
CITY OF WINDCREST ECONOMIC DEVELOPMENT CORPORATION

BOARD OF DIRECTORS

SPECIAL

MEETING

APRIL 25 2011

530PM

Windcrest City Hall

NOTICE IS HEREBY GIVEN THAT A SPECIAL MEETING OF THE BOARD OF DIRECTORS OF

THE WINDCREST ECONOMIC DEVELOPMENT CORPORATION WEDC WILL BE HELD AT

WINDCREST CITY HALL 8601 MIDCROWN WINDCREST TEXAS ON THE 25TH DAY OF

APRIL 2011 STARTING APPROXIMATELY 530 PM DURING THE MEETING THE BOARD

WILL CONSIDER DELIBERATE AND MAY TAKE ACTION UPON ANY OF THE SUBJECTS

LISTED BELOW

Vision Statement Nourish and develop a vibrant community that consistently pushes the limits

Mission Statement Facilitate interaction between business city and other community organizations to

nourish the economic health and well being of Windcrest its citizens and the region

Request all pagers and cell phones be turned off except emergency oncall

personnel Citizens are asked to refrain from talking during proceedings unless

recognized by the Presiding Officer

CITIZEN COMMUNICATION AS A COURTESY TO CITIZENS IN ATTENDANCE AND AT THE

DISCRETION OF THE PRESIDING OFFICER OF THE MEETING CITIZENS WILL BE GIVEN A

REASONABLE OPPORTUNITY TO STATE THEIR COMMENTS OR ASK QUESTIONS
REGARDING ANY ITEM ON THE AGENDA AND PRIOR TO THE BOARD TAKING ACTION

ON ANY ACTION ITEMS LISTED THE BOARD REQUESTS COMMENTS BE BRIEF TO THE

POINT AND NO LONGER THAN 5 MINUTES TIME CANNOT BE YIELDED TO ANOTHER

SPEAKER

Consistent with Windcrest City Council Resolution No 292 the WEDC Board elects to audio and video record its

meetings The recordings are preserved electronically as the official minutes of its meetings

Call To Order

a Determination of a Quorum
b Pledge of Allegiance
c Prayer

Unaudited Financials WEDC Board of Directors may take action if deemed necessary

Sarah Mangham Municipal Finance Officer will present WEDC Board of Directors the

unaudited financials through February 28 2011 Att 1



Action Items

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take action on the approval of Check Number 2194 in the amount of 500 payable to

Windcrest Golf Course

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take action on the approval of Check Number 2195 in the amount of5975 payable
to SA Express News

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take action on the approval of Check Number 2196 in the amount of2500 payable
to Adams Flake Inc

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take action to approve Check Number 2197 in the amount of16000 payable to the

Office of the Governor for the Texas Leverage Fund loan origination fee for Texas

Leverage Fund Loan application in the amount of1600000

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take action on the appointment of board members to act as a liaison between the

WEDC and Project Manager and reporting duties to the WEDC board and City Council

Resolutions

The Windcrest Economic Development Corporation Board of Directors will review
discuss and may take action on Resolution No 11004 a resolution authorizing
signatories of the City of Windcrest Economic Development Corporation and Rackspace
joint account with JP Morgan Chase Account Number 708131594 Att 2

Discuss and Act

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take action on the CitysPurchasing Policy Att 3

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take necessary action regarding an invoice payment policy

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take necessary action regarding bonding signature of WEDC members

The Windcrest Economic Development Corporation Board of Directors will discuss and

may take necessary action on the WEDC trailer

The Windcrest Economic Development Corporation Board of Directors will discuss the

FY 20102011 budget and may take necessary action



A I

Executive Session

The Windcrest Economic Development Corporation Board of Directors will recess its

meeting and convene in Closed Session under Section 551071 of the Texas Government

Code to consult with its attorney

The Windcrest Economic Development Corporation Board of Directors will recess its

Special meeting and convene in Closed Session with reference to an administrative or

executive position for an EDC Director as authorized in Section 551074 of the Texas

Government Code to deliberate the appointment employment evaluation reassignment
duties discipline or dismissal of a public officer or employee or to hear a complaint or

charge against an officer or employee

The Windcrest Economic Development Corporation Board of Directors will reconvene

into an Open Session to consider and take action or no action regarding matters discussed

in the Executive Session in reference to personnel matters

Action Item

The Windcrest Economic Development Board of Directors will discuss and may taken

action on the proper oversight of funds and the disbursement to project manager and

contractor for Racker Road

ADJOURNEMENT

I the undersigned authority do hereby certify that the above Notice of Meeting of the Board

of Directors of the WEDC is a true and correct copy of said Notice and I posted a true and

correct copy of said Notice on the bulletin board at the Windcrest City Hall in a convenient

place to the public Said Notice was posted 72 hours prior to the 25th of April 2011

By City Secretary

I certify that the attached notice and agenda of items considered by the WEDC Meeting was

removed by me from the City Hall bulletin board on the of April 2011

By

Heather Weidenbach

City Secretary



2011 1031 AM C I T Y O F W I N D C R E S T PAGE 1

BALANCE SHEET

AS OF FEBRUARY 28TH 2011

00NOMIC DEVELOPMENT CORP

4CCOUNT TITLE

S

102 CLAIM ON CASH 000

105 CASH CHECKING 14770117

115 INVESTMENTSTEXPOOL15900001 454

116 INVESTMENTSTEXPOOL15900003 000

315 DUE FROM GENERAL FUND 000

375 DUE FROM HOT FUND 000

510 AR SALES TAX 5804526

20575097

TOTAL ASSETS 20575097

LITIES

315 DUE TO GENERAL FUND 1042857

320 DUE TO TAXING ENTITIES 000

400 AP PENDING 000

401 ACCOUNTS PAYABLE 000

402 ALAMO TITLE ESCROW FUNDS 000

410 AP SALES TAX 619913

TOTAL LIABILITIES 422944

Y

201 FUND BALANCE 14601992

TOTAL BEGINNING EQUITY 14601992

DTAL REVENUE 13891301

DIAL EXPENSES 8341140

TOTAL SURPLUSDEFICIT 5550161

TOTAL EQUITY SURPLUSDEFICIT 20152153

TOTAL LIABILITIES EQUITY SURPLUSDEFICIT 20575097

eta



2011 1039 AM CITY OF WINCREST PAGE 1

REVENUE EXPENSE REPORT UNAUDITED

AS OF FEBRUARY 28TH 2011

ONOMIC DEVELOPMENT CORP

IAL SUMMARY OF YEAR COMPLETED 4167

PRIOR YEAR AMENDED CURRENT YEAR TO DATE YEAR TO DATE 8 OF BUDGET

YTD BALANCE BUDGET PERIOD BALANCE ENCUMBERED BUDGET BALANCE

JE SUMMARY

REVENUES 15603886 355000 3542284 13891301 000 3913 216087

REVENUES 15603886 355000 3542284 13891301 000 3913 216087

ITURE SUMMARY

JERAL EXPENDITURES

ARIES BENEFITS 8088628 225060 1470691 5936780 000 2638 165692
R EXPENSES 1991870 56300 24128 1106000 000 1964 45240
TAL EXPENSES 3770541 66300 2300 374800 000 565 62552
sR INCOMEEXPENSES 000 0 000 000 000 000 0

TOTAL 00GENERAL EXPENDITURES 13851039 347660 1448863 7417580 000 2134 273484

EXPENDITURES 13851039 347660 1448863 7417580 000 2134 273484

JE OVERUNDER EXPENDITURES 1752847 7340 2093421 6473721 000 88198 57397



2011 1039 AM CITY OF WINCREST
PAGE 2

REVENUE EXPENSE REPORT UNAUDITED

AS OF FEBRUARY 28TH 2011

GNOMIC DEVELOPMENT CORP

OF YEAR COMPLETED 4167

PRIOR YEAR AMENDED CURRENT YEAR TO DATE YEAR TO DATE OF BUDGET

JES YTD BALANCE BUDGET PERIOD BALANCE ENCUMBERED BUDGET BALANCE

LOS INCOME OTHER 000 500 000 000 000 000 500

L10 INCOME OTHER HOT 1250000 30000 000 000 000 000 30000
L11 INCOME OTHER GENFUND 1000000 20000 000 000 000 000 20000
L12 INCOMEWALZEM RD GRANT 000 0 000 000 000 000 0

L13 INCOMECORPORATE DONATIONS 000 0 000 000 000 000 0

L15 SALES TAX 25 13333410 300000 3542206 13890887 000 4630 161091
301 INTEREST 20476 4500 078 414 000 009 4496
00 PROCEEDS FROM CAPITAL LEASE 000 0 000 000 000 000 0

REVENUES 15603886 355000 3542284 13891301 000 3913 216087



11 1039 AM
CITY OF WINCREST PAGE 3

REVENUE EXPENSE REPORT UNAUDITED

AS OF FEBRUARY 28TH 2011

ONOMIC DEVELOPMENT CORP
OF YEAR COMPLETED 4167

PRIOR YEAR AMENDED CURRENT YEAR TO DATE YEAR TO DATE 8 OF BUDGET

TMENTAL EXPENDITURES YTD BALANCE BUDGET PERIOD BALANCE ENCUMBERED BUDGET BALANCE

NERAL EXPENDITURES

IES BENEFITS

X00009 SALARIES EDC 6400630 168324 360554 4163914 000 2474 126685

00010 ADMINISTRATIVE EXPENSES 75086 5000 000 6100 000 122 4939

00011 EDC LONGEVITY 40166 1860 000 000 000 000 1860

00018 EDC EDUCATION PAY 38082 1800 3462 20772 000 1154 1592

00020 EDC OVERTIME 11228 750 000 5606 000 747 694

500030 SOCIAL SECURITYEDC 513078 13872 97863 306145 000 2207 10811

500040 HEALTH INSURANCEEDC 482712 17338 3746 31375 000 181 17024

500050 RETIREMENTEDC 497003 14507 102341 320532 000 2209 11302

500060 WORKERS COMPENSATIONEDC 29431 937 8817 21549 000 2300 722

500070 UNEMPLOYMENT COMPEDC 1212 672 000 000 000 000 672

500080 CONTRACT LABOR 000 0 000 000 000 000 0

500095 TERMINATION PAYOUT 000 0 901400 1060787 000 000 10608

DTAL SALARIES BENEFITS 8088628 225060 1470691 5936780 000 2638 165692

R EXPENSES

500100 PUBLIC RELATION FEESGENE 000 0 000 000 000 000 0

500115 MOBILE TELEPHONE 87394 0 000 000 000 000 0

500120 DUES SUBSCRIPTIONS 58572 1200 000 34500 000 2875 855

500130 TRAINING 189514 3000 000 115000 000 3833 4150

500132 TRAVEL 52033 3000 000 27080 000 903 2729

500135 MEALS ENTERTAINMENT 111141 3000 000 3550 000 118 2965

500200 COMPUTER MAINTENANCE 000 0 000 4171 000 000 42

500201 WEBSITE MAINTENANCE 000 0 000 000 000 000 0

500250 LEGAL EXPENSES 622910 30000 000 1000000 000 3333 20000

500290 AUDIT 350000 4000 000 000 000 000 4000

500430 SUPPLIES 99921 3000 37974 27682 000 923 3277

500440 ELECTION EXPENSES 000 0 000 000 000 000 0

500510 VEHICLE EXPENSEEDC 000 0 000 000 000 000 0

500515 HEALTH EXPENSE ALLOWDIRE 152306 3600 13846 83076 000 2308 2769

500520 MOVING EXPENSEDIRECTOR 000 0 000 000 000 000 0

500540 VEHICLE FUEL 8537 1000 000 2600 000 260 974

500590 POSTAGE 8450 250 000 000 000 000 250

500630 LEGAL ADVERTISING 000 250 000 000 000 000 250

500640 COPIER USAGE 41665 1000 000 000 000 000 1000

500650 WALZEM RD GRANT EXPENSES 000 0 000 000 000 000 0

500700 CONTINGENCIES 209427 3000 000 93705 000 3124 2063

TOTAL OTHER EXPENSES 1991870 56300 24128 1106000 000 1964 45240

ITAL EXPENSES

500800 EDC PROJECTS 3770541 66300 2300 374800 000 565 62552

500810 CAPITAL EXPENSE 000 0 000 000 000 000 0

TOTAL CAPITAL EXPENSES 3770541 66300 2300 374800 000 565 62552

I 1T



2011 1039 AM CITY OF WINCREST
PAGE 4

REVENUE s EXPENSE REPORT UNAUDITED

AS OF FEBRUARY 28TH 2011

ECONOMIC DEVELOPMENT CORP

OF YEAR COMPLETED 4167

PRIOR YEAR AMENDED CURRENT YEAR TO DATE YEAR TO DATE OF BUDGET
RTMENTAL EXPENDITURES YTD BALANCE BUDGET PERIOD BALANCE ENCUMBERED BUDGET BALANCE

R INCOMEEXPENSES

500900 PRIOR PERIOD ADJUSTMENT 000 0 000 000 000 000 0
OTAL OTHER INCOMEEXPENSES 000 0 000 000 000 000 0

AL 00GENERAL EXPENDITURES 13851039 347660 1448863 7417580 000 2134 273484

L EXPENDITURES 13851039 347660 1448863 7417580 000 2134 273484

NUE OVERUNDER EXPENDITURES 1752847 7340 2093421 6473721 000 88198 57397



RESOLUTION NO 11004

RESOLUTION AUTHORIZING SIGNATORIES

ON ACCOUNT WITH JP MORGAN CHASE

ACCOUNT NUMBER 708131594

WHEREAS the CITY OF WINDCREST ECONOMIC

DEVELOPMENT CORPORATION the Corporation and Rackspace have a joint
bank account with JP Morgan Chase Account No 708131594 titled

JP Morgan Chase

14800 Frye Road TX1029

Fort Worth Texas 76155

ATTN Rackspace Managed Hosting Box 730759

Account Name Rackspace Managed Hosting
5000 Walzem Road

San Antonio Texas 78218

Account Number 708131594

WHEREAS the City of Windcrest Economic Development Corporation has no one

designated as authorized signors on this account because the prior signatories have left or

are leaving the corporation

NOW THEREFORE BE IT RESOLVED BY THE BOARD OF DIRECTORS

OF THE CORPORATION THAT

Section 1 That in addition to the signatories authorized by Rackspace the four

eligible signors on the above referenced account from the Windcrest Economic

Development Corporation include TIM MALONEY President or RAFAEL CASTILLO

JR City Manager

Section 2 The Board hereby authorizes a combination of two of the aforementioned

officers to sign on this account along with the signors who have been designated by
Rackspace

Section 3 If any section paragraph clause or provision of this Resolution shall be

held to be invalid or unenforceable the invalidity or unenforceability of such section

paragraph clause or provision shall not affect any of the remaining provisions of this

Resolution In case any obligation of the Corporation authorized or established by this

Resolution is held to be in violation of law as applied to any person or in any circumstance
such obligation shall be deemed to be the obligation of the Corporation to the fullest extent

permitted by law

4

rm



PASSED AND APPROVED this the day of 2011

TIM MALONEY President

CITY OF WINDCREST ECONOMIC

DEVELOPMENT CORPORATION

ATTEST

REBEKAH GERGEN Secretary
CITY OF WINDREST ECONOMIC

DEVELOPMENT CORPORATION

2
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1 INTRODUCTION

This policy is intended to establish and describe the basic procurement policies under

which the City of Windcrest the City will operate This policy is effective immediately
upon issuance and supersedes all previous purchasing instructions or directives

The Finance Department is the Citys oversight department for buying and contracting
for the acquisition storage and disposal of goods and for the procurement of services

and construction Each Department Head will be responsible for following the

purchasing policy

2 FINANCE DEPARTMENT POLICY STATEMENT

The City Manager is responsible for the administrative affairs of the City The City
Manager has delegated the purchasing responsibility within the guidelines established

in this manual to the Department Heads Each Department Head is authorized to

execute orders on behalf of the City within these policy guidelines Any interpretation of

these guidelines necessary for the effective operation of the purchasing function will be

made by the City Manager Mayor

3 PURCHASE CATEGORIES

The Citys purchasing categories are outlined below

A CREDIT CARDS CHARGE ACCOUNTS

Credit Cards and Charge Accounts are to be used for purchasing small dollar less than

500 high volume items and for official City travel Credit Cards and Charge
Accounts are for official City business purposes only and shall not be used for any

personal transactions Use of the Credit Card to make purchases of capitalized
equipment is prohibited Improper use of a Credit Card or Charge Account may result in

disciplinary action up to and including termination of employment

All credit cardholders must be approved by both the Municipal Finance Officer and City

Manager

All open credit accounts must be approved by the Municipal Finance Officer

Credit Cardholder responsibilities

1 All purchase transactions processed against the Credit Card or Charge Account

must be made by the credit cardholder

3



2 The Cardholder or Charge Account Holder shall forward all documentation of all

purchases to the Finance Department within 2 business days of the purchase

3 The cardholder shall be responsible for maintaining the security of the card and

shall be personally liable for any charges that are assessed against the card for

other than official City business conducted in accordance with the policies
contained herein

4 The cardholder shall immediately advise the Municipal Finance Officer of any lost

or stolen cards or any suspicion of identity theft related to the card

5 Credit Card purchase approvals The department manager or department head

must review all charge documentation and approve all cardholder statements

Each statement cycle a copy of the statement will be provided to the City
Manager for review and approve

Credit Card dollar limitations

1 The Credit Card and or Charge Accounts are to be used for purchases of goods
or certain business services under 500 without a Purchase Requisition or

Purchase Order except as provided in the next paragraph This means if the

total payment including freight to be made to a vendor is 500 or more a

purchase order must be used Credit Card purchases exceeding 500 will be

used for travel only

2 Credit Cards may be used where vendors will not accept a purchase order or

there are exceptional circumstances for the purchase The Credit Card holder

must have written approval from the City Manager or his designee for the

purchase prior to placing an order

SuspensionTermination of Credit Cards Cardholders who do not abide by City policies
will have their Credit Card privileges suspended and may face further disciplinary
action up to and including termination and prosecution by the City The Credit Card

shall be immediately canceled when the cardholders employment with the City is

terminated

Reinstatement of Credit Card If a Credit Card is cancelled or suspended for misuse
Credit Card privileges can be reinstated after a one year period There will be

mandatory retraining prior to reinstatement of the Credit Card privileges The
reinstatement will be probationary for a six month period on terms to be established by
the City Manager

4



B PURCHASES OF3000 OR LESS BUT GREATER THAN 500

In addition to Credit Card expenditures individual Department heads shall have

discretionary spending authority up to 3000 When a Department Head requires
expenditures between 501 to3000 the Department Head will obtain three informal

quotes verbal on goods or services with a total cost within the 501 to 3000 limits

unless otherwise excepted in this manual These purchases will be accomplished by
means of a Departmental Purchase Order and TelephoneWritten Quote Form City
employees are prohibited from making separate sequential or component

purchases to avoid purchase order requirements Competitive quotations or bidding
are not required Department Purchase Orders shall be forwarded to Finance within 2

business days of the ordering of the goods

C PURCHASES OF 10000 OR LESS BUT GREATER THAN3000

When a Department Head seeks to expend sums between 3001 and 10000 the

Department Head will obtain three formal quotes mailed or faxed for such goods or

services except as provided in this manual The quotes will be obtained by using the

City of Windcrest Quote Request Form This form will be faxed or mailed to each vendor

that the department is requesting a quote from At least one HUB must be contacted on

a rotating basis for each purchase in this range Please refer to

wwwwindowstatetxusprocurement for a list of the current HUB vendors for the

commodity that is being purchased If the list does not identify a HUB in Bexar County
the City is exempt from this requirement If all of the vendors do not respond but there

is documentation of trying to obtain three quotes the purchase can still be awarded All

such expenditures must be approved by the Municipal Finance Officer and City
Manager prior to awarding the purchase

D PURCHASES OF 25000 OR LESS BUT GREATER THAN 10000

When a Department Head seeks to expend sums between 10001 and 25000 the

Department Head will obtain three formal quotes mailed or faxed for such goods or

services except as provided in this manual The quotes will be obtained by using the

City of Windcrest Quote Request Form This form will be faxed or mailed to each vendor
that the department is requesting a quote from At least one HUB must be contacted on

a rotating basis for each purchase in this range Please refer to

wwwwindowstatetxusprocurement for a list of the current HUB vendors for the

commodity that is being purchased If the list does not identify a HUB in Bexar County
the City is exempt from this requirement All such expenditures must be approved by
the Municipal Finance Officer and the City Manager and the City Council prior to

awarding the purchase A formal resolution thru the City Council shall be
attached to the purchase order

5



MINOR CONSTRUCTION PROJECTS Minor construction projects are

construction activities under 25000 The Project Manager for all minor

construction projects for all City facilities will be determined by the City Manager
see section 2 below

Change Orders After any contract is signed if changes are necessary in the scope of

work the contract price or the contract time a change order must be prepared on a

City approved form for execution by the Contractor and the City

If a change order involves a decrease or an increase of 25000 or less the

governing body may grant general authority to an administrative official of the

municipality to approve the change orders

The original contract price may not be increased under this section by more

than 25 percent The original contract price may not be decreased under the

Local Government Code by more than 25 percent without the consent of the

contractor

Payment Requisitions Payment requisitions must be prepared properly completed with

all necessary signatures except the Finance Department and certified that all

information contained on the Payment Requisition is correct including certification that

the payment request is in compliance with the contract

PROFESSIONAL SERVICES For professional services involving an

anticipated fee of 25000 or less the requesting Department Head will

create a Professional Services Contract for legal review

All purchases 10000 or greater must be approved by the City Council prior to

award

E PURCHASES OVER 25000

The Texas Local Government Code requires competitive bidding or proposals for city
purchases exceeding 50000 in amount with very few exceptions The City of

Windcrest requires competitive bidding or proposals for city purchases exceeding
25000 in amount with very few exceptions City employees are prohibited from

making separate sequential or component purchases to avoid the competitive

bidding requirements A violation of these prohibitions is a Class B

misdemeanor 1000 fine andor 180 days in Mill and conviction results in
immediate removal from office or employment and ineligibility for other public
office or employment for four years after the date of conviction Local Govt

Code Section 271029 and 271030

6



Purchases must be made through formal written sealed competitive bids or proposals
Departments are prohibited from splitting purchases to avoid the formal bid

requirement

City Council approval is required for the award of contracts for all purchases for goods
and services of over 10000 If the formal bid process is used and the low bid is

999999 or below the City Manager has the authority to execute the contract award

HIGH TECHNOLOGY PURCHASES High technology purchases in excess

of 25000 must be made through formal written sealed proposals
Departments are prohibited from splitting purchases to avoid the formal

proposal requirement State law requires that the relative importance of

price and other evaluation factors be specified in the RFP All RFPs for high
technology purchases must be approved by the Department Head IT

Committee Legal and the City Manager or his designee rior to

advertisement of the RFP

PROFESSIONAL SERVICES Professional Services are services which

involve mental or intellectual skills usually accompanied by formal

certification or licensing by a state agency such as accounting architecture
engineering medicine planning economics law financial advisory services

and scientific or laboratory consulting services

State law prohibits the purchase of professional services by competitive bidding User

departments must select professional service consultants on the basis of demonstrated

competence and qualifications and must negotiate fees on the basis of what is fair and

reasonable for the type of services rather than on a low bid basis Except for

architects and engineers discussed below both price and qualifications can be

considered in selecting consultants

For services involving an anticipated fee of more than 25000 use the formal Request
ForProposals RFP procedure in coordination with the City Manager Deviations

from the RFP requirement must be based on unusual circumstances and a written

waiver must be approved by the City Manager

ArchitectsEngineers
In the case of architectural or engineering services a two step process
must be followed The first step is initial selection of the consultant
based on demonstrated competence and qualifications and not

considering price and the second step involves negotiation of a fee with
the selected consultant If fee negotiations are not successful then fee

negotiations with the second most qualified consultant may be

undertaken and so forth It is important to keep in mind that price may
not be considered in the initial selection of an engineer or architect

7



The RFP and calendar a schedule for the RFP project must be approved by
the City Manager and the Attorney prior to issuance of the RFP If the amount

payable under the contract exceeds 9999 award of the contract will require City
Council approval

Contract amendments All contract amendments must be approved by the City
Council

Change in Services The consultant must receive written approval from the City
prior to initiating any additional work Additional services for which compensation
exceeds 10000 of current contract amount must be approved by the City
Council All change of services for which compensation is less than 50000
may be approved by the City Manager

CONSTRUCTION PROJECTS

Construction projects include construction activities for buildings streets and utility
system improvements including renovations and demolitions The City Manager will

designate a Project Manager for each construction project These projects sometimes

involve the acquisition by the City of real property rightofway or easements which

must be completed before the contractor enters the project area In addition state law

requires most public works projects to be designed and overseen by a registered
professional engineer or architect who can be either in house Engineering
Department or a contracted consultant

Technical specificationsplans and supplementary conditions are developed by the

Architect Engineer

a Asbestos Abatement If the project involves renovation or demolition work on

an existing City building state law requires an asbestos abatement survey to

be conducted by a state licensed person and material samples must be

collected and submitted for analysis at a state certified laboratory If asbestos

is found the Project Manager must contact the Engineering Department for

additional information regarding asbestos abatement All demolition projects
require notification to the Texas Department of Health regardless of whether

asbestos is present

b Elimination of Architectural Barriers If the project involves construction of a

building with an estimated construction cost of 50000 or more the City is

required to submit all plans and specifications for the construction or

renovation to the Texas Department of Licensing and Regulation for review

for removal of barriers to persons with disabilities

c Change Orders After the contract is signed if changes are necessary in the

8



scope of work the contract price or the contract time the ArchitectEngineer
advises the Project Manager With the Project Managers approval the

Architect Engineer prepares a change order on a City approved form in

triplicate originals for execution by the Contractor the City and the

ArchitectEngineer

The net amount of all change orders cannot increase the original
contract price by more than 25 The net amount of all change orders

cannot decrease the original contract price by more than 25 without

the Contractors consent

Change orders involving an increase or decrease of less than 10000 or

less will be executed by the City Manager

Change orders involving an increase of more than 10000 must be

approved by City Council

Payment Requisition It is the responsibility of the Project Manager and

the EngineerArchitect to ensure that the correct Payment Requisition
forms are properly completed with all necessary signatures except the

Finance Department andor the City Manager which are obtained after

the completed and signed Payment Requisition is sent to the Finance

Department The City Managerssignature is only required on the final

payment

Final Payments The City Manager signs all Final Payment
Requisitions

4 EXEMPT PURCHASING FUNCTIONS

State law provides a few exemptions from competitive bidding Such examples
include

The purchase of land or rightsofways
Personal or professional services such as engineering architectural or

planning services

Property bought at an auction

Property bought at a goingoutofbusiness sales and

Property bought from another political subdivision or state or federal

government
In case of public calamity where it becomes necessary to act at once to

provide relief for local citizens or to preserve or protect the public health
In case of unforeseen damage to public property machinery or

equipment where immediate repair is necessary

9



Procurement necessary to preserve or protect public health or safety of

the Citys residents
Procurement for work that is performed and paid for by the day as the

work progresses
Purchase of land or rightofway or

Other matters as set forth in Section 252022 of the Texas Local Govt
Code

The application of exemptions from competitive bidding requirements for purchases
in excess of 10000 must be approved in each case by the City Manager and the

City Council

5 EMERGENCY PURCHASES

Emergency purchases are those purchases caused by an unforeseen and

dangerous situation that requires immediate action to preserve the health and safety
of people or property in the City When emergency purchases are made the user

department must make the purchase at the best possible price considering all

existing circumstances and the necessity for prompt action The Finance

Department will issue a verbal approval upon request when an emergency occurs

which must be followedup with a purchase order as soon as time permits or within

48 hours of purchase whichever occurs first The user department must submit a

purchase requisition within 48 hours after the emergency purchase is made

Emergency purchase orders in excess of 10000 must be authorized by the

Municipal Finance Officer and City Manager and ratified by the City Council at the
next scheduled Council Meeting

6 SOLE SOURCE PURCHASES

State laws allow for a limited exemption from competitive bidding for the purchase of

goods where the functional requirements of the City can be satisfied by only one

source This applies to purchases where competition is precluded because of

the existence of patents copyrights secret processes or natural monopolies

the purchase of films manuscripts or books purchases of electric power gas water
and other utility services

the purchase of captive replacement parts or components for equipment and

10



other items as specified in Section 252022a7 of the Texas Local Govt Code

A product is eligible for sole source purchase only when there is a significant
functional difference between the product and other similar products on the market
and when the item is available only from one vendor The following are not
sufficient justifications for a sole source purchase

A product is made by only one manufacturer if products from other manufacturers
are available that perform a similar function

A particular name brand of product is preferred over other brands

Only one local vendor offers a product if other vendors who offer the product
can meet the Citys needs and delivery time is critical

Sole source purchases in excess of 10000 must be approved by the City
Manager and the City Council prior to the purchase When City Council

approval is necessary a detailed explanation of the sole source basis for the

purchase must be included by the user department on the agenda request
form

7 RENTAL AND LEASE EQUIPMENT

All lease agreements are accomplished by sealed bidsproposals if the amount of

the lease is expected to exceed 50000 over the term of the lease agreement A

lease of equipment is subject to the requirements for competition that apply to

purchases Rental or lease equipment agreements will be processed on a standard

purchase order

The user department must identify the source of funds to cover payments of lease

charges for the entire period of the lease

8 BLANKET PURCHASE ORDERS

The user department shall submit a purchase order for a blanket purchase order

approval for an amount of estimated annual recurring expenditures For example a

department would set up a blanket purchase order for vendors from whom they
regularly purchase needed supplies Examples might include office supplies
equipment parts lubricants fuel and so forth

11



9 INTERGOVERNMENTAL PURCHASES

It is the policy of the City to facilitate joint purchasing arrangements on an inter

governmental basis The Municipal Finance Officer will work with other

governmental entities to take advantage of the benefits of joint purchasing
arrangements In addition the Municipal Finance Officer will utilize various

cooperative programs available to the City

10 COMPUTER HARDWARE AND SOFTWARE PURCHASES

The City has adopted the following policy for the purchase of computer hardware
and software

Any City staff employee can make purchases for computer suppliesequipment less
than 100 consumable items such as diskettes CDs DVDs ink cartridges mice

Purchases of computer suppliesequipment 10000 to 99999 must have the

approval of the Department Director IT Director and Municipal Finance Officer

Purchase of computer suppliesequipment 1000 25000 must be approved by
the Department Director the IT Director Municipal Finance Officer and the City
Manager

If cost is estimated to exceed 50000 the RFP policy applies

All original program diskettesCDs shall be kept by the City Secretary for retention

filing at the Records Storage Center The original software license is kept by the

user department for its files

11 CITY COUNCIL AUTHORIZATION

Contracts for the purchase of goods and services involving an expenditure in excess

of 10000 require the approval of the City Council whether or not the purchase is

to be obtained through a competitive bidding or proposals procedure The

Department Head is responsible for timely processing of City Council Agenda
Request forms to the City Manager when Council approval is necessary for a

purchase

12 BUYING LOCALLY

The City encourages purchases from vendors in Windcrest when the needs of the

City and the requirements for competition in this manual can be met State law
however does not permit purchases to be limited to Windcrest vendors when

12



competition is afforded by outoftown vendors who can meet the Citys delivery
andor service requirements

In purchasing any real property or personal property that is not affixed to real

property if the City receives one or more bids from local bidders and the bids are

within five percent of the lowest responsible bid received by the City from a

nonresident bidder City may award the contract to the lowest responsible bidder
who is a local bidder if the City determines in writing that the local bidder offers the

City the best combination of contract price and additional economic development
opportunities for the City created by the contract award including the employment of
local residents and increased tax revenues to the city

13 HISTORICALLY UNDERUTILIZED BUSINESSES HUBS

The City is taking the following actions to assist Historically Underutilized
Businesses HUBs in doing business with the City

The Department Heads insures that HUBs are given a fair and equal opportunity to

bid on City contracts

The Department Heads ensures that before the City makes an expenditure of more

than 3000 but less than 50000 at least one HUB is contacted on a rotating
basis based on information provided by the Texas Building and Procurement
Commission

It is the Citys intent that these actions will promote participation of HUBs within the

City

14 FIXED ASSETS

The City is responsible for keeping records of all of its fixed assets All new assets
which have an original cost of2500 or more and a three year life span are fixed
assets and will be added to the fixed assets records Fixed assets are charged to
the general ledger account code XXXXX All duties and responsibilities of the fixed
assets inventory records are supervised by the Finance Department Effort by the

directors and department heads throughout the City is necessary if the system is to

work however this effort is centrally organized monitored and reported by the

Finance Department staff

15 SURPLUS

All surplus computer hardware and software must be returned to the IT Director For
all other surplus goods contact the Finance Department for disposal either by on

line auction or City Auction

13



16 TRAVEL

All travel must be approved by the Municipal Finance Officer and the City Manager
using the attached Travel Request Form All travel requests shall be made within 2

weeks of the travel dates The mileage rate to be reimbursed for all mileage will be

the same rate of reimbursement used by the Federal Government

17 RECYCLED PRODUCTS
The City encourages all user departments to assist in the purchase of recycled
products and supports the entire process of recycling

18 DOCUMENTS

REQUISITIONS The Requisition requests authorization for the User Department to

enter into a contract with a vendor to purchase goods andor services for the user

department and to charge the appropriate department or project budget once all

approvals have been obtained

THE PURCHASE ORDER The primary purchasing document used by the City to
secure supplies andor equipment is the Purchase Order PO The PO is a

binding written agreement between the City and a vendor obligating the City to pay
for specified goods or services when delivered in accordance with the purchase
order terms POs will be issued by the Finance Department only NO ORDER IS

BINDING UPON THE CITY UNTIL A PURCHASE ORDER HAS BEEN ISSUED

NO EMPLOYEE SHALL CONSENT TO AN ORDER ON THE CONFIRMING

BASIS BEFORE A PURCHASE ORDER HAS BEEN ISSUED

RECEIPTS The user department is required to process a Material Receiving
Report for complete delivery of an order prior to payment This will be completed on

the Requisition

TELEPHONEWRITTEN QUOTE FORM The user department is required to

complete the telephonewritten quote form for all purchases greater than 500 The

telephonewritten quote form must be forwarded to the Finance Department for

processing

QUOTE REQUEST FORM The user department is required to utilize the quote
request form for all purchases greater than 3000 The quote request form will
ensure that each vendor receives the same information in which to base their quote
on The responses from the vendor along with the telephonewritten quote form
must be forwarded to the Finance Department for processing

14



TRANSFERS OF FUNDS In the event that the department director needs to

transfer funds between line items the transfers of funds form must be completed

FIXED ASSET ACTIVITY FORM The Fixed Asset Activity Form must be completed
for each fixed asset that is added deleted or transferred A fixed asset is a cost of

2500 or greater at the time of purchase

TRAVEL AUTHORIZATION FORM All travel must be approved using the attached

form It must be submitted within 2 weeks of the travel dates

15



LLI

W
m

U O
LL h V p

j O
J O

Q f Cl

Zp O vq

H O

L

N w

Jco
ULLI

U o p W

o mw L
m Wj a

Con r
D

L W N w

W
a O O

CN w w U U
c

T
J

ZWW D o
F1

a J

W C
Lj

O
UU M

A a C7

Q w

W 0
Z LL

F

2 W

W o a
O22 3

p oz
a

w 0
U 0 Z

Z w

o w
Li J J HVl

Q U
H

E LL
n

1z OU
a 0

2 co Jn x

Q y CD CL
a V p aD

4t D w
i waO

N
c ib Z

h x v
zo O

Z ai w o F a
co

h U
H LU w m

a
Z O v

ww N

a C
z CL

W 0 a

A 30
h
ww
U

uO
w
Na

o
JW U a

a O
w
ap Z

w
Nx
ww
J
L w

ZLLU
N 3 0

O m oa
Z o C7

a a w J N

0 ai 2 m
O

g
aO O

ca
E

1
N zZ

0 W N s E c

U U LoW 0 0
2 m

7 7 N wZa 3 y a



e
w i tosi D c PiE s 0r

TEXAS

TELEPHONEWRITTEN QUOTE FORM

Department NameNumber

Description of Item

Budgeted in Acct

Vendor NameAddress Amount of Quote TermsRemarks

COMMENTS

RECOMMENDED VENDOR

REASON

IF LESS THAN THREE QUOTES ARE OBTAINED CHECK THE FOLLOWING REASON

Sole Source State Contract Other

Signature of Person Receiving Quotes Date

Tobe Completed by Finance City ManagersOffice

Approval by Municipal Finance Officer
Signature Date

Approval by City Manager if required
Signature Date

Council approval if required
Council Approval
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QVW1NDCPEST
TEXAS

TRAVEL AUTHORIZATION FORM

Date Submitted Employee Name

Position Department

Dates of Travel To From

Purpose for Travel Travel Destination city

Please Check one

0 Overnight trip Day Trip
Estimated Cost of Trip

Hotel Nights Cost

Registration Costs

Transportation City Vehicle Yes No

Rental Car Yes No

Mileage use Fed Rate per mile @ 51

Meals Lunch Per Diem

Other Expense tips taxi ect

Total Estimated Cost of Trip

Employees acting in your absence

Employee Signature
Comments

I authorize this travel and certify that the estimated expenditures are for official city
business and that funds are available in the budget in the account

Department Director Date



Municipal Finance Officer Date

City Manager Date
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