CALHOUN COUNTY, TEXAS
PURCHASING POLICY

PASSED AS AMENDED BY COMMISSIONERS COURT ON SEPTEMBER 9, 20261

. All purchases for requirements and operation of Calhoun County must be made in
accordance with Texas State Statutes and must be for legal, ordinary, and necessary
purposes. Prior to payment, the County Auditor will approve all payments for legality
with the various Texas State Statutes, and the Commissioners’ Court will approve all
payments for ordinary and necessary purposes. Invoices not approved for payment by
either the County Auditor or the Commissioners’ Court will be returned to the
department head/elected official responsible for the purchase for disposition.

. All purchases will be for a quantity suitable to the purpose and at the least possible
expense to Calhoun County.

. Purchases under $100,000 will originate with the department head/elected official and
should be evidenced by a purchase order/request for payment to the vendor. Prior to
the issuance of the purchase order/request for payment, the issuing department should
obtain quotations from at least three responsible suppliers to determine the lowest
and/or best price/proposal. In these instances, it is the department head/elected
official’s responsibility to be able to show evidence that he ordered from the lowest
and/or best bid/proposal supplier. Emergency purchases should be curtailed by proper
planning and anticipating needs far enough in advance that regular purchasing
procedures may be followed. Emergency purchases may be made without obtaining
quotations from three responsible suppliers with the department head/elected official’s
approval and should only be made to keep buildings and machinery in operating
condition when their idleness would result in expense to Calhoun County or may be
made for extreme emergency cases involving public health and welfare cases. In the
case of emergency purchases, the purchase order/request for payment should be marked
“EMERGENCY PURCHASE”. Emergency purchases are subject to approval by the
Commissioners’ Court.

. Purchases of $100,000 and over will be made on formal bid or proposal. The request
to advertise for bids/proposals along with the appropriate specifications should be
submitted directly to the Commissioners’ Court. Upon approval of the specifications
and authorization to advertise by the Commissioners’ Court, the County Auditor will
place the necessary advertisements and notices for the bid/proposal. All formal
bids/proposals will be received by the County Judge and will be opened in the office
of the County Judge one week before the meeting at which the Commissioners’ Court

! Originally passed on September 15, 2000, and amended on December 29, 2000, January 13, 2005,
September 14, 2006, August 13, 2009, February 24, 2011, February 13, 2014, August 11, 2016, June 22,
2017, and July 6, 2022, September 3, 2025.
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will consider the bids/proposals and will be available for study at the County Judge’s
office. A suggested order could be as follows:

The Commissioners’ Court hereby orders the approval of the accompanying
specifications for the purchase of (item) with the opening of the bid(s)/proposal(s)
to be in the County Judge’s Office at 10:00 AM on (date one week before
consideration) at which place they will be available for study until the
Commissioners’ Court considers them on (date of Commissioners’ Court meeting).

The Commissioners’ Court will award the bid/proposal to the lowest and best bidder
or best proposer, taking into consideration the recommendation of the appropriate
department head/elected official. After the bids/proposals have been awarded the
department head/elected official may issue the necessary purchase order/request for
payments.

County capital projects under $50,000 will be under the direction of the appropriate
department head/elected official. All county capital projects over $50,000 will be
under the direction of the county judge unless the Commissioners’ Court, by order,
appoints someone else to be responsible for the project.

All county employees will keep free from obligation by not accepting gifts or
entertainment offered by any supplier for Calhoun County.

To be properly processed, the purchase order/request for payment must contain the
following information:

Date the purchase order/request for payment is originated;

Vendor complete name, address and telephone number;

Department name and exact place where item is to be delivered:

The department account number to which the expenditure is to be charged;

The quantity desired;

An exact description of the item and the use for which the item is to be put;
Quoted price;

Signature of the department head/elected official or his authorized representative.

SRme a0 o

The purchase order/request for payment should be prepared after verifying that the
goods/services are in order. The department head/elected official or his authorized
representative should sign the purchase order/request for payment and submit it along
with the vendor’s invoice to the County Treasurer’s office for payment. The
Commissioners’ Court, at a public hearing, must approve all purchase order/request for
payment prior to payment. Purchase order/request for payments submitted to the
County Treasurer’s office less than four business days before the next Commissioners’
Court meeting will not be processed for that meeting.

Departments must review their available budget before submitting a purchase order or
payment request to ensure sufficient budget funds are available in the applicable budget
line item.
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11.

12.

13.

14.

When sufficient funds are available within the department’s overall approved budget
but not within the appropriate line item, the department head/elected official must
submit a Budget Adjustment form to the County Auditor’s Office to transfer available
budget funds between line items before the expenditure is incurred.

In the rare circumstance that sufficient funds are not available within the department’s
approved annual budget, the department head/elected official must request a Budget
Amendment for consideration and approval in a specific Public Hearing called by
Commissioners Court.

The County Auditor is required by law to disapprove payment of expenditures that
exceed available budget appropriations. The County Auditor may return purchase
orders or payment requests without sufficient budget authority to the department
head/elected official for correction or other appropriate action.

If a purchase requires a trade-in, such as an automobile, office machines or other
equipment, the department head/elected official should request approval of the trade-
in from Commissioners’ Court prior to the purchase of the new asset. The county
auditor’s office should be sent a copy of the Commissioners’ Court approval of the
trade-in along with trade-in’s county identification number.

All lease/purchase agreements must be approved by the Commissioners’ Court and
signed by the County Judge unless the Commissioners’ Court authorizes someone else
to sign the agreement. All lease/purchase agreements must contain the “government
clause” authorizing the return of the equipment if the Commissioners’ Court does not
appropriate funds for the lease/purchase in a future year. Failure to comply with this
provision will result in the department head/elected official becoming liable for any
losses sustained by Calhoun County.

For Constables, Volunteer Fire Departments, and other County operations without a
County office, use the County Auditor’s Office as the billing address for all County
purchases. Invoices and statements must be sent directly to the Auditor’s Office and
not to a personal address. (County Auditor, 202 S. Ann St., Suite B, Port Lavaca, TX
77979 or email to Auditoroffice@calhouncotx.org). Purchased items may be shipped
to an approved personal or other location when necessary, but the Auditor’s Office
must remain the billing address.

County employees wishing to purchase items from vendors doing business with
Calhoun County should set up their own account with the vendors and not use Calhoun
County’s account. Calhoun County is exempt from state sales taxes; however county
employees are not exempt. Any purchases made through Calhoun County for
employees’ personal use will be deducted from the invoice and the appropriate
department head/elected official will be responsible for the payment of the amounts so
deducted along with the appropriate sales taxes.

All office supplies, equipment and office machinery will be used only for business
related to the operation of county offices and departments. Office equipment and
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16.
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supplies will not be removed from its assigned departmental location for any reason
other than for business related to the operation of county offices and departments.

County employees, with the exception of members of the Commissioners’ Court, will
be allowed to bid on surplus property offered to the public at public auction, just as any
other citizen of Calhoun County.

Department head/elected officials are expected to keep appropriate controls over the
use of departmental equipment such as postage, copy machines, computers, heavy
equipment, tools, etc. to assure that use of this equipment is not abused and that
Calhoun County is not incurring expense for the personal use of this equipment.

County employees traveling on official county business, who incur travel expenses,
whether paid personally or through the use of a county credit card, must submit
approved travel forms to the County Treasurer (if money is owed to the employee) or
County Auditor (if no money is owed) —within 5 days of the completion of the travel.
Calhoun County’s travel reimbursement plan is an “accountable plan” as outlined in
the Internal Revenue Service’s regulations. As such, the department head/elected
official is responsible for determining what reimbursements for travel will be made by
Calhoun County, however in the event that meals are reimbursed where the county
employee was not required to spend the night at the travel location, then the meal
reimbursement shall be considered additional compensation to the employee and
reported on his earnings record as compensation in accordance with Internal Revenue
Service regulations. Guidelines for travel are as follows:

a. Lodging: Calhoun County will reimburse the employee for lodging if a
detailed/itemized receipt is kept by the employee and submitted with the
appropriate travel expense form.

e Travel Days — if the employee must leave before 7:00AM to arrive at the
start of the event and/or return to the County after 6:00PM after the event
concludes, an additional nights lodging is allowable before and/or after the
event.

e Additional fees allowable: Self-parking

e Additional fees allowable with justification: Valet parking is allowable if
extreme hardship exist due to physical disability or if no self-parking is
available

e Fees not allowable: Internet, phone charges, laundry, safe fees

* Gratuities are not reimbursable for any lodging services.

b. Meals: Employee meal reimbursement will align with the Meals & Incidental
Expenses (M&IE) rates for the specific training location/county, as well as the First
and Last Day of travel rate, as listed on the U.S. General Services Administration
(GSA) website for the current year. If the destination is not listed with specific
rates, the standard M&IE rate and first and last day of travel will apply. These rates
will be provided with the current county travel report.
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For same day travel or any travel that does not require overnight lodging, meal
reimbursement will be on a per meal basis.

Employees are prohibited from purchasing meals with County credit cards
while traveling. This prohibition does not apply for prisoner and probationer
transports as directed by the appropriate department.

No reimbursement will be made for any lodging expenses paid for by the
conference, provided as part of the conference cost, or that the employee did not
pay for under this plan. Please complete travel reports as applicable.

Calhoun County will reimburse actual expenses on travel by air, bus or train at the
lowest available fares. Department heads/elected officials are responsible for
determining the lowest available fares. Detailed receipts are required.

Mileage reimbursement for authorized use of personal automobiles on county
business will be computed at the current rate set by the Internal Revenue Service
for tax purposes.

Calhoun County may reimburse employees for other unforeseen or necessary
expenses related to the purpose of such travel only if detailed receipts are kept and
submitted with the appropriate travel expense form. Calhoun County will not
reimburse an employee for tipping.

It is the responsibility of each department head/elected official to utilize travel
funds only for official county business. These funds are budgeted for the purpose
of allowing county employees to attend various association meetings, training
seminars, education seminars, other county related purposes and the required law
enforcement travel relating to prisoners and probationers. It shall be the
responsibility of each department head/elected official to see to the strict
enforcement of this policy.

County officials and employees assigned a County vehicle are prohibited from
using such vehicle for personal use except for commuting or de minimis personal
use. County officials and employees assigned a County vehicle will be required to
sign an annual statement that provides the total amount of miles driven for
commuting or that states there was no personal use of the vehicle. The County will
report the value of personal use miles as compensation to the employee, calculated
in accordance with the appropriate Internal Revenue Service guidelines. It is the
official/employee’s responsibility to be familiar with the Internal Revenue Service
guidelines concerning personal use of employer-provided vehicles. The guidelines
are available in Publication 463 at www.irs.gov. All officials/employees are
responsible for maintaining appropriate records to substantiate the use of County-
provided vehicles. Should it be determined by the Internal Revenue Service that
these guidelines were not followed by the official/employee, the official/employee
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will be responsible for any penalties, interest, or other charges imposed by the
Internal Revenue Service on Calhoun County as a result of the official/employee’s
failure to comply with the guidelines.

i.  County law enforcement personnel assigned a County vehicle are required to use
the vehicle for commuting. Any personal use of a County vehicle by law
enforcement personnel other than for commuting is prohibited.

j.  Commuting in exceptional circumstances may dictate that such travel is in the best
interest of the County and falls within the requirement that travel be reasonably
related to County business and therefore not considered as personal use. Travel to
public functions such as dedications, civic ceremonies, County fairs, citizens'
meetings, etc. where attendance is in the interest of the County and not personal or
political in nature is considered to be County business travel

k. County officials/employees will be required to keep an accurate and timely log of
any commuting or personal mileage.

18. Grant applications must be authorized by Commissioners Court.

The department head/elected official who is awarded a grant shall adhere to all
procurement guidelines, policies, and procedures in the application, assurances, award,
and documentation of the state or federal grant.

The department head/elected official must strictly adhere to all procurement
requirements of federal grants, programs, or allocations noted in 2 CFR Part 200 and
supplements as applicable by the Catalog of Federal Domestic Assistance (CFDA)
Number. The CFDA number is provided for all federal funding sources. Where specific
procurement direction is not provided for in 2 CFR Part 200 or supplements, the
department head/elected official shall abide by the “common rule” which is published
by each separate federal agency.

The department head/elected official is responsible for checking the debarment status
of all vendors before contracting with or making any purchases with funds from any
federal grant. The Excluded Parties Listing Systems (EPLS) is an electronic database
of parties excluded from federal procurement and non-procurement programs and is
located at https://www.SAM.Gov. The EPLS identifies those parties excluded
throughout the U.S. Government (unless otherwise noted) from receiving Federal
contracts or certain subcontracts and from certain types of Federal financial and
nonfinancial assistance and benefits.

Prior to procuring or entering into contract(s) for any goods/services, the department
head/elected official must check the debarment status of the vendor using the EPLS
system (https://www.SAM.Gov) and document that verification has occurred. If the
vendor is found to be debarred, the vendor may not be used for procurements utilizing
federal funds. If the vendor is found not to be debarred, the department head/elected
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official must print the screen from the EPLS indicating the vendor is not debarred and
attach this documentation to the invoice when it is submitted to the county auditor for
approval. This policy applies to the procurement of all goods or services regardless of
unit price or quantity.

Furthermore, because vendors are being removed and new ones added on a daily basis,
department head/elected officials are required to verify and attach documentation that
the vendor is not debarred before issuing a new purchase order/check request, contract,
or single-time purchase.

19. Federal grant awards should comply with the following:

a. The County will perform a cost or price analysis in accordance with 2 CFR 200
using the guidelines outlined below when applicable for federal grant awards. The
overall objective for the County is to negotiate total prices that are fair and
reasonable.

§ 200.323 Contract cost and price.

(a) The non-Federal entity must perform a cost or price analysis in
connection with every procurement action in excess of the Simplified
Acquisition Threshold including contract modifications. The method
and degree of analysis is dependent on the facts surrounding the
particular procurement situation, but as a starting point, the non-Federal
entity must make independent estimates before receiving bids or
proposals.

(b) The non-Federal entity must negotiate profit as a separate element of the
price for each contract in which there is no price competition and, in all
cases, where cost analysis is performed. To establish a fair and reasonable
profit, consideration must be given to the complexity of the work to be
performed, the risk borne by the contractor, the contractor's investment,
the amount of subcontracting, the quality of its record of past
performance, and industry profit rates in the surrounding geographical
area for similar work.

(c) Costs or prices based on estimated costs for contracts under the Federal
award are allowable only to the extent that costs incurred, or cost
estimates included in negotiated prices would be allowable for the non-
Federal entity under Subpart E—Cost Principles of this part. The non-
Federal entity may reference its own cost principles that comply with the
Federal cost principles.

(d) The cost plus a percentage of cost and percentage of construction cost
methods of contracting must not be used.
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