OFFICE OF COURT ADMINISTRATION

DAVID SLAYTON
Administrative Director

November 30, 2015

Procurement Audit Program

Attn: Mark Kaspar

Comptroller’s Texas Purchasing and Support Services
1711 San Jacinto

Austin, Texas 78711-3047

RE: Agency Procurement Plan
Enclosed is the Office of Court Administration’s (OCA) procurement plan pursuant to the Texas

Government Code, title 10, Subtitle D, Chapter 2155, and the State of Texas Procurement
Manual, Section 4.2. Should you have any questions, please contact me at 512-463-1638.

Sincerely/
7

/
Fcis T\

Veronica M. Stréng, CTPM
Senior Purchaser

cc. David Slayton, Administrative Director
Glenna Bowman, Chief Financial Officer
Tina Washington, Deputy Chief Financial Officer

205 WEST 14™ STREET, SUITE 600 « ToM C CLARK BUILDING * (512) 463-1625 + FAX (512) 463-1648
P O B0Ox 12066, CAPITOL STATION * AUSTIN, TEXAS 787 11-2066
http //www courts state tx us/oca/




State Agency Annual Procurement Plan

Office of Court Administration

Instructions: Compiete all sections with required information. Submit template samples where requested Remove
confidential Information that would be subject to public disclosure rule. Remove screen prints with detailed
information on how to access computer systems (1.e., passwords, user 1d’s, etc.). Do not lock documents that may
need to be edited.

Contents of the procurement plan:
e Organizational chart of purchasing division/office

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

o Protest Procedures

o List and sample of signatures authorized to approve or sign a proprietary justification letter
¢ List and sample of signatures authorized to approve agency membership fees

e The training and certification status of the purchasing employees.

e List of purchasers authorized to purchase on behalf of the State.

o |nvitation for Bid (IFB) Template including terms and conditions

¢ Internal purchasing procedures for agency

o Conflict of Interest statement(s) (statement signed annually for each purchaser or a memo stating
that one Is In the purchaser's personnel file)

¢ Internal purchasing procedures for System for Award Management (SAM), Excluded Parties List
System (EPLS)

e The three (3) highest priority purchases the agency expects to make in fiscal 2016 that are not
available through a term contract.

e Agency procedures for response to recommendations for delegated solicitation reviews by the
Contract Advisory Team (CAT)



 idVs
Jobeuep 1|
‘upeg maiqg

bdVs
4030840 1}
Apauuay] fasen

oDYH
0085 2 8040
9quIoojo}H seak]

bav
- 40J03IQ 0080
pleury jjor

oby
20N
#iyos Aweg

00y
OOWNIAF/ASDY
0J8WOY BPUBIOA

v
10300410 ASOY
WIHD 100G

anoudde jlos ueo oym sisnroiddy .zqy

anoidde yss Jou ued oym sianouddy :p 4y
AuQ Jasenbay :0DY

sbry snjensiuwpY NAY

-00Y

Buiseyomnduhpren

oDY/dY
J96euep

sunog fjepdads
Aemojeo uhjuen

ooy
ZiHO Areus

ldv
Jo30811g
|asuno? jesouso)
uowiey BuUal

ildv
JO30NT OalL
ayyjeg sewep

oY
opeleny Aepy

idv
siojipny
ssaubep baio

> o
(i

LIVHOMOTA NOLLISINOTY ISVHOUNd VOO

ovy
suIBBIH yupasop




S102/116
11 £q paaoudde aq 3snw saseyaind ABojouysa] uoneuloju| ,




. e
Lp A~

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

Office of Court Administration
Finance and Operation

Chapter 01: Policy Name
Section: 1.1 Name of policy if more than one section to policy.

Introduction

Office of Court Administration has established internal procedures for the issuance and
security of payment cards by the agency’s employees (see attached).

Policy Office of Court Administration follows the TPASS Procurement Card guidelines
established in the Procurement Manual.

Procedure
Description of the procedures, step by step, to carry out the policy.

Authority TAC, Title 34, Part 1, Chapter S Subchapter E, Rule 5.51

Approved

DATE: /{/5’0//6/‘

PROGRAM MANAGER:

EXECUTIVE DIRECTOR:\ﬂWzZQDf\




Protest Procedures

Office of Court Administration

Legal

Protest Procedures

Chapter 01: Policy Name
Section: 1.1 Name of policy if more than one section to policy.

Introduction

Any actual or prospective bidder, offeror, or contractor whe is aggrieved in
connection with the solicitation, evaluation, or award of a contract may formally
protest to OCA. Such protests must be in writing and received in the
administrative director’s office within 10 working days after such aggrieved
person knows, or should have known, of the occurrence of the action that is
protested. Formal protests must conform to the requirements of this subsection
and subsection (c) of this section, and shall be resolved in accordance with the
procedure set forth in subsections (d) and (e) of this section. Copies of the protest
must be mailed or delivered by the protesting party to the other interested
parties. For the purposes of this section, “interested parties,” mean all vendors
who have submitted bids or propesals for the contract involved.

Policy In the event of a timely protest or appeal under this section, OCA shall not proceed further
with the solicitation or with the award of the contract unless the administrative director, after
consultation with the CFO, makes a written determination that the award of contract without
delay is necessary to protect substantial interests of the state.

Procedure A formal protest must be sworn and contain:

The CFO shall have the authority, prior to appeal to the administrative director, to settle and
resolve the dispute concerning the solicitation or award of a contract. The CFO may solicit
written responses to the protest from other interested parties.

If the protest is not resolved by mutual agreement, the CFO will issue a written determination
on the protest.

(1) If the CFO determines that no violation of rules or statues has occurred, he or she
shall so inform the protesting party and other interested parties by letter, which sets
forth the reasons for the determination.




(2) If the CFO determines that a violation of the rules or statutes has occurred in a
case where a contract has not been awarded, he or she shall so inform the protesting
party and other interested parties by letter which sets forth the reasons for the
determination and the appropriate remedial action.

(3) If the CFO determines that a violation of the rules or statutes has occurred in a
case where a contract has been awarded, he or she shall so inform the protesting party
and other interested parties by letter which sets forth the reasons for the
determination, which may include ordering the contract void.

The CFO’s determination on a protest may be appealed by an interested party to the
administrative director. An appeal of the CFO’s determination must be in writing and must be
received in the administrative director’s office no later than 10 working days after the date of
the CFO’s determination. The appeal shall be limited to review of the director’s
determination. Copies of the appeal must be mailed or delivered by the appealing party to the
other interested parties and the appeal must contain an affidavit that such copies have been
provided.

The general counsel shall review the protest, CFO’s determination, and the appeal and
prepare a written opinion with recommendation to the administrative director. The
administrative director shall issue a written decision on the protest, which shall be the final
administrative action of OCA.

A protest or appeal that is not filed timely will not be considered, unless good cause for delay
is shown

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

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

(3) A precise statement of the relevant facts; ‘

(4) An identification of the issue or issues to be resolved,;

(5) Argument and authorities in support of the protest; and

(6) A statement that copies of the protest have been mailed or delivered to the
identifiable interested parties.

Authority

Statute or statutes cited giving agency authority to perform actions
addressed in procedure.




Approved

oaTe: | } /3,[’/ '/\’{

PROGRAM MANAGER

EXECUTIVE DIRECTOR[\ ﬂ(lﬂ/ 6%07
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Proprietary Justification

List and sample of signatures authorized to approve or sign a proprietary justification letter.
Signature %/,{/A_/ dﬁ(; —

Print Name _David Slayton, Administrative Director

Comments

Signature

Print Name

Comments

Signature

Print Name

Comments

Signature




Print Name

Comments

Comments may indicate title, authonzed individual or designated by authorized individual to sign, any other
information
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Agency Membership Fees

List and sample of signatures authorized to approve agency membership fees.
Signature Mﬂl&d X&’w
I [/'

Print Name _David Slayton, Administrative Director

Comments _Membership letters signed by AD are required for all membership requests.

Signature

Print Name

Comments

Signature

Print Name

Comments

Comments may Indicate title, authorized individual or designated by authorized individual to sign, any other
information



Training and Certification

Training and certification status of agency purchasing employees.

Print Name Veronica M. Strong

Certification Type: CTPM
Issue Date: 06/01/2011
Expiration Date: 06/01/2016
Certification Number: F1532

Print Name __ Paula Garner

Certification Type: CTP

Issue Date: 09/01/2014

Expiration Date: 09/01/2014
Certification Number: CTP0814145

Print Name Celeste Diaz

Certification Type: CTP

Issue Date: 10/01/2014

Expiration Date: 10/01/2019
Certification Number CTP0911141

Print Name Cynthia Walker

Certification Type. CTPM, CTCM
Issue Date: 9/12/2002, 3/1/13
Expiration Date: 10/01/2017, 3/1/18
Certification Number B2522, CG056B
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Agency Purchasers

List of agency purchase

Signature

et %KW/\X

Print Name Veronica M. ngq, CTPM

Signature ﬁ@MQM) M

Print Name Paula Garner, CTP

authorized to purchase on behalf of the State.

Signature 0[/ )

Print Name Celeste Diaz, CTP

Signature %AMV 5

Print Name __ Marissa Kubinski

Signature //)}2,4%@{ Lj Z‘/@/é/(./

Print Name __Cynthia Walker, CTPM/CTCM

Sig nature.‘/wzzr/ ///’M?L

Print Name __Tina Washington
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IFO Form



OFFICE OF COURT ADMINISTRATION
INVITATION FOR BIDS

iIF NOT BIDDING BID OPENING »
DO NOT RETURN THIS
FORM,
| RAGREES T
BC%?A%LYSW?H%LF REQUISITION NO. »

CONDITIONS TO THIS IFB
t FAILURE TO SIGN WILL DISQUALIFY BiD~

AGENCY TO INVOICE
When BIDDING
Each bid must be :
placed i a separate AUTHORIZED SIGNATURE it
envelope with bid
opening date and “By signing this bid, bidder cerlifies that if a Texas adaress s st et 3
requisition number the sddress of the bidder bidoer qualifies 88 a Texss ddwr o edrve
In Rulg 1 TAC 1132
DESTINATION OF GOOQDS IF DIFFERENT THAN ABOVE annotated immediately nRule 1 TAC 113
below return address IF BIDDING, RETURN SEALED BIDS TO.
on SEALED BID OFFICE OF COURT ADMINISTRATION
ENVELOPE P O BOX 12086, AUSTIN, TX 78711-2066
OR HAND DELIVER TO 8™ Floor Receptionist {8.00 am - 5 9 )
OR OVERNIGHT/EXPRESS MAIL TO STE 600 (8 00 am - 5 0 pm}
208'W, 14™ STREET AUSTIN, TX 78701

DELIVERY IN DAYS, CASH DISCOUNT___%___DAYS

FAX NUMBER FOR BIDDING ONLY IF ALLOWED In THIS
SOLICIATION 512-463-1848

Check below If preference claimed under Rule 1 TAC 113.8

()
()

et Y e

(.
(-
(-
(-

Nt it Yt N e

}

i

Supplies, matenals, equipment, or services produced in TX/ offered by TX bidder + VENDOR ADDRESS AND IDENTIFICATION NUMBER
Agricultural products produced or grown in TX

Agricultural products and services offered by TX bidders*

USA produced supphes, matenals, or equipment

Products of persons with mental or physical disabilities

Products made of recycled, remanufactured, or environmentally sensitive matenals
including recycled steel

Energy efficient products

Rubberized asphait paving matenal

Recycled motor ol and lubricants

Products produced at facilities located on formerly contaminated property
Products and services from economically depressed or blighted areas

1e Texas ID Number is the taxpayer number assigned and used by the Compfrolier of Public Accounts of Texas [If this number 1s not known, complete the following

Enter Federal Employer’s ldentification Number or Sole owner should also snter Social Securty Number

|

v ot v r oy i 1Tt - r o T ]

WARD NOTICE: The State reserves the nght to make an award on the basis of low hine item nd, low total of ine tems, o 1n any other combination that will serve the bestintarest (1 by
tale and to reject any and all bid tems 0 the sole discretion of the State.

EMNO CLASS &ITEM DESCRIPTION QUANTITY  UNIT  MAKE/MODEL UNITPRICE EXTENSIGN




BIDDING REQUIREMENTS:
‘1 Bidders must comply with all rules, regulations and statutes relating to purchasing in the State of Texas in addition to the requirements of this form
12 Bidgders must pnce per unit shown Unit prices shall govern in the event of extension errors,
13 Bids should be submitted on this form Bids must be time stamped at Office of Count Administration{OCA) on or before the hour and date specified for the bid opening
14 Late and/or unsigned bids will not be considered under any circurnstances Person signing bid must have the authority to bind the firm in a contract,
16 Quote FOB destination, freight prepaid and aliowed unless otherwise stated within the specificabons

16 B prices are requasted to be firm for OCA acceptance for 30 days from b opening date. "Discount from list” bids are not acceptabie urdess requested Cash discounts are not CONSIKEIEC
determining an award Cash discounts offersd will be taken if eamed

17 Bidder should enter Texas Identdication Number System (TINS) number, full firm name and address of bidder on the face of this form Enter in the space provided. if not shown Additora ly fim
name should appear on each continuation page of a bid, in the block provided i the upper right hand corner

18 Bid cannot be altered or amended after operung tme Alterations made before opening time should be initialed by bidder or his authonzed agent No bid can be withdrawn aftar oper.ns Wiena
without approval by the OCA based on an acceptable wnt-ten reason,

19  Purchases made for State use are exempt from the State Sales tax and Federal Excise tax Do not include tax in bid Excise tax Exemption Certificates are available upon request
110 The State reserves the nght to accept or reject all or any part of any kind, waive minor technicaiiies and awand the bid to best serve the interests of the State.
111 Consistent and continued tie bitdding coutd cause rejection of bids by the OCA and/or investigation for antitrust viclations

112 The telephone number tor FAX submussion of bids 1s 1-512-463-1648 This is the only number that will be used for the recelpt of bids. The Stale shalt not be responsible for falure o eluct =
equipment of operator error Late, illegible, incamplete, or otherwise non-responsive bids will not be considared.

113 Inquiries pertalning to IF Bs must nclude the requisition number, class/em codes, and opening date
SPECIFICATION:

21 Catalogs, brand names or manutacturer's references are descrnptive only, and indicate type and guality desired Bids on brands of like nature and quablity will be considered uniess adverise 1 .urdq
Texas Government Code, Titie 10, Subtitie D, Section 2155 067 If bidding on other than references, bid should show manufacturer, brand or trade name, and other descriplion of procuct nlcred
other than brand(s) specified i1s offered, flustrations and complate description of product offered are requested to be made part of the bid Fallure to lake exception to specfications or rWiernivg
data will require bidder to furnish specified brand names, numbers, etc,

22 Unless otherwise specified, tems shall be new and unused and of current praduction,

23 Al electrical fems must meet all apphicable OSHA standards and regulations, and bear the appropriate listing from UL, FMRC or NEMA

274 Samples when requested, must be furnished free of expense to the State 1f not destroyed in examination, they will be returned to the bidder, on request, al bidder's expense Each semp'e scou'
be marked with bidder's name and address. and requisition number Do not enclose in or attach bid to sample

5 The State wiil not be bound by any oral statement or rapresentation contrary to the wntten specifications of this invitation for Bids (iIFB)
3] Manutacturer's standarg warranty shali apply untess otherwise stated inthe iFB

TIE BIDS - Awards will be made in accordance with
Rute 1 TAC Section 113 6 (b) (3)and 113 8 (Preferences)

DELIVERY
4 1 Show number of days required to place matenal in recetving agency's designated location under normal conditions Delivery days mean catendar days, uniess otherwise specified +afure’ slatn
delivery ime obhigates bidder to deliver in 14 calendar days Unrealistic delivery promises may cause bid to be disregarded.

4 2 if delay s foreseen, vendor shall give written notics to the OCA and the ordenng agenty Vendor must keep the OCA and ordenng agency advised at all times of status of order Detait 1y
promused defivery (without accepted reasons) or failure to meet specifications authorizes the OCA 1o purchase supplies elsewhere and charge fulf increase, if any, in cost and handhng to defan ta
vendor

4 3 No substtuhons permitted without written approvai of OCA

4 4 Dehvery shall be made during normal working hours only, uniess prior approval has been cbtained from ordering agency

INSPECTION AND TESTS - All gcods wili be subject to inspection and test by the State. Authorized OCA personnel shall have access to suppiier's place of business for the purpose of nspact rig

morchandise Tests shall be performed on samples submitted with the bid or on samples taken from regular shipment All costs shall be borne by the vendor in the event products testea tad to mest of

exceed all condmians and raquirements of the specificaton Goods delivered and rejected in whole or in part may, at the State's option, be returned Lo the vendor or held for disposition o% vemdn” <
expense Latent defects may result in ravocation of acceptance

AWARD OF CONTRACT - A rasponsa to this IFB 1s an offer to contract based upon the terms, conditions, and specificalions contalned herein. Bids do rnot become contracts untd they ire aseaptic

through an open market purchase ordeér The contract shall be governed, construed, and interpreted under the laws of the State of Texas The factors jisied in Taxas Government Code, Tile %0 Subtd

D, Section 2155 074, 2165 144, 2156 007, and 2157 003 shali also be considered in making an award when specified. Any legal actions musi be filed in Travis County, Texas

PAYMENT . Vendor shali submit 2 coples of an itemized invoice showing State order number and agency requisition number on all copies. The State will incur no penalty for late payment if pay nert 1
made in 30 or fewsr days from receipt of goods or services and an uncontested invoice

PATENTS OR COPYRIGHTS - The vendor agrees fo protect the State from claims involving infnngement of patents or copynghts

VENDOR ASSIGNMENTS - Vendor hereby assigns 10 ordenng agency any and ail claims for overcharges associated with this contract ansing under the antitrust laws of the United States '51. S C n
Section 1, et seq (1873), and the antitrust laws of the State of Texas, TEX Bus. & Comm. Code Ann Sec 16.01, et sey. (1987)

) BIDDER AFFIRMATION - Signing thes bid wath a false statement is a material breach of contract and shalt vold the submitted bid or any rasulting contracts, and the bidder shalt be remeyad foma . o
lists By signature hereon affixed, the bidder hereby certifies that,

10 1 The tigder has not given, offered to give, nor intends to give at any time hereafier any economic opportumty, future employment, gitt, ioan, gratuity, special discount, tnp. favor, of service 10 &
public servant in connection with the subrmitted bid

10 2 Neither the bidder nor the firm, corporation, parinership, or institution represented by the bidder, or anyone acting for such firm, corporation or institution has viclated the antdrust tmvs of Ire
State or the Federal Antilrust Laws (see section 9, above), nor communicated directly or indirectly the td made to any competitor or any other person engaged in such line of business

103 Pursuant 1o Section 2155 004 Government Code, the bidder has not received compensation for participation in the preparation of the specifications for this IFB,

104 Pursuant to Sectian 231 008 (), Family Code, re  child support, the bidder certifies that the individual or business entity named in this bid is not ineligible to recelve the spegifiun puyme v 214
acknowledges that this contract may be terminated and payment may be withheid i this certification is inaccurate.



106 Under Section 2155 004, Government Code, the vendor certifies that the Individual or busingss entity named in this bid or contract 15 not ineligible to recerve the specified contract wi ¢
acknowiedges that this contract may be terminated and payment withheid if this centification is inaccurate.

108 The Contractor shall defend, indemnify, and hold hanmiess the State of Texas, ali of its officers, agents and employees from and against all claims, actions, suits, demands procescings .usis
damages, and habilities, arising out of, connected with, or resulting from any acts or omissions of contractor or any agent, employee, subcontractor, or supplier of contractor sn ihe Fancu’ 57 6t
performance of this contract

10 7 Bidder agrees that any payments due under this contract will be applied towards any debt, including but not limited to delinquent taxes and child suppont that Js owed to the State o Ter.

108 Bidder cenifies that they are in compliance with section 669,003 of the Government Code, relating to contracting with executive head of a State agency If section 689 003 applcc 1 jaur i
complete the foliowing information in order for the bid to be evaiuated
Name of Former executive
Name of State agency”
Date of separation from State agenty  mmm———
Posmion with bidder
Date of Employment with bidder

109 Bidder agrees to comply with Governmant Coda 2155 4441, pentaining 10 service contract use of praducts produced in the State of Texas

10 10 Contractor understands that acceptance of funds under this contract acts as acceptance of the authonty of the State Auditor's Office, or any successor agency, to conduct an audt o
investigation in connection with thase funds Contractor further agrees to cooperate fully with the State Auditars Office or its successor in the conduct of the audit or investgation noiud g
providing all records requested Contractor will ensure that this clause concerning the authority to audit funds received indirectly by subcontractors through Contractor and the o toaa i
cooperata 18 included n any subcontract it awards

! Pursuant to Section 231 006 (¢}, Family Code, bid must include names and Soclal Secunty Numbers of each person with at least 25% ownership of the business entity submitting the bia Ats oon
& social secunty numbers for sach person This information must be provided prior to contract award

2. NOTE TQ BIDDER - Any terms and conditions attached 1o a bid will not be considered unless specifically referred to on this tid form and may result in disqualification of the bid
3 The dispute fesolution process provided for In chapter 2260 of the Texas Government Code must be used by the QCA and the contractor to attempt to resolve all disputes ansing unde’ P15 ¢ % ac

1. Information, documentation, and other material in connection with this solicitation or any resulting contract may be subject to public disclosure pursuant lo Chapter 552 of the Texas Go.e et Coe
(the “Public tnformation Act”)

5 TECHNOLOGY AGCESS CLAUSE The Vendor expressly acknowledges that state funds may not be expended in connection with the purchase of an automated information system uniess 1w
sstem meels certain statutory requirements relating to accessibliity by persons with visual impalrments Accordingly, the Vendor represents and warrants to the quahlied ordenng entity tha! *he 1o enior

ovided lo the qualified ordering entity for purchase is capable, ether by virtue of features included within the technoiogy or because # is readily adaplable by use with other technology, ot
1 providing equivalent access for effective use by both visual and non visual means,
2 presanting information, including prompts used for interactive communications, 1n formats intended for both visual and non visual use, and
3 being rtegrated into networks for oblaining, retrieving, and disseminating information used by individuals who are not blind or visually impalred

ar purposes of this clause, the phrase “equivalent access™ means a substantially similar atitity to communicate with or make use of the tachnoiogy, either directly by features mcorparated v nin b
chnology or by other reasonable means such as assistive devices ar sarvices that would constitute reasonable accommodations under the Federai Amencans with Disabilities Act ar simitar state o
deral laws. Examples of method$ by which equivalent access may be provided include, bul are not limited 10, keyboard aitemnatives to mouse commands and other means of navigating graghica dsp'u
1d customizable display appearance

3 1 "Exemption Deciaration Pursuantto the provisions of the Texas Government Code, Chapter 2157.006{d} this requirement is for the purchase of 8 wireloss commumcation device 10 20 1se 2 Ly
:ace officers, firefighters, and other emergency response personnal to respond to a public satety emergancy The provisions of the Technolagy Access Clause do not apply *



BIDDING REQUIREMENTS:

1t

LR

112

113

Bigders must comply with all rules, regulations and
statutes relating to purchasing In the State of Texas in
additon ta the requirements of this form

Bigders musl price per unit shown Uil prices shall
govern in the event of extansion errors

Bids should be submitted on this form Bids must be
time stampad at Otfice of Court Admimstration{OCA} on
ar before the hour and date specified for the bid
opening

L ate andg/or unsigned bds wil not be considerad under
any circumstances Persor signing bid must have the
authpnity to bind the firm in a contract

Quote FOB destinauon, freight prepaid and aliowed
uniess otherwise stated within the specifications

Bid prices are requested to be firm far OCA acceptance
for 30 days from bid opening date "Discount from hst”
bids are not acceplable unlass requested Cash
discounts are not considered 1 determining an award
Cash discounts offered will be laken if earned

Bidder should enter Texas tdentification Number System
(TINS) number, full firm name and address of bidder on
the face of this form Enter in the space provided, if not
shown Additionally irm name should appear on each
continuation page of a bid, in the block provided in the
upper nght hand corner

Bid cannot be altered or amended after opemng time
Allerations made before opening time should be initialed
by bidder or his authorized agent No bid can be
withdrawn after opening ime without approval by the
OCA based on an acceptabie wnt-ten reason

Purchases rmade for Slate use are exempt from the
State Sales tax and Federal Excise tax Do not include
tax in bid Excise tax Exemphion Certificatas are
avadable upan request

Tha State reserves the nght to accept or reject all or any
part of any kind, waive mnor technicalties and award
the bid 1o best serve the interests of the State

Coensistent and conlinued tie bwdding could cause
reyeetion of bids by the OCA andior investigation for
antitrust viclatons

The telephone number for FAX subrmission of bids s 1-
512-483-1648 This 1s the only number that will be used
for the receipt of nds The State shall not be responsible
for failure of electronic equipment or operator eror

Late illegible incomplete, or otherwise non-responsive
tids will not be considered

Inquines pertaining to IFBs must include the requisition
ndmber, ¢classiitem codes, and opening date

SPECIFICATION

21

22

23

Catalogs. brand names or manufacturer’s references ae
descrplive only, and mdicate type and quality desired
Bids on brands of like nature and quanty will be
considered unless advertised under Texas Govemnment
Code Titie 10, Subltie D, Section 2165 067 If bidding
on other than references, bid should show manufaciurer,
brand or trade name, and other descnipt:an of product
offered If other than brand(s) specified 1s offered,
Wustrations and complete descnption of product offered
are requested to be made pant of the bid Failure fo take
exception to specifications or reference data witl require
bidder to turnish specified brand names, numbers, etc

Uniess otherwise specified, items shall be new and
unused and of current production

All glectnical tems must meet all applicable OSHA
standards and reguiations, and bear the appropriate
listing from UL, FMRC or NEMA

Samples, when requested, must be furnished free of
expense to the State if not destroyed in examination,
they will be returned to the bidder, on fequest, at
biddors expense Each samgle should be marked with
bidders name and address, and requisition number Do
not enclose in or attach bid to sample

25
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8. PATENTS OR COPYRIGHTS - The vendof agrees (o protect

The State wil not be bound by any oral statement or
representation contrary to the written specifications of
this Invitation for Bids (IFB)

Manufacturer's standard warranty shall apply unless
otherwise stated inthe IFB

TIE BIDS - Awards wilt be made in accordance with
Rule 1 TAC Section 113 6 (b)3) and 113 8 (Preferences).

DELIVERY

41 Show number of days required to place matenal in
racelving agency's designated location under normal
conditions Dellvery days mean calendar days, uniess
otherwise specified Falure lo stats delivery tme
obligates bidder to deliver in 14 calendar days.
Unrealisic delivery promises may cause bid to be
disregarded

4 2 It delay is foresean, vendor shall give written notice to

the OCA and the ordering agency Vendor must keep

the OCA and ordering agency advised at all tmes of

status of order Default n prorised delivery (without

accepted reasons) or fallure 10 meet speciications

authonzes the OCA to purchase supplies efsewhere and

charge futi increase, if any, in cost and hangling to
defaulting vendor

43
QCA

4 4 Delivery shall bs made during normal working hours
onty. uniess prior approvai has been obtained from
ordering agency

. INSPECTION AND TESTS - All goods will be subject to

ingpection and test by the State. Authorized OCA personnel
shail have accass 10 supplier's place of business for the

purpose of inspecting merchandise. Tests shail be performed
on samples submitted with the big or on samples taken from

regular shipment All costs shall be borne by the vendorin

the event products tested fail to meet or exceed all condtions

and requirements of the specification Goods delivered and
rejected in whole or in part may, at the State's option, be
returned to the vendor or held for disposition at vendor's
expense Latent defects may result in revocation of
acceplance,

. AWARD OF CONTRACT - A response 1o this IFB is an offer

to contract based upon the terms, conditions, and
specifications contained heren Bids do not become
contracts until they are accepted through an open market
purchase order The contract shall be governed, construed,
and interpreted under the laws of the State of Texas The

factors listed in Texas Government Code, Title 10, Subtitle D,

Section 2155 074, 2155 144, 21566 007, and 2157.003 shall
also be considered m making an award when specified Any
legal actions must be filed in Travis County, Texas

. PAYMENT - Vendor shall submit 2 copies of an Hemized

invoice showing State order number and agency requisiton
number on all copies The State will Incur no panalty for late

payment if payment ls made in 30 or fewer days from receipt

of goods of services and an uncontested invoice

the State from claims involving infringement of patents or
copyrights

9. VENDOR ASSIGNMENTS - Vendor hereby assigns 1o

ardering agency any and all claims for overcharges
associaled with ttes contract ansing under the antitrust laws
of the United States 15 U § C A. Section 1, et seq (1973),
and the antitrust laws of the State of Texas, TEX Bus &
Comm Code Ann Sec 15 01, et seq (1987)

10, BIDDER AFFIRMATION - Signing this bid with a false

staternent 13 @ material breach of contract and shall void the

submitted bid or any resulting contracts, and the bidder
shall be removed from ail bid hists. By signature hereon
affixed, the bidder hereby certifies that,

10t The tidder has not given, offered to give, nor intends

to give at any time hersafter any sconomic opportunily,
future employment, giRt, ioan, gratuity, special discount,

trip, favor, or service 1o 3 public servant in connection
with the submitted blg

10 2 Nesther the bidder northe firm, corporation,
partnership, or ingtitution represented by the brider,
or anyone acting for such firm, corporation ar
institution has viotated the antitrust laws of this State
or the Faderal Antitrust Laws (see section 9, above),

No substidutions permitted wathout written approval of

11

12,

13

14

nor communicated directly or indirecty the i rrad

to any competitor or any olher perscn ety *

such hine of business,
10.3 Pursuant to Section 21556.004 Governmen® C-ow,
bidder has not received compensat o 1ot
participation in the preparation of the spv ifin s 5%
for this IFB
10 4 Pursuant to Section 231 006 (d). Famiy { o rg
child support, tha bidder certifies that ire ndinidoal
business entity named In thus brd 1s nor ity te to
teceive the specified payment and ackniralacans
that this contract may be terminatad anc piy o o
may be withheld i this cendication s maccuran
105 Under Section 2165 004, Government Code ' w
vendor certifies that the individual or busmass entty
namad i this bid or contract 5 not 1nehizihie
receive the specified cortract and ackpewledgas in
this contract may be terminated and pu, 21
withheld f this certification is inaceurare
10 6 The Contractor shall defend, indernmty | ang hu !
harmiess the State of Texas, alt of s oHeers aner
and employees from and agalnst al clams, it ars
suils, demands, proceedings Costs camagzo, anl
habitties, ansing out of, connected witty Criesuiti ¢
from arty acts or ormssions of contracior or 1
agent. empioyee suboontractar, o sunplar o
contractos in the execution or pertorrmunce olih g
contract
10 7 Bidder agrees that any payments due unond '
contract will be appiled towards any dev! ircuda;
but not limited to delinquent taxes and ¢ vid s.ppcr
that is owed to the State of Texos
10 8 Bidder certfies that they are 1n compiione w '
section 669 003 of the Government Code, 12 stog
contracting with executive head of a Sta'c agenty !
section 689,003 apphies, bidder wil complete s
following nfurmation in order for the bid 1o b
evaluated

Name of Former executive.
Name of Stale agency
Date of separation from State agency
Position with bidder
Date of Employment with bidder

10.8 Bidder agrees to comply with Governme t Csae
2155,4441, perlaining to service contiart tae o

products produced in the State of Texas

10.10 Contractor understands that accoptar ce of 4 s
under this contract acts as acceptance af the
authonty of the State Auditor's Office or ary
SuCCessor agency, to conduct an audt nr
investigation in connection with thuse turcs
Coniractor further agrees to cooperate fuily o 't (e
State Auditor's Office or ts successor i the znnd o
of the audd or investigation, nciudiry pravid ~y 4"
records requested Contractor will ensur o the tnry
clause concerning the authanty to ausit funds
received indirectly by subcontraciors througt
Contractor and the requirement 10 Cor pord's
included in any subcontract t awards

Pursuant to Section 231 008 (c), Family Code, o u st
Include names and Soclal Secunty Numbers of cact
person with at least 25% ownership of the bus rss ently
submitting the bid Altach name & social security nu noers
for each person. This information must be providea s o- '«
contract award

NOTE TO BIDDER - Any terms and conditicns at achee
a bid will not be cons:dered unless spacif caty refs i n
on this bid farm and may result in disquabfcat o 3* 'he ov

The dispute resolulion process provided for nchagher 220
of the Taxas Government Code must be ust.d by it OCA
and the contractor to attempt to resolve a ¢ sl ¥ s ¢
ungder this contract

information, documentation, angd other maler 1l
connection with this solicitation or any resultny cartact
may be subject lo pubhic disclosure pursuant 1o Chapies
552 of the Texas Gavernment Code (the "P.ibiuc
information Act”)



3 YECHNOLOGY ACCESS CLAUSE The Vendor expressly
:knowledges that state funds may not be expended in
mnection with the purchase of an automated information
rstem unless that systemn meets certain statutory requirements
lating to accessiiity by persons with visual iImpairments
ccordingly, the Vendor represents and warrants to the qualified
denng entily that the technology provided to the qualified
denng entity for purchase {s capable, either by virtue of
atures inciuded within the technology or because 1t is readily
iaptable by use with other technology, of

1 prowiding equivalent access for effective use by
both visual and non visual means;

2 presenting information, inctuding prompts used for
interactive communications, in formats intended for
both visual and non visual use; and

3 being integrated inta natworks for obtainng,
retrigving, ang disseminating information used by
individuals who are nat biind or visually impaired

 purposes of this clause, the phrase “equivalent access”
eans a substanilally similar abiity to communicale with of
ake use of the technology, either directly by features
corparated within the technology or by other reasonabls

eans such as assistive devices or services that would
nstitute reascnable accommodations under the Federal
mencans with Disabilities Act or similar state or federa! laws,
xampias of methods by which equivalent access may be
owvided inciude, but are not limited to, keyboard alternatives to
ause commands and other means of navigatng graphical

splays and customizable dispiay appearance,

51 "Exemption Declaration, Pursuant to the provisions of

e Texas Government Code, Chapter 2157 005{d) this
quirement 18 for the purchase of a wireless communication
avice 10 be used by peace officers, firefighters, and other
nergency response personnel to respond to a public safety
nergency The provisions of the Technology Access Clause do
st apply
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Internal Purchasing Procedures

Office of Court Administration

Finance and Operations
Name of Section

Chapter 01: Policy Name
Section: 1.1 Name of policy if more than one section to policy.

Introduction The Office of Court Administration (OCA) is a State agency in the Judicial Branch that
operates under the direction and supervision of the Supreme Court of Texas and the Chief
Justice and is governed primarily by Chapter 72 of the Texas Government Code. OCA
provides resources and information for the efficient administration of the Judicial Branch of
Texas. In carrying out its mission, OCA seeks advisement from the higher courts and the
Judiciary on some procurement. State of Texas rules and regulation are followed on the
procurement of all goods and services.

Policy OCA has developed, maintained, and amended this procurement plan pursuant to the
provisions of the Texas Government Code, and Title 10, Subtitle D and Texas Administrative
Code (TAC), Title 34, Part 1. The primary purpose of this plan is to identify OCA’s
management controls and purchasing oversight authority in accordance with the policy
guidance contained in the Comptroller of Public Accounts Procurement Manual. It is also
designed to identify the primary roles of key staff in finance, legal, and information services,
in the procurement process as well as the levels of purchasing certification and related
purchasing training to be attained by this staff.

Procedure The Chief Purchaser for the OCA is Veronica M. Strong, CTPM, and Procurement Director.
Cindy Walker, Purchaser II, Celeste Diaz, Purchasing and Accounting Assistant, Paula
Garner, IT Business Analyst, and Marissa Kubinski, Administrative Assistant assists with
various purchases for the agency. Tina Washington, Deputy Chief Financial Officer, provides
guidance on procurement matters as needed. OCA’s General Counsel, Mena Ramon and
Assistant General Counsel, Scott Gibson are responsible for rendering legal counsel at all




levels in the procurement process, drafting contracts, assisting in the preparation and review
of request for proposals (RFP), and requests for offers (RFO). Information Services, Business
Analyst, Paula Garner assist in drafting technology related RFOs.

OCA provides administrative support to the Office of State Prosecuting Attorney (SPA).
OCA purchasers Veronica M. Strong, CTPM, Purchaser IV and Cindy Walker, Purchaser 11
make various purchases for the SPA. The State Prosecuting Attorney, Lisa McMinn is
responsible for rendering legal counsel at all levels in the procurement process, drafting

contracts, assisting in the preparation and review of request for proposals (RFP), and requests
for offers (RFO).

Authority

Statute or statutes cited giving agency authority to perform actions
addressed in procedure.

Approved

owtes___ /B80S

PROGRAM MANAGER:

EXECUTIVE DIRECTOR: %ﬁq’ J/%/ -

¥ ‘&
LN\

Conflict of Interest Statements

Statement signed annually for each purchaser or a memo stating that one is in the purchaser’s personnel

file.

(Insert copy of statement)




System for Award Management (SAM)
Excluded Parties List System (EPLS)

Internal purchasing procedures for SAM/Excluded Parties List System (EPLS)

Office of Court Administration

Finance and Operation
Internal Purchasing Procedure for System for Award Management (SAM), Excluded Parties List System (EPLS)

Chapter 01: Policy Name
Section: 1.1 Name of policy if more than one section to policy.




Introduction

Office of Court Administration is federally mandated to adhere to the directions provided in
the President’s Executive Order (EO) 13224, Executive Order on Terrorist Financing —
Blocking Property and Prohibiting Transactions With Persons Who Commit, Threaten to
Commit, or Support Terrorism, effective 9/24/2001 and any subsequent changes made to it
via cross-referencing respondents/vendors with the System for Award Management (SAM).
This is the Official U.S. Government system that consolidated the capabilities of
CCR/FedReg, ORCA, and EPLS. A SAM report is pulled for all procurements with both
OCA and SPA.

Policy Description of the policy.

Procedure
A SAM report is pulled for all procurements, excluding other Government entities, Higher
Education and the Texas Industries for the Blind and the Handicap.

Authority President’s Executive Order (EO) 13224

Approved

owre___ /80015
PROGRAM MANAGER: 2

EXECUTIVE DIRECTOR: (\(xﬂw Jﬁq&




Priority Purchases for FY_2016

The three (3) highest priority purchases the agency expects to make in fiscal 2016/2017 that are not available
through a term contact.

1. Replace Judicial Branch Legacy Technology

Comments:

2. Technology Equipment Refresh

Comments:

3. Microsoft Enterprise Agreement

Comments:

ANE Coy
& ”,




Response to CAT Recommendations

Agency procedures for response to recommendations for delegated solicitation reviews by the
Contract Advisory Team (CAT)

Office of Court Administration
Finance and Operation

Chapter 01: Policy Name
Section: 1.1 Name of policy if more than one section to policy.

Introduction

Brief description of the section for which the policy pertains.

Policy Description of the policy.

Procedure
Description of the procedures, step by step, to carry out the policy.

Authority Statute or statutes cited giving agency authority to perform actions addressed in
procedure,

Approved

DATE:__11/30/2015

PROGRAM MANAGER:

EXECUTIVE DIRECTOR: J/M‘%ﬂl/fk




CONFLICT OF INTEREST
TEXAS GOVERNMENT CODE §2155.003

Under Texas Government Code § 2155.003, a TPASS employee may not have an interest in or in
any manner be connected with a contract or bid for a purchase of goods or services by an agency
of the state; or in any manner, including by rebate or gift, accept or receive from a person to
whom a contract may be awarded, directly or indirectly, anything of value or a promise,
obligation, or contract for future reward or compensation. Any individual who interacts with
public purchasers in any capacity is required to adhere to the guidelines established in Section
1.2 of the State of Texas Procurement Manual which outlines the ethical standards required of
public purchasers, employees, and vendors who interact with public purchasers in the conduct of
state business. Entities who are interested in seeking business opportunities with the State must
be mindful of these restrictions when interacting with public purchasers of TPASS or purchasers
from otherstate agencies.

I c7' at T have read and understand the above statement.

LR ON &~

Empl/yee Signature

/// '

Date, '
(75[0/\)/0%1 M. sizonNG

Printed Name

cc: Personnel File
Supervisor's File



CONFLICT OF INTEREST
TEXAS GOVERNMENT CODE §2155.003

Under Texas Government Code § 2155.003, a TPASS employee may not have an interest in or in
any manner be connected with a contract or bid for a purchase of goods or services by an agency
of the state; or in any manner, including by rebate or gift, accept or receive from a person to
whom a contract may be awarded, directly or indirectly, anything of value or a promise,
obligation, or contract for future reward or compensation. Any individual who interacts with
public purchasers in any capacity is required to adhere to the guidelines established in Section
1.2 of the State of Texas Procurement Manual which outlines the ethical standards required of
public purchasers, employees, and vendors who interact with public purchasers in the conduct of
state business. Entities who are interested in seeking business opportunities with the State must

be mindful of these restrictions when interacting with public purchasers of TPASS or purchasers
from other state agencies.

I certify that I have read and understand the above statement.

Employee $ignature

9// /5

Date

r / /djémm Yo/

Printed Name

cc: Personnel File
Supervisor's File



CONFLICT OF INTEREST
TEXAS GOVERNMENT CODE §2155.003

Under Texas Government Code § 2155.003, a TPASS employee may not have an interest in or in
any manner be connected with a contract or bid for a purchase of goods or services by an agency
of the state; or in any manner, including by rebate or gift, accept or receive from a person to
whom a contract may be awarded, directly or indirectly, anything of value or a promise,
obligation, or contract for future reward or compensation. Any individual who interacts with
public purchasers in any capacity is required to adhere to the guidelines established in Section
1.2 of the State of Texas Procurement Manual which outlines the ethical standards required of
public purchasers, employees, and vendors who interact with public purchasers in the conduct of
state business. Entities who are interested in seeking business opportunities with the State must
be mindful of these restrictions when interacting with public purchasers of TPASS or purchasers
from other state agencies.

[ certify that I have read and understand the above statement.

Employee Signature

A ]is

Date

&/L@Snlébédz/,

Printed Name

cc: Personnel File
Supervisor's File



CONFLICT OF INTEREST
TEXAS GOVERNMENT CODE §2155.003

Under Texas Government Code §2155.003, a TPASS employee may not have an interest in or in any manner be
connected with a contract or bid for a purchase of goods or services by an agency of the state; or in any manner,
including by rebate or gift, accept or receive from a person to whom a contract may be awarded, directly or
indirectly, anything of value or a promise, obligation, or contract for future reward or compensation. Any
individual who interacts with public purchasers in any capacity is required to adhere to the guidelines
established in Section 1.2 of the State of Texas Procurement Manual which outlines the ethical standards
required of public purchasers, employees, and vendors who interact with public purchasers in the conduct of
state business. Entities who are interested in seeking business opportunities with the State must be mindful of
these restrictions when interacting with public purchasers of TPASS or purchasers from other state agencies.

I certify that I have read and understand the above statement.

Mo Fadinifan

Employee Signature

9-1-2015

Date

Printed Name

cc: Personnel File
Supervisor's File



CONFLICT OF INTEREST
TEXAS GOVERNMENT CODE §2155.003

Under Texas Government Code § 2155.003, a TPASS employee may not have an interest in or in
any manner be connected with a contract or bid for a purchase of goods or services by an agency
of the state; or in any manner, including by rebate or gift, accept or receive from a person to
whom a contract may be awarded, directly or indirectly, anything of value or a promise,
obligation, or contract for future reward or compensation. Any individual who interacts with
public purchasers in any capacity is required to adhere to the guidelines established in Section

1.2 of the State of Texas Procurement Manual which outlines the ethical standards required of
public purchasers, employees, and vendors who interact with public purchasers in the conduct of
state business. Entities who are interested in seeking business opportunities with the State must

be mindful of these restrictions when interacting with public purchasers of TPASS or purchasers
from other state agencies.

[ cpify that I have read and understand the above statement.

M&MW

Employee Signature

q-1-1§

Date

Pawdo W - (arnen

Printed Name

cc: Personnel File
Supervisor's File



CONFLICT OF INTEREST
TEXAS GOVERNMENT CODE §2155.003

Under Texas Government Code § 2155.003, a TPASS employee may not have an interest in or in
any manner be connected with a contract or bid for a purchase of goods or services by an agency
of the state; or in any manner, including by rebate or gift, accept or receive from a person to
whom a contract may be awarded, directly or indirectly, anything of value or a promise,
obligation, or contract for future reward or compensation. Any individual who interacts with
public purchasers in any capacity is required to adhere to the guidelines established in Section
1.2 of the State of Texas Procurement Manual which outlines the ethical standards required of
public purchasers, employees, and vendors who interact with public purchasers in the conduct of
state business. Entities who are interested in seeking business opportunities with the State must
be mindful of these restrictions when interacting with public purchasers of TPASS or purchasers
from other state agencies.

[ certify that I have read and understand the above statement.

.
-

loyee Signature

G /- 15"

Date

Counthioa Folife] Rer

Printed Name

cc: Personnel File
Supervisor's File



Office of Court
Administration

Procurement Card
Program
Manual




General

The Office of Court Administration (OCA) has issued a purchase order for
the State of Texas Procurement Card (STPC) program for issuance of credit
cards to state employees for official business only. Each card is issued by
name to a designated individual and bears the signature of the
cardholder on the reverse side. The individual to whom the card is issued
is the only individual who can use that card. In certain, restricted
instances, the Deputy CFO or Senior Purchaser may authorize one or
more persons to use the procurement card retained in the Purchasing
section to procure an item. Such use may not occur without the express
permission of the Deputy CFO or Senior Purchaser.

The purpose of the Procurement Card program is to establish a more efficient,
cost-effective method of purchasing and paying for small dollar transactions
as well as high-volume, repetitive purchases. The program was designed as
an alternative to the traditional purchasing process for supplies and services.
The Procurement Card can be used with any supplier that accepts
MasterCard/Visa as a form of payment.

The agency pays only the contracted credit card company, instead of
multiple vendors.

The state, as represented by each division that authorizes a card, is financially
liable for any and all expenses incurred through use of the card. Cardholders
are required to take the same security precautions with the state-issued cards
that they reserve for their personal credit cards.

OCA employees are responsible for the STPC program as follows:

e All cardholders are responsible for following all state and OCA
purchasing policies and procedures when using the STPC as a means of
payment. These policies and procedures include the monetary and bid
limits established by the agency and Comptroller’s Texas Purchasing
and Support Services (TPASS), as well as state contractual obligations.

e Accounts Payable is responsible for coordinating and monitoring the
use of the STPC program within the agency.

e Purchasing will review monthly reports for quality assurance.




Definitions

Contract Set-up

Merchant Category
Codes

Card Issue
Guidelines

State of Texas Procurement Card (STPC) — Credit cards issued through the
CPA contract to designated state employee for official business transactions
only. This card IS NOT to be used in lieu of Citibank Travel Card. The
STPC card CANNOT be used for travel related purchases.

Billing Cycle — The billing cycle for credit card purchases will be every 30
days with an additional 30 days allowed for payment.

If multiple cards are issued by OCA, each division will be set up as a
company under the OCA4 Holding Company. The name of each company will
be in the form of OCA (division name), such as OCA Executive Office, OCA
Legal Office, and so on. The OCA Holding company is the umbrella
company for all divisions. Currently, OCA does not issue procurement cards
to division staff. The Purchasing section retains the only procurement used
by OCA at the present time.

For management reporting purposes, two, reporting levels have been set up
by the contracted credit card company. If additional levels are needed, they
can be set up.

e Division
e Agency
A Merchant Category Code has been associated with all OCA credit cards.

This code excludes those categories of businesses with which the card should
not be used, but includes all others.

The following guidelines will be used to determine whether an individual will
be selected for card issuance:

All division cards must be requested and approved by the appropriate
Division Director, then forwarded to Finance.

Standard credit card purchases for division staff are limited to 5 transactions
per day and not more than $_5,000.00 per month.

The card utilized by the Senior Purchaser is not restricted to these amounts
due to the agency-wide scope of purchases made by this individual.



Set-up Procedures

Activation/
Deactivation

Legal Implications

Restrictions-

HUB Goals

The Finance Division is responsible for all divisions. One Contract Purchase
Requisition is submitted to CPA for the agency.

Each division will be responsible to submit the appropriate forms to activate
the credit card for their employee. The required forms are:

e Signature Authorization Form
e Level Set Up for Agency Form
e Card Set Up for Agency Form

Finance will receive the MasterCard from Citibank and will distribute to the
approved employee. Each cardholder will sign a Cardholder Agreement
and acknowledgement receipt.

Upon receiving the card, the cardholder must validate the card by signing it
and calling the contracted credit card company for activation.

Each office will provide Support Services the original and the cardholder’s
supervisor with a copy of the Cardholder Agreement signed by each STPC
cardholder. When an individual leaves OCA employment for any reason, the
cardholder‘s supervisor will be responsible for retrieving the STPC from the
terminating employee, cutting the credit card in half, and forwarding it to
Support Services for deactivation.

Use of the STPC for purposes not authorized by agency policies and

procedures is considered misappropriation of state funds. This could result

in:

e An official reprimand

e Additional disciplinary action up to an including termination of
employment

e Immediate and irrevocable forfeiture of the STPC

e Reimbursement to the state (in all cases).

Cardholders can use the STPC to pay for a wide variety of items and services.
However, there are some restrictions. Cardholders cannot use the STPC to
pay for certain items or services that include, but are not limited to:
Transportation and travel services, including automobile rental.
Engraved printing or printing services of any kind.

Food and Beverages

Conference room rentals of any kind

Cash Advances

Prepayments

The purchasing staff is the point of contact for questions about what
cardholders can or cannot purchase.

Credit card purchases are subject to the same HUB participation goals as any
other type of procurement. Individuals issued credit cards should make every
effort to purchase from CPA certified HUBs when available.



Lost or Stolen
Cards

Changes in
Employment Status

The cardholder is responsible for the care and protection of the credit card.

If it is lost or stolen, the individual must:

o Notify the contracted credit card company, Citibank, Customer Service
@ 1-800-248-4553. Be sure to get the name of the Citibank
representative to whom you reported the lost or stolen card.
Representatives of Citibank are available 24 hours a day, 7 days a week.
Lost or stolen cards will be replaced by Citibank after notification of the
loss.

¢ Notify your Division Manager.

e Notify the Deputy CFO in Austin at 512-463-1631. Deputy CFO will
need to know

e when your credit card was lost or stolen

e when you notified the contracted credit card company that it was
missing (date and time)

e the credit card company representative whom you reported the
lost or stolen card

o the circumstances surrounding its disappearance.

Liability: Citi offers liability programs specifically for protection against

misuse of the card, via MasterCard and provides the additional protections

and limitation of potential entity liability. CUSTOMER is not liable for
unauthorized charges occurring after the bank are notified of the loss, theft,
or possible fraudulent use of the card. For unauthorized charges made
prior to the card being reported lost or stolen, CUSTOMER’s liability is
limited to a maximum of $50 per card. While this is an industry standard,

Citi has never imposed the charge on customers. CUSTOMER is also liable

for employee fraudulent charges on an account with a credit limit over

$100,000 in the amount that exceeds $100,000 (Citi maintains liability for
the first $100,000).

Promotion, transfer, — within the agency:

In the event a cardholder is promoted or transferred to another position in the
Agency, the cardholder must immediately notify the Deputy CFO. This
notification ensures that

1) the hierarchy for each cardholder is kept current

2) the database of all cardholders and their respective
programs/division are kept current

3) All purchase payments are made from the appropriate
program/division.

Resignation, termination,:

In the event a Cardholder resigns or terminates from the agency; the Card
must be forwarded to the Purchasing Department.



Making a Purchase

Receiving Goods

Cardholder Responsibilities:

a. Cardholder must adhere to all purchasing statutes, rules, policies, and
procedures when using the payment card. The use of a payment card does
not automatically exempt a state agency, its officers or its employees from
any purchasing requirement of state law or TPASS.

b. Procurement File or Log: A final approved purchase requisition must be
maintained for each card transaction and must include the NIGP
class/item code(s) and best value determination (if applicable.)

c. Receipts: Keep each payment card transaction receipt in the procurement
file. Each receipt must contain a description of the good or service
sufficient to support TPASS’s expenditure object code used for the type
of items being purchased. Credit card receipts must be made available to
TPASS upon request.

d. Capital or Controlled Assets: The payment card may be used to pay
for capital or controlled assets, utilizing the expenditure object code
established for the type of assets being purchased. The Texas
Identification Number/Payee Identification Number (TINS/PIN) of the
selling vendor must be entered into USAS.

Purchasing Process:
a. Employee determines item requested to be purchased, and obtains
approval from their supervisor. The purchase request will be entered
in the accounting system and routed for approval.

b. Purchasing will confirm price, freight and determine the method of
purchase and follow the standard purchasing rules and regulations.

c. If the vendor does not accept a purchase order for payment, then the
STPC may be used.

d. Verification that the vendors status is in good standing (Franchise Tax
Certification of Account Status, TINS Vendor Hold Search, and on the
EPLS/SAM’s listing is required by the Texas Comptroller of Public
Accounts.

e. OCA’s tax _exemption form may be requested by vendor. A tax
exemption certificate may be faxed or e-mailed to the vendor if
required.

Obtain itemized receipt and adhere a signature stamp and forward to staff that
requested the item/s.  Staff will confirm receipt of item by signing the
receiving report with the date received, condition, and received by. They will
then forward to the Accounts Payable Specialist.



Returning a
Purchase

Documentation

Disputed Charges

Questioned Items

In the event an item is to be returned, contact the vendor and obtain
instructions for return. Note that some vendors may charge a restocking or
handling fee for returns. Do not return items without authorization from
the vendor. All returns should be indicated on the Procurement Card Log.
You should receive a “Credit” receipt to be placed with your original charge
receipts. Do not accept a cash refund for returned items.

Cardholders must submit, within three working days of purchase,
documentation for each purchase for which the STPC is used for payment.

Cardholders shall submit documentation to the Purchasing Department.

The following must be submitted:

e Itemized statement of charges must be submitted along with correct
charge numbers. If the purchase is to be charged to an account other than
the one indicated by the credit card, such information must be placed
visibly on the receipts sent to Purchasing/Accounts Payable file.

o The signed credit card receipt (if applicable). A signed Purchase Order
Receiving document will serve as the receiving document. The Purchaser
1s accountable for the physical receipt of the merchandise.

An employee may be required to forfeit the STPC if he or she fails to
submit any of the above items within the three-day time allotment for
three or more billing cycles.

After the Purchasing Department has audited the Cardholder Activity Report
and it determined that some charges are disputable:

1. Cardholder attempts to resolve disputes (or returns) directly with the
vendor.

2. If unsuccessful, Cardholder sends or faxes a completed Statement of
Disputed Items to Citibank immediately. Send a copy to Accounts
Payables.

3. Ifsuccessful, a notation of the dispute should be attached to the Purchase
order.

4. The agency is still responsible for payment of the transaction.

5. Citibank automatically requests a copy of the sales draft and forwards it
to the cardholder.

1. After the Purchasing Department has audited the Cardholder activity
Report and determined that some charges are questionable, a
determination of suspected abuse should be established.

2. Purchasing Department sends or faxes a completed Statement of
Disputed Item to Citibank immediately. Send a copy to the Accounts
Payable.

3. The agency is still responsible for payment of the transaction.
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If the charge is suspected to be fraudulent, the card will be immediately
blocked. An investigation of the charge will continue and a provisional
credit to your division will be issued. A new card will then be issued to
the cardholder, if appropriate. If, after the investigation, the disputed
charges appear to be legitimate, the transaction will post to the new
account.

Citibank automatically requests a copy of the sales draft and forwards it
to the Purchasing Department.

If an extended investigation is necessary, the Purchasing Department
shall notify the vendor and invoke the disputed charge procedures.
Anyone suspecting fraudulent use or misapplication of the Card by
individuals within the agency should report this immediately to the
General Counsel for investigation. The Chief Financial Officer should
also be notified.

e General Counsel @ (512) 463-1625

e Chief Financial Officer @ (512) 463-1627

e Senior Purchaser (512) 463-1638



Appendix I

Acknowledgement
Of
Receipt
Of

MasterCard




OFFICE OF COURT ADMINISTRATION

DAVID SLAYTON
Administrative Director

TO: Cardholder

REFER: Procurement Card and Procedure

The Comptroller’s Texas Purchasing and Support Services (TPASS) have established a contract for
our procurement card (MasterCard) with the Citibank.

Each cardholder has been given authority to utilize the Agency paid procurement card for the purpose
of “spot purchases” of supplies, materials, services, and equipment. The procedures for use of the
procurement card are as follows:

The card must be kept secure at all times - the assigned user is responsible.

» All purchases must be within the “spot purchase” limits, and appropriate approval must be obtained prior
to making the purchase. Once a purchase is made, attach all supporting documentation, i.e., purchaser
order, purchase requests, receipts, and bid (s) secured followed by the OCA approved bid requirements.

» This card should not be used for the following:

* A purchase of a personal nature or any other purchase not connected with official
state business.
* A cash advance.
* A purchase of a consulting service.
* A purchase of a good or a service that may not be purchased without the prior
approval of another state agency.
* A purchase that the office of the Texas Comptroller of Public Accounts audits
before payment.
* A purchase from a vendor if a payment to the vendor is prohibited by:
o Government Code §403.055 or §2107.008.
o Education Code §57.48, or §57.482.
o Family Code §231.007.

Furthermore, a participating state agency may not use a payment card and may not reimburse an
officer or employee for the use of a payment card for:
o A purchase that violates any provision of the General Appropriations Act
regarding the occurrence of excess obligation provisions.
o The purchase of automotive fuel. The Council on Competitive Government (CCG)
Contract 946-35 Retail Fuel Card shall be used.

All purchases are tax exempt. If you are charged tax in error you must request a credit from the
vendor and document this with the purchase order.

The use of the procurement card is not intended to circumvent regular purchasing guidelines. Planning of
items needed and regular purchase requests should be utilized. The card is meant to allow for “spot
purchases” or emergency purchases. If an item is 1) on contract, you must follow the guidelines for
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purchasing this item from the contract unless it allows for spot purchases “off contract”. For the most part,
each purchase should be verified in the CPA contract pages. 2) If there is no contract, then you should
utilize the OCA approved bid requirements. 3) For all computer and telephone equipment purchases, the

required method of purchase is through an approved “Catalog Information System Vendor” (CISV catalog),
and approved guidelines should be followed.
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[ agree that [ am the sole user of the State of Texas Credit Card Account number XXXX XXXX XXXX 4259 issued
n my name by the Office of Court Administration (OCA).

I understand that the State of Texas Credit card 1s issued in my name. I will not allow any other person to use my
State of Texas Credit Card. 1 am considered hable for any and all charges against the State of Texas Credit Card
issued 1n my name.

I agree that 1 have sole responsibility for the use, accountability, and storage of the card.

[ have read and understand the State of Texas Credit Card rules and procedures and will abide by them at all times.

I understand that the use of the State of Texas Credit Card for purposes not authorized by the agency policies and
procedures can be considered misappropriation of State funds. This could result in:

o Immediate and irrevocable forfeiture of the State of Texas Credit Card; and
o Disciplinary action up to and including termination of employment.

I understand that the State of Texas Credit Card must be surrendered upon termimation of employment, whether for
retirement, voluntary separation, resignation or dismissal.

[ may also be requested to surrender the State of Texas Credit Card for reasons not related to my own personal
situation (for example, if the State of Texas Credit Card program is terminated).

[ will maintain the State of Texas Credit Card with appropriate security whenever and wherever I may use the State
of Texas Credit Card. If the state of Texas Credit card 1s stolen or lost, I agree to notify the contracted credit card
company, my supervisor and the Purchasing Division.

I understand that when I follow the procedure as outlined, I relieve OCA and myself of liability for fraudulent use.

If I fail to abide by the lost or stolen State of Texas Credit Card procedures as outline 1n this policy, I will be
considered liable for any charges made against the State of Texas Credit Card

I will promptly forward the required documentation to the Austin Finance and Operations Division for payment. For
the purposes of this document, “promptly” means within three working days. For traveling personnel, “promptly”
means within three working days either upon returning to the office or via FAX. (Divisions and offices FAX to
(512) 463-1648.

I understand that OCA may terminate my right to use this card at any time for any reason. I agree to return the card
to OCA immediately upon termination of employment.

I have been notified and understand that

$1000 $1,500 $5,000 Other
s My single purchase limit 1s: X
$1,000 $2,000 $5,000 $10,000 $20,000 Other

e My monthly spending cycle hmit
is’ X

o

Vérenica Strong XXX-XX-1701

mofag holder 507 ? /§92| lﬁ /\J},m.be

Signature of i?ployee Date
/
Original (to Deputy Chief Fin nCi Officer) Copy (to Human Resource Officer for personnel file) Copy (to
Cardholder)
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1 agree that | am the sole user of the State of Texas Credit Card Account number XXXX XXXX XXXX 4267 i1ssued
in my name by the Office of Court Admimistration (OCA)

} understand that the State of Texas Credit card 1s 1ssued in my name I will not allow any other person to use my
State of Texas Credit Card | am considered liable for any and all charges aganst the State of Texas Credit Card
1ssued tn my name

1 agree that | have sole responsibility for the use, accountability, and storage of the card

| have read and understand the State of Texas Credit Card rules and procedures and will abide by them at all times

I understand that the use of the State of Texas Credit Card for purposes not authorized by the agency policies and
procedures can be considered misappropriation of State funds This could result in

e Immediate and rrevocable forfeiture of the State of Texas Credit Card, and
e Disciplinary action up to and including termination of employment

] understand that the State of Texas Credit Card must be surrendered upon termination of employment, whether for
retirement, voluntary separation, resignation or dismissal

1 may also be requested to surrender the State of Texas Credit Card for reasons not related to my own personal
situation (for example, 1f the State of Texas Credit Card program 1s terminated)

[ will maintain the State of Texas Credit Card with appropriate security whenever and wherever I may use the State
of Texas Credit Card If the state of Texas Credit card 1s stolen or lost, I agree to notify the contracted credit card
company, my supervisor and the Purchasing Division

I understand that when | follow the procedure as outlined, I relieve OCA and myself of hability for fraudulent use

If I fail to abide by the lost or stolen State of Texas Credit Card procedures as outline in this policy, I will be
considered liable for any charges made against the State of Texas Credit Card

1 will promptly forward the required documentation to the Austin Finance and Operations Division for payment  For
the purposes of this document, “promptly” means within three working days  For traveling personnel, “promptly”
means within three working days either upon retuming to the office or via FAX (Divisions and offices FAX to
(512)463-1648

1 understand that OCA may terminate my night to use this card at any time for any reason 1 agree to return the card
to OCA rmmediately upon termination of employment

1 have been notified and understand that

$1000 $1,500 $5,000 Other
s My single purchase himit 1s X
$1,000 $2,000 $5,000 $10,000 $20,000 Other

s My monthly spending cycle limit

1S X
Leleste Diaz XXX-XX-1022
('fj VIWN Social Security Number
“Signahfre of Employee Date

Ongnal (to Deputy Chief Financial Officer) Copy (to Human Resource Officer for personnel file) Copy (to
Cardholder)



[ agree that [ am the sole user of the State of Texas Credit Card Account number XXXX XXXX XXXX 1512 issued
in my name by the Office of Court Administration (OCA).

[ understand that the State of Texas Credit card is issued in my name. 1 will not allow any other person to use my
State of Texas Credit Card. | am considered liable for any and all charges against the State of Texas Credit Card
issued in my name.

I agree that | have sole responsibility for the use, accountability, and storage of the card.

I have read and understand the State of Texas Credit Card rules and procedures and will abide by them at all times.

I understand that the use of the State of Texas Credit Card for purposes not authorized by the agency policies and
procedures can be considered misappropriation of State funds. This could result in:

¢ Immediate and irrevocable forfeiture of the State of Texas Credit Card; and
e Disciplinary action up to and including termination of employment

I understand that the State of Texas Credit Card must be surrendered upon termination of employment, whether for
retirement, voluntary separation, resignation or dismissal

I may also be requested to surrender the State of Texas Credit Card for reasons not related to my own personal
situation (for example, if the State of Texas Credit Card program is terminated)

I will maintain the State of Texas Credit Card with appropriate security whenever and wherever I may use the State
of Texas Credit Card If the state of Texas Credit card is stolen or lost, I agree to notify the contracted credit card
company, my supervisor and the Purchasing Division.

[ understand that when 1 follow the procedure as outlined, I relieve OCA and myself of liability for fraudulent use.

If1 fail to abide by the lost or stolen State of Texas Credit Card procedures as outline in this policy, [ will be
considered liable for any charges made against the State of Texas Credit Card.

[ will promptly forward the required documentation to the Austin Finance and Operations Division for payment. For
the purposes of this document, “promptly” means within three working days. For traveling personnel, “promptly”
means within three working days either upon returning to the office or via FAX. (Divisions and offices FAX to
(512) 463-1648.

I understand that OCA may terminate my right to use this card at any time for any reason. I agree to return the card
to OCA immediately upon termination of employment.

I have been notified and understand that

$1000 $1,500 $5,000 Other
e My single purchase limit is X
$1,000 $2,000 $5,000 $10,000 | $20,000 | Other

¢ My monthly spending cycle limit

is: X
Paula Garner XXX-XX-3489
p Printed ZCEIJ ?LCardholder Social Security Number
/) (x A [(~30—(T
rv Signature of Employee Date

Original (to Deputy Chief Financial Officer) Copy (to Human Resource Officer for personnel file) Copy (to
Cardholder)
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I agree that [ am the sole user of the State of Texas Credit Card Account number XXXX XXXX XXXX 4242 issued
in my name by the Office of Court Administration (OCA).

I understand that the State of Texas Credit card is issued in my name. I will not allow any other person to use my
State of Texas Credit Card 1 am considered liable for any and all charges against the State of Texas Credit Card
issued in my name.

[ agree that | have sole responsibility for the use, accountability, and storage of the card.

I have read and understand the State of Texas Credit Card rules and procedures and will abide by them at all times.

[ understand that the use of the State of Texas Credit Card for purposes not authorized by the agency policies and
procedures can be considered misappropriation of State funds This could result in:

e Immediate and irrevocable forfeiture of the State of Texas Credit Card, and
e  Disciplinary action up to and including termination of employment.

[ understand that the State of Texas Credit Card must be surrendered upon termination of employment, whether for
retirement, voluntary separation, resignation or dismissal.

I may also be requested to surrender the State of Texas Credit Card for reasons not related to my own personal
situation (for example, if the State of Texas Credit Card program is terminated).

I will maintain the State of Texas Credit Card with appropriate security whenever and wherever | may use the State
of Texas Credit Card. If the state of Texas Credit card is stolen or lost, I agree to notify the contracted credit card
company, my supervisor and the Purchasing Division.

I understand that when 1 follow the procedure as outlined, I relieve OCA and myself of liability for fraudulent use.

If 1 fail to abide by the lost or stolen State of Texas Credit Card procedures as outline in this policy, I will be
considered liable for any charges made against the State of Texas Credit Card.

I will promptly forward the required documentation to the Austin Finance and Operations Division for payment For
the purposes of this document, “promptly” means within three working days For traveling personnel, “promptly”
means within three working days either upon returning to the office or via FAX. (Divisions and offices FAX to
(512)463-1648

I understand that OCA may terminate my right to use this card at any time for any reason. I agree to return the card
to OCA immediately upon termination of employment.

I have been notified and understand that

$1000 $1,500 $5,000 Other

e My single purchase limit 1s: X

$1,000 $2,000 $5,000 $10,000 | $20,000 | Other

e My monthly spending cycle limit

is. X
Tina Washington, , XXX-XX-0235
%/NW % Social Secy’hy %J?er
_ . - /// 22
Signature of Empl(ﬂee Daté

Original (to Deputy Chief Financial Officer) Copy (to Human Resource Officer for personnel file) Copy (to
Cardholder)
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