for more 
information regarding the criteria for determining the appropriateness of a particular 
alternative project delivery method and procurement process. 
 
9.13.1. Recommendations Responsibility.  The director of the initiating 

department will be responsible for recommending to the City Manager, 
based upon the criteria established by the state statutes, whether the 
alternative delivery method process will provide the best value to the Town 
in place of a request for bids process and which contracting method is 
appropriate under the circumstances. 

 
9.13.2. Initiation of Process.  If the City Manager concurs in the determination of 

best value, the initiating department director will initiate the appropriate 
advertising upon receipt of the proper plans, specifications, and other 
necessary information.  The Town Attorney shall be consulted regarding any 
legal issues that may arise in the course of making the determination of best 
value. 

 
9.13.3. Contract Management and Final Evaluation.  The initiating department 

shall follow the applicable guidelines regarding contract management during 
the administration of an alternative project delivery method.  Final evaluation 
of alternative project delivery method contract performance should be 
conducted in the same manner as described in this policy. 
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9.14 Annual Contracts 
 
For goods and/or services that are used repetitively throughout the Town such as 
office supplies, paper goods, mailing services, or stationary, the Town may enter into 
an annual contract with a supplier.  The purpose of entering into an annual contract is 
to eliminate the need to obtain competitive pricing each time repetitively used items 
are requested.  The Town will obtain competitive sealed bids/proposals requiring that 
bid prices remain in effect for a specific period. The Town will enter into agreement, 
upon approval of the Town Council, with the approved bidder by signing a contract 
stating the terms and conditions.  Once the contract period nears the end of the term, 
the requesting department must re-advertise the bid request for the following year 
giving fair opportunity for vendors to respond. 

 
 
10. CAPITAL ITEMS 
 

Capital items are those items costing $5,000 or more and having a useful life of more 
than one (1) year.  Items costing less than $5,000 should not be charged to a capital 
account.  Capital items with a purchase price of $5,000 or more are considered fixed 
assets capital expenditures and should be charged to the appropriate fixed asset 
accounts. 
 
Deficiency in Budgeted Amount for Capital Purchase.  The adoption of the annual 
operating budget by the Town Council is an expression of intent on its part to 
accomplish the projects and purchase capital equipment itemized in the budget 
document.  This expression of intent is based on the estimated costs of projects and 
capital equipment.  If the actual cost for a capital equipment item exceeds the amount 
appropriated in the annual operating budget by more than ten percent (10%), including 
shipping and handling, specific written authorization must be obtained from the City 
Manager and Town Council prior to issuance of a purchase order. 

Purchase of Capital Equipment Not Itemized in Budget.  Requisitions/purchase 
orders for the purchase of capital equipment items not appropriated in the current 
budget and costing $5,000 or more must be accompanied by written approval of the 
City Manager or designee and purchase must be approved by the Town Council. 
 
 

11. BOND REQUIREMENTS 
 
 11.1. Bid Bonds/Proposal Guarantees.  A bid bond/proposal guarantee, issued by 

the bidder’s/proposer’s surety, is a legal document used to bind the vendor to 
honor the bid/proposal.  In the event the vendor fails to honor the bid/proposal, 
the bid bond/proposal guarantee may be forfeited and the issuing surety shall 
pay the Town the amount for the bond/guarantee to defray the Town’s cost.  Bid 
bonds/proposals guarantees shall, as a general rule, be five percent (5%) of the 
bid/proposal amount.  In certain procurements a dollar amount may be specified 
in place of a percentage.  The issuing surety must be from a company 
authorized to conduct business in the State of Texas.  
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 11.2. Payment Bonds. A payment bond, generally, in the amount of one hundred 
percent (100%) of the contract amount is a legal document insuring faithful 
payment by the vendor of all invoices for materials, labor, subcontractors, taxes, 
and any or all other expenses related to the contract.  In the event the vendor’s 
failure to pay, the bonding company becomes liable. In accordance with Texas 
Government Code Chapter 2253, payment bonds are required for all public 
works contracts in excess of $25,000. 

 11.3. Performance Bonds.  A performance bond in the amount of one hundred 
percent (100%) of the contract amount is a legal document insuring faithful 
performance of the work of the contract by the vendor.  In the event of 
contractor’s failure to perform the work, the surety is liable for the satisfactory 
completion of the work or may pay the Town up to the full bond amount.   A 
performance bond is required for all public works (construction contracts) in 
excess of $100,000. A performance bond must be submitted by the successful 
vendor executed in accordance with Government Code Chapter 2253 and Local 
Government Code Section 252.044, along with the duly executed contract 
document prior to receiving a “Notice to Proceed” for the work. 

 
 
12. INSURANCE REQUIREMENTS 
 
 When contract work is to be performed on Town property, the contractor must provide 

proof of required insurance coverage (Exhibit IV).  The insurance coverage and 
amounts are determined by the potential risk or loss to the Town.  These coverage 
and amounts are determined at the time the bid/proposal packages are being 
prepared and are included as requirements in the package.  The successful bidder or 
proposer is required to submit an appropriate Certificate Of Insurance (COI) reflecting 
that all required coverage are in effect and current, along with the executed contract 
documents and required bonds or proposal guarantee.  

 
 
13. EXEMPTIONS FROM COMPETITIVE BIDDING 
 

Per Section 252.022, Local Government Code, there are general exemptions to the 
competitive bidding requirements, including: 

- A procurement made because of public calamity that requires immediate 
appropriation of funds to relieve the necessity of the municipality’s residents or 
to preserve the property of the municipality; 
 

- A procurement necessary to preserve or protect the public health or safety of 
the municipality’s residents; 

 
- A procurement necessary because of unforeseen damage to public machinery, 

equipment or other property; 
 

- A procurement for personal, professional services or planning services; 
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- A procurement for work that is performed and paid by the day as the work 
progresses; 

 
- A purchase of land or a right-a-way; and 

 
- A procurement of items that are available from only one source. 

 
 
14. CHANGE ORDERS TO EXISTING PURCHASE ORDERS AND CONTRACTS 
 

Change orders are contract changes made after the execution of the contract in effect 
necessary changes to plans and specifications or to increase/decrease the scope or 
quantity of the work to be performed or the materials, equipment, or supplies to be 
furnished. 

The initiating department shall begin the process.  Appropriate documentation is 
required and the department will ensure that the documentation is placed with the 
appropriate bid files.  With the exception of a legally defined emergency purchase, no 
contract work or changes may begin prior to the issuance of a Notice to Proceed. 

Per State law, the original amount of a contract may not be increased with a change 
order by more than twenty-five percent (25%).  The original amount of a contract may 
be decreased with a change order by more than twenty-five percent (25%) without the 
written consent of the contractor. (The 25% rule does not apply unless the original 
contract amount exceeds $50,000). 

Purchase orders over $2,000 with an increase of 5% or more, will require 
Council approval.  Any change to the scope of work or contract terms and conditions 
of a professional, personal, or planning service contract or other contract not required 
to be competitively bid that does not change the contract amount must still be 
documented and approved by the City Manager, Town Attorney and/or Town Council. 
 
 

15. CUMULATIVE PURCHASES 
 

The legislature defined certain cumulative purchases as “separate”, “component” and 
“sequential” as follows in the Texas Local Government Code, Section 252.001: 

- Component purchases means purchases of the component parts of an item that 
in normal purchasing practices would be purchased in one purchase. 

- Separate purchases means purchases made separately, of items that in normal 
purchasing practices would be purchased in one purchase. 

- Sequential purchasing means purchases, made over a period, of items that in 
normal purchasing practice would be purchased in one purchase. 
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Generally, accepted purchasing practice interprets these definitions to mean that 
separating large purchases into multiple small purchases to avoid the 
competitive bidding process is not legal under the State statutes.  Departments 
shall bring to the attention any material, supplies or products that are not on annual 
contract and for which the anticipated usage will near or exceed $25,000. 

 
 

16. VIOLATIONS 
 

16.1. Violations of the Competitive Bidding Statutes.  Texas Local Government 
Code, Section 252.062 states: 

(a) A municipal officer or employee commits an offense if the officer or 
employee intentionally or knowingly makes or authorizes separate, 
sequential, or component purchases to avoid the competitive bidding 
requirements of Section 252.021.  An offense under this subsection is a 
Class B misdemeanor. 

(b) A municipal officer or employee commits an offense if the officer or 
employee intentionally or knowingly violates Section 252.021, other than by 
conduct described by Subsection (a). An offense under this subsection is a 
Class B misdemeanor. 

(c) A municipal officer or employee commits an offense if the officer or 
employee intentionally or knowingly violates this chapter, other than by 
conduct described by subsection (a) or (b).  An offense under this 
subsection is a Class C misdemeanor. 

 

16.2. Penalties for Violation. Texas Local Government Code, Section 252.063 (a) 
and (b) states: 

The final conviction of a municipal officer or employee for an offense under 
Section 252.062 (a) or (b) result in immediate removal from office or 
employment of that person.  For four years after the date of the final conviction, 
the removed officer or employee is ineligible: 

- To be a candidate for or to be appointed or elected to a public office in this 
state; 

- To be employed by the municipality with which the person served when the 
offense occurred; and 

- To receive any compensation through a contract with that municipality. 
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17. EXCESS/SURPLUS PROPERTY 
 

Furniture, fixtures, equipment, or supplies, which are no longer needed by a 
department, become excess or surplus property.  Surplus property that is irreparably 
broken or no longer usable for originally intended purposes shall be classified as 
obsolete and disposed of according to the Fixed Assets Disposition policy and 
procedures. Methods of disposing of Town property include: 

- On-line auctions 
- Public auctions 
- Advertisements for sealed bids 
- Transfers to other governmental agencies 
- Soliciting bids from sources, known to use or purchase for sale, like items 
- Recycling 
- Trade-in on new equipment when in the best interest of the Town 
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PROCUREMENT POLICY 

PART II: CONTRACT AND PROCUREMENT ADMINISTRATION 

 

18. CONTRACT MANAGEMENT 
 

Contract and price agreements are established to comply with the statutes where 
multiple departments use the same or similar products or service and/or the 
cumulative total of expenditures exceed $25,000. 

Departments are solely liable for exercising control and tracking expenditures to avoid 
violating the competitive bid process on expenditures exceeding $25,000 and 
determine whether an annual contract will be required. 

18.1 Obligation of Town and Contractor to Utilize Contract 

- The contractor has an obligation to furnish all materials and/or services 
against the contract and the Town has the obligation to order materials 
and/or services covered by the contract on an as needed basis from the 
successful contractor. 

- Items that are on existing contract with a vendor should not be procured 
from any other vendor.  This may constitute a breach of contract and 
may result in violations of the competitive bidding statutes. 

- The contract takes precedence over all other pricing.  For example, if 
vendor A hold the contract for office supplies, the Town cannot procure 
said office supplies from vendor B, even though the price may be lower 
at the time of purchase.  The Town is under obligation to purchase from 
vendor A. 

18.2 Renewal of Contract/Price Agreements.  It is the responsibility of the initiating 
department to determine whether an option to renew should be included in any 
procurement process, and how many renewal options should be included.  The 
renewal option should be structured in a manner that only the Town can 
exercise that option, and that does not commit the Town to an obligation for an 
indefinite or inordinate length of time.  Automatic renewals are prohibited. 
Any legal issues that arise in connection with the inclusion or exercise of 
renewal options should be discussed with the Town’s Attorney. 

- Whenever possible, annual contracts will have an option for extension for 
at least one (1) year. This option must be exercised prior to the 
completion of the annual contract and mutually ratified by both parties.  

- The department(s) utilizing the item(s) on an annual contract will define 
the requirements and make any recommendations for extension of the 
contract.  Departments are encouraged to fill-out vendor performance 
evaluation forms to assist in contract management. 
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- Recommendations will be based on service, delivery, quality of materials 
and customer service.  Departmental recommendations to renew or 
cancel annual contracts should occur no less than 60 days prior to 
expiration of the existing contract. 

- The 60-day notice is required to allow sufficient time to notify the 
contractor of cancellation and to re-bid the contractor or to advice the 
Council of the intent to renew.  All renewals are at the discretion and 
approval of Council. 

 
18.3 Non-Performance. Non-performance is failure on the part of a vendor or 

consultant to fully carry out a contract in accordance with contract provisions.  
Examples include, but are not limited to: 

   - Delivery of damaged, inferior or non-bid products. 

   - Failure to comply with warranties. 

   - Failure to meet required work or delivery schedules. 

   - Continuous back orders that exceed specification timeliness. 

If a vendor fails to cooperate with the lead department in reaching mutually 
satisfactory solutions to non-performance issues, the City Manager, and upon 
request, the Town Attorney will review the situation to determine: 

   - Whether further efforts or alternative approaches are desirable; or 

   - Whether termination is appropriate under the circumstances. 

If the City Manager and/or the Town Attorney determines the vendor has 
violated or has failed to comply with the performance requirements of the 
contract, after affording the contractor reasonable time to correct the situation, 
and where negotiations have been of no avail, the City Manager and/or the 
Attorney may propose to terminate the contract.  If a performance bond exists, 
the Attorney will make demand on the performance bond surety to secure 
alternative performance. 

The Town Attorney should be consulted in the event of any legal questions 
arising out of issues or determinations regarding non-performance or default on 
contracts and agreements.  

Each department has the primary responsibility for monitoring the performance 
of vendors providing goods or services.  Reasonable professional judgment 
regarding the impact on Town operations must be exercised when repeated 
deficiencies occur over extended contract periods.  

18.4 Vendor Termination/Debarment Period. If a vendor is terminated for default, 
debarment will simultaneously occur.  The effect of debarment is the vendor’s 
removal from the vendor list and Town staff’s automatic recommendation to the 
Town Council or City Manager, if the debarred vendor is the low bidder on a 
future bid, to reject the bid on the grounds of non-responsiveness. Debarment 
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does not automatically prevent a vendor from submitting a bid under State law, 
but it will result in a recommendation of bid rejection for non-responsibility on 
future bids for a stated period of time determined by the Town Council and/or 
City Manager. 

 
19. BID PROPOSAL SPECIFICATIONS 
 

A specification provides an accurate description of a particular commodity or service to 
be procured.  The Town specifications, when set forth, shall define the requirement 
and convey the same meaning to all parties concerned, i.e., the user, purchaser and 
vendor.   

19.1 Characteristics of an Effective Specification 

- SIMPLE. Avoid unnecessary detail, but complete enough to ensure that 
requirements will satisfy the intended purpose. 

- CLEAR. Use terminology that is understandable to the Town and bidders.  Use 
correct spelling and appropriate sentence structure to eliminate confusion.  
Avoid legal-type language and jargon whenever possible. 

- ACCURATE. Use units of measure that are compatible with industry standards. 
All quantities and packing requirements should be clearly identified. 

- COMPETITIVE. Identify at least two commercially available brands, makes or 
models (whenever possible) that will satisfy the intended purpose. Avoid extras 
that could reduce or eliminate competition and increase costs. 

- FLEXIBLE. Avoid inflexible specifications that may prevent the acceptance of a 
bid that could offer greater performance at a lower cost. Use approximate 
values such as dimensions, weight, speed, etc. if they will satisfy the intended 
purpose. If approximate dimensions are used, it should be within a 10% rule-of-
thumb, unless otherwise stated. 

19.2 Bid Specification Development 

- The requesting department will prepare the initial specifications; define its 
requirements by function, stating how the material or equipment is to be used, 
and required quantities.  The specifications should clearly state the minimum 
acceptable levels for equipment and supply items. 

- In certain cases, cut sheets, technical handbooks, and industry 
practices/standards are required to effectively describe goods or services.  This 
should be done in such a manner as to not restrict competition or be proprietary 
to a specific manufacturer or supplier.   

- The time required for developing the specifications will vary depending upon the 
complexity of the item(s). 
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19.3 Statement of Work (SOW)/Technical Specifications 

- The requesting department is responsible for completing a Statement of 
Work/Technical Specification that functionally defines the needs and 
requirements of the purchase. 

- The department is responsible for ensuring that the Statement of Work (SOW) 
is quantified and structured in such a manner as to: 

 - Secure the best economic advantage for the Town; 

 - Be clearly stated; 

 - Be contractually sound; 

 - Be unbiased and non-prejudiced toward vendors; 

- Encourage innovative or alternate solutions to the requirement 
described; and 

- Allow free and open competition to the maximum extent reasonable 
possible. 

 

20. DOCUMENT PROCESSING 

20.1 Purchase Requisitions/Purchase Orders 

- The purchase requisition is used to inform and document the needs of a 
department and to identify the goods or services requested for competitive 
quotes, bids or proposals that will be considered as one-time purchases. 

- Purchase requisitions (Purchase Orders) are used to procure all capital assets 
(fixed assets). 

- Departments shall not manipulate the procurement process to knowingly 
circumvent a competitive bid process.  Texas statutes have defined separate, 
component and sequential purchases as items that would normally be 
purchased at one time, and therefore shall not be split during requisition entry to 
avoid quotes or solicitations. 

- Requisitions should be prepared far enough in advance so as not to create an 
emergency situation.  This allows the department adequate time to secure or 
obtain competitive quotes and reasonable delivery by the vendor. 

- All requisitions will remain open until appropriate solicitations and required 
Council approval is accomplished.  
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20.2 Sufficient Funds 

  - It is the department’s responsibility to verify sufficient funds are available and/or 
budgeted. 

  - Budgeted accounts are the sole responsibility of the requesting department. 

 - The Purchase Order (PO) is the vendor’s authorization to ship materials or 
provide services as specified. The PO is also a contract and is designed to 
control and expedite the Town’s procurement process. No orders are to be 
placed with vendors prior to the approval and issuance of a PO. 

 - The Finance department may cancel a PO upon written request from the 
requesting department. 

20.3 Receiving of Full and Partial Shipments/Orders 

- Receiving records shall be precise and accurate. No payment will be process 
until this information is available to verify and process payment. 

- The person receiving the goods should make every effort to inspect the goods 
prior to signing the delivery ticket.  If visible damage to a container being 
delivered is detected, it should be noted on the delivery ticket.  Although 
damage to the contents of the package may not be seen, making this notation 
on the delivery ticket could make filing a claim easier, if in fact the contents are 
damaged. 

- If the order is incomplete or does not match the packing slip, contact the vendor 
immediately. 

20.4 Invoices 

- An invoice is an itemized statement of merchandise delivered by the vendor. 
Invoices are based on the purchase order and the actual delivery tickets or 
packing slips.  

- Payment of an invoice can occur only if the purchase order quantity and amount 
match the quantity and amount of the delivery tickets or packing slips - both of 
those must match the invoice(s) quantity and amount. 

- The receiving department shall bring any receiving discrepancies or non-
payments to the attention of Accounts Payable. 

 20.5 Payment 

The Town of Pantego complies with the Prompt Payment Act of the Local 
Government Code.  The Prompt Payment Act ensures that companies 
transacting business with government agencies are paid in a timely manner.  
With certain exception, the act requires that a government agency make 
payment within 30 days of submission of a properly prepared invoice by a 
vendor.  
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20.6 Exemptions 

The following payments and services do not require the issuance of a purchase 
order for payment authorization:  

o Tax payments; 
o Insurance premium payments; 
o Retirement system payments; 
o Debt service payments including Capital Leases; 
o Utility services including water, phone, electricity payments; 
o Maintenance agreements; 
o Annual contracts; 
o Payments made for employee payroll deductions; 
o Reimbursements/payments due to other agencies; 
o Contract services; 
o Customer deposit refunds; and 
o Purchases under $500 

 

21. ACCOUNTS PAYABLE 

Accounts Payable main responsibilities include: 

- Process monthly recurring payments. 
- Pay invoices in a timely manner in order to avoid late fees and penalties.  The 

normal vendor will be on 30 day payment terms. All invoices will be approved and 
paid in a timely manner in order to avoid late penalties and meet statutory 
provisions. 

- Review, match and enter invoices for payment processing. 
- Run reports for check generation and funding approval. 
- Process and reconcile cash bonds and bond payments to other cities and 

agencies. 
- Process mileage reimbursement, travel advances/reimbursement and petty cash 

reimbursements. 
- Review, process and mail IRS1099 forms.  
- Review vendor master file.  
- Verify a current W-9 is on file for every vendor paid by the Town.  
- Reconcile accounts payable and retainage payable (when applicable). 
- Reconcile petty cash. 
- Reconcile and process monthly payment of procurement card bank statement 

activity. 
- Reconcile all vendor statements, invoices and receiving reports on a regular basis. 
- Liquidate encumbrances and review open purchase order report on a regular 

basis. 
- Research outstanding checks over 90 days old. 
- Void and reissue checks as needed. 
- Process annual accounts payable and payroll unclaimed property to the state. 
- Document imaging. 
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GLOSSARY OF PROCUREMENT TERMS 

 

Agreement – A properly executed and legally binding contract usually written between two or 
more parties, (i.e., contract or PO). 

Assignment – The legal transfer of a right or property. 

Award – The act of accepting a bid or proposal, thereby forming a contract between the 
Town and a bidder/proposer. 

Bid – An offer to contract with the Town submitted in response to a bid invitation issued by 
the initiating department. 

Bid Security – A bond, cashier’s check, certified check or irrevocable letter of credit obtained 
from bidders to ensure the integrity of bids received an recovery of Town incurred costs in the 
event a vendor awarded a contract fails to execute the contract or provide required 
performance or payment of bonds, if any. 

Bid Splitting – Dividing the scope, quantity, or means and methods of performance of a 
contract for the sole purpose of avoiding applicable competitive bidding requirements, 
procedures required under this policy, or proper contract award.  Bid splitting is prohibited 
by State law.  Examples of the prohibited practice include, but are not limited to: purchasing 
items separately that would, in normal purchasing practice, be purchased all together; 
purchasing items over multiple periods of time that would, in normal purchasing practice, all 
be purchased at the same time; making multiple purchases of component parts of an item 
that would, in normal purchasing practice, be purchased in one purchase. 

Capital Items – Those items with a unit value in excess of $5,000 and having a useful life of 
more than one year. 

Change Order – Modification to an agreement, (i.e., contract or PO). 

Competitive Bidding – The process of inviting and obtaining bids from competing sources in 
response to advertised competitive specifications. 

Competitive Specifications – Specifications stated in a manner that two or more bidders 
can meet the specifications. 

Component Purchases – Purchase of the component parts of an item that under standard 
purchasing practices would be procured in a single purchase. 

Construction Cost – the total cost to the Town for the performance of construction services 
or facility construction, excluding fees or other costs to the Town for engineering, architectural 
and other consulting services, cost of land, rights-of-way, legal and administrative expenses; 
but including the direct cost to the Town of all items required for the completed work and the 
total value at the project site of all labor, materials and equipment purchased or furnished for 
the project. 
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Construction Services – The following activities, excluding facility construction: (A) 
construction of capital improvements to Town-owned real property or right-of-way, including 
but not limited to streets, traffic signals, signal systems or control devices, storm drainage 
facilities, sidewalks, alleys, water or wastewater mains or appurtenances, process plants, or 
other similar facilities; (B) renovation, modification, alteration, or repair of existing capital 
improvements upon or within Town-owned real property or right-of-way; or (C) other 
construction, renovation, alteration, modification, or repair activities that are treated or defined 
under state law as public works. 

Consultant – An individual or firm that provides professional, personal, or planning services 
of an advisory, technical or professional nature in aid of the Town’s planning or public works 
function under a professional, personal, or planning services contract. (Example: architects, 
engineers, urban land use planners, accountants and financial services advisors). 

Contract – A written, legally enforceable agreement, including a purchase order, between 
the Town and one or more parties to provide a product or service. 

Contract Administration – Contract administration is the responsibility of the requesting 
department.  Contract administration generally includes, but is not limited to monitoring of: 
correct pricing receipt, annual usage and expenditures, vendor performance and renewal 
options. 

Contract Amendment – An agreement to modify, alter or delete a provision, condition or 
compensation of an existing contract (done in the form of a supplemental agreement). The 
term is generally used in the context of contracts other than competitively bid contracts. 

Cooperative Purchasing – A program for qualified entities to use the purchasing resources 
of other governmental entities, such as BuyBoard, endorsed by the Texas Municipal League 
(TML) – its purpose is to obtain the benefits and efficiencies that can accrue to members of a 
cooperative, to comply with state bidding requirements, and to identify qualified vendors of 
commodities, goods and services.  

Emergency Purchase – A purchase of goods and services, as defined by State of Texas 
statute, such that an agency will suffer financial or operational damage unless they are 
secured immediately. 

Facility Construction – the construction, rehabilitation, alteration, or repair of a building or 
any portion of a building, the design and construction of which is governed by accepted 
building codes, except for construction that is specifically excluded from the definition of 
“facility” contained in Texas Local Government Code, Section 271.112. 

Formal Bid – A written bid submitted in a sealed envelope in accordance with a prescribed 
format for purchases over $25,000. 

HUB – Historically Underutilized Business – A certified business that is at least 51% 
owned, operated and controlled by the qualifying groups which include Asian Pacific 
Americans, Black Americans, Hispanic Americans, Native Americans, American Women 
and/or Service Disabled Veterans who reside in Texas and actively participate in the control, 
operations and management of the entity’s affairs. 
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High Technology Items – Equipment, goods or services of highly technical in nature, 
including but not limited to: information processing equipment, software and firmware used in 
conjunction with information processing equipment, telecommunications equipment, radio 
and microwave systems, electronic distributed control systems (including facility energy 
management systems) as well as technical services related to such equipment and goods. 

Informal Bid – An unsealed, competitive bid submitted by letter, telephone, fax, email or 
other means, used for purchases less than $25,000. 

Initiating/User Department – The Town department that initiates, is responsible for initiating 
or is designated to initiate one of the procurement, contracting, or routing processes 
established in this policy for the purpose of obtaining or finalizing a contract for that 
department or other department. 

Lead Department – The user department responsible for contract monitoring, planning, 
administrating and coordinating contractual activities for a contract. 

Letter of Award – Letter of notification announcing award of the contract to bidder. 

Notice to Proceed – A written notice to the successful vendor to begin work on a specified 
date. 

Offer – A proposal by one party to another, which is intended of itself to create legal relations 
on acceptance by the party to whom it is made. 

Personal Services – Services rendered that consist of intellectual or manual labor done 
personally by a particular individual. 

Planning Services – Services primarily intended to guide Town government policy to ensure 
the orderly and coordinated development of the Town’s land areas. 

Pre-bid/Proposal Conference – A conference held by Town personnel with potential 
vendors to discuss the requirements contained in the bid or proposal documents.  
Conferences are held at the option of the Town and are usually set at a time shortly after 
second advertisement. 

Procurement Card (“P-car”/”Purchasing card”/”credit card”) – The procurement card is a 
commercial credit card used for small purchases of goods and services necessary for official 
Town business. The P-card may be issued to an individual, permanent employee and Town 
official for purchases by the designated employee only. 

Professional Services – Services rendered by a member of a recognized discipline with 
widely accepted standards of required study or specified attainments in special knowledge, 
as distinguished from mere skill. 

Proposal – A document of a consultant or vendor responding to a Town request for proposal 
or request for competitive sealed proposals, which addresses the scope of work to be 
performed and, when appropriate, the cost to the Town for performing same.  While 
proposals are offers to contract, they differ from a bid in that the Town may negotiate with a 
consultant or vendor regarding the terms of a proposal or the contract on which the proposal 
is based. 
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Proprietary – Products or services manufactured, or offered under exclusive rights of 
ownership, including rights under patent, copyright or trade secret law.  A product or service 
is proprietary if it has a distinctive feature or characteristics that is not shared or provided by 
competing or similar products or services. 

Public Bid Opening – The opening of bids at the time and place advertised in the bid 
invitation, in the presence of anyone who wishes to attend. Bids are read aloud. 

Purchase Order – The form document, purchase order or delivery order, to authorize and 
make a procurement of goods at defined terms, quantities and cost.  Purchase orders are 
generally used for one-time purchases. When purchasing goods using a purchase order, an 
official purchase order number must be generated and given to the vendor at the time of 
placing the order and before taking possession or scheduling delivery of goods. 

Request for Bids (“RFB”) – A publicly advertised competitive procurement process to 
obtain sealed bids for goods or services consistent with the formal bidding requirements of 
State law and the Town.  RFBs require written, detailed specifications or a scope of work for 
the goods or services sought, which specifications or scope of work are publicly advertised in 
the Town’s official newspaper and must be responded to in writing by the due date 
requested.  The request for bids is issued on all contracts required by State law.  The RFB 
procedures must be strictly followed, do not allow for negotiations of contract terms, and 
contemplate a lowest responsible or best value award. 

Request for Competitive Sealed Proposals (“RFCSP”) – An alternative publicly advertised 
competitive procurement process to obtain sealed proposals only for acquisition of high 
technology items, insurance purchases, and other services expressly allowed by State law to 
be procured through and RFCSP.  The RFCSP process differs from an RFP in that the 
RFCSP contemplates formal evaluation of sealed proposals on the basis of specific written 
criteria beyond mere price, potential formal revision of sealed proposals to achieve a best 
and final offer, negotiation of contract terms on a confidential, fair and equitable basis, and 
most advantageous award. 

Request for Proposals (“RFP”) – A procurement process outlining the Town’s needs for 
performance of a particular consulting, service, revenue, or similar project, its objectives, 
scope of work, evaluation and qualifications criteria, and other pertinent facts needed in 
preparing a proposal to perform the requested work for the Town.  Requests for proposals 
are issued only for consulting, service, revenue, or other similar contracts, not required by law 
to be procured through an RFB or an RFCSP.  An RFP usually involves who is most qualified 
to receive a contract, as opposed to who has the lowest price.  The RFP differs from an RFB 
in that it allows flexibility in procedure, allows negotiation of contract terms, and contemplates 
a most advantageous award. 

Request for Qualifications (“RFQ”) – Document drafted by an initiating department defining 
the project scope of requested personal, professional, or planning services, which scope is 
used to notify consultants of the Town’s intent to contact and to request a written response of 
their interest.  

Request for Quotations (“RFQ/Quotation”) – A type of bidding solicitation in which a 
company or organization asks outside vendors to provide a cost quote for the completion of a 
particular project or program.  A Request for Quote is a variation of a Request for Proposal 
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(RFP), and typically provides more information to the bidder about a project’s requirements. It 
often requires the bidder to break down costs for each phase of the project so as to allow the 
soliciting company to compare different bids. 

Requisition – A written request by a department to initiate a purchase of goods and services.  
The requisition expresses a department’s intent to fund payment to a vendor for and upon 
proper performance or delivery of goods or services under a purchase order or formal 
contract. A purchase order must be issued before ordering, taking possession or scheduling 
delivery of goods. 

Retainage – Retainage is a portion of the agreed upon contract price deliberately withheld 
until the work is substantially complete to assure that contractor or subcontractor will satisfy 
its obligations and complete a construction project. 

Risk Assessment – The determination of quantitative or qualitative value of risk related to a 
concrete situation and a recognized threat; an objective evaluation in which assumptions are 
clearly considered and presented. 

Separate Purchases – The procurement of items, made separately or sequentially, to avoid 
the competitive bidding limitations that in standard purchasing practices would be acquired in 
one transaction.  This is considered a violation of state and local statutes. 

Specification – A concise, detailed description of an item(s) required by the Town and the 
minimum requirements of the vendor and provides the basis for acceptance and award. 

Vendor – A business or individual that sells goods, services, or both in return for payment. 

Vendor Master List – A master register, maintained by Accounts Payable, of vendors and 
consultants who have expressed an interest in doing business with the Town, who have done 
business with the Town, or who are currently doing business with the Town. 
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EXHIBIT III 

SINGLE SOURCE JUSTIFICATION DOCUMENT 

Preparation Instructions: 

The appropriate department representative must complete the single source form 
below and forward to their Department Head, or designee, for approval.  Upon 
approval, attach the sole source justification document with requisition/purchase order 
for review and final approval by the Town Council.  Use additional sheets if necessary. 

1. What unique features or capabilities does the product or service offer the 
Town? 

 

 

2. Why are these unique features or characteristics essential and necessary to 
meet the Town’s needs? 

 

 

3. What research has been performed to ensure that no other source is capable of 
fulfilling the requirement? For instance, list other products or services tested or 
used and indicate why they are not acceptable. 

 

 

4. What steps are being taken to foster competition in future purchases of this 
product or service? 

 

 

 

 Approved: 

 

 _________________________________   ________________ 
Department Head or designee     Date 

 
 
 __________________________________   _________________ 
 City Manager or designee      Date 
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EXHIBIT IV 

MINIMUM INSURANCE REQUIREMENTS 

Each contract will be reviewed by the Town Attorney to consider the specific liability and cost 
recovery issues that could arise and may be associated in the event of contractor default 
during the bidding and performance phases of a specific contract. 

INSURANCE REQUIREMENTS (IN THE MINIMUM OF) 

The successful bidder shall submit evidence of required insurance on an original certificate 
no later than fifteen (15) working days following bid award notification.  Failure to submit the 
required document(s) may result in rescinding the award.  The bid may thereafter be awarded 
to the next best value bidder.  A certificate of insurance is not required at the time of the bid.  
However, an insurance certificate is required to be on file prior to the start of any work. 

1. Commercial General Liability: $500,000 per occurrence, $500,000 
products/completed operations and $1,000,000 general aggregate for bodily and 
personal injury and property damage.  This policy shall have no coverage removed 
by exclusions. 

2. Automobile Liability: $500,000 combined single limit per accident for bodily injury 
and property damage. Coverage should be provided for any auto, or hired and non-
owned vehicles. 

3. Workers’ Compensation and Employer’s Liability: Statutory.  Employers 
Liability policy limits of $100,000 for each accident, $500,000 policy limit – Disease. 

4. Professional Liability Insurance: For professional services, Section 9.6 
Professional Services Contracts of this document - Contractor shall obtain and 
maintain at all times during the prosecution of the work under this Agreement a 
professional liability insurance.  Limits of liability shall be $1,000,000 per claim.  
Contractor shall maintain this policy for a period of four (4) years after the 
completion of the project or shall purchase extended reporting period or “tail” 
coverage insurance.  A tail coverage insurance is a malpractice insurance rider or 
supplement to a claims-made policy that provides coverage for an incident that 
occurred while the insurance was in effect but was not filed by the time the insurer-
policy holder relationship terminated.  

Other Insurance Provisions: 

1. The Town, its officials, employees and volunteers shall be named as an additional 
insured with a waiver of subrogation in favor of the Town on the Commercial 
General Liability and Automobile liability insurance policies.  These insurance 
policies shall contain the appropriate additional insured endorsement signed by a 
person authorized by that insurer to bind coverage on its behalf. 

2. Each insurance policy required by this clause shall be endorsed to state that 
coverage shall not be suspended, voided, canceled, reduced in coverage or in 
limits except after thirty (30) days prior written notice has been provided to the 
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Town.  If the policy is canceled for non-payment of premium, only ten (10) days 
notice is required. 

3. Insurance is to be placed with insurers with an A.M. Best rating of no less than 
A:VII.  The company must also be duly authorized to transact business in the State 
of Texas.  

4. Workers’ Compensation and Employer’s Liability Coverage: The insurer shall agree 
to waive all rights of subrogation against the Town, its officials, employees and 
volunteers for losses arising from the activities under this contract. 

5. Certificates of insurance and endorsements effecting coverage required by this 
clause shall be forwarded to the initiating department and must remain with 
procurement documents for records retention purposes. 

Other Insurance Requirements: 

Workers’ Compensation Insurance Coverage: 

A. Certificate of Coverage (“certificate”) - A copy of a certificate of insurance, a 
certificate of authority to self-insure issued by the commission, or a coverage 
agreement (TWCC-81, TWCC-82, TWCC-83 or TWCC84), showing statutory workers’ 
compensation insurance coverage for the person’s or entity’s employees providing 
services on a project, for the duration of the project. 

B. Duration of the project - Includes the time from the beginning of the work on the 
project until the contractor’s/person’s work on the project has been completed and 
accepted by the Town. 

C. Persons providing services on the project includes all persons or entities performing all 
or part of the services the contractor has undertaken to perform on the project, 
regardless of whether that person contracted directly with the contractor and 
regardless of whether that person has employees.  This includes, without limitation, 
independent contractors, subcontractors, leasing companies, motor carriers, owner-
operators, employees of any such entity, or employees of any entity, which furnishes 
person to provide services on the project.  “Services” include, without limitation, 
providing, hauling, or delivering equipment or materials, or providing labor, 
transportation or other service related to a project.  “Services” does not include 
activities unrelated to the project, such as food/beverage vendors, office supply 
deliveries and delivery of portable toilets. 

D. The contractor shall provide coverage, based on proper reporting of classification 
codes and payroll amounts and filing of any coverage agreements, which meets the 
statutory requirements of Texas Labor Code, Section 401.011(44) for all employees of 
the contractor providing services on the project, for the duration of the project. 

E. The contractor must provide a certificate of coverage to the Town prior to beginning 
work on the contract. 

F. If the coverage period shown on the contractor’s current certificate of coverage ends 
during the duration of the project, the contractor must, prior to the end of the coverage 
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period, file a new certificate of coverage with the Town showing that coverage has 
been extended.  

G. The contractor shall obtain from each subcontractor/supplier providing services on a 
project, and provide to the Town: 

a. A certificate of coverage, prior to that person beginning work on the project, so the 
Town will have on file certificates of coverage showing coverage for all persons 
providing services on the project; and 

b. No later than seven (7) days after receipt by the contractor, a new certificate of 
coverage showing extension of coverage, if the coverage period shown on the 
current certificate of coverage ends during the duration of the project. 

c. The contractor shall retain all required certificates of coverage for the duration of 
the project and for one (1) year thereafter. 

d. The contractor shall notify the Town in writing by certified mail or personal delivery 
within ten (10) days after the contractor knew or should have known, of any change 
that materially affects the provision of coverage of any person providing services 
on the project. 

e. The contractor shall post on each project site a notice, in the text form and manner 
prescribed by the Texas Workers’ Compensation Commission, informing all 
persons providing services on the project that they are required to be covered, and 
stating how a person may verify coverage and report lack of coverage. 

f. The contractor shall contractually require each person with whom it contracts to 
provide services on a project to: 

1. Provide coverage, based on proper reporting of classification codes and payroll 
amounts and filing of any coverage agreements, which meets statutory 
requirements of Texas Labor Code, Section 401.011(44) for all of its employees 
providing services on the project, for the duration of the project; 

2. Provide to the contractor, prior to that person beginning work on the project, a 
certificate of coverage showing that coverage is being provided for all 
employees of the person providing services on the project, for the duration of 
the project; 

3. Provide the contractor, prior to the end of the coverage period, a new certificate 
of coverage showing extension of coverage, if the coverage period shown on 
the current certificate of coverage ends during the duration of the project; 

 4. Obtain from each person with whom it contracts, and provide to the contractor: 
a certificate of coverage, prior to the person beginning work on the project; and 
a new certificate of coverage showing extension of coverage, prior to the end of 
the coverage period, if the coverage period shown on the current certificate of 
coverage ends during the duration of the project; 

5. Retain all required certificates of coverage on file for the duration of the project 
and for one (1) year thereafter; 
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6. Notify the Town in writing by certified mail or personal delivery, within ten (10) 
days after the person knew or should have known, of any change that materially 
affects the provision of coverage of any person providing services on the 
project; and 

7. Contractually require each person with whom it contracts, to perform as 
required by paragraphs (1-7) with the certificates of coverage to be provided to 
the person for whom they are providing services. 

H. By signing the contract and providing a certificate of coverage, the contractor is 
representing to the Town that all employees of the contractor who will provide services 
on the project will be covered by workers’ compensation coverage for the duration of 
the project, that the coverage will be based on proper reporting of classification codes 
and payroll amounts, and that all coverage agreements will be filed with the 
appropriate insurance carrier or, in the case of a self-insured, with the commission’s 
Division of Self-Insurance Regulation.  Providing false or misleading information may 
subject the contractor to administrative penalties, criminal penalties, civil penalties, or 
other civil actions. 

I. The contractor’s failure to comply with any of these provisions is considered a breach 
of contract by the contractor which entitles the Town to declare the contract void if the 
contractor does not remedy the breach within ten (10) days after receipt of notice of 
breach from the Town. 

Other Insurance Considerations: 

1. Any of the insurance policies required by the Town may be written in combination with 
any of the other, where legally permitted, but not of the specified limits may be lowered 
thereby. 

2. Companies issuing the insurance policies and contractor shall have no recourse 
against the Town for payments or any premiums, or assessments for any deductible, 
as all such premiums are the sole responsibility and risk of contractor. 

3. Approval, disapproval or failure to act by the Town regarding any insurance supplied 
by contractor (or any subcontractors) shall not relieve contractor of full responsibility or 
liability for damages and accidents as set forth in the Contract documents.  Neither 
shall the insolvency or denial of liability by the insurance company exonerate 
contractor from liability. 

4. All liability policies required herein, shall be written with an “occurrence” basis 
coverage trigger. 
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EXHIBIT V 

EXAMPLE OF COOPERATIVE AGREEMENT 
COOPERATIVE PURCHASING FORM 

 
 
Should other government entities decide to participate in this contract, would you, the Vendor, agree 
that all terms, conditions, specifications, and pricing would apply? 
 
 
 YES _________________   NO_________________ 
 
 
If you, the vendor checked yes, the following will apply:  Government entities utilizing Inter-
Governmental Contracts with the Town will be eligible, but not obligated, to purchase 
materials/services under this contract(s) awarded as a result of this bid.  All purchases by 
governmental entities other than the Town of Pantego will be billed directly to that governmental entity 
and paid by that governmental entity.  The Town of Pantego will not be responsible for another 
governmental entity’s debts.  Each governmental entity will order its own materials/services as 
needed. 

BY SIGNING BELOW, YOU SIGNIFY THAT YOU HAVE READ THE ABOVE COOPERATIVE 
PURCHASING GUIDELINES AND AGREE TO THE TERMS AND CONDITIONS THEREIN. 

 

Company Name and Adress 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

Federal ID Number (TIN)_________________________ 

Or SSN and Name ______________________________ 

______________________________________________ 

Telephone No__________________________________ 

Fax No. _______________________________________ 

Company’s Authorized Personnel:  

Name/Title & Signature 

______________________________________________ 

______________________________________________ 

Date __________________________________________ 

Email address __________________________________ 
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EXHIBIT VI 

HISTORICAL UNDERUTILIZED BUSINESS 
(HUB) PROGRAM 

 
(To be completed only when applicable) 

 
Minority and/or Woman-Owned Business Enterprises are encouraged to participate in the Town of 
Pantego’s procurement process.  The Town of Pantego recognizes the certification of the State of 
Texas Building and Procurement Commission Historical Underutilized Business (HUB) Program.  All 
companies seeking information concerning certification are urged to contact: 
  

State of Texas HUB Program 
Texas Building and Procurement Commission 

P.O. Box 13047 
Austin, TX 78711-3047 

http://www.window.state.tx.us/procurement/prog/hub 
 

In order to be identified as a Qualified Minority and/or Woman-Owned Business Enterprise in the 
Town of Pantego, this form, along with a copy of your certification, must be returned to the Town. You 
should return these documents with this response, of you have already submitted this form and a 
copy of your certification, it is not necessary to resend certification.  If you meet the criteria and are 
not currently certified, you may contact the agency above for instructions to be certified.  Upon receipt 
of certification, you may then return this form and a copy of your certification to the Town of Pantego. 
 
 
  COMPANY NAME: _____________________________________ 
 
  REPRESENTATIVE: _____________________________________ 
 
  ADDRESS: ___________________________________________ 
 
  CITY, STATE, ZIP: _____________________________________ 
  
  EMAIL: ___________________________________________ 
 
  TELEPHONE NO: _____________________________________ 
 
  FAX NO: ___________________________________________ 
 
 
 

INDICATE ALL THAT APPLY 
 
 

    ________ Minority Owned Business Enterprise 
     
    ________ Woman-Owned Business Enterprise 
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EXHIBIT VII 

SPECIFICATION CHECKLIST 

 

A. Is the specification clear and concise to both the vendor and the purchaser? 
Specifications should be as simple as possible to ensure exactness but written so that 
loopholes will not allow a bidder to evade any of the provisions, thereby taking 
advantage of competitors and the Town.  Misunderstandings are expensive and often 
result in re-bids. 

B. Is the specification identified with a specification or standard that is well known? Have 
required features or characteristics been identified? Are acceptable alternatives listed? 

C. Can the specification be verified?  The specification should describe the method of 
verification that will govern the acceptance or rejection.  A specification that cannot be 
verified is of little value. 

D. Does the specification have reasonable tolerances?  Extreme precision is expensive. 

E. Is the specification as fair as possible to all participating vendors? 

F. Is the specification written to allow open competition by several vendors? 

G. Has the end use of the item or service been described? 

H. Are all stated requirements necessary for the intent of the specification? 

I. Has the user researched all possible sources of the item or service? If, after the 
search, only one item or service provider is deemed acceptable, has all required 
documentation, rationale and support been gathered and submitted for the bid file? 

J. Is the format of the specification simple and logical? 

K. Is the specification legible? 
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EXHIBIT IX 
PURCHASING DECISION FLOWCHART 

              YES NO 

 
 
  

          YES      NO 

  
  
 `

YES NO 

                YES NO 

   YES  
 
    
   

YES 

YES    NO 

  
  
  

***Use vendor open line of credit accounts when already established. These accounts include     
Office Depot, Westlake ACE Hardware Store, Home Depot, Staples, Bass Printing, etc.  The 
Town receives better pricing when using these accounts and we are directly billed for the 
goods ordered. 

Is the item a membership, license, 
subscription, training or customer 
refund and/or is price under $500? 

Does NOT require a purchase order - 
Use a check request form or invoice 
to process payment 

Do you have a p-card? 

Is price less 
than $500? 

Is price less than 
$500? 

***Use P-card or 
vendor line of credit 

Is item $500 
or more? 

Refer to Procurement 
Policy / Requires 
Purchase Order 

***Can it be 
purchased 
through an 

existing line of 
credit? 

Is item $500 or 
more? 

Use existing 
Vendor

Have vendor 
invoice the 
Town for 

goods/services 
ordered

Refer to Procurement 
Policy / Requires 
Purchase Order 
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EXHIBIT X 
PURCHASE REQUISITION/PURCHASE ORDER 

 PROCESS FLOWCHART 
         DEPARTMENT FINANCE 

   

YES NO 

YES NO 

       
   

   

  

 YES  NO 

  

     

***  DEPARTMENTS DO NOT HAVE THE AUTHORITY TO ORDER DIRECTLY FROM A VENDOR  WITHOUT A 
PURCHASE ORDER. 

***  EXCEPTIONS:  
1. FOR P-CARD PURCHASES - REFER TO P-CARD POLICY AND PROCEDURES.
2. FOR EMERGENCY PURCHASES REFER TO THE PROCUREMENT POLICY FOR PROCEDURES.

Is item equal to 
or greater than 

$25,000? 

Refer to Procurement 
Policy for Purchasing 

requirements/ 
Requires Purchase 

Order  

Requires requisition/Purchase Order 
Refer to Procurement Policy 

Complete a purchase 
requisition/purchase order  

Is purchase 
$2,000 or more? 

Requires  
 Council approval 

Department Head verifies and 
reviews purchase request, expense 
account, budget, description, and 

Procurement Policy for compliance 

Department Head verifies and reviews 
purchase request, expense account, 

budget, description, and Procurement 
Policy for compliance  

Department Head submits 
approved purchase order to 

Finance for processing 
Finance includes PO in the list of 

financial transactions to be 
approved by Council 

Department Head approves the 
purchase requisition/order and 

submits to Finance 

Department Head approves purchase 
requisition at the City Manager level if 

purchase amount is more than $500 
but less than $2,000 

Finance verifies, reviews expense 
account, budget, description and 
issues a Purchase Order Number 

ERRORS 

Send back to 
originating 

department for 
correction 

Issues 
Purchase 

Order 

Department receives 
notification/copy of the PO 

START 

***DEPARTMENT 
PLACES ORDER WITH 

VENDOR
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 GENERAL SERVICES CONTRACT 

This Contract (Contract) is made between the Town of Pantego, Texas (Town), and Contractor.  The 
Town and Contractor agree to the terms and conditions of this Contract, which consists of the 
following parts: 

I. Summary of Contract Terms 
II. Standard Contractual Provisions
III. Special Terms and Conditions
IV. Contract Attachments
V. Signatures

I. Summary of Contract Terms 

Contractor:   
Description of Services:  
Maximum Contract Amount:  
Length of Contract:   
Effective Date:   
Expiration Date:   

II. Standard Contractual Provisions

A. Definitions

Contract means this Standard Services Contract. 

Services means the services for which the Town solicited bids or received proposals as 
described in this Contract. 

B. Services and Payment 

Contractor will furnish Services to the Town in accordance with the terms and conditions 
specified in this Contract.  Contractor will bill the Town for the Services provided at intervals 
of at least 30 days, except for the final billing.  The Town shall pay Contractor for the 
Services in accordance with the terms of this Contract, but all payments of interest on 
overdue amounts, are subject to the applicable provisions of Chapter 2251 of the Texas 
Government Code.  The Town reserves the right to modify any amount due to the contractor 
presented by invoice to the Town if necessary to conform the amount to the terms of the 
Contract and Chapter 2251 of the Texas Government Code. 

C. Termination Provisions 

(1) Town Termination for Convenience.  Under this paragraph, the Town may terminate 
this Contract during its term at any time for the Town’s own convenience where the 
Contractor is not in default by giving written notice to Contractor.  If the Town 
terminates this Contract under this paragraph, the Town will pay the Contractor for 
all services rendered in accordance with this Contract to the date of termination.   

EXHIBIT XI
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(2) Termination for Default.  Either party to this Contract may terminate this Contract as 

provided in this paragraph if the other party fails to comply with its terms.  The party 
alleging the default shall give the other party written notice of the default citing the 
terms of the Contract that have been breached and what action the defaulting party 
must take to cure the default.  If the party in default fails to cure the default as 
specified in the notice, the party giving the notice of default may terminate this 
Contract by written notice to the other party, specifying the date of termination.  
Termination of this Contract under this paragraph does not affect the right of either 
party to seek remedies for breach of the Contract as allowed by law, including any 
damages or costs suffered by either party.  However, this provision is not intended to 
and does not act as a waiver of the Town’s sovereign immunity.  

 
(3) Multi-Year Contracts and Funding.  If this Contract extends beyond the Town’s fiscal 

year in which it becomes effective or provides for the Town to make any payment 
during any of the Town’s fiscal years following the Town’s fiscal year in which this 
Contract becomes effective and the Town fails to appropriate funds to make any 
required Contract payment for that successive fiscal year, then this Contract 
automatically terminates at the beginning of the first day of the Town’s successive 
fiscal year of the Contract for which the Town has not appropriated funds or 
otherwise provided for funds to make a required payment under the Contract. 
(Section 5, Article XI, Texas Constitution)  It is expressly understood and agreed that 
the Town shall have the right to terminate the agreement at the end of any Town 
fiscal year if the governing body of the Town does not appropriate funds sufficient to 
continue the contract.  The Town may execute such termination by giving the 
Contractor a written notice of termination at the end of the Town’s then-current fiscal 
year. 

 
D. Liability and Indemnity.  Contractor shall indemnify, hold harmless and defend the Town, it’s 

officers, agents, and employees from and against any and all suits, actions, legal 
proceedings, claims, demands, damages, costs, expenses, attorneys’ fees and any and all 
other costs or fees (whether rounding in constitutional law, tort, contract, or property law, or 
raised pursuant to local, state or federal statutory provision), arising out of the performance 
of the Contract and/or arising out of a willful or negligent act or omission of the Contractor, its 
officers, agents, and employees.  It is understood and agreed that the Contractor and any 
employee or subcontractor of the Contractor shall not be considered an employee of the 
Town.  The Contractor shall not be within the protection or coverage of the Town’s workers’ 
compensation insurance, health insurance, liability insurance or any other insurance that the 
Town from time to time may have in force and effect.  The Town specifically reserves the 
right to reject any and all of Contractor’s employees, representatives or subcontractors 
and/or their employees for any cause, should the presence of any such person on Town 
property or their interaction with Town employees be found not to be in the best interest of 
the Town, be found to be harassing to any Town employee or third person, or is found to 
interfere with the effective and efficient operation of the Town or the Town’s workplace. 

 
E. Liens.  Contractor agrees to and shall indemnify and hold harmless the Town against any 

and all liens and encumbrances for all labor, goods and services which may be provided 
under or as a result of this Contract.  At the Town’s request, the Contractor and all 
subcontractors shall provide a proper release of any and all liens, or satisfactory evidence of 
freedom from all liens shall be delivered to the Town. 
 

F. Confidentiality.  Any provision of this Contract that attempts to prevent the Town’s disclosure 
of information that is subject to disclosure under federal of Texas law or regulation, court or 
administrative decision or ruling, regardless of the source is invalid. (Chapter 552, Texas 
Government Code). 
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G. Tax Exemption.  The Town is not liable to Contractor for any federal, state or local taxes for 

which the Town is not liable by law, including state and local sales and use taxes (Section 
151.309 and Title 3, Texas Tax Code) and federal excise tax (Subtitle D of the Internal 
Revenue Code).  Accordingly, those taxes may not be added to any item purchased for 
consumption by the Town.  Fuel purchased for resale shall include Federal Excise Tax under 
IRC Section 4081 and Texas Motor Fuel Tax if required under the Texas Tax Code Chapter 
162.  Texas limited sales tax exemption certificates will be furnished upon request.  
Contractor shall not charge for said taxes on purchases for consumption by the Town.  If 
billed, the Town will remit payment less sales tax. 

 
H. Assignment.  The Contractor shall not assign this Contract without the prior written consent 

of the Town. 
 

I. Law, Venue and Limitations.  This Contract is governed by the laws of the State of Texas 
and a lawsuit may only be prosecuted on this Contract in a court of competent jurisdiction 
located in or having jurisdiction in Tarrant County, Texas. Any provision in this Contract that 
establishes a limitations period that does not run against the Town by law or that is shorter 
than two years is void. (Sections 16.061 and 16.070, Texas Civil Practice & Remedies 
Code). 
 

J. Sovereign Immunity.  Any provision of this Contract that seeks to waive the Town’s immunity 
from suit and/or immunity from liability is void unless agreed to by specific acknowledgement 
of the provision within the Contract. 

 
K. Entire Contract.  This Contract represents the entire Contract between the Town and the 

Contractor and supersedes all prior negotiations, representations, or contracts, either written 
or oral.  This Contract may be amended only by written instrument signed by both parties. 

 
L. Independent Contractor.  Contractor shall perform the work under this Contract as an 

independent contractor and not as an employee of the Town.  The Town has no right to 
supervise, direct, or control the Contractor or Contractor’s officers or employees in the 
means, method, or details of the work to be performed by Contractor under this Contract.  
The Town and Contractor agree that the work performed under this Contract is not inherently 
dangerous, that Contractor will perform the work in a workmanlike manner, and that 
Contractor will take proper care and precautions to insure the safety of Contractor’s officers 
and employees. 

 
M. Dispute Resolution Procedures.  The Contractor and Town desire an expeditious means to 

resolve any disputes that may arise between them regarding this Contract.  If either party 
disputes any matter in relation to this Contract, the parties agree to try in good faith, before 
bringing any legal action, to settle the dispute by submitting the matter to mediation before a 
third party who will be selected by agreement of the parties.  The parties will each pay one-
half of the mediator’s fees.  

 
N. Severability.  If a court finds or rules that any part of this Contract is invalid or unlawful, the 

remainder of the Contract continues to be binding on the parties. 
 
III.   Special Terms or Conditions.   

 
 
IV.   Additional Contract Documents.  The following specified documents attached to this Contract 

are part of this Contract, except as follows: any provision contained in any of the Contractor’s 
Additional Contract Documents specified below that conflicts with a Contract provision. 

 

59



 
 

A. Contractor’s Additional Contract Document: 
 1.  Insurance Certificate   
 
B. Town’s Additional Contract Documents: 

1. Technical Specifications and  Bid Documents 
2. Policy for Bidding Projects  

 
V. Signatures.  By signing below, the parties agree to the terms of this Contract:      
 
 
 
 
 
 
TOWN OF PANTEGO:    CONTRACTOR:  
 
 
________________________   By: _______________________________ 
Matthew Fielder         
City Manager    
        Title: ______________________________ 
 
        Date: _____________________________   
Attest:  Town Secretary 
 
 
_________________________________ 
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Exhibit XII 
CONFLICT OF INTEREST QUESTIONNAIRE  

FORM CIQ  
Required for vendor or other person doing business with a local government entity 

 

This questionnaire is being filed in accordance with Chapter 176 of the Local Government Code 
by a person doing business with a governmental entity. 

By law this questionnaire must be filed with the records administrator of the local government no 
later than the 7th business day after the date the person becomes aware of facts that require the 
statement to be filed.  See Section 176.006, Local Government Code. 

A person commits an offense if the person violates Section 176.006, Local Government Code. 
An offense under this section is a Class C misdemeanor.  

Attach additional pages to this Form CIQ as necessary. 

1. Name of person doing business with local government entity 

 

2. ______Check here if you are filing an update to a previously filed questionnaire. 

(The law requires that you file an updated completed questionnaire with the appropriate 
filing authority no later than September 1 of the year for which the activity described in 
Section 176.006(a), Local Government Code, is pending and no later than the 7th business 
day after the date the originally filed questionnaire becomes incomplete or inaccurate.) 

3. Name of each employee or contractor of the local governmental entity who makes 
recommendations to a local government officer of the governmental entity with 
respect to expenditures of money AND describe the affiliation or business 
relationship. 

 

 

4. Name of each local government officer who appoints or employs local government 
officers of the governmental entity for which this questionnaire is filed AND 
describe the affiliation or business relationship. 
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Conflict of Interest Questionnaire 
Form CIQ (Continued) 

Required for vendor or other person doing business with a local government entity 

5. Name of local government officer with whom filer has affiliation or business
relationship.  (Complete this section only if the answer to A, B, or C is YES)

This section, item 5 including subparts A, B, C & D, must be completed for each officer
with whom the filer has an affiliation or other relationship.  Attach additional pages to
this Form CIQ as necessary. Please circle yes or no.

A. Is the local government officer named in this section receiving or likely to receive 
taxable income from the filer of the questionnaire?  YES  NO 

B. Is the filer of the questionnaire receiving or likely to receive taxable income from 
or at the direction of the local government officer named in this section AND the 
taxable income is not from the local governmental entity? YES NO 

C. Is the filer of this questionnaire affiliated with a corporation or other business 
entity that the local government officer serves as an officer, or holds an ownership 
of ten (10) percent or more? YES NO 

D. Describe each affiliation or business relationship 

6. Name, title and signature of person doing business with the governmental entity:

________________________________________

________________________________________

Date:  ___________________________
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AGENDA BACKGROUND 
 

AGENDA ITEM:  Discuss, direct, and consider action on Resolution 15-26 a 
resolution of the Town Council of the Town of Pantego, Texas 
adopting a Procurement Card policy for the Town; and providing 
for an effective date. 

 
DATE: October 26, 2015 

 
PRESENTER: 

 

Ariel Carmona, Finance Director 
 
BACKGROUND: 

 
The purpose of a procurement card (“p-card”/”credit card”) is to provide Town staff with an 
efficient and controllable method of making small dollar service purchases (less than 
$500). The Procurement Card Policy is not intended to replace, but rather supplement the 
Town’s Procurement Policy. In fact, all procurement activity shall be governed by the 
Town’s Procurement Policy and shall be performed in accordance to applicable State 
Local Government statutes. 

 
The Finance Committee met to review and discuss this policy. Recommendations made 
during the review are incorporated into what is now presented as the final attached version 
of the Procurement Card Policy. 
 
This item was considered at the July 27th and October 12th Town Council meetings in 
conjunction with the purchasing policy.  It is being presented with the only change being 
the removal of language concerning gift cards.  This will be addressed in a separate policy 
that is currently being drafted. 

 
FISCAL IMPACT: 

 

This  policy  will  have  a  direct  fiscal  impact  on  the  daily  departmental  procurement 
responsibilities of acquiring goods and services on the Town’s behalf. 

 
 
 
RECOMMENDATION: 

 

Staff recommends the Procurement Card Policy be approved as presented. 
 
ATTACHMENTS: 

 

Resolution 
Procurement Card Policy 

 
 
 
 
 



Town of Pantego Res. 15-26 1 
 Procurement Card Policy 
 

 RESOLUTION NO.  15-26 
 
A RESOLUTION OF THE TOWN COUNCIL ADOPTING A PROCUREMENT CARD POLICY FOR THE 
TOWN OF PANTEGO; PROVIDING FOR AN EFFECTIVE DATE 
 
WHEREAS, the Town Council has determined that it will be in the best interest of the Town of Pantego 
to adopt a Procurement Card Policy and Procedure statement; and 
 
WHEREAS, the purpose of this policy is to provide Town staff with an efficient and controllable method 
of making small dollar service purchases and to supplement the Town’s Procurement Policy; and 
 
WHEREAS, it is the responsibility of the Town of Pantego to obtain he most value for the tax dollar in a 
fair, efficient, and equitable manner; and 
 
 
NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE TOWN OF PANTEGO, 
TEXAS: 
 
Section 1: the Town Council hereby adopts the attached Procurement Card Policy as presented by 

the Finance Director. 
  
Section 2: the Town Council agrees and accepts the terms and conditions of the Procurement Card 

Policy as presented by the Finance Director in “Exhibit A.” 
 
Section 3: this resolution shall be in full force and is effective immediately upon passage. 
 
PASSED AND APPROVED this the 26th day of October 2015, at a regular meeting of the Town 
Council of the Town of Pantego, Texas, by a vote of      ayes,     nays and      abstentions.  
 
 
 

______________________________ 
Melody Paradise, Mayor 

 
 
ATTEST: 
 
__________________________________ 
Julie Arrington, City Secretary 
 
 
APPROVED AS TO FORM: 
 
__________________________________ 
James T. Jeffrey, Jr., City Attorney 



 

 

TOWN OF PANTEGO 
 

PROCUREMENT CARD 
POLICY AND PROCEDURES  

 

 

APPROVED ON ___________ 

By Resolution ________ 
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PROCUREMENT CARD  

POLICY AND PROCEDURES 

 

1. STATEMENT OF GENERAL POLICY  

It is important to keep in mind that Town purchasing operates in full view of the public.  
Public purchasing has the responsibility to obtain the most value for the tax dollar in a 
fair, efficient and equitable manner.  The Town of Pantego intends to maintain a cost 
effective purchasing system conforming to good and lawful management practices.  To 
be successful, the system must be backed by proper attitudes and cooperation of not 
only every department head and Town official, but also every supervisor and 
employee of the Town.  The establishment and maintenance of a good purchasing 
system is possible only through cooperative effort. 

The purchasing process is not instantaneous.  Time is required to complete the steps 
required by State law.  In order to accomplish timely purchasing of goods and services 
at the least cost to the Town of Pantego, all departments must cooperate fully.  Prior 
planning and the timely submission of requisitions are essential to expedite the 
purchasing process and to assure that the process is orderly and lawful. All 
procurement activity shall be governed by the Town of Pantego’s Procurement Policy, 
in accordance with applicable State and Local Government Codes.   

 
2. PURPOSE AND SCOPE 
 

The purpose of the procurement card is to provide the Town staff with an efficient and 
controllable method of making small dollar service purchases.  The Procurement Card 
Policy is not intended to replace, but rather supplement the Town’s Procurement 
Policy. Procurement card may also be referred to as “purchasing card” “p-card” and 
“credit card” purchases throughout this policy. This policy includes procedures for: 

- Establishing purchasing limits; 
- Establish allowable and prohibited purchases; 
- Supporting documentation/record keeping and transaction report; 
- Transaction declines, lost or stolen cards, disputing a transaction, canceling a 

card; 
- Merchandise returns, damaged goods and credits; 
- Monthly statements and reports; 
- Reconciliation; and 
- Payment processing. 
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Objectives: 
 
- Provide users with an efficient means to address their ordering needs; 
- Create a “paper-scarce”, responsive ordering system; 
- Eliminate redundant and/or “no value added” processes; 
- Improve the level of service provided to the departmental user; and 
- Provide a simple means to allocate or distribute charges.  
 
This policy applies to all Town officials, departments/employees to whom either 
currently hold a procurement card under the Town of Pantego’s name, and/or request 
reimbursements from procurement card (“credit card”) purchases made on behalf of 
the Town. 
 
All procurement cards shall be governed by this procedure and used in a manner that 
complies with State law, Town Procurement Policy and any other requirements/rules 
regulating the procurement of goods and services. 

 
 
3. RESPONSIBILITIES 
 
 It is the responsibility of Department Heads/Supervisors to: 
 

- Observe and enforce the policy and procedures outlined in this policy and in the 
Procurement Policy. 

- Verify approvals and P-card requests within established guidelines. 
- Monitor and approve purchases made by designated cardholders.  Verify 

fund/budget availability.  
- Enforce timely compliance and submission of required documentation for Monthly 

Statement reconciliation with Accounts Payable. 
- Adjust expenditure entries between accounting distributions as necessary.  After 

billing has processed, any changes to the accounting distribution or adjustments 
will require an adjusting journal entry transaction. 

- Recommend suspension or cancellation of a P-card to Finance. 
 

It is the responsibility of the Finance Department to: 
 
- Develop policy and procedures for the use of Procurement Cards that comply with 

State law. 
- Administer the Purchasing Card Program, to include the following responsibilities: 

o Serve as the primary contact with the Bank for P-cards. 
o Serve as the primary contact with the Town departments. 
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o Approve/process applications for the issuance of P-cards for users in 
compliance with the requirements stated in this policy. 

o Establish guidelines and criteria for transactions and cumulative dollar limits for 
P-cards. 

o Approve/process changes to cardholder limits and restrictions as authorized by 
Department Heads and/or City Manager. 

o Keep current list of cardholders, card number and card limits. 
o Coordinate training on P-card usage and small purchase policies and 

procedures.   
o Review departmental compliance/submission of approved monthly statement 

reconciliations. 
o Ensure that payment of the monthly statement is made by the due date. 
o Cancel and suspend cards as requested by Department Heads and/or City 

Manager. 
o Conduct random internal audits of P-card transactions to act as a check on 

departments carrying out their responsibility for audit and compliance with State 
law and Town policies. 
 

It is the responsibility of designated cardholders to: 
 
o Read and sign a Procurement Card Cardholder Agreement (Exhibit 2) prior to 

being issued a procurement card. 
o Keep the purchasing card in their possession, not allow anyone else to use the 

P-card issued in their name. 
o Assume responsibility for all purchases made with the P-card, adhering to this 

policy insuring that no unauthorized purchases are made.  Unauthorized 
purchases could be considered misappropriation of Town funds.   

o Validate that merchandise is received. 
o Maintain P-card data in a secure location at all times. 
o Purchase from term contracts any items that are available on contract. 
o Inform merchant of tax exempt status; cardholders will be responsible for 

reimbursing the sales tax amount to the Town. 
o Keep copy of receipts; submit original receipts to Finance for reconciliation 

purposes. Cardholders will be held personally responsible for items purchased 
without the supporting documentation. 

o Report lost or stolen cards to the bank and the Finance department immediately 
(Exhibit 3). 

o Make every reasonable effort to resolve disputed purchases with the vendor. 
o Immediately report all unsolved disputed purchases to Finance by using the 

Procurement Card Dispute Form (Exhibit 4) 
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4. PROCEDURES 
 

4.1 Purchasing Limits.  The maximum amount of a single transaction will not 
exceed $500.   In no case will the limits of a P-card exceed the authorized 
budget amount or the limits defined by State law. P-card credit limits will be 
based on the cardholder’s purchasing requirements. 

 
4.2 Purchases Allowed with the Procurement Card.  P-cards may be used to 

purchase any item and/or service for immediate use not prohibited by this 
procedure or any other Town’s policy/procedures and State law.  The total 
purchase with the P-card will not exceed the limits established for that card.  All 
other policies remain in effect and P-cards should not be used to circumvent 
them. 

 
4.3 Prohibited Purchases include, but are not limited to: 
 
 - Personal expenditures (includes ALL items intended for personal use); 
 - Cash advances and refunds; 

- Sales tax, except in cases where State law does not exempt local 
government; 

- Construction and renovations; 
- Consulting services; 
- Firearms and ammunition; 
- Entertainment of any kind, including the purchase of alcohol or 

patronage of drinking establishments; 
- Purchases of items/services under contract, unless purchasing from the 

contracted vendor or an emergency exception is granted; 
- Separate, sequential and component purchases or transactions made 

with the intent to circumvent State law or Town policy; 
- Purchases that are split to stay within card transaction limits; and 
- Other purchases specifically excluded in other Town policies or by law. 

 
4.4 Making a Purchase.  Most employees are already familiar with making 

purchases using a credit card.  The process for placing an order using the 
Procurement Card (P-card) is very similar to those used when making a 
purchase with any commercial credit card.  When making a purchase the 
following steps should be followed: 

 
-  Confirm that the purchase is appropriate (allowable) for the P-card by 

referring to the list of unauthorized (prohibited) items. 
- Confirm the total cost (including shipping and handling) will not exceed 

present transaction limits. 
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- Make sure to obtain the best possible price.  Cardholders should contact 
Finance to ask if there is a preferred/contracted supplier to use. 

- The Town of Pantego is tax-exempt.  If a supplier requires a hard copy of 
the tax exempt form, please refer them to the Town’s website where a 
copy of the exemption form can be found in the Finance 
department/Purchasing web page.   

- Upon receipt of the item, retain copies of the charge slip, sales receipt, 
statement, and/or packing slip. Receipts must be readily available for 
audit.  Improper documentation may result in loss of the P-card 
privileges.  

 
4.5 Security.  The cardholder is responsible for the security of the card.  This card 

should be treated with the same level of care as the cardholder would use with 
his/her own personal credit card. 

 
4.6 Supporting Documentation for Card Purchases.  Cardholders are responsible 

for obtaining all documentation necessary to support the business purpose of 
the purchase.  In instances where the receipt is lost, cardholders must obtain a 
copy at their own expense from the bank or vendor. In the meantime, and due 
to the monthly P-card payment processing timing, the cardholders must submit 
an affidavit and/or assume financial responsibility for the charges for which 
receipts are missing. Affidavits must be approved and signed by the 
Department Head and/or City Manager.  For purchases made over the phone or 
the Internet, a logging system with unique transaction identifiers should be 
maintained and a confirmation of the order retained with or as the receipt.  All 
P-card purchases must be supported by at least one of the following items: 

 
o The actual sales slip; 
o The cash register receipt; 
o A copy of the order form; 
o A supplier/merchant statement; 
o Packing slip; 
o Online order confirmations (screen print out); or 
o Approved/signed affidavit. 

 
4.7 P-CARD ACTIVITY EXPENSE REPORT.  As P-card use continues to expand, 

the need to audit these transactions has grown proportionately. A daily review 
of the incoming transactions combined with onsite internal audits ensures 
compliance. In a broad way these internal audits ensure users are properly 
following Procurement and P-card Policies.  The internal audits are also used to 
solicit feedback to improve the program.  
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A P-Card Activity Expense Report (Exhibit 10) should be completed and 
submitted to the Finance department for processing after Department 
Head/Supervisor review and approval of P-card transactions.  Original purchase 
support documentation must be attached to the report.  Department 
Heads/Supervisors are accountable for all charges made by their department, 
and are therefore responsible for verifying all transactions against 
corresponding supporting documentation for accuracy and propriety.  

 
Examples of what a Department Head/Supervisor should look for in a P-Card 
Activity Expense Report include: 
 
o Original detailed receipt attached. 
o Itemized receipts are needed showing details of items purchased for ALL 

charges. 
o Is the expense reasonable and allowable? 
o A business purpose must accompany each charge.  This information must 

be provided on the Expense Description line of the P-Card Activity Expense 
Report.  

o Multiple charges to the same vendor to circumvent Procurement and P-card 
transaction limits are prohibited. 

o Travel related purchases should only occur if the cardholder has travel 
privileges. 

o Unauthorized purchases. 
o The cardholder’s signature is required.  
o Department Head/Supervisor signature is required. 

 
Cardholders will complete the P-Card Activity Expense Report upon completion 
of each transaction; one (1) form could be used to record multiple transactions. 
However, do not wait to have several transactions to complete a form.  Forms 
must be completed as transactions occur. The completed form must then be 
given to the cardholder’s Department Head or immediate Supervisor for review 
and final approval. The form will then be submitted to the Finance department 
for reconciliation purposes and payment processing. P-card purchases 
originated by Department Heads must be approved by the City Manager. 

 
4.8 Declined transactions.  Occasionally, a vendor will received a “decline” 

response from the bank after attempting to put through a P-card transaction.  
Cardholders may contact the bank’s customer service toll free number to 
determine the cause for decline.  The cardholder should have the following 
information for resolution: 

 - Account number 
 - Business where decline occurred 
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 - Total transaction amount  
 - Date the decline occurred 
 After determining a reason for the “decline” it may be necessary for the 

cardholder to contact the Finance Department for temporary or permanent 
changes to the cardholder’s control limits to process the transaction. 

 
4.9 Using the Procurement Card.  As a need for an item and/or service is 

established and it is determined not to be readily available through an existing 
Town contract, the cardholder then follows the following steps: 

 
- The cardholder ensures that the item or service is not a restricted item as 

listed in paragraph 4.3.  
- The cardholder will then purchase the item or service and issue payment 

with the P-card ensuring that sales tax is not included. Tax-exempt 
certificates are available through the Finance Department and attached as 
Exhibit 8 of this policy. 

- The cardholder will annotate on the receipt the purpose of the purchase as 
well as the account number that is to be billed against.  

- The cardholder will retain the receipt which will be forwarded to the 
approving supervisor for review and further submission to Accounts Payable 
for monthly statement reconciliation and payment processing. 

 
4.10 Reimbursement from Use of Personal Credit Card.  Town officials, board of 

directors, employees and volunteers have the right to reimbursement from 
expenses that have been incurred on behalf of the Town. Receipts of all 
expenses incurred are required regardless of the amount.   However, 
reimbursements should be kept at a minimum. 

 
The following criteria must be met in order for the expense to be an allowable 
reimbursable expense: 
 

 - There must be a business connection and the expense must be reasonable; 
- Expense must be an allowable/budgeted expense; (reimbursement requests 

for purchases going over budget will not be processed) 
 - Purchase must meet Procurement Policy guidelines and requirements; 

- Reimbursement request must be made within reasonable time of purchase 
(no more than ten (10) business days) and must include adequate 
supporting documentation of purchase; 

- Sales tax will not be reimbursed.  Refer to Exhibit 8 for Tax Exempt 
Certification. Sales tax may be paid for minimal expenditures from one-time 
vendors who refuse the exemption, but sales tax should not be paid (select 
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another vendor) where purchases are for more substantial expenditures or 
are repetitively incurred. 

 
4.11 Merchandise Returns.  The cardholder is responsible for obtaining a credit 

memo from the Vendor when merchandise is purchased with the P-card and is 
returned to the Vendor for any reason. This credit memo will serve as support to 
make sure the cardholder’s account is credited.  No cash refunds are allowed. 

 
4.12 Monthly Bank Statement and Reports.    Accounts Payable will reconcile all 

departmental P-card activity/receipts against the monthly statement to process 
payment.  Failure to meet timely submission requirements from cardholders to 
Accounts Payable may cause suspension or cancellation of P-cards.  The P-
card account cycle ends on the 19th of every month.  
 

4.13 Lost, Stolen or Compromised  Procurement Card.  When it is determined that a 
P-card has been lost, stolen or compromised, it is imperative to first cancel 
the card with the bank by calling the toll-free number 1-800-892-7104.  The 
cardholder must also notify the Finance Department in writing (Exhibit 3).  It is 
imperative to cancel the card immediately because the Town’s liability on lost or 
stolen cards is not capped.   

 
The Town is liable for all charges until the card is reported lost or stolen.  Thus, 
the cardholder to whom the P-card is issued may  be responsible for all 
charges made against the P-card from the time it is lost or stolen until the 
bank is notified, if the cardholder fails to immediately notify the bank upon 
discovering the loss or fails to discover the loss within reasonable 
amount of time.  The cardholder should have the following information 
available when contacting the bank for resolution: 
o Account number 
o Line of Credit 
o Address including Zip Code 

 
4.14 Request for Issue of a Procurement Card or Making Changes to Existing 

Accounts.  To request a new P-card or to make changes to an existing P-card 
account, a Procurement Card Request/Change Form (Exhibit 1) should be 
completed, approved and submitted to Finance by the requesting Department 
Head and/or City Manager.  Cardholders must keep in mind that administrative 
responsibility is strictly reserved for the Finance Director.  The cardholders are 
not authorized by the bank or the Town of Pantego to create new accounts or 
make account changes. 
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4.15 Unauthorized Use of the Procurement Card.  Any purchases that the 
Department Head/City Manager and/or the Finance Department deems 
inappropriate as outlined in this procedure will be referred back to the 
cardholder for justification and/or explanation.  If any unauthorized charges 
appear in the cardholder’s activity report, the cardholder will be subject to the 
following: 

 
- The Finance Department will investigate all circumstances surrounding 

alleged misuse of the P-card and is such cases, where there is evidence 
sustaining a procedure or policy violation, refer that information to the 
appropriate authority for investigation and/or disciplinary action. 

- P-card use for personal purchases is strictly prohibited and can be 
considered misappropriation of Town funds. 

- Improper use of the card may result in disciplinary action, up to and 
including termination of employment and/or irrevocable forfeiture of the P-
card. 

- In those cases where there is evidence of negligence in the use of the P-
card but no fraudulent acts have been committed, the cardholder will be 
required to surrender the P-card and all further privileges will be revoked. 

 
Any employee having knowledge of violations to this procedure or any other 
procedure or policy governing the use of P-cards must immediately report such 
activity to the Finance Director.  The P-card shall be suspended or terminated 
for employees suspected or accused of fraud, theft, or illegal drug use and 
appropriate action taken with respect to the employee in accordance with 
existing Town policies and procedures. 

 
4.16 Disputed Items/Purchases.  Disputes, if possible, should be resolved promptly 

between the cardholder and the vendor.  Cardholders should dispute an item 
immediately.  Failure to dispute an item will result in an authorized purchase 
and the department is responsible for the payment even if it is an incorrect 
charge.  Do not dispute the charge on the current statement if an item was 
returned for credit after the billing cycle is closed.  Anticipate the credit on the 
next statement and annotate on the current statement a disputed charge and 
expected credit.  If a dispute cannot be resolved within ten (10) days, the 
cardholder shall submit a Dispute Form (Exhibit 4) to Finance.   

 
4.17 Termination Clause.  The P-card is issued to an employee for the Town’s 

convenience and may be terminated at any time by the Town of Pantego.  P-
card privileges may be cancelled for non-compliance with the approved policies 
and procedures.  Transfer, resignation, or termination of employment is reason 
for cancellation of the P-card.  It is important to cancel a card immediately when 
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an employee leaves the Town voluntarily or is terminated.  The department is 
responsible for payment of charges incurred by an employee no longer working 
in their organization, if the delay to cancel charge privileges has been a result of 
the department’s action. 

 
5. PROCUREMENT CARD PURCHASES – Travel Expenses 
 

- Personal travel expenses (expenses made in support or for the benefit of anyone 
other than the employee/official or expenses made in support or for the benefit of 
the employee which are not attributable to Town business) may not be charged to 
a procurement card issued by the Town of Pantego.  All travel and related 
expenses (transportation, lodging, meals, registration, parking, etc.) incurred must 
be documented and submitted to the Town along with a completed Travel Expense 
Form that includes all receipts and supporting documents in accordance with IRS 
codes and regulations.  A copy of the Travel Expense Form is attached as Exhibit 
9.  Refer to the Employee Handbook for more information regarding the Town’s 
Travel Policy. 
 

- Lodging and Transportation.  The employee will be expected to select the mode of 
transportation, which will be most economical to the Town considering cost and 
time consumed.  If the employee can save the Town substantial funds by going 
earlier or staying an extra day, the additional incurred expenses for hotel and food 
may be approved.  Town vehicles may be utilized when feasible. Public 
transportation will be used in those cases where it is most economical when 
considering travel time and other factors.   

 
When using air transportation, employees will normally travel in the coach section.  
Whenever possible, early booking is encouraged, if it will ensure a discounted rate.  
Verification in writing of the savings on the airline tickets must be obtained from the 
travel agent.  When an individual uses a personal vehicle, he or she shall be 
reimbursed at the mileage rate currently allowed by IRS.  
 

- If the training or seminar was not approved through the budget process, written 
permission must be obtained from the Department Head or City Manager prior to 
travel.  There must be funds in the budget to cover the travel unless the City 
Manager or designee makes the exception. 
 

- Meals. Receipts should be attached to the purchasing card transaction. You 
actually need two receipts. One would include the breakdown of items bought. The 
other would be the receipt that shows the actual amount charged that includes a 
reasonable tip.  No alcoholic beverages may be charged on the Town’s credit 
card.   

10



 
 

Town Officials/employees will be paid per diem at a rate per day for meals and 
incidental expenses.  If meals are provided by the conference/seminar, that portion 
will be deducted from the per diem rate paid. Employees will be paid 75% of the 
total allowable per diem for travel days going to and from training, conferences or 
seminars. 

 
- Any unauthorized expenses are the responsibility of the cardholder and must be 

reimbursed to the Town of Pantego. 
 

- In the case where the Travel and Expense Report is not returned or when there are 
no adequate receipts attached, the amount of the advance (if any) or calculated 
reimbursement will be added to the employee’s W-2 as taxable wages for the 
advanced fund.  

 
- Travel Expense Report Procedure.  All employees must complete and sign a 

Travel Expense Report within one (1) week of return and forward it to their 
Department Head for approval.   Department Heads will review the Travel Expense 
Report and, if approved, sign and forward originals to the Finance Department for 
review and processing within five (5) business days after receipt from employee. 
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GLOSSARY OF PROCUREMENT CARD TERMS 
 
 

Approving Authority – The person responsible for the budget activity level that the 
cardholder is assigned.  This person will be a manager/supervisor in the reporting chain for 
the individual cardholder. 
 
Bank – The bank selected by the Town to provide the P-card program. 

 
Cardholders – Town Officials and Full-time, permanent employees that have been 
designated by the Department Head and/or City Manager to be issued a P-card on their 
name for use under this policy and procedures. 

 
Procurement Card (“P-card”/”Purchasing card”/”credit card”) – The Procurement card is 
a commercial credit card for small dollar purchases of goods and services necessary for 
official Town business.  The P-card may be issued to an individual, permanent employee for 
purchases by the designated employee only. 
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EXHIBIT 1 
 

PROCUREMENT CARD REQUEST/CHANGE FORM 
 

 
TO:  Finance Director 

 
FROM: ______________________________________________________ 

  (Name and Department) 
 

SUBJECT: Request for Procurement Card 
 
I am requesting the following employee be issued a Town Procurement Card for the 
purposed of making small dollar purchases in the normal course of authorized Town of 
Pantego business. 
 
Full Name of Employee (print): __________________________________ 
 
Employee Signature: _______________________________________ 
 
Employee Title: _____________________________________________ 

 
Restrictions: 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
REQUESTED BY: ______________________________________ 
   Signature of Department Head 
 
APPROVED BY: ______________________________________ 
   Signature of Finance Director 

 
Procurement Card 30-day Limit $: _________________ 
(Completed by Finance Department) 
 
 
 
Copy: Designated cardholder 
 Department Head/Manager/Supervisor 
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EXHIBIT 2 
PROCUREMENT CARD CARDHOLDER AGREEMENT 

 
I, _______________________________ hereby agree to comply with the procurement card policy 
and procedures and the following terms and conditions regarding the use of my designated 
procurement card.  As a cardholder, I have read and understand the Town of Pantego Procurement 
Card Policy and Procedures. 

 
1. I understand that I am being entrusted with a valuable tool, the procurement card.  I will be 

making financial commitment on behalf of the Town of Pantego.  I will obtain the best value for 
the Town of Pantego by using the card wisely and with discretion. 

2. I agree to use this card for official approved purchases only.  I fully understand that misuse or 
abuse of the card will result in revocation of the card and appropriate disciplinary action which 
may include termination of my employment.   

3. Policy violations include, but are not limited to: 
 -  Expenditures for personal purposes; 
 - Cash advances, refunds or gift cards; 

- Expenditures for entertainment, including but not limited to the purchase of alcoholic 
beverages; 

 - Purchases under contracts, unless an emergency exception is granted; 
- Separate, sequential and component purchases or transactions made with intend to 

circumvent State law or Town policy; 
 - Transaction amounts greater than cardholder’s limits; 
 - Failure to submit proper support documentation/receipts; and 
 - Allowing the card to be used by someone else. 
4. I agree to return the card immediately upon request or upon termination of employment 

(including retirement and resignation).  Should I be transferred, qualify for extended leave or 
undergo an organizational change which causes my duties to no longer necessitate the use of 
the card, I agree to return it immediately and arrange for issuance of new card as may be 
appropriate. 

5. If the card is lost or stolen, I agree to immediately notify the Bank and subsequently the 
Finance Department both verbally and in writing. Bank phone number is 1-800-892-7104. 
 

I understand and agree that my use of the procurement card is subject to the following specific 
purposes or restrictions: 
_________________________________________________________________________________
________________________________________________________________________________ 

 
___________________________ _______________ _________________________ 
Employee Signature   Date   Department 

 
___________________________ _______________ 
Department Head/City Manager Date    

 
______________________________ _________________ _________________________ 
Finance Director   Date   Monthly Limit$ 
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EXHIBIT 3 
PROCUREMENT CARD LOST/STOLEN/COMPROMISED REPORT 

 
 
TO:  Finance Director 
 
FROM: ________________________________________ 
  Name and Department 
 
Card No. ________________________________________ 
 
Full Name of Employee (print):________________________________ 
 

 Employee Signature: ___________________________________ 
 
 Employee Title: ___________________________________ 
 
 Date Card was lost: ________________________ 
 
 Date Stolen: _____________________________ 
 
 Date Bank was Notified: ____________________ 

 
Details: 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
Copy: Designated Cardholder 
 Department Head/Manager/Supervisor 
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EXHIBIT 4 
CARDHOLDER STATEMENT OF DISPUTED ITEM(S) 

 
 
 

RE: _______________________________________________________________ 
 
CARDHOLDER NAME:_________________________CARD#___________________ 
 
MERCHANT NAME: ___________________________DISPUTED$_______________ 
 
I dispute the charge(s) described herein as follows: (Check all that apply) 
 
________ I certify that the charge listed above was not made by me, nor were the 

goods or services represented by the above transaction received by me 
or by a person authorized by me. 

________ I do not recognize the transaction as listed above.   
________ Although I did engage in the above transaction, I dispute all or part of the 

charge in the amount of $_____________. 
________ I have contacted the merchant and requested credit adjustment that I did 

not receive or was not satisfactory. 
________ I have been charged twice for the same transaction.   

Posting date: ___________ and ___________. 
________ A credit slip was listed as a sale on my statement. 
________ The amount of the sales slip was increased from $_______ to 

$________. Enclosed is my copy of the sales slip prior to alteration. 
________ I received a price adjustment (credit slip) on the above transaction, and it 

has not appeared on my statement.  Enclosed is a copy of the credit 
memorandum. 

________ Non-acceptance. 
________ Other, please explain in detail. 
 
I am disputing the charge because 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
Designated cardholder signature: ___________________________________ 
 
Date: __________________________ 
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EXHIBIT 6 
PURCHASING DECISION FLOWCHART 

              YES NO 

 
 
  

          YES      NO 

  
  
 `

YES NO 

                YES NO 

   YES  
 
    
   

YES 

YES    NO 

  
  
  

***Use vendor open line of credit accounts when already established. These accounts include     
Office Depot, Westlake ACE Hardware Store, Home Depot, Staples, Bass Printing, etc.  The 
Town receives better pricing when using these accounts and we are directly billed for the 
goods ordered. 

Is the item a membership, license, 
subscription, training or customer 
refund and/or is price under $500? 

Does NOT require a purchase order - 
Use a check request form or invoice 
to process payment 

Do you have a p-card? 

Is price less 
than $500? 

Is price less than 
$500? 

***Use P-card or 
vendor line of credit 

Is item $500 
or more? 

Refer to Procurement 
Policy / Requires 
Purchase Order 

***Can it be 
purchased 
through an 

existing line of 
credit? 

Is item $500 or 
more? 

Use existing 
Vendor

Have vendor 
invoice the 
Town for 

goods/services 
ordered

Refer to Procurement 
Policy / Requires 
Purchase Order 

18
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            TOWN OF PANTEGO - TRAVEL EXPENSE REPORT

Employee Name:

Job Title: DEPT./DIV.

Destination and Purpose of Trip:

Advance Requested: ACCOUNT #:

Date of Report: Departure Date: Return Date:

TRIP REPORT
(TO BE COMPLETED AND RETURNED TO FINANCE WITHIN ONE WEEK OF RETURN)

1. MEALS (attach receipts) Lodging/Registration/
Date Breakfast Lunch Dinner Total Transportation (attach receipts)

- - 2. Lodging:
 Less Parking at Hotel

3. Registration:
           Exam & Seminar

- - -             - 4. Transportation:

- - -             - 5. Personal Car:
miles

- - -             - at $.575 per mile

- - -             - 

Total Meals: - - -             - Total: -$  

6. OTHER EXPENSES (attach receipts) TRIP RECONCILIATION
(such as tips, telephone, parking, and miscellaneous)

Date Item Total

Total Meals: -$  

Total Lodging/
Registration/
Transportation: -$  

Total Other
Expenses:

Total Other Expenses: - 
Grand Total: -$  

Submitted by:
Date 7. Less: Advance

Approved by: 8. Less: Prepaid and/
Supervisor Date or city credit card:

Department Manager Date

Due Employee or
Finance Date (Due City): -$  

EXHIBIT 9

22



C
ar

dh
ol

de
r N

am
e

D
ep

ar
tm

en
t

D
at

e

A
M

O
U

N
T

$ $

C
ar

dh
ol

de
r S

ig
na

tu
re

C
ity

 M
an

ag
er

 / 
D

ep
ar

tm
en

t H
ea

d 
/

D
at

e
Su

pe
rv

is
or

 - 
Si

gn
at

ur
e

TO
TA

L

Fi
na

nc
e 

- R
ev

ie
w

ed
 b

y:
D

at
e 

R
ec

ei
ve

d:

D
A

TE
VE

N
D

O
R

 / 
D

ES
C

R
IP

TI
O

N
A

C
C

O
U

N
T

TO
W

N
 O

F 
PA

N
TE

G
O

P-
C

A
R

D
 A

C
TI

VI
TY

 E
XP

EN
SE

 R
EP

O
R

T

23



THIS PAGE INTENTIONALLY LEFT BLANK

24



 
 
 
 

AGENDA BACKGROUND 
 
AGENDA ITEM:  Discuss, direct, and review the water and sewer fund status and rates.  

 
DATE: October 26, 2015 
 

 
PRESENTER: 

 

Matt Fielder, City Manager 
 
BACKGROUND: 

 
In order to begin reviewing water rates, it is necessary to establish assumptions pertaining 
to the level of service (maintenance) desired.  Staff has prepared a five year Capital 
Improvement Program across all infrastructure areas and is seeking to confirm its validity in 
preparation for making recommendations on rate changes. 

 
FISCAL IMPACT: 

 

N/A 
 
RECOMMENDATION: 

 

Staff is seeking guidance on assumptions to use in reviewing water rates. 
 
ATTACHMENTS: 

 

Water/Sewer Fund Projections 
Capital Improvement Program 

 



TOWN OF PANTEGO
Statement of Revenues and Expenses
3-YR REVENUE AND EXPENSE PROJECTIONS
WATER & SEWER FUND

2014-2015 YR 1 YR 2 YR 3
2011-2012 2012-2013 2013-2014 YEAR-END 2015-2016 2016-2017 2017-2018

 DESCRIPTION ACTUAL ACTUAL ACTUAL ESTIMATE BUDGET PROJECTED PROJECTED

BEGINNING 
1,293,767$    1,353,752$    1,726,509$    1,378,376$   926,222$        730,785$        638,167$        

W/S OPERATING REVENUE
Sale of Water 506,186$       496,323$       463,881$       470,000$      480,000$        500,000$        500,000$        
Water Tap Fees -                 -                 -                 300               300                 300                 300                 
Sewer Service Charge Fee 361,644         359,548         360,099         355,000        360,000          370,000          380,000          
Sewer Tap Fees -                 -                 -                 250               250                 250                 250                 
Groundwater Conservation Fee -                 -                 -                 -                44,885            44,885            44,885            
Trash Collections 89,822           89,704           91,438           90,000          90,000            90,000            90,000            
Sales Tax on Trash Collections 7,437             7,426             7,525             7,425            7,425              7,425              7,425              
Recycling 25,630           26,433           25,084           25,500          25,500            25,500            25,500            
Sales Tax on Recyling 2,028             2,064             1,934             2,104            2,104              2,104              2,104              
Late Payment Charges 17,464           15,350           20,545           15,000          15,000            15,000            15,000            
Processing / Turn On Fees (1,464)            (2,338)            (3,247)            3,000            1,000              1,000              1,000              
Interest Revenue 646                827                622                750               650                 650                 650                 
NSF Check Fees 390                247                240                400               300                 300                 300                 
Admin Service Charges 8,800             8,560             7,336             5,000            7,000              7,000              7,000              
Trash Contract Expense (89,822)          (89,704)          (91,438)          (90,000)         (90,000)           (90,000)           (90,000)           
Sales Tax on Trash Collections Exp (7,437)            (7,426)            (7,525)            (7,425)           (7,425)             (7,425)             (7,425)             
Recycling Contract Expense (25,630)          (26,433)          (25,084)          (25,500)         (25,500)           (25,500)           (25,500)           
Sales Tax On Recycling Expense (2,028)            (2,064)            (1,934)            (2,104)           (2,104)             (2,104)             (2,104)             
Other Revenue 25,473           27,279           28,885           25,000          28,000            28,000            28,000            

919,139$       905,796$       878,361$       874,700$      937,385$        967,385$        977,385$        

WATER INFRASTRUCTURE REVENUE
Infrastructure Fees 232,566$       313,667$       300,113$       300,000$      300,000$        330,000$        330,000$        

232,566$       313,667$       300,113$       300,000$      300,000$        330,000$        330,000$        

1,151,705$    1,219,463$    1,178,474$    1,174,700$   1,237,385$     1,297,385$     1,307,385$     

OTHER SOURCES
W/S Operating Transfers In:
    Water Construction Fund 357,252$       -$               -$               -$              -$                -$                -$                

357,252$       -$               -$               -$              -$                -$                -$                

Sewer Construction Transfers In:
    W/S Operating Fund 79,992$         73,326$         79,992$         243,366$      -$                -$                231,650$        
    General Fund -                 -                 -                 -                -                  -                  -                  

79,992$         73,326$         79,992$         243,366$      -$                -$                231,650$        

1,588,949$    1,292,789$    1,258,466$    1,418,066$   1,237,385$     1,297,385$     1,539,035$     

W/S OPERATING EXPENSES
Contractual Agreements 253,459$       320,139$       399,238$       377,399$      381,141$        388,764$        396,539$        
Supplies and Maintenance 63,328           61,958           73,204           75,995          104,085          106,167          108,290          
Utilities and Gasoline 136,654         132,555         149,529         155,800        151,245          154,270          157,355          
Training, Dues and Misc 4,845             2,906             3,052             8,038            8,170              8,333              8,500              
Capital -                 -                 -                 80,221          51,300            -                  -                  

458,286$       517,558$       625,022$       697,453$      695,941$        657,534$        670,684$        

SEWER CONSTRUCTION EXPENSES
Projects / Repair / Maintenance 5,036$           58,548$         36,145$         170,591$      168,000$        -$                235,200$        

5,036$           58,548$         36,145$         170,591$      168,000$        -$                235,200$        

WATER INFRASTRUCTURE EXPENSES
InsfrastructureProjects -$               -$               -$               340,550$      226,999$        383,749$        119,999$        

-$               -$               -$               340,550$      226,999$        383,749$        119,999$        

463,322$       576,106$       661,167$       1,208,595$   1,090,940$     1,041,283$     1,025,883$     

OTHER USES
W/S Operating Transfers Out : 
       General Fund (labor cost) 270,262$       270,602$       268,176$       318,260$      341,882$        348,720$        355,694$        
       Park Row Project -                 -                 57,000           -                -                  -                  -                  
       Sewer Construction Fund 79,992           73,324           80,000           243,366        -                  -                  235,200          

350,254$       343,926$       405,176$       561,626$      341,882$        348,720$        590,894$        

Sewer Construction Transfers Out : 
       W/S Operating Fund 350,044$       -$               40,255$         -$              -$                -$                -$                

350,044$       -$               40,255$         -$              -$                -$                -$                

Infrastructure Transfers Out:
      Park Row Project -$               -$               500,000$       100,000$      -$                -$                -$                

-$               -$               500,000$       100,000$      -$                -$                -$                

1,163,620$    920,032$       1,606,598$    1,870,220$   1,432,822$     1,390,002$     1,616,778$     

CHANGE IN UNRESTRICTED NET POSITION 425,329$       372,757$       (348,133)$      (452,154)$     (195,437)$       (92,617)$         (77,743)$         

Total Transfers Out from Infrastructure

ACTUAL
3-YR PROJECTION

TOTAL REVENUES

TOTAL INFRASTRUCTURE EXPENSES

TOTAL EXPENSES

Total Transfers In to W/S Operating

TOTAL CONSTRUCTION EXPENSES

Total Transfers Out from W/S Operating

TOTAL EXPENSES & OTHER USES

TOTAL W/S OPERATING EXPENSES

Total Transfers Out from W/S Construction

TOTAL W/S OPERATING REVENUE

Total transfers In to W/S Construction 

TOTAL REVENUE & OTHER SOURCES

UNRESTRICTED NET POSITION

TOTAL INFRASTRUCTURE REVENUE



TOWN OF PANTEGO
Statement of Revenues and Expenses
3-YR REVENUE AND EXPENSE PROJECTIONS
WATER & SEWER FUND (Continued)

2014-2015 YR 1 YR 2 YR 3
2011-2012 2012-2013 2013-2014 YEAR-END 2015-2016 2016-2017 2017-2018

 DESCRIPTION ACTUAL ACTUAL ACTUAL ESTIMATE BUDGET PROJECTED PROJECTED

ENDING UNRESTRICTED NET POSITION 1,719,096$    1,726,509$    1,378,376$    926,222$      730,785$        638,167$        560,425$        

UNRESTRICTED NET POSITION

Reserved for Water Infrastructure 232,566$       546,233$       346,346$       205,796$      278,797$        225,048$        435,049$        
Reserved for Sewer Construction 80,405           95,184           98,775           171,550        3,550              3,550              -                  
Reserved for Operations:

Target Level Operating Reserves 240,421         260,093         294,755         308,712        325,553          332,064          338,705          
Excess / (Deficit) Target Operating Reserves 1,165,704      824,999         638,500         240,164        122,885          77,505            (213,329)         

TOTAL UNRESTRICTED NET POSITION 1,719,096$    1,726,509$    1,378,376$    926,222$      730,785$        638,167$        560,425$        

3-YR PROJECTION
ACTUAL



 

 

 

 

 

 

 

 

CAPITAL IMPROVEMENT PLAN 
 

 

 

 

 

 

 

 

 

 

 

 



 

CAPITAL IMPROVEMENT PLAN 

The Capital Improvement Plan (CIP) represents the Town’s plan for development that describes the 
capital projects and associated funding sources the Town intends to undertake in the current year plus 
five additional future years.  The Capital Improvement Plan is to be reviewed each year to reflect 
changing priorities and to provide a framework for identifying capital requirements, the impact of capital 
projects on operating budgets, and scheduling and coordination of related projects.  Capital project funds 
are created to account for proceeds from the sale of general obligations bonds, certificates of obligation, 
tax or revenue notes, or operating funds set aside or reserved for such projects to be used for the costs 
associated with the acquisition or construction of major capital improvements.  

To create a sustainable capital improvement plan, participants in the planning process consider all 
capital needs as a whole, assess fiscal capacity, plan for debt issuance, and understand the impact on 
reserves and operating budgets, all within a given planning timeframe and consistent with overall 
organizational goals and objectives.  

The Capital Improvement Plan is prepared based on the following criteria: 

1. Public safety, health and quality of life; 
2. Service demands; 
3. Legal requirements, liability and mandates; 
4. Quality and reliability of current service level; 
5. Economic growth and development; 
6. Funding ability; and 
7. Operating budgets. 

 
The five year Capital Improvement Plan shown on the next pages illustrates by fund and function the 
estimated costs for equipment purchases and/or improvement projects.  For Fiscal Year 2015-2016, 
vehicle and equipment purchases for the Police Department are fully funded by the General Fund by way 
of transfer out to the Capital Project/Equipment Replacement Fund.  
 
Operation and Maintenance Costs 
 
Annually, the projected costs of operations and maintenance associated with capital projects anticipated 
to be completed and coming on line are estimated and included in the respective fund’s operating 
budget.  Any associated tax rate impact and/or estimated user fee analysis is considered during each 
fiscal year’s proposed budget.  The Town Council discusses and debates funding options during budget 
deliberations.  When applicable, costs associated with on-going operations are also provided in 
accordance to the cost to contract maintenance services.   

 

 

 

 

 

 

 



Projects in Progress and Currently Funded 

Total 

Type of Funding Spent to Remaining Projected 

Description Project Sources Date Cost Cost

Wagon Wheel Overlay Streets Street Improvement- -$   160,000$       160,000$       

Street overlay project for a collector type roadway Sales tax revenue

that connects between the arterial roadways -

Smith Barry and W. Park Row. 

The project consists of milling down the asphalt surface

to a 2" by 28' wide the 3500' length and 2" asphalt overlay

to surface the area that was milled.

Additionally, the Wagon Wheel overlay project is 

scheduled to follow the replacement of approximately

1400' of waterline, wastewater collection pipe and a bridge

rehabilitation which is under section of the Wagon Wheel

roadway, adding the need for resurfacing with an overlay

S. Bowen Rd - Pavement Marking Streets Street Improvement- -$   36,000$      36,000$      

This project consists of restriping and marking the Sales tax revenue

center lane divider (double yellow) and hash divider

striping (white) for the travel lanes. The project is 

approximately 3500 LF, between Park Row and W.

Pioneeer Parkway.

Park Row Project (Waterline Replacement/Upgrade) Street / Water & Sewer Fees, 637,011$     1,129,989$    1,767,000$    

This project will replace an aged and undersized 8" Water Water Infrastructure Fees,

water main, increasing the size to 10". The new water Street Improvement - 

main will connect to an existing 10" at the intersection Sales tax revenue,

of S. Bowen and Park Row, replacing 2500 LF between Tarrant County - Grant

S. Bowen an to the eartern boundary of the Town limits.

The project specifies the replacement of all connecting

fire hydrants and the addition of control valves. The

project will also include two 6" crossover waterlines,

connecting the new waterline with an existing 6"

parallel waterline on the north side of Park Row.

Investigation of Lane Well Water Water Infrastructure Fees 25,634$       Completed -$      

The Lane Water Well has experienced major submerged

pump failures for three consecutive years, each time

requiring the replacement of the pump at a substantial

cost and down time to the main water well. After the last

failure in June 2014, the Town sought the professional

services of an engineering firm to provide a comprehensive

investigation report which would outline the corrective

measures necessary to prevent future failures. In addition

to the report, the Town also took the corrective actions

outlined in the report: addition of a sine water filter, and

specified electrical grounding.



Projects in Progress and Currently Funded 

Total 

Type of Funding Spent to Remaining Projected 

Description Project Sources Date Cost Cost

Wagon Wheel Water Line Replacement Water Water Infrastructure Fees 15,451$       126,099$     141,550$    

Replacement of approximately 1400' of waterline, 

wastewater collection pipe followed by the need

for resurfacing with a street overlay.

Wagon Wheel Sewer Line Replacement Sewer Sewer Service Charge Fees 14,951$       107,250$     92,299$      

Replacement of approximately 1400' of waterline, 

wastewater collection pipe followed by the need

for resurfacing with a street overlay.

Well Maintenance Program Water Water Infrastructure Fees 9,282$         Ongoing 9,282$        

This is an approved year-to-year on-going program.

Maintenance of six (6) water wells located at 

various points for water distribution.

Pioneer Parkway Water Line West Crossover Water Water Infrastructure Fees 10,163$       119,000$     108,838$    

This project consists of installing 8" waterline crossover

connecting separate water distribution points. The 

separate water distribution system (without a crossover)

isolates the ground storage tanks and pump station if

there was a critical failure.  

The crossover project will provide a secondary supply by

connecting two independent distribution points.

Well Monitoring Program Water Water Infrastructure Fees -$     Ongoing 10,000$      

The Town maintains (6) water wells located at various 

points for water distribution. The State of Texas regulatory

agency TCEQ, and the Northern Trinity Groundwater

Conservation District require regulatory reporting for certain

parameters with the wells operations. This project consists

of a geotechnical engineering firm taking the samples and

measurements; providing the regulatory data. This project

also provides indicator data for when a well will need to be

rehabilitated.  This is an approved year-to-year on-going

program.



FY 2015-2016 Funded Projects and Future (Unfunded) Projects 

Type of Projected Funding Estimated
Description Project Start Date Sources Cost
Sarah Dr. and Melbourne Dr. - Phase I Drainage FY 2016 Street 20,000$     
Engineering and design for drainage improvements. Improvement

Sales Tax
Garner Blvd and Smith Barry - Engineering Drainage FY 2016 Street 17,000$     
Engineering and design for drainage improvements. Improvement

Sales Tax
General Asphalt Pavement Repairs - Repair Streets FY 2016 Street 50,000$     
and maintenance of existing pavement infrastructure. Improvement

Sales Tax
Valves, Hydrants and Hydrant Extensions - Repair Water FY 2016 Water 49,999$     
and replacement of valves and hydrants. Infrastructure

Fee
303 Pump Station - Install and replacement (2) bypass Water FY 2016 Water 35,000$     
valves for the water lines supplying the distribution Infrastructure
system from the booster station. Fee
Water Main 1900 Blk W. Pioneer Parkway (North Side) Water FY 2016 Water 72,000$     
Phase I - Replace 411' of existing 6" water line, connected Infrastructure
valves and hydrants with 8" C900 PVC, extend the line an Fee
additional 125'.
Emergency Interconnect Phase I - Engineering water Water FY 2016 Water 50,000$     
modeling and design for an emergency interconnect with Infrastructure
the City of Arlington. Fee
Sewer Main at 2900 Blk Smith Barry to 1800 Blk of Nora Sewer FY 2016 Sewer Service 168,000$   
Replace approx 1900' of 8" clay sewer line with 12" SDR26 Charge Fees

461,999$  

Smith Barry - Pioneer to Bridge @ Park Streets FY 2017 Street 90,000$     
2" Mill and overaly approx 1075' Improvement

Sales Tax
Robin Rd - 2" Mill and overlay approx 1112" Streets FY 2017 Street 92,700$     

Improvement
Sales Tax

General Asphalt Pavement Repairs - Repair Streets FY 2017 Street 50,000$     
and maintenance of existing pavement infrastructure. Improvement

Sales Tax
General Concrete Pavement Repairs - To be Streets FY 2017 Street 25,000$     
determined through assessment management plan. Improvement

Sales Tax
Valves, Hydrants and Hydrant Extensions - Repair Water FY 2017 Water 49,999$     
and replacement of valves and hydrants. Infrastructure

Fee
Water Main 1900 Blk W. Pioneer Parkway (Crossover Water FY 2017 Water 183,750$   
and South Side) Phase II - 8" water line crossover Infrastructure
connecting 500' of parallel end-lines and replacing 750' of Fee
6" AC and castiron water line connected valves and
hydrants with 8" C900 PVC.

Adopted FY 2016 Total



Future (Unfunded) Projects (continued) 

Type of Projected Funding Estimated
Description Project Start Date Sources Cost
Emergency Interconnect Phase II - Construction phase Water FY 2017 Water 150,000$  
for an emergency interconnect with the City of Arlington Infrastructure

Fee

Water Meter Replacement Program Water FY 2017 Water TBD
Infrastructure
Fee

150,000$  
Dickerson Dr - 2" Mill and overlay approx 1573' Streets FY 2018 Street 141,600$  

Improvement
Sales tax

Smith Barry and Nora Dr - Striping and Buttons Streets FY 2018 Street 50,000$    
Improvement
Sales tax

General Asphalt Pavement Repairs - Repair Streets FY 2018 Street 50,000$    
and maintenance of existing pavement infrastructure. Improvement

Sales tax

General Concrete Pavement Repairs - To be Streets FY 2018 Street 25,000$    
determined through assessment management plan. Improvement

Sales tax

Valves, Hydrants and Hydrant Extensions - Repair Water FY 2018 Water 49,999$    
and replacement of valves and hydrants. Infrastructure

Fee

Water Meter Replacement Program Water FY 2018 Water TBD
Infrastructure
Fee

Elevated Water Storage Tank - Mixer - Engineering, bid Water FY 2018 Water 70,000$    
and installation for virtual elimination of thermal stratification, Infrastructure
stagnation and short-circuiting to improve disinfection and Fee
water quality.

Sewer Main at Bowen to East in Oncor ROW - Design, Sewer FY 2018 Sewer Service 235,200$  
bid construction to replace approx 3500' of 6" clay sewer Charge Fees
main line with SDR 26 or HDP.

621,799$  

Mistletoe Lane from Park Row - Full reconstruction Streets FY 2019 Street 130,000$  
for asphalt surface approx 1005' Improvement

Sales tax

General Asphalt Pavement Repairs - Repair Streets FY 2019 Street 50,000$    
and maintenance of existing pavement infrastructure. Improvement

Sales tax

General Concrete Pavement Repairs - To be Streets FY 2019 Street 25,000$    
determined through assessment management plan. Improvement

Sales tax

Proposed FY 2017 Total

Proposed FY 2018 Total



Future (Unfunded) Projects (continued) 

Type of Projected Funding Estimated
Description Project Start Date Sources Cost
Asphalt Streets Mill and Overlay - To be determined Streets FY 2019 Street 100,000$  
through assessment management plan. Improvement

Sales tax

Valves, Hydrants and Hydrant Extensions - Repair Water FY 2019 Water 49,999$    
and replacement of valves and hydrants. Infrastructure

Fee

Water Meter Replacement Program Water FY 2019 Water TBD
Infrastructure
Fee

303 Ground Storage Tanks - Engineering, bid, installation: Water FY 2019 Water 98,000$    
Pax mixing system in the elevated water storage tack for Infrastructure
virtual elimination of thermal stratification and short-circuiting Fee
to improve disinfection and water quality.

Water Main Phase I - Pioneer and Smith Barry - Design, Water FY 2019 Water 276,700$  
bid construction for Bowen Rd. WL Replacement - Infrastructure
replace 1500' of 6" AC with 8" C900, replace connected Fee
valves and hydrants.

729,699$  

General Asphalt Pavement Repairs - Repair Streets FY 2020 Street 50,000$    
and maintenance of existing pavement infrastructure. Improvement

Sales tax

General Concrete Pavement Repairs - To be Streets FY 2020 Street 25,000$    
determined through assessment management plan. Improvement

Sales tax

Asphalt Streets Mill and Overlay - To be determined Streets FY 2020 Street 200,000$  
through assessment management plan. Improvement

Sales tax

Valves, Hydrants and Hydrant Extensions - Repair Water FY 2020 Water 49,999$    
and replacement of valves and hydrants. Infrastructure

Fee

Water Meter Replacement Program Water FY 2020 Water TBD
Infrastructure
Fee

Water Main Phase II - Smith Barry to Winewood - Design, Water FY 2020 Water 254,225$  
bid construction to replace 1350' of 6" AC with 8" C900, Infrastructure
replace connected valves and hydrants. Fee

579,224$  

Proposed FY 2019 Total

Proposed FY 2020 Total



Fiscal Year 2015-2016 Funded Capital Purchases 

Court Water/Sewer Total
FY 2015-2016 General Technology Operating CAPITAL

DEPARTMENT PURCHASES Fund Fund Fund PURCHASES

General and Incode Purchasing Application 7,825$      7,825$         
Administrative IT upgrades - Malwarebytes Anti-Malware 2,527   2,527   

Community CD Software and Implementation 7,000   7,000   
Development

Police Chevy Tahoe & Equipment - Patrol Vehicle 48,098     48,098     
(2) Harley Davidsons - Patrol Motorcycles 17,000     17,000     
(4) In-car cameras w/body cameras 18,140     18,140     
(5) Laptops for PD vehicles 18,000     18,000     
Mobile Application Software 30,800     30,800     

Fire Replace obsolete gas monitors 5,000   5,000   
Replace hazmat suits 5,000   5,000   

Municipal Warrant Interface Application 9,500$     9,500   
Court Laptop computer for Court room 680  680  

Counter-top/window-mount speaker 1,753  1,753   

Water Trailer mounted combo unit: 
Department valve machine and hydro vac 49,500$        49,500     

Sewer Smoke blower machine 1,800   1,800   
Department Manhole catch basins, clean-out plugs, 3,750   3,750   

and gem caps.

TOTAL 159,390$ 11,933$       55,050$        226,373$        



AGENDA BACKGROUND 
AGENDA ITEM:  Discuss, direct, and review the water and sewer fund status and rates. 

DATE: October 26, 2015 

PRESENTER: 

Matt Fielder, City Manager 

BACKGROUND: 

The purpose of this item is to obtain input on the recent PantegoFest and begin planning for 
2016 event.  April Coltharp with Flair Events will be in attendance to discuss the event, as 
well as to present options for her proposed contract for 2016.   

FISCAL IMPACT: 

Dependent upon guidance from Council. 

RECOMMENDATION: 

Staff is seeking guidance for planning for PantegoFest 2016. 

ATTACHMENTS: 

PantegoFest Financial Summary 
Comments from Council Member Funderlic
Proposed Flair Events Contract(s) 



TOWN OF PANTEGO 
SPECIAL REVENUE FUNDS
STATEMENT OF REVENUES AND EXPENDITURES
PANTEGOFEST FUND (850)

as of 2014-2015 OVER
10/22/2015 BUDGET (UNDER)

BEGINNING FUND BALANCE 29,825$      29,825$           

REVENUES
255.55 PantegoFest Revenues 6,525.42$    28,500$            (21,975)$        
255.56 Sponsorships 21,850.00    22,000              (150)               
255.57 Vendor Revenue 8,935.00      8,000                935                

37,310.42$  58,500$            (21,190)$        

OTHER SOURCES
997.00 Transfers In-from General Fund -$            -$                  -$               

TOTAL REVENUES AND 
37,310.42$  58,500$            (21,190)$        

EXPENDITURES
355.55 PantegoFest Expenses -$            -$                  -$               
355.56 Event Planner 21,864.25    20,343              1,521.25         
355.57 Entertainment 14,900.00    20,500              (5,600)            
355.58 Logistics 25,578.48    21,100              4,478             
355.59 Marketing 3,210.66      6,400                (3,189)            
355.61 Beer Concessions -              6,431                (6,431)            
355.60 Miscellaneous 5,598.05      1,600                3,998             

71,151.44$  76,374$            (5,223)$          

CHANGE IN FUND BALANCE (33,841)$      (17,874)$           

ENDING FUND BALANCE (4,016)$       11,951$           

TOTAL REVENUES

          OTHER SOURCES

TOTAL EXPENDITURES



	  
Based	  upon	  a	  number	  of	  observations	  and	  discussions	  with	  a	  number	  of	  vendors	  
and	  attendees	  the	  following	  is	  a	  list	  of	  suggestions	  and	  comments	  for	  planning	  next	  
years	  Pantego	  Fest:	  
	   	  
	   	  
Suggestions	  
	  

Standardize	  drink	  prices	  i.e.	  bottled	  water.	  
	  
	   Food	  court	  should	  be	  centralized	  with	  better	  access	  to	  all.	  
	  
	   More	  tables	  including	  stand-‐up	  near	  the	  stage	  area.	  
	  

Town	  should	  get	  a	  percentage	  of	  revenues	  for	  activities	  such	  as	  the	  train	  and	  
bull	  ride.	  	  
	  
Better	  advertisement	  with	  more	  street	  signage.	  	  Smaller	  signs	  along	  
roadsides	  and	  larger	  potable	  message	  board	  at	  major	  intersections,	  Pioneer	  
&	  Park	  Row.	  	  	  
	  

Comments	  from	  Participants	  -‐	  Positive	  
	  
	   Ticket	  sale	  for	  beer	  work	  well.	  
	   	  
	   The	  D.J.	  did	  a	  great	  job	  and	  was	  well	  received.	  
	  
	   Price	  of	  the	  bounce	  house	  area	  was	  well	  received.	  
	  
	   Most	  of	  the	  band	  selection,	  some	  were	  more	  participative.	  	  
	  
Comments	  from	  Participants	  –	  Negative	  
	  
	   Complaints	  on	  smoking.	  
	   	  
	   Complaints	  on	  sound	  being	  too	  loud	  away	  from	  stage.	  
	  
	   Bounce	  house	  area	  not	  a	  good	  as	  in	  past	  years.	  
	  
	   Lack	  of	  seating	  and	  not	  enough	  tables	  or	  chairs	  for	  food	  court	  purchasers.	  	  
	  
	   Not	  enough	  activities	  for	  children.	  
	  

	  
	  
	  



 

1040 Falcon Creek Dr 
Kennedale, TX 76060 
 
Email:  April@FlairFtWorth.com 
Web:  FlairFtWorth.com 
Phone:  817-614-5530 

CONTRACT AGREEMENT 
 

A Flair for Elegance, Inc. (dba Flair Events) understands and appreciates the trust and 

confidence bestowed upon it by the Client for festival management.  This commitment is 

conditioned upon satisfactory agreement of services and receipt of fees set forth below. 

 

This agreement is entered into on this  _____day of_______________20___, by and 

between A Flair for Elegance, Inc.(dba Flair Events) a Business, and _The Town of 

Pantego, a Client. 

 

In consideration of the mutual promises set forth hereunder, the sufficiency of which is 

hereby acknowledged,  

Flair Events and Client agree to the following: 

 Flair Events promises to provide the following services: 

o Plan and Execute festival management according to the scope of work in 

conjunction with a committee listed on pages 3 – 4.  

 Payment details and expenses as follows: 

o Flair Events festival planning service fee is a lump sum of $18,500. 

o Monthly payments shall be based upon percentage of project complete each 

month determined in progress reports with the City Manager. 

o Expenses.   

 Expenses for postage and printing will be invoiced each month 

based on actual expenses.  

 Other expenses encountered will be approved by the city manager in 

writing prior to purchase and reimbursed as invoiced. 

o Invoice is payable by client within 30 days.  

o Should additional duties or labor beyond the proposed scope of work be 

needed an addendum and fees will be agreed upon prior to additional 

services by representatives of Flair Events being performed. 

 

By signing this contract client understands that client is using Flair Events to help with 

festival management.  The client can cancel at any time in writing, but client agrees that 

fees paid to date are not refundable in addition to services performed prior to cancellation 

will be paid as invoiced and agreed upon according to this contract.  Client acknowledges 

Flair Events and its representatives are not liable for the products or services and 

warranties of participating vendors.  Client agrees to pay for work performed regardless 

of perceived success or failure of planned event.  Client understands that it is the clients 

responsibility to purchase event and liability insurance policies.  

 

           Page 1  

mailto:April@FlairFtWorth.com


 

1040 Falcon Creek Dr 
Kennedale, TX 76060 
 
Email:  April@FlairFtWorth.com 
Web:  FlairFtWorth.com 
Phone:  817-614-5530 

Client agrees to indemnify, defend, and hold harmless Flair Events and its trustees, 

officers, directors, employees and agents, from and against any loss, expense, liability, 

damage, claim (including reasonable attorneys’ fees) made or brought on for personal 

injury, including death, that arises from festival activities, negligence or willful 

misconduct and omission. 

 

This Agreement is entered into on this ____day of __________________, 20____, in the 

City of ______________________, the County of___________________, the state 

of______________. 

 

Flair Events       Client 

 

_______________________________  ______________________________ 

April Coltharp, President Matthew Fielder, City Manager 

Flair Events  Town of Pantego 
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Scope of work for Pantego Fest 2016 
 

Flair Events will provide services for the following: 

Event Services/Operations:  

 Develop business plan, strategies, and budget together with Client 

 Ideas for growth, income possibilities, activities and entertainment 

 Proposals for infrastructure requirements 

 Site Plan 

 Coordinate permit requirements with vendors 

 Electrical plan 

 Develop master festival schedule and timeline 

 Ensure safety plan is in place  

 

Vendors:   

 Contact and promote Pantego Fest with local businesses to participate with Pantego Fest 

as a vendor or sponsor according to business strategy developed with client 

 Develop vendor packet and obtain vendors to buy booth space at the festival 

 Coordinate with the client for vendor and sponsor payment schedules and receivables 

 Communicate and organize booth vendors during planning and at the festival 

 Develop a survey for vendors to evaluate the festival 

 

Marketing: 

 Develop a marketing plan to be approved by Town of Pantego Council 

 Assist with marketing by continuing the branding and marketing material for Pantego 

Fest 

 Assist with website updates 

 Facilitate Marketing activities to include:  radio, print, social media, direct mail, banners, 

press releases, ad placements and banners as determined in the marketing plan and budget 
 

Meetings: 

 Meetings with committee members once per month progressing to 2 – 4 times per month 

as event approaches 

 Updates via email and/or phone conversations with City Manager monthly and/or weekly 

determined by the stage of planning.  

 Updates at Town of Pantego City Council Meetings as necessary. 

 

Festival Weekend:  September 23-25, 2016 

 Oversee and execute festival set up, troubleshooting and overall event management. 

 Event staff to assist with set up, various activities and strike.  Event staff  not to exceed 

80 hours of festival event labor. 
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After Event Services:  September 26 – October 7 

 Strike and site clearance 

 Debrief with Town of Pantego Management team, Festival Committee and Town of 

Pantego Council 

 Follow through with vendors, sponsors and event vendors 

 

Flair Events will work with committee members to perform the following: 
 

Activities:  

 Identify and attempt to obtain potential activities and community members to help 

support activities 

 Marketing for participants for festival activities as needed 

 Obtain bids for contracts as needed for activities for approval 

 

Live Entertainment: 

 Obtain proposals from bands, local groups and businesses, stage, sound and lighting that 

may provide live entertainment for approval by client 

 Develop and manage live entertainment schedule  

 Manage agreements and ensure all necessary paperwork is completed by local 

entertainment to include contracts, letter of intent agreements, hold harmless agreements, 

and documents required for payment by the Town of Pantego. 

 

Sponsors: 

 Develop sponsorship packet 

 Identify targeted businesses 

 Work with Town of Pantego employees to have letters mailed for potential sponsors 

 Follow up correspondence to obtain sponsorship commitments 

 Communicate with sponsors about involvement in the festival 

 Facilitate Thank you letters sent by Town of Pantego to all sponsors for the festival. 

Volunteers: 

 Identify local groups and communicate volunteer needs with those groups 

 Establish volunteer needs at the festival 

 Develop volunteer applications and information packets 

 Assist Town of Pantego employee in scheduling and obtaining volunteers 
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AGENDA BACKGROUND 
 
AGENDA ITEM:  Discussion on the financial software Opengov.com. 
  
DATE: October 26, 2015 
 

 
PRESENTER: 

 

Matt Fielder, City Manager 
 
BACKGROUND: 

 
Council Members attending the Texas Municipal League Conference asked that staff present 
the OpenGov financial transparency software for the Council to consider purchasing.  The 
software essentially connects a viewer on the Town’s webpage to our InCode financial 
software to make information on the Town’s budget, revenues, expenditures, and financial 
history available to the public.  The format is simplified in order to make it more 
understandable to the layperson.   A demo is available at www.opengov.com.  The basic cost 
is $4,000 per year.  There is a $1,000 installation cost in the first year.  The software updates 
every month.  Should the Council desire to have it updated in real-time, there would be a 
one-time cost of $1,500 in order to have a third party vendor qualified to work with InCode 
software configure it to do so. 

 
FISCAL IMPACT: 

 

$5,000 for the first year 
$4,000 per year afterwards 
$1,500 to obtain real-time updates 

 
RECOMMENDATION: 

 

Staff is seeking guidance from Council whether they would like to proceed with acquiring 
OpenGov. 
 
ATTACHMENTS: 

 

N/A 
 

http://www.opengov.com/


    AGENDA BACKGROUND 
 

  Director’s Review:   
  City Manager’s Review:   
 

AGENDA ITEM: Discuss, direct, and consider action on the cancellations of the regularly 
scheduled council meetings for November 23, 2015 and December 21, 2015 due 
to the holiday schedules.   

Date:  October 26, 2015 

           
 
PRESENTER: 
 
Julie Arrington, City Secretary 
 
BACKGROUND: 
 
Historically the Town Council has cancelled the second council meeting for the months of November and 
December due to the holiday season. The purpose of this item is for Council to direct staff of the 
scheduling of these two meetings.  
 
FISCAL IMPACT: 
 
N/A 
 
RECOMMENDATION: 
 
Staff is at the direction of Council 
 
ATTACHMENTS: 
 
N/A 
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