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Blanco Historic Preservation Commission 
Report to the Blanco City Council  

September 4, 2024 
 

To the Honorable Members of the Blanco City Council: 
 
Section 4.11 B. (l) of the Uniform Development Code authorizes the Blanco Historic Preservation 
Commission (“BHPC” or “the Commission”) to prepare and submit to the City Council a report 
summarizing the work accomplished during the previous year. Unfortunately, the Commission’s 
last report was submitted on August 9, 2022 (attached for your reference). 
 
Since the date of such report, the Commission has been hampered by a significant turnover of 
Commissioners, due to death, being elected to City Council (and hence, being unable to continue 
as Commissioner per the UDC), moving on to other worthy endeavors, and resignation. The last 
annual report (attached as Exhibit A) set forth the following one year goals of the Commission. 
We would like to report to the Council the status of completing such goals: 
 

TWO YEAR REPORT 
 

1. Gateway signs completed and placed. 
 
The Gateway signs were originally envisioned to be signs located at the 4 main entrances to the 
City of Blanco.  The project originally started in 2020 or before, and a payment to Manning Signs 
occurred in 2020. There were disagreements concerning the design of the signs with Manning 
Signs ultimately issue a refund of the amount paid.   
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Since then, the project has been shelved pending resolution of the 281 bypass route issue. The 
Commission plans on taking up this project again once the route of the 281 bypass is finally 
determined. 

 
2. Social media, Facebook and websites progressing. 

 
The BHPC has a Facebook page (“Blanco Historic Preservation Commission”) and Rudy Nino 
has almost single handedly responsible for publish very informational content to such page on an 
almost daily basis. With the creation of the Media & Public Relations Committee, of which our 
newest and most tech-savvy Commissioner, Allie Frenchi will be an integral part, The BHPC hopes 
to expand its social media and online presence by expanding the Commission’s social media 
presence. Allie is also looking into the feasibility of looking into incorporating the Historical 
Walking Tour Brochures into an electronic walking tour format. 

 
3. Update Survey and Inventory. 

 
Commissioner Jacquline Milford-Flores and Rudy Nino have been working diligently with 
documenting historic resources in the city limits of Blanco through fieldwork and research. The 
assistance provided by Jo Nell Haas and Wendi Cambridge, who have been tirelessly working 
similar inventory and survey of historic resources in Blanco County outside the city limits, has 
been invaluable. This job will always be ongoing. 

 
4. Increased recognition of the Pittsburg neighborhood and obtaining a historic marker 

 
On May 15, 2024, the Commission submitted to the Texas Historical Commission its application 
for a Historic Marker honoring the formation of the historic residential community of Pittsburg in 
1855.  The marker will be located at 218 Pittsburg St. on the grounds of St. Michael & All Angels 
Episcopal Church.  
 
We were pleasantly surprised when the THC approved the marker about 2 months later without 
any requested changes or additional review.  It is our understanding that it is very rare for such an 
application to be approved so quickly and without changes or additional review.  Payment for the 
marker and post upon which the marker will be attached has been made by the City from the 
Commission’s current budget (thanks to Rudy Nino for discovering the Commission had a $800.00 
credit with the THC from a prior marker application that was not approved by the THC so that the 
Commission had to pay only $650.00 for the current marker). The Commission is in the process 
of preparing for a dedication ceremony, date and time to be determined after the marker has been 
manufactured and delivered by the THC. 
 
The Commission is grateful to St. Michael & All Angels Episcopal Church for agreeing to allow 
the marker to be hosted on the property, and the hard work of Gail McClelland, Eric Burkhart, Jo 
Nell Haas and Rudy Nino in preparing such application and other work associated that they did in 
connection with such project. 
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5. Obtain a City Council liaison and work with the Council more 
 
Ryan Moses has been very helpful in his role as “unofficial” liaison, but we would like to request 
whether he or some other councilmember to serve as official liaison. 
 
The Commission would like to increase its dealings with the Council, both through its liaison and 
directly.  The Council, thanks to the lobbying efforts of Retta Martin, has amended the UDC to 
increase the Commission’s membership from 6 to 7, which the Commission hopes will assist it in 
being able to have quorums at its regular meetings and Commissioners to take on assigned tasks. 
The Commission thanks the Council for accommodating us with the amendment to the UDC.    

 
6. Establish ownership of the rock wall behind Cranberries and begin work on its 

preservation. 
 

The ownership of the rock wall has been established and the City is currently awaiting funding to 
commence its restoration. The Commission stands ready to assist with such restoration. 

 
 

7. Supporting the Streetscape project 
 
The Commission has provided both direct and indirect support to the Streetscape project. Former 
Commissioner Retta Martin is the Chair the Streetscape Commission and has been instrumental 
and keeping the project moving forward. Current Commissioner Gary Currier also served on 
Streetscape and has set up Streetscape with its own QuickBooks accounting records so that it can 
better monitor and report its financial dealings. 

 
8. Create events to celebrate every era of Blanco’s history 

 
a. Heritage Days (1st Saturday of February). 

 
Originally proposed to be part of when the Hill Country Trail riders come through town. Never 
really materialized, but the Commission is currently exploring ways to honor and celebrate the 
various cultures that has shaped what Blanco is today.  
 
The Commission also hosted an information booth at the first Blanco Founder’s Day street dance 
on March 23, 2024. 
 

b. May History Month 
 
Rudy Nino greatly increased the Commission’s postings on Facebook during May History Month 
and created a display of old newspaper articles documenting the activities of the outlaws Bonne 
and Clyde, which was exhibited in the Old Historic Blanco Courthouse during May History Month. 
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9. New banners 
 
Welcome to Historic Blanco, in Blanco Panther Blue and Gold colors, were placed at 4 locations 
in the City in 2023 thanks to the help of Pedernales Electric Co-op.  Unfortunately, the banners are 
not bearing the elements as well as hoped and the Commission is working at replacing such banners 
with something more durable. 
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10. New Historical Walking Tour Brochures 
 
The Commission created a brochure entitled Discover Historic Blanco, which contains a map of 
the downtown historic district, and summaries of 46 historic structures and sites located in the 
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district, plus 3 historic sides located outside of the downtown historic district. Five hundred copies 
of this brochure were printed and were placed in the brochure kiosk in the Old Historic Blanco 
Courthouse. The Commission has learned that the brochures are quite popular with visitors to 
Blanco and all copies from the original printing were snatched up by visitors within a couple of 
months. The Commission has updated the brochure and ordered 1,000 copies to be printed and 
made available to Blanco visitors once again. 
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Section 1: Overview 

1.1  Purpose 
The City of Blanco, Texas (City) is committed to sound financial management through integrity, prudent 
stewardship, planning, accountability, transparency and full disclosure, and communication. The broad 
purpose of this Manual of Accounting Policies is to assist the City in achieving and maintaining a long-
term stable and positive financial condition and provide guidelines for the day-to-day planning and 
operation of the City’s financial affairs. 

The scope of this policy includes aspects of accounting and financial reporting, internal controls, 
operating and capital projects budgeting, and revenue management. These policies are intended to 
accomplish the following: 

• Demonstrate to the citizens of the City, the investment community, and the bond rating 
agencies that the City is committed to strong fiscal operations; 

• Detail financial goals and strategies for future policymakers and financial managers; 
• Support the fair presentation and full disclosure of the financial position of the City in 

conformity when appropriate with the generally accepted accounting principles of the United 
States of America (GAAP) and the standards put forth by the Governmental Accounting 
Standards Board (GASB); and 

• Support compliance with finance-related legal and contractual issues in accordance with the 
Texas Local Government Code and other related legal mandates upon the City. 

1.2  Manual 
The Manual of Accounting Policies (Manual) is the official accounting policy document for the City. The 
purpose of the Manual is to describe the existing accounting policies that have been established for the 
City and to assist employees as they work to achieve the purpose and objectives set by the City. 

The Manual includes all current accounting policies that have been developed by the City through the 
time of issuance, unless otherwise noted. The policies herein apply to all employees, consultants, and 
other individuals involved in all accounting and financial statement preparation processes. 

Wherever possible, written procedures will also be established and maintained by the Director of 
Finance for functions involving cash handling and/or accounting throughout the City. These procedures 
will embrace the general concepts of fiscal responsibility set forth in this policy. 

1.3  Authority  
Authority for the commitment of City resources, the initiation of expenditures, and the execution of 
agreements has been granted at various levels of management. The authorities themselves, and the 
procedures implementing the approval processes, are intended to ensure that the appropriate 
management level is involved in the decision-making process on a timely basis.  

Appendix A contains additional information about the delegation of specified authorities. 

1.4  Policy Maintenance 
The Manual is a public document available to the City Council, the staff of Blanco and the general public. 
It is the responsibility of the Finance Director to implement and enforce compliance with the Manual. It 
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is the responsibility of all employees associated with the City to be aware of and abide by these policies 
and to exercise sound business judgment in the application of these policies. 

It is the responsibility of the Finance Director to establish and review the initial version of the Manual, as 
well as create and review subsequent changes. It is the responsibility of the City Council to approve and 
adopt this Manual and subsequent major revisions.  

Annually, as a part of the budget adoption process, the policies in the Manual will be reviewed and 
updated as needed, to align the policies with current and desired practices. The appendices contain 
material that may change more often and should be updated on an as-needed basis. These changes do 
not need to be approved by the City Council unless it so directs any review and approval. 

All change requests related to the Manual must be submitted in writing to the Finance Director. The 
Finance Director is responsible for reviewing and incorporating all change requests, as well as making 
changes to the official Manual and posting changes in a timely manner. All revisions must be provided to 
the City Administrator and City Council, and any revision to policy language must be approved by the 
City Council. 

 

1.5  Revision History 

Date Version # Changes Made Author 

9/1/2022 01 Initial document  

9/10/2024          02 Initial document with changes made by staff and 
council. 
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Section 2: Revenues 

The City strives to maintain and administer a revenue system that will ensure a reliable, equitable, 
diversified, and sufficient revenue stream to support desired City services. 

2.1  Receipt of Payments 
All customer payments are received in the form of a check, money order, cash, credit card, or online 
payment. Payments made in person, via the drop box, or by mail are entered into the accounting system 
manually. Online payments are entered automatically because the utility billing system is integrated with 
the accounting system. 

At the end of the day, any amounts over $200.00 in the cash drawer shall be counted and reconciled. Any 
funds (cash, checks and/or money orders) that must be retained overnight should adequately be secured 
in a locked safe in the department. All excess cash, money orders, and checks received shall be deposited 
at the bank on the next business day. 

2.2  Receipt of Checks 
All checks received that are payable to the City shall be restrictively endorsed immediately. Checks 
should be made payable to the City of Blanco. 

2.3  NSF Checks  
The bank shall notify the Finance Director of any insufficient (NSF) checks via email. If applicable, the 
Utilities Clerk is responsible for adjusting the customer’s account to reflect the service charge for NSF 
checks. The Finance Department is responsible for filing the NSF checks in the office. 

A service charge in the amount set forth in the fee schedule in the City of Blanco ordinances will be 
required to cover the handling of any returned checks. 

2.4  Reconciliation of Deposits 
To ensure that each deposit was received and correctly posted, all cash, check, money order, and credit 
card transactions should be reconciled daily to the reports generated on the accounting system. The 
recording and reconciliation of deposits shall be completed by an employee who does not make the 
deposits. Any discrepancies should be immediately investigated and reported to the Finance Director or 
designee.  

The Finance Director or designee shall reconcile the daily cash deposits to the bank statements monthly. 
The City Administrator shall review and approve this reconciliation along with the supporting 
documentation monthly. 

2.5  City-Managed Services  
Utilities 
The City utilizes a third party for the management of the City’s utilities. New utility connections are 
routed to the third party, who will install and activate their services. The City Council is responsible for 
reviewing and approving new connections provided by the third party. The City is responsible for 
reporting, managing utility payments and receivables, and making large asset purchases that are then 
provided to the third party. 
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Rates and Charges 
 

The City performs utility rate studies using an external assessor at least every two years but may seek 
additional guidance dependent on prevailing economic conditions. Rate studies shall include in their 
consideration the repayment of any existing or planned loans or bonds, and any other liens, 
encumbrances or obligations allowed by law.  

The City agrees that so long as the notes are outstanding, the City shall set, establish, maintain, and 
collect such rates, charges, and fees to produce system revenues in an amount necessary to meet the 
debt service and revenue coverage requirements of the loan or bond agreements. 

The City Council is responsible for approving all new rates and charges. The City Council shall review and 
make a determination on the new utility rates within a reasonable period after receipt of the relevant 
rate study.  

Utility Charges and Deposits 
Charges for service include water tap, sewer tap, garbage collection and disposal, and water and sewer 
rates. Deposits are charged for the new service for water, sewer and/or garbage. A refund of the deposit 
shall be made on the termination of service, less any amount owed to the city. 

All charges and rates are set in the fee schedule found in the City of Blanco ordinances. 

Utility Bill Processing 
Customer meters are mostly satellite read, and older meters will continue to be are currently being 
converted when possible. For non-satellite read meters, customer meters are read once a month by a 
third-party vendor, and usage data is transferred to the accounting billing system. The accounting  billing 
system generates bills (including usage, fees, installation, etc.), records payments, and tracks aging 
receivables for overdue billing.  

The Utilities Clerk is responsible for overseeing the entry of meter readings into the accounting billing 
system. Anomalies that trigger additional scrutiny include zero bills and unusually high amounts. Meters 
may be re-read on an as-needed basis. After a review, the Utilities Clerk shall approve of the meter 
reading report. The customer bills are printed out and mailed at the end of the month out in the middle 
of the month. Any concerns may be raised to the Utilities Clerk or the City Secretary. 

Customer payments are recorded in the system as received. Utility payments are due on or before the 
10th of the month by 5:00 p.m. If the 10th falls on a weekend or holiday, then the due date is moved to 
the next business day. Bank drafts for auto-pay customers are initiated on the 7th 5th of the month. If the 
5th falls on a weekend or holiday, then the bank draft is moved to the next business day. and credit card 
drafts are initiated on the day the customer chooses to set up their auto-draft payment on the third-
party payment website. At the end of the month, reconciliations are performed between meter 
readings, invoices (billings), and collections. The Accounts Receivable (AR) aging report is updated for 
delinquent accounts.  

The Utilities Clerk may adjust bills for mistakes, leaks, or other authorized issues. Fees collected include 
usage, meter deposits, new meter fees, new account connection fees and late fees. The Finance Director 
or designee reviews all adjustments monthly.  
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Required Reporting 
Various reports for the utilities are required by regulatory agencies. Adhering to regulatory 
requirements and additional requirements imposed by loan and bond agreements is a priority. Technical 
reports are filed by the Public Works provider and retained in accordance with appropriate record 
retention requirements.   

Waste Management 
Waste is managed by an outside vendor but financially managed by the City. The bill is received by the 
City and reconciled by the Utility Clerk. The invoice is reviewed and paid by the Finance Department.  

Municipal Court 
The mission of the City’s Municipal Court Department is to provide an accessible legal forum for 
individuals to have their court matters heard in a fair and efficient manner. 

Citations 
The City uses handheld ticket writers from a third party to issue electronic citations and are integrated 
with the City’s case management system. Electronic citations are uploaded automatically to the case 
management system. Manual citations are only used when needed (i.e., equipment malfunction). 

Manual citations shall be entered into the case management system by the Court Clerk Police 
Department staff. The Municipal Court police administrative assistant picks up drops off the manual 
citations after they are entered by the Police Department staff daily. 

Once a citation is entered into the third party’s public safety system electronically or manually, the 
record cannot be edited or deleted by anyone. After entry, these citations are uploaded from the 
citation software into the case management system twice a day. 

Each officer’s log of electronic and manual citations is reviewed monthly by a supervisor. 

Case Management 
Once a citation is issued, the Court Clerk shall prepare a jacket for each violation. All information 
regarding a case is contained in a file jacket. The Court Clerk is then responsible for preparing the forms 
and orders, based on the defendants’ request. Once the forms and orders have been prepared, the file 
shall be provided to the Judge for review and signature of approval.  

All payments, certificates, community service, and any other paperwork that is turned in is also put into 
each file. The Court Clerk has the authority to post payments and file paperwork. When a case is 
complete, the jacket is reviewed and signed by two signers, the Judge and a court representative, and 
sealed for storage. 

Fines and Fees 
Fines and fees due for each citation are automatically determined by the case management system and 
assessed to each defendant’s case based on the violation committed. This determination uses fine and 
fee information stored in the case management software that is based on federal, state, and local 
statutory requirements. 

The Court Clerk is assigned to one cash drawer, which is obtained from the City Hall safe at the 
beginning of each shift. The Court Clerk balances and batches out daily. All funds collected that day 



   
 

 10  
 

along with a register from the case management software shall be given to the Finance Department for 
review and verification. The Finance Department shall then include the Court funds in the daily deposit 
of all City funds collected. 

Payments made by defendants online are reviewed and posted in the case management system each 
business day by the Court Clerk. The Court Clerk will also reconcile collections to payments recorded in 
the case management system daily. These reconciliations are included with the deposit, which is 
prepared by a Court Clerk and collected by the Finance Department to report daily collections. 

Fines and fees collected in cash are deposited with the Finance Department the same day along with a 
signed deposit sheet. The Finance staff shall verify the cash and sign the deposit receipt. 

Payment Plans 
The Municipal Court Judge has authorized the Municipal Court Department staff to create payment 
plans for fines and fees owed on adjudicated cases, if requested by a defendant within certain 
parameters. The defendant may be granted a 30-day extension to pay the fine and monthly payment 
amounts may be set as low as $50. If the case has not been adjudicated, current standing orders allow 
the Court Clerk to review and approve the request for a payment plan. The Court Clerk shall prepare the 
judgement order and file is given to judge to review and sign.   

Refunds 
Refunds are prepared by a Court Clerk or other duly authorized representative of the court, who 
prepares the documentation and processes the refund in the case management system. Refunds may be 
based on a defendant's request or based on the Municipal Court Judge's order. A refund form with 
supporting documentation is submitted to the Finance Department for payment to defendants. Refund 
checks are processed by the Finance Department and shall be signed by two signers.  

Delinquency 
The City has contracted with a collection agency to assist with collecting delinquent payments from 
defendants. Delinquent cases are referred to the third-party after a warrant has been issued. 

2.6  Receivables 
The City shall maintain high collection rates for all revenues by monitoring monthly receivables. The City 
shall follow a consistent and reasonable approach to collecting revenues to the fullest extent allowed by 
law for all delinquent taxpayers and others overdue in payments to the City.  

Revenues received will be compared to budgeted revenues by the Finance Director and any variances 
considered to be material will be investigated. This process will be summarized in the monthly budget-
to-actual reports to the City Council. 

Utility Bill Delinquency 
For delinquent accounts, a 10% penalty will be incurred on the 11th day of the month for non-payment, 
past due notice shall be mailed on the 15th and disconnects will occur on the 21st of the month. If the 
10th day of the month falls on Saturday or Sunday or a city holiday, payment will be due in the office of 
the city before 8:00 a.m. the second working day.  
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If no payment has been made, the City Secretary shall have the authority to disconnect or terminate all 
utility services and a work order shall be generated to lock the meter. Sixty days after a meter is locked 
and no payment has been provided, customer accounts are reclassified as uncollectible.  

The Utilities Clerk may develop payment plans for accounts that are past due and may waive penalties 
after consultation with the City Secretary on a case-by-case basis.  

The City Secretary shall charge the fee set forth in the fee schedule found in Appendix A in the City of 
Blanco ordinances for the reconnection of disconnected water service.  

Uncollectible Accounts 
Uncollectible accounts will be written off and may be sent to collections. 

Accounts receivable shall be reconciled to supporting details on a quarterly basis and presented for 
review by the City Administrator. These reconciliations should be accompanied by a list of all delinquent 
accounts and accounts identified as write-offs. The City Administrator must approve all write-offs before 
they are sent to collections. 

Once a write-off has been processed, the City will maintain a master list of bad accounts. Customers 
listed on the write-off list will be allowed to establish a new account only if the back debt is paid. 
Account write-offs are bookkeeping entries only and do not release debtors from their obligations to the 
City. 

Allowance for Doubtful Accounts  
The City establishes an annual allowance for uncollectible accounts. The amount for the allowance is 
adjusted each year by the Finance Director based on the collectability of aging receivables. The City 
Finance Director may consult with the City’s auditors and legal counsel to assist with determining the 
collectability of aging receivables.  

Accounts that have been identified as write-offs will be debited from the Allowance for Doubtful 
Accounts annually as a part of the preparation and finalization of the financial statements.  

Credits and Other Adjustments to Accounts Receivable 
It may be necessary for accounts receivable to be credited in order to correct billing errors or other 
issues. All credits should be reviewed by the Finance Director on a monthly basis.  

2.7  Cash Management 
The City shall establish sound cash management practices to ensure secure cash handling and solid 
internal controls.  

Banks 
The establishment of bank accounts is authorized and administered by the Finance Director or the City 
Administrator. The Finance Director has administrative rights for all bank accounts. All bank accounts 
are maintained in financial institutions insured by the Federal Deposit Insurance Company (FDIC) and 
kept under the FDIC insurance limits unless there are protective agreements in writing in place with the 
bank. 
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The City maintains bank accounts at various financial institutions (see Appendix B).  

The City uses a pooled account to process most day-to-day operations. All banking operations are 
overseen by the Finance Department. Banking access is limited to the Finance Director, Finance Admin, 
and the City Secretary. Signing authority on the bank accounts is separate and restricted to three 
members of the City Council (including, possibly, the Mayor), and requires signatures of at least two of 
those three authorized Council members. City Council shall approve all such authorization 
appointments. 

Construction accounts are used to maintain and track loan fund proceeds intended for projects related 
to funds received from the Texas Water Development Board (TWDB).  

2.5  Segregation of Duties 
General guidelines for assigning duties in the Finance Department:  

• To the extent possible, the receipt and deposit of cash should be separated from record-keeping 
functions. If this is not possible, this task should be rotated among members of the Finance 
Department City staff to ensure that no one person consistently has jurisdiction over a single 
task and there is review of the activity over time.  

• Reconciling bank statements and making bank deposits should not be consistently the 
responsibility of a single employee but rotated among members of the Finance Department  is 
the responsibility of the Finance Director with the review and verification from the City 
Secretary. 

 

Section 3: Expenditures 

The City works to ensure that all expenditures are reasonable and necessary uses of the resources of its 
taxpayers. City Staff will be bound by the approved budget. All purchases will be made in accordance 
with the City’s current Purchasing Policy and in compliance with State law.  

3.1  Cash Disbursements 
The method of disbursement used for the payment of the purchase of goods and services includes the 
following:  

1) payment by check;  
2) wire; and  
3) purchasing card.  
 
When making disbursements for goods or services received it is important to verify that accurate 
payments for eligible costs are made to vendors in a timely manner, within 30 days of the receipt of an 
invoice. In addition, disbursement requires proper controls to assure that the expenditure of City funds 
is necessary, reasonable, and in line with departmental budgets. This policy applies to all disbursements 
of the City. 
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Vendor Payments 
Invoice Review and Expense Coding 
Invoices are received or forwarded to the Finance Department upon receipt. On a weekly basis, the 
Finance Department will review invoices and perform the following: 

• Confirm satisfactory receipt of goods or services. 
• Ensure the presence and accuracy of supporting documentation. 
• Enter invoice information into the accounting system utilizing the appropriate budget codes. 
• Scan any available supporting documentation into the accounting system. 
• Prepare checks. 
• Present checks along with supporting documentation to two authorized signers. 
• Review invoices for any new vendors to ensure the capture of W-9 forms. 

Check Signing Guidelines 
All checks must be signed by two authorized signers and presented along with supporting 
documentation. Checks will be signed manually. This procedure must be required and enforced by the 
City and the bank. The authorized signers' list shall be reviewed and approved by City Council, and 
confirmed with the bank annually, after all elections, or immediately in case of unexpected turnover.  

ACH, EFT, and other online payments may only be used for routine monthly transactions, which have 
been approved in memorandum by two authorized signers. If one of these transactions should be 
required for another purpose, the transaction shall be reviewed and signed off on in advance of 
payment. These transactions should be entered into the accounting system on the date they are made. 
Strong preference should be given to payment by check.  

All check stock should be stored in a locked cabinet with limited access.  

Vendor Payments by Wires or Other Payment Types 
Payments by wire require two independent authorizations. Digital security tokens providing one-time 
passwords will be held by the Finance Director, the Finance Admin, and the City Secretary.  

Purchasing Card Statements 
All credit card statements are reviewed by the Finance Department. Charges that cause concern are held 
temporarily for further review by the Finance Director, and thereafter, may be paid but may also be 
charged back to the employee internally. 

Voided Checks and Stop Payments 
Checks may be voided due to processing errors by making proper adjustments in the accounting 
system and defacing the check by clearly marking it as "VOID". All voided checks are processed with 
the bank if a positive pay file has already been sent. The Finance Department approves voids in the 
accounting system. A journal entry is auto generated, and if the check was printed, it shall be retained 
to aid in preparation of bank reconciliations.  



   
 

 14  
 

Stop payment orders may be made for checks lost in the mail or other valid reasons. Stop payments are 
processed by the Finance Department with the bank. The Finance Director or designee approves voids in 
the accounting system. 

Loan and Bond Payments 
Principal and interest payments are currently completed by wire transfer.  

Accounts Payables Register 
The Finance Department will review the accounts payable register at least monthly. Because purchase 
orders are not in use, efforts must be made weekly to communicate with all City staff to ensure that the 
Finance Department has received all outstanding invoices. All payments shall be made promptly, within 
30 days of the receipt of an invoice.  

Petty Cash 
The City does not keep petty cash. 

Bank Access 
Bank access is restricted to specified personnel. Currently, only the Finance Director and the Finance 
Admin and the City Secretary may add accounts, transfer funds, or take other administrative actions. 
Additional access must be authorized by the City Administrator, upon recommendation of the Finance 
Director. 

3.2  Purchasing Cards 
The City provides specified individuals with credit cards for purchases in the normal course of business. 
Authorization for the issuance of credit cards is granted by the Finance Director who will also determine 
credit limits and any other appropriate restrictions.  

City purchasing cards are only for budgeted items purchased in the normal course of business. All 
receipts and sales slips shall be retained and provided to the Finance Department within 30 days.  

The Finance Director or designee will review the credit card statements and receipts each month and 
follow up with the users regarding any concerns or discrepancies noted. Cards are paid in full each 
month. 

General Guidelines for Use of Purchasing Cards 

• Call or visit the most competitive vendor available within reasonable travel distance.   
• Obtain the best possible price; many vendors offer government discounts. Remember the 

City is exempt from sales tax. The merchant should be reminded that sales tax should not be 
included in the transaction.  

• Verify the charges (and that we are not charged tax) and sign the receipt.  If the receipt does 
not identify what each amount is for, write it on the receipt. Please be specific.  

• The purchaser should receive a charge card receipt and possibly a cash register receipt.  
Keep them and provide them to the Finance Department within 30 days. 

• Confirm pricing and tax-exempt status.  If shipped, ask the supplier to enclose a copy of the 
sales slip with each shipment, listing price per item and other applicable charges. 
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Unacceptable Purchasing Card Uses 
Purchasing Cards are not to be used for such items as the following: 

• Capital items (Over $5,000 with a 1-year or more life expectancy) 
• Unbudgeted goods, supplies and/or services 
• Hazardous materials or supplies 
• Alcohol 
• Personal or professional services 
• Services where a potential liability may exist that requires insurance and/or bonds 
• Products or services which require the approval of another individual 

Purchases are not to be split into two or more smaller purchases to avoid exceeding the micro-purchase 
threshold described in the Purchasing Policy. 

3.3  Purchasing Policy 
The City follows a separate Purchasing Policy. This policy will be reviewed and adopted annually.  

3.4  Capital Expenditures 
The City makes long-term investments that provide benefits for its citizens. Capital planning and 
investment decisions are made by City management and the City Council. All capital improvements must 
consider current projects in place and underway, current resources, forecasted future resource changes, 
operation and maintenance, and budget planning and timing.  

Capital assets are considered assets with a purchase price over $5,000 and assets that provide additional 
value to the City that have an expected life of over one year. The Finance Director determines which 
items and improvements should be expensed and which should be capitalized. The Finance Director may 
consult with the City’s auditors to help determine capitalization.  

All capital asset investments and purchases must comply with the City’s Purchasing Policy.  

The Finance Director will maintain the records of the City’s fixed assets, including description, cost, 
department of responsibility, date of acquisition, depreciation and expected useful life. Fixed asset 
activities will be recorded in both the accounting system and a tracking spreadsheet. Responsibility for 
safeguarding the City’s fixed assets lies with the organization or department that has been assigned that 
asset. When an asset leaves a department’s responsibility due to disposition, sale or transfer, the 
assigned department is responsible to report the change in status or location to the Finance Director. 

3.5  Vendor Management 
Approved vendor lists are not currently utilized by the City. When a new vendor is utilized, a W-9 should 
be requested by the Finance Department. These forms are filed electronically in the accounting system. 
Each year the Finance Department should review the vendors list in the accounting system and review 
the W-9s for active vendors. Vendors that have not been used for at least three years should be marked 
as inactive. Only members of the Finance Department have access to the vendor files. When one 
member of the Finance Department enters new vendors, the other should review and approve the new 
list.  



   
 

 16  
 

Long-Term Vendor Relationships 
The City utilizes some long-term vendor relationships and contracts. All major long-term vendor 
relationships should come under review at least every five years. The City’s external audit team or audit 
firm should be rotated at least every five years. See Appendix D for a list of current major long-term 
vendor relationships. Appendix D shall be updated by the Finance Director as changes occur and publish 
the update to City Staff and City Council. 

Vendor reviews should include: 
- Previous performance 
- Any changes in services required based on changing City needs 
- Continuing need for the services 
- Costs and competitiveness 
- Whether the vendor will continue to have the capacity for the required services for the 

foreseeable future 
- Compliance with contracts, if any are in place 
- Depending on services, consideration of whether this relationship should go out to bid 

Contract reviews should be completed annually and should include: 
- Confirmation of primary individuals managing the relationship on each side 
- Previous performance 
- Completion of contract deliverables 
- Meeting with the vendors to discuss previous year’s performance and plans for the next year 
- Gathering information relevant to budget decisions for the coming year 
- Request for information on long-term planning relevant to the budget (such as capital 

maintenance, large expenditure forecasting, etc.) 
- Review of communications map specifying who should be included on all communications  

Results of these reviews should be documented internally and presented to the City Council.  

Vendor Guidelines 
• Vendors must provide copies of all reporting made on behalf of the City.  
• Contracts should specify and vendors should provide detailed invoicing, preferably including: 

o Current and total-to-date expense reporting, if applicable 
o Budget-to-actual reporting, if applicable 
o Dates of service and detail for nonroutine items 
o Supporting documentation for expenditures 

Federally Funded or Loan-Related Vendor Procurements  
All procurements will follow the guidance in the City’s Purchasing Policy. Prior to selecting any 
contractors or vendors, the City shall ensure that the contractor or vendor is not listed on the federal 
Excluded Parties List System and is not suspended or debarred by either the State of Texas or the 
Federal Government. Vendor procurement will comply with applicable state, federal, loan, or bond 
related regulations and requirements. 



   
 

 17  
 

3.6  Segregation of Duties 
Appropriate segregation of duties helps to ensure proper internal controls and reduce the chances of 
fraud, waste, and abuse.  

The Finance Department should ensure that the individuals responsible for approving, recording, and 
paying for purchases have secondary reviews. Due to the staffing levels maintained at the City, 
management oversight must be used to compensate for complete segregation. 

 

Section 4: Human Resources 

4.1  Payroll 
The City has established a payroll policy to run the payroll smoothly and to ensure employees an accurate 
and timely payment of salaries and wages. The payroll policy applies to every city employee. 

General Policies   
All payrolls will be completed on a computerized system. Employees are paid biweekly on Friday for the 
pay period ending one week prior.  

• Paychecks are directly deposited into individual employee checking or savings account unless 
instructed otherwise. 

• Payment to all employees will be based on the approved time sheets. 
• Employees may not enter time, clock in/out for another employee, or fill in the information as 

to what hours were worked. To do so is cause for discipline, up to and including termination. 
The exception is in the case of a supervisor acting while an employee is out of the office to allow 
payroll to be processed, and the employee affected will be fully informed. 

Payroll System Access 
Payroll system access is restricted to specified personnel. Currently, the Finance Department has full 
access to confidential city and employee information. Employee information and payroll shall not be 
changed without a secondary review. 

Payroll Processing 
Proper recording of time worked, and an efficient approval process are essential for accurate payroll 
calculation of city employees. To ensure proper timesheet submission: 

• All city employees shall have the ability to enter their time into the payroll system by Monday at 
9 am. 

• Timesheets must be reviewed and approved by the relevant department head.  
• All adjustments or edits in payroll must be completed by the employee in the payroll system and 

approved by the department head. 
o If the employee is not available and an adjustment is needed, the Finance Department 

will consult the department head prior to adjusting and finalizing the employee’s time. 
Adjustments like this will always be disclosed to the employee.  
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• Timesheets finalized by the department head must be reviewed and approved by the Finance 
Department. 

o The editor and approver shall be separate employees, ensuring that all timesheets are 
reviewed by a secondary person. 

• The Finance Department shall email the paystubs to all employees once the bank draft report 
has been submitted to the bank. 

Payroll Reporting 
The Finance Department is responsible for: 

• Keeping and maintaining payroll reports from the payroll system. 
• Submitting a bank draft report to the bank, which requires two-factor authentication. 
• Maintaining paper records of personnel files.  
• Ensuring authorized signers review and sign paystubs at the same time they review and sign 

checks to ensure awareness and visibility of personnel costs. This is not required to happen 
before payroll is processed. 

4.2  Personnel Policy 
The City follows a separate Personnel Policy, documented in a Personnel Manual that is approved by 
City Council. This policy will be reviewed and adopted annually.  

4.3  Employee Training 
The City incurs additional general and administrative expenses to provide training and development 
support to employees and City Council members. Training assistance and guidance are also 
implemented during new employee onboarding. At hiring, all new employees are required to review and 
sign the City’s Employee Handbook. Cybersecurity training and workplace harassment training are 
completed by all employees annually. In addition, professional development is available through the 
Texas Municipal League. 

 

Section 5: Assets and Liabilities 

5.1  Asset Additions, Capitalizations, and Depreciation 
Fixed (capital) assets are assets which are purchased for long-term use, such as land, buildings, 
equipment, improvements, and the like. The Finance department is responsible for properly accounting 
for and reporting capitalized assets in accordance with GAAP. The Department Heads are responsible for 
tracking the fixed assets and safeguarding the assets from loss/theft. The list of fixed assets will be 
maintained by the Finance Director and updated on a quarterly basis as needed. 

An asset should be capitalized when the following criteria are met:  

• The asset is tangible. 
• The assets are owned by the municipality. 
• The expected useful life of the asset is longer than one year.  



   
 

 19  
 

o An asset can also be capitalized if it will extend the life of an existing asset by one (1) year or 
longer. Ongoing repairs or maintenance (i.e., an oil change for a City owned truck) will not 
be capitalized.  

• The cost of the asset is greater than $5,000. 
• Capitalization decisions are reviewed for reasonableness by the City Administrator 

Any assets that do not meet all the criteria listed above shall be expensed.  

Fixed Asset purchases should be reviewed and approved by the City Administrator. The City 
Administrator plans and oversees asset acquisitions and maintenance with the approval of the City 
Council.  

Department heads and third-party asset managers (such as public works providers) must include 
planned fixed asset purchases in their annual budget. Items that are not part of approved acquisitions in 
the approved budget must be individually reviewed by the City Council and subject to funding 
availability. All costs associated with the acquisition (i.e., fees, tax, start-up costs, installation, closing 
fees) should be considered when the asset is added to the fixed asset list. Improvements are to be 
capitalized if they extend the useful life of an asset by over a year and/or increase the asset's value by 
extending its life for more than one year. 

Fixed assets are tracked by the department heads. The Finance Director and the City Secretary maintain 
a shared asset list for insurance, overview, and audit purposes. This list is sent out to the department 
heads for review and updated on an annual basis. Asset lists are provided to the auditor annually after 
internal review. If more information is needed, the Finance Director will contact the relevant personnel 
as appropriate.  

The City may consult with the auditor to assist with the determination of depreciation rates and useful 
life for fixed assets, and the depreciation is accrued at the end of the fiscal year.  

5.2  Asset Disposals 
The decision to dispose of an asset is made by the department head that manages that asset and 
approved by the Finance Director, subject to further approval by the City Administrator or City Council. 
These decisions should be based on comparisons of new purchase to repair costs of an existing asset, 
the longevity of repair effectiveness, other potential repairs pending on the asset, and, if repair is 
selected, a preferred extension of the usable life of at least two years.  

Department heads should monitor their assets so when a disposal occurs, the budget is properly 
prepared for any costs incurred with disposal. The Financial Director and department heads will discuss 
how an asset will be disposed (scrap, sell, etc.). Once an asset has been disposed of, the Finance Director 
will be notified to make adjustments for assets covered by insurance.    

The Finance Director and City Secretary maintain the list of fixed assets and will modify that list when 
assets are disposed of, no longer in use, lost, or otherwise impaired. Salvage values should be tracked for 
each asset to calculate depreciation and sales price should be tracked for each item that has been 
disposed of.  

5.3  Inventory 
The City currently expenses items and does not maintain inventory.  
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5.4  Investments 
The City maintains a separate Investment Policy that is reviewed and updated annually.  

 

Section 6: Financial Position and Fund Balance 

6.1  Funds 
The City utilizes an unrestricted governmental fund for all regular revenues and expenditures, and an 
enterprise fund that contains the transactions related to the utilities.  

Governmental Funds 
The City maintains a general fund. This fund records all of the resource inflows and outflows not 
allocated to the enterprise fund. This fund collects taxes, user charges, intergovernmental payments, 
loan and bond receipts, and various other sources.  

Enterprise Funds 
In regular order, the utility fund should be organized and operated as an enterprise fund. This enterprise 
fund shall operate internally as a business and should not require input from the general fund. If charges 
and fees cannot be maintained at a level that ensures this internal financial stability, these revenues 
should be reviewed by the City Council.  

A. Utility rates and other Enterprise Fund user fees should be set at levels sufficient to cover 
operating expenditures (direct and indirect), meet debt obligations and debt service coverage, 
provide funding for capital improvements, and provide adequate levels of working capital.  

B. The City may set a different fee or rate for residents versus non-residents.  
C. Utility rates should be reviewed annually by the City Council.  
D. All rates shall be adopted by City Ordinance. 

6.2  One-Time/Unpredictable Revenue Sources  
One-time, unpredictable revenue sources should not be used for ongoing expenses or expenditures.  

These revenues shall be used for one-time purchases such as increase in fund balance requirements, 
capital equipment purchases, capital improvements, or retirement of debt or other City obligations. 
Attention must be paid to any increase in overall maintenance and operation costs that may be incurred 
due to these purchases.  

 

Section 7: Compliance 

The City endeavors to ensure compliance and transparency. Publishing annual financial statements, 
participating in annual audits, and continuous improvement in areas of internal control are methods 
used to ensure these goals are met.  
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The City may utilize grant, loan, and bond funding to expand the City’s capacity to build and improve 
City infrastructure. These funding vehicles come with restrictions and requirements that the City must 
follow. Compliance with covenants and requirements associated with supplementary funding should be 
reviewed and affirmed annually.  

7.1  Public Funds Investment Act and Public Funds Collateral Act 
The City has adopted and executed a plan to ensure that obligations of public funds include a provision 
that the proceeds are held at a designated state depository institution or other authorized institution in 
accordance with the Public Funds Investment Act, Government Code, Chapter 2256, and the Public 
Funds Collateral Act, Government Code, Chapter 2257.  

The City receives and reviews collateralization reports from their depository.  

The City maintains a separate Investment Policy that contains additional details regarding compliance 
with the Public Funds Investment and Public Funds Collateral Acts.  

7.2  Annual Audits  
The City conducts an annual audit of general-purpose financial statements prepared in accordance with 
Generally Accepted Accounting Principles (GAAP) as set out by the Governmental Accounting Standards 
Board (GASB) by a certified public accountant or a licensed public accountant. All audits are reviewed 
and approved by the City Council.  

Some grants and loans require that audited financial statements are submitted to the associated 
agencies. This process will be completed within the required timeframes. The City currently holds loans 
from the Texas Water Development Board (TWDB) that require the submission of audited statements no 
later than 120 days following the close of the City’s fiscal year.  

7.3  Audit Findings and Corrective Action Plans 
The City may receive findings related to audits of the City’s annual financial statements. In addition, the 
City may receive notices of noncompliance from loan holders. The City must coordinate with these 
outside reviewers to develop corrective action plans to address any identified issues.  

When findings are received, the City Administrator works with the Finance Director to discuss a plan for 
completing the corrective action plan. The Finance Director is responsible for completing the corrective 
action plan and provides updates to the City Administrator at least quarterly until all issues are resolved. 
If the issues identified are complex, sensitive, or require a policy response, the City Administrator may 
call a special City Council meeting and seek Council action or authorization for corrective action. 

7.4  Compliance Review 
City management and the City Council should perform annual compliance and policy reviews for various 
areas of concern, including the following:  

• Annual review of Investment Policy, Purchasing Policy, Accounting Policies, and Personnel 
Policies 

• Review of audit findings and noncompliance letters 
• Review of loan and bond compliance 
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• Review of updated regulations affecting the City 

7.5  TWDB Funding  
The Texas Water Development Board (TWDB) administers a special general revenue fund for the state of 
Texas titled the Rural Water Assistance Fund. The purpose of this fund is to make low-interest loans to 
rural subdivisions for water or wastewater-related projects. TWDB also administers a Drinking Water 
State Revolving Fund (DWSRF). The purpose of this fund is to provide financial assistance for water 
projects pursuant to the Safe Drinking Water Act, 42 U.S.C. §§ 300f et seq; applicable federal 
regulations; Texas Water Code, Chapter 15, §§ 15.601 – 15.618; and 31 TAC Chapter 371. 

The City has received financial assistance from the TWDB to support and execute the City’s water supply 
services. The funding obligation includes a series of provisions that the City is required to follow. In 
addition, The City is required to maintain and operate the water services in an efficient manner and at a 
reasonable cost. Adequate services are required to be provided to all persons within the service area, 
and no free services of the system shall be allowed. All customers or users of the system shall be billed, 
with collections being received in a timely manner.  

The City may utilize a loan covenant checklist to assist in monitoring and achieving loan compliance (see 
separate Loan Covenant Checklist document). The direct management of the loan covenant checklist is 
the responsibility of the City Secretary and the Finance Director, but the requirements described in the 
loans must be followed by City staff and the City Council.  

Revenue Coverage 
The City’s loan covenants assert that it will at all times charge and collect rates and charges in 
connection with its ownership and operation of the System as will be at least sufficient to produce 
revenues, after payment of the costs of operating and maintaining the System, in an amount not less 
than 1.10 times debt service requirements of all outstanding debt of the Issuer which is secured in 
whole or in part by a pledge of revenues of the System, for which the City is budgeting the repayment of 
such obligations from the revenues of the System, or the City shall prepare and provide documentation 
to any holder of a Certificate who requests same, which evidences the levy and collection of an ad 
valorem tax rate dedicated to the Interest and Sinking Fund, in conjunction with any other legally 
available funds except System rates and charges, sufficient for the repayment of System debt service 
requirements. 

Interest and Sinking Fund 
The City has established an Interest and Sinking Fund to address loan agreements. The City must 
transfer and deposit to the Interest and Sinking Fund each month an amount not less than 1/12th of the 
annual debt service on the Certificates until the amount on deposit in the Interest and Sinking Fund 
equals the amount required for annual debt service on the Certificates. 

Surplus Funds & Rebates 
The City shall establish, adopt, and maintain an annual budget that provides for either the monthly 
deposit of sufficient Surplus Revenues and/or tax revenues, the monthly deposit of any other legally 
available funds on hand at the time of the adoption of the annual budget, or a combination thereof, into 
the Interest and Sinking Fund for the repayment of the Certificates.  

In addition, the loan funding includes a provision that if loan proceeds are determined to be surplus 
funds remaining after project completion, the remaining balance will be deposited into an interest and 
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sinking fund. Funds derived from Loan Forgiveness which result in surplus funds remaining will be 
returned to TWDB and may not be retained. The balances of the interest and sinking funds will later be 
used to account for repayment of any interest and principal on the obligations owed to TWDB.  

Further, the City will implement all the necessary procedures to comply with the requirement that if 
certain amounts are earned on the investment of funded proceeds that the earnings are to be returned 
to the Federal Government under section 148 of the code.  

Other Requirements 
Agreements in place with the TWDB require the submission of the following: 

• An approved budget by October September 30th 
• Audited financial statements by January 28th 
• Timely responses to any noncompliance letters 

 

Section 8: Budget 

Annually, the City Council, the Finance Director, and City Administrator will review and finalize the 
budget. The approved budget serves as the binding document guiding the City’s expenditures for the 
following fiscal year. The budget year begins on October 1st and ends on September 30th each year.  

8.1  Annual Budget 
Revenues 
Where services provide a public benefit, the City strives to recover the costs of those services through 
property and sales taxes. These taxes are expected to cover all operations, maintenance, and debt 
service requirements for the City.  

User Charges 
For services that benefit specific users, the City shall establish and collect fees to recover the costs of 
those services.  

When setting a user charge, the City will strive for the following: 

• To cover direct costs.  
• Review charges and fees at least every three years and make any necessary adjustments to 

avoid sudden large increases.  
• May set a different fee for residents versus non-residents. 

Factors in setting fees shall include but not be limited to market and competitive pricing, demand for 
services, and impact on users, which may result in recovering something less than direct, indirect, and 
overhead costs. 

Expenditures 
The annual budget shall provide sufficient funds for the operation of City services. The City will strive to 
ensure that all expenditures are necessary and reasonable.  
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Budget Appropriations/Amendments 
All expenditures of the City shall be made in accordance with the adopted annual budget. Any additions 
to department budgets shall be accomplished through budget amendments approved by the City 
Council. At the close of each fiscal year any unencumbered balance of an appropriation shall revert to 
the general fund. 

Department heads will have an opportunity to identify upcoming needs, maintenance, or development 
when the Finance Director is initiating the budget process.  Revenue projections in June and certified tax 
rolls in July provide additional data to start finalizing budget decisions. The City Council will engage in 
budget workshops using the materials and information provided by City staff, and the final budget must 
be approved by September 30th each year.  

8.2  Budget Management 
Each department head is responsible for adhering to their departmental budget. The Finance Director 
should provide updates comparing budget-to-actual spending to all department heads at least monthly. 
Except for emergency situations, any expenditure that was not approved in the initial approved budget 
must be brought to the City Council for consideration before it is incurred.  

Emergency situations must be reported to the City Council as soon as possible, and the budget 
implications must be considered as quickly as is practical considering any ongoing emergency conditions. 

 

Section 9: Grant Management 

The City pursues grant funding that is in alignment with the City’s overall goals and objectives. 
Grant funded items and programs should be evaluated to ensure they are sustainable in terms of 
operations, maintenance, and staffing. The City will focus on compliance, documentation, and 
effective reporting to prevent recoupment of grant funds. 

City staff will provide prior notice to the City Secretary and the Finance Department of potential new 
grants and any related compliance, documentation, and reporting assistance that may be required.  

9.1  Grant Selection 
Departments shall investigate sources of funding relevant to them. The individual department 
shall generally be responsible for investigating funding sources and for monitoring and 
coordinating all grant applications and programs in conformance with citywide budgeting, 
staffing, goals, and program considerations. 

Grant renewals must go through the same evaluation process as new grants to ensure continued 
alignment with city goals and funding considerations. 

9.2  Grant Application 
Timely grant applications are the responsibility of the related department and the City Secretary. If a 
grant requires matching City funds, in any amount, or if the grant application requires the approval of 
the City Council, the grant application must be submitted to the City Council for discussion and 
approval prior to submittal to the funding agency. Otherwise, the City Administrator may sign the 
grant. 
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Grant Contract / Requirements for Approval 
Prior to acceptance of any funding or expenditure of funds on any grant activity, a written contract is 
required. Review and approval by the City Council is required before a grant award can be accepted. 

The City Council must authorize acceptance of grant funds over $25,000.00, approve matching 
funds, and authorize the City Administrator (or designee) to execute all necessary documents. The 
Finance Department is responsible for preparing budget entries to increase estimated revenues and 
appropriating expenditures of the same amount to the proper accounts. 

9.3  Compliance with Grant Requirements 
If a grant is for the City in general, the City Secretary is responsible for managing the grant 
requirements. If the grant is specific to a department, that department is responsible for managing 
and monitoring the following: 

• Grant activities/projects are properly accomplished; 
• Grant accounting/recording is accurate; 
• Performance reports are complete and submitted per terms of the grant; and, 
• Requests for reimbursement are accurate and submitted on schedule (or as soon as 

possible after completion of related grant activities). 

All financial grant reporting should be reviewed by the Finance Director or designee prior to 
submission. 

Grant revenues should be promptly deposited upon receipt. 

9.4  Maintenance and Monitoring of Grant Files 
The grant file should include a copy of the signed contract and all documents associated with the grant, 
including but not limited to the contract and amendments, application, activity reports, request for 
reimbursement, fiscal reports, and other correspondence. This should be maintained in accordance 
with any requirements set forth by the funding agency, if any, by the initiating department.  

9.5  Procurement 
When goods or services are procured in order to accomplish the goals of the grant program, the 
City Purchasing Policy must be followed. There are specific rules and regulations related to 
procurements using federal funds. The City Purchasing Policy contains more detail. The Code of 
Federal Regulations (CFR) and Texas Local Government Code (TLGC) should also be consulted. 

Contracts related to federal grants also have specific guidelines and required language that must 
be included (§ 200.327).  

9.6  Retention and Maintenance of Records 
At a minimum, departments must retain all grant-related records for three years from the date of 
submission of the final expenditure report for the grant. Retention is required for purposes of 
State/Federal examination and audit. Exceptions can include if litigation or audit is started before the 
expiration of the three-year period or if the city is notified in writing of an extension of the retention 
period.  
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9.7  Guidance 
Detailed guidance on federal grant requirements, performance, and reporting can be found within the 
Code of Federal Regulations (CFR). The Texas Local Government Code (TLGC) also contains pertinent 
information about procurement and contracting that may apply to grants.  

 2 CFR, Part 200 - Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards 
o 2 CFR, Part 200, Subpart C - Pre-Federal Award Requirements and Contents of Federal 

Awards 
o 2 CFR, Part 200, Subpart D - Post Federal Award Requirements 

 § 200.318-327 – Procurement 
 § 200.318-327 - Performance and Financial Monitoring and Reporting 

o 2 CFR, Part 200, Subpart E - Cost Principles 
 § 200.403 – Factors affecting the allowability of costs 
 § 200.404 – Reasonable costs 
 § 200.413-414 – Direct costs and Indirect (F&A) costs 
 § 200.416-417 - Special Considerations for States, Locals Governments, and 

Indian Tribes 
 TLGC, Title 8, Subtitle A, Chapter 252 – Purchasing and Contracting Authority of 
Municipalities 
 TLGC, Title 8, Subtitle C, Chapter 271 – Purchasing and Contracting Authority of 
Municipalities, Counties, and Certain Other Local Governments 

References:  

- https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200 
- https://texas.public.law/statutes/tex._local_gov’t_code_title_8  

 

Section 10: Financial Reporting 

10.1  Basis of Accounting 
The City operates on a modified accrual basis of accounting on an annual basis. Internal reporting and 
reports to the City Council are presented on a cash basis.  

10.2  Operating Cycle 
The City follows a fiscal year from October 1st through September 30th.  

10.3  Month-End Close 
The Finance Department will prepare a trial balance after the end of each month to identify and resolve 
discrepancies and to serve as a foundation for reporting to the City Administrator and City Council. 
Financial activity is entered into the accounting system continuously, then reports and analysis are 
generated for and by the Finance Director.  

Internal reports and monthly reporting are presented on a cash basis with some limited accruals of 
significant annual or semi-annual expenses to improve the understanding of adherence to the approved 
budget.  

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
https://texas.public.law/statutes/tex._local_gov%E2%80%99t_code_title_8
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Journal Entries  
The Finance Department is responsible for making entries into the accounting system. Other employees 
may enter bills, payments, timesheets, and other entry only information, but are not granted 
administrative access to the system. The Finance Director has the ultimate responsibility for the 
completeness and accuracy of the data in the accounting system.  

Bank Account Reconciliation 
All bank accounts are reconciled at least monthly by the Finance Department. Reconciliations may be 
prepared by either the Finance Director or the Finance Admin and must be reviewed by the other City 
Secretary. No account should consistently be reviewed by the same person over time. All discrepancies 
in bank reconciliations must be investigated and resolved quickly.  

Account Reconciliations 
Reconciliations of the financial accounts are performed at least quarterly for all accounts to ensure that 
balances are adequately supported and that any reconciliation issues are resolved in a timely manner.  

Segregation of Duties 
Within constraints due to the size of the Finance Department, the City maintains segregation of duties 
between preparation, review, approvals, and custody of documentation as best possible. Consistent 
review and rotation of tasks inside the Finance Department provide additional oversight to compensate 
for a lack of strict segregation.  

10.4  Monthly Financial Reports 
The Finance Director prepares budget-to-actual comparisons for review by the City Administrator and 
the City Council monthly. The City Council will also hear financial presentations by the Finance Director 
quarterly monthly. The City Administrator and City Council may request additional reporting on an as-
needed basis.  

Additional Reports 
On a quarterly basis, a detailed accounts receivable report (showing aged, outstanding accounts by 
customer, and accounts identified to be written off) is reviewed by the Finance Department. This report 
is presented to the City Administrator for review. All write-offs must be approved by the City 
Administrator. Approved account write-offs are completed in the accounting system as part of the end-
of-year financial close by the City’s Finance Director. The City may consult with the auditor to assist with 
the completion of the write-offs in the accounting system after the City’s Finance Director approval.  

10.5  Annual Financial Reports 
Financial statements are presented in accordance with U.S. Generally Accepted Accounting Principles 
(GAAP), and in line with the guidance Governmental Accounting Standards Board (GASB).  

The City’s financial statements are presented using the accrual basis of accounting whereby revenue is 
recognized when earned and expenses are recognized when incurred. 

The Finance Director prepares an end-of-year trial balance, an updated fixed asset inventory, and any 
other required reports for the City’s auditors. The City Administrator and department heads will assist 
with the necessary information within their purview. The Finance Department will respond to auditors 
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to provide requested supporting documentation. Finalized financial statements will be reviewed by the 
Finance Director and the City Administrator.  

The audited financial statements are presented annually to the City Council along with any findings. At 
the end of each reporting period, all financial reporting documentation is backed up and stored on the 
City’s servers. In addition, the accounting system in current use maintains live backups of the entire 
accounting database on the cloud. 

General Ledger 
The accounting system general ledger contains the full chart of accounts. During the review of the 
financial statements, a high-level review is performed of account additions and changes by the Finance 
Director. 

The audit firm may require adjustments related to the financial statements. These entries include but 
are not limited to recurring entries, accrual entries, reversing entries, and adjusting entries. Accruals are 
recorded as part of the journal entry process. 

 

Section 11: Record Retention/Data Storage 

11.1  Duty to Maintain Records 
The City will provide for efficient, economical, and effective controls over the creation, distribution, 
organization, maintenance, use, and disposition of all records through a comprehensive system of 
integrated procedures for the management of records from their creation to their ultimate disposition. 
These procedures will be consistent with the requirements of the Local Government Records Act, local 
ordinances, and accepted records management practice. This policy shall apply to all employees, agents, 
independent contractors, and volunteers of the City. 

11.2  General Guidelines 
The City Secretary is the designated Records Management Officer. When a new City Secretary takes up 
the position, they must inform the Texas State Library and Archives Commission of the change. The 
previous City Secretary must deliver to their successor all local government records in custody.  

The City shall convene a committee at least annually to review the records management program, 
review and approve records control schedules, approve the destruction of records in accordance with 
the records control schedules, and discuss methods to carry out the records management program 
throughout the City. This process may be assisted by a third-party service. 

All pertinent financial documentation is maintained in off-site secured data storage. In addition, all 
critical data stored locally should have physical security (locked door, passwords, etc.) during non-work 
hours. 

After the record retention periods have expired, they will be identified for the records committee to 
review and approve. No record shall be destroyed if it is the subject of an open records request or 
ongoing legal action. Departments may request an extension of the retention period for specific records.  
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Records relevant to any external agreements such as loans, contracts, and grants will be maintained as 
required in those agreements regardless of standard procedures. 
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Appendix A – Authority Matrix 

Authority Subject Manager Final Approval 

Review and Approve the Authority Matrix Finance Director City Council 

  

 

Authority Subject Positions Final Approval 

Open and Close Bank Accounts Finance Director, City Administrator Authorized signers 
on bank accounts 

Inter-Account Transfers Finance Director, Finance Admin, City 
Secretary 

Completed as 
needed 

Initiate and Release Wire Transfers Finance Director, Finance Admin, and City 
Secretary with dual approval 

Dual approval with 
token system 

Signing Authority Mayor, Mayor Pro-tem, any specified City 
Council member for the length of their 
term 

Mayor, Mayor Pro-
tem, any specified 
City Council member 
for the length of 
their term 

Setup and Remove Vendor 
Accounts 

Finance Director and Finance Admin City 
Secretary 

Separate person to 
set up and review 
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Authority 
Subject 

Authorized Signers Authorization 
Limits 

Final Approval Above Established 
Threshold 

  

  

Contracts  Appropriate to the 
contract 

All contracts must 
be reviewed 

City Administrator reviews all 
contracts and determines which 
contracts must be reviewed and 
approved by City Council 

  

Loans Mayor, Mayor Pro-
tem, any specified 
City Council 
member for the 
length of their term 

All loans City Council approval  

Grants Appropriate to the 
grant 

All grants are 
reviewed 

City Council approval prior to 
application 
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Appendix B – Bank Accounts 

Bank Name Account Number Account Name 

Texas Regional Bank 6020 Consolidated Acct 

Texas Regional Bank 0771 DWSRF-WTP 

Texas Regional Bank 3804 Chapter 59 

Texas Regional Bank 8226 Lift Station Project 

Texas Class 0009 I & S 

Texas Class 0014 General Savings 

Texas Class 0015 Water/Sewer Savings 

Texas Class 0003 Covid-19 

Texas Class 0013 WTP Construction Project 

Texas Class 0007 CWSRF-WWTP 

Wilmington Trust 4533 CTSRCO 2017A 

Wilmington Trust 4535 CTSRCO 2017B 

Wilmington Trust 4511 CTSRCO 2019 

Wilmington Trust 1363 CTSRCO 2020 

Wilmington Trust 4534 2017A 

Wilmington Trust 1322 2020 

Wilmington Trust 3512 2019 

Wilmington Trust xxxx 2024 
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Appendix C – Subscriptions – to be expanded later 

Vendor Description Due Date Amount Due Auto draft or Check 
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Appendix D – Long-Term Vendor Relationships 

Vendor Description Last Reviewed Point of Contact Contract Expiration 

Infra-Mark Public Utility 
provider 

March 2022 

August 2024 

Dennis Burrell March 2032 

D.A.Davidson & 
Co. 

Financial Advisor  Steven Perry  

Crowe LLP 

(Belt Harris 
Pechacek, LLLP) 

Auditor April 2022  April 2027 

Waste 
Management 
Connections 
Lone Star, Inc. 

Waste 
Management 

May 2023  April 2028 

Texas Regional 
Bank 

Depository Bank June 2023 Calen McNett  

Ardurra Engineering March 2022 Byron Sanderfer Until termination 

Douglas 
Montgomery 

Prosecutorial 
Services 

July 2022   

Hill Country IT IT Services January 2022 Chris Nagel  

Tim Tuggey Legal Services December 
2021 

  

Linebarger 
Goggan Blair & 
Sampson, LLP 

Court Collections April 2023   

HR Green, Inc. GIS Services June 2024 Mike Liska  
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Appendix E – Loan Covenant Checklist 

To be reviewed annually. 

Loan documents contain full requirements and specifications. The checklist (in a separate excel 
document) is only intended as a tool and should not be considered complete or definitive, and the 
language has been shortened or paraphrased. Complete wording and requirements are to be found in 
the original loan documentation.  
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I. PURPOSE 
The purpose of this Policy is to provide policy and strategy guidelines for the prudent investment of 
funds of the City of Blanco (“the City”), to achieve the goals of safety, liquidity, yield, and diversification 
for all investment activity. It is the policy of the City that, giving due regard to the safety and risk of 
investment, all available funds shall be invested in conformance with State and Federal Regulations, 
applicable Bond Resolution requirements, applicable Loan Covenants, adopted Investment Policy, and 
adopted investment Strategy. 

This investment policy complies with the Public Funds Investment Act, Chapter 2256 of the Government 
Code (the “Act”), which requires each local government to adopt a written investment policy regarding 
the investment of its funds and funds under its control and is designed to secure all funds of the City. 
The Investment Policy addresses the methods, procedures, and practices that must be exercised to 
ensure effective and judicious fiscal management of the City’s funds. 

 

II. GOVERNING AUTHORITY 
Public Funds Investment Act. All investments shall be managed in a manner responsive to the public 
trust, consistent with state and local law, including Texas Government Code Chapter §2256, the Public 
Funds Investment Act (PFIA or “the Act”). 

Local Governance. The City Council retains ultimate fiduciary responsibility for the city portfolio. The 
Finance Director is designated by the City Council as the Investment Officer of the City and other 



   
 

   
 

Investment Officers may be additionally designated to provide adequate redundancy by having properly 
trained and informed staff. The City may engage the services of one or more external investment 
managers to assist in the management of the entity’s investment portfolio in a manner consistent with 
the entity’s objectives (PFIA §2256.005 (f)). Such external managers may be granted discretion to 
purchase and sell investment securities in accordance with this Investment Policy and held to the 
Prudent Investor standard of care. No person may engage in an investment transaction except as 
provided under the terms of this Policy.  

Trained Staff. All Investment Officers shall attend at least one training session provided by an 
independent source, in accordance with the Act, within 12 months after assuming investment duties 
and shall attend ten hours of training every two successive fiscal years beginning on the first day of the 
fiscal year (PFIA §2256.008). 

 

III. SCOPE 
This Investment Policy shall govern the investment of all financial assets of the City.  

When reasonable, the City will consolidate cash balances from all funds to maximize investment 
earnings. Investment income will be allocated to the various funds based on their respective 
participation and in accordance with generally accepted accounting principles (GAAP). 

This Investment Policy shall apply to all transactions involving the financial assets and related activity for 
all the foregoing funds. However, this policy does not apply to the assets administered for the benefit of 
the City by outside agencies under deferred compensation programs.  

At the time of the adoption of this policy, the City’s only investments lie with the local government 
investment pool, Texas CLASS.  

 

IV. INVESTMENT OBJECTIVES AND STRATEGY 
The City shall manage and invest its cash with five primary objectives, listed in order of priority: safety, 
liquidity, diversification, public trust, and yield, expressed as optimization of interest earnings. The 
safety of the principal invested always remains the primary objective. All investments shall be designed 
and managed in a manner responsive to the public trust and consistent with state and local law. 

The City shall maintain a comprehensive cash management program, which includes a collection of 
accounts receivable, vendor payments in accordance with invoice terms, and prudent investment of 
available cash. Cash management is defined as the process of managing monies to insure maximum cash 
availability and maximum earnings on short-term investment of idle cash. 

Safety 

Protection of the principal is the foremost objective of the investment program. Investments shall be 
undertaken in a manner that seeks to ensure the preservation of capital in the overall portfolio. The 
objective will be to mitigate credit and interest rate risk. 



   
 

   
 

A. Credit Risk – The City will minimize credit risk, the risk of loss due to the failure of the issuer or 
backer of the investment, by: 

• Limiting investments to the safest types of investments. 

• Pre-qualifying the financial institutions and broker/dealers with which the City will do 
business. 

• Diversifying the investment portfolio so that potential losses on individual issuers will be 
minimized. 

B. Interest Rate Risk – The City will minimize the risk that the interest earnings and the market value 
of investments in the portfolio will fall due to changes in general interest rates, by: 

• Structuring the investment portfolio so that investments mature to meet cash requirements 
for ongoing operations, thereby avoiding the need to liquidate investments prior to 
maturity. 

• Investing operating funds primarily in certificates of deposit, shorter term securities, money 
market mutual funds, or local government investment pools functioning as money market 
mutual funds. 

• When applicable, diversifying maturities and staggering purchase dates to minimize the 
impact of market movements over time. 

Liquidity 

The investment portfolio shall remain sufficiently liquid to meet all operating requirements that may be 
reasonably anticipated. This is accomplished by structuring the portfolio so that investments mature 
concurrent with cash needs to meet anticipated demands. Because all possible cash demands cannot be 
anticipated, some or all of the portfolios may be invested in shares of money market mutual funds or 
local government investment pools that offer same-day liquidity. 

Diversification 

If the City’s portfolio expands beyond local government investment pools, investment selections shall be 
diversified by market sector, issuer, and maturity to spread risk and manage market risk. 

Public Trust 

All participants in the City's investment process shall seek to act responsibly as custodians of the public 
trust. Investment Officers shall avoid any transaction that might impair public confidence in the City’s 
ability to govern effectively. 

Yield 

The investment portfolio shall be designed with the objective of attaining a reasonable market yield 
throughout budgetary and economic cycles, taking into account the investment risk constraints and 
liquidity needs. Return on investment is of secondary importance compared to the safety and liquidity 
objectives described above. 

Strategy  

The current investment strategy has been designed to accomplish these objectives: 



   
 

   
 

• The City invests in Texas CLASS, an investment trust open to any municipality, county, school 
district, or authority created under Section 52(b)(1) or (2), Article III or Section 59, Article XVI, 
Texas Constitution, a fresh water supply district, a hospital district and any political subdivision, 
authority, public corporation, body politic, or instrumentality of the state of Texas, any office, 
department, commission, board, or other agency that is part of any branch of State government, 
an institution of higher education, and any nonprofit corporation acting on behalf of any of 
those entities that has taken the actions required by Section 2256.016 of the Act and that has 
executed either the Trust Agreement or a counterpart of the Trust Agreement or a participation 
certificate. Texas CLASS employs similar investment objectives and strategies to the City, which 
include legality, safety, liquidity, and yield.  

If the City expands its investment portfolio to include investments beyond Texas local government 
investment pools, the Strategy will be updated to be compliant with the requirements set forth in 
Section 2256.005 of the Act. 

 

V. RESPONSIBILITY AND CONTROL 
Delegation of Authority 

In accordance with the Act, the City Council will designate the City’s Investment Officers by resolution. 
An Investment Officer is authorized to execute investment transactions on behalf of the City and may 
deposit, withdraw, transfer, or manage funds for investment purposes. Only the Investment Officers 
may engage in an investment transaction or the management of City funds after designation by the 
Council. The City may further contract with a non-discretionary registered investment adviser to advise 
on the management of the City’s portfolio. The investment authority granted to the investing officers is 
effective until rescinded by the City Council. 

Quality and Capability of Investment Management 

The City shall ensure that periodic training in investments is completed by the designated Investment 
Officers through courses and seminars offered by professional organizations, associations, and other 
independent sources in order to ensure the quality and capability of investment management in 
compliance with the Act. 

Training Requirement 

In accordance with the City and the Act, designated Investment Officers shall attend eight (8) hours of 
investment training every two fiscal years relating to investment risks and responsibilities as specified in 
the Act. A newly appointed Investment Officer must attend a training session of at least 10 hours of 
instruction within twelve months of the date the officer took office or assumed the officer's duties. The 
investment training session shall be provided by an independent source approved by the City Council. 
For purposes of this policy, an “independent source” from which investment training shall be obtained 
include a professional organization, an institution of higher education or any other sponsor other than a 
business organization with whom the City may engage in an investment transaction. 

Internal Controls 

The City’s Finance Director is responsible for establishing and maintaining an internal control structure 
designed to ensure that the assets of the City are protected from loss, theft, or misuse. The internal 
control structure shall be designed to provide reasonable assurance that these objectives are met. The 



   
 

   
 

concept of reasonable assurance recognizes that (1) the cost of a control should not exceed the benefits 
likely to be derived; and (2) the valuation of costs and benefits requires estimates and judgments by 
management. 

Prudence 

The standard of prudence to be applied by the Investment Officers shall be the “prudent investor" rule. 
This rule states that “Investments shall be made with judgment and care, under circumstances then 
prevailing, which persons of prudence, discretion and intelligence exercise in the management of their 
own affairs, not for speculation, but for investment considering the probable safety of their capital as 
well as the probable income to be derived.” 

In determining whether an Investment Officer has exercised prudence with respect to an investment 
decision, the determination shall be made taking into consideration: 

• The investment of all funds, or funds under the City’s control, over which the officer had 
responsibility rather than a consideration as to the prudence of a single investment. 

• Whether the investment decision was consistent with the written approved investment 
policy of the City. 

Indemnification 

The Investment Officers, acting in accordance with written procedures and exercising due diligence, 
shall not be held personally liable for a specific investment's credit risk or market price changes, 
provided that these deviations are reported immediately, and the appropriate action is taken to control 
adverse developments. 

Ethics and Conflicts of Interest 

Investment Officers and employees involved in the investment process shall refrain from personal 
business activity that would conflict with the proper execution and management of the investment 
program, or that would impair their ability to make impartial decisions. Employees and Investment 
Officers shall disclose any material interests in financial institutions or counterparties with which they 
conduct business. They shall further disclose any personal financial/investment positions that could be 
related to the performance of the investment portfolio. Employees and officers shall refrain from 
undertaking personal investment transactions with the same individual with which business is 
conducted on behalf of the City. 

An Investment Officer of the City who has a personal business relationship with an organization seeking 
to sell an investment to the City shall file a statement disclosing that personal business interest to the 
City Council. 

In addition, an Investment Officer who is related within the second degree by affinity or consanguinity 
to an individual seeking to sell an investment to the City shall file a statement disclosing that 
relationship. A statement required under this subsection must be filed with the Texas Ethics Commission 
and the City Council. For this purpose, a personal business relationship shall be defined as: 

• Owning 10% or more of the voting stock of the firm 

• Owning $5,000 or more of the fair market value of the firm 

• Receiving more than 10% of the Officer’s annual income from the firm, or 



   
 

   
 

• Having acquired $2,500 or more from the firm in his personal account 

 

VI. SUITABLE AND AUTHORIZED INVESTMENTS 
Portfolio Management 

The City’s investment portfolio is comprised entirely of investments in Texas CLASS, over which the City 
has no management authority or discretion. However, in general, the City maintains a “buy and hold,” 
portfolio strategy. Maturity dates are matched with cash flow requirements and investments are 
purchased with the intent to be held until maturity. However, investments may be liquidated prior to 
maturity for the following reasons: 

• An investment with declining credit may be liquidated early to minimize loss of principal. 

• The cash flow needs of the City require that the investment be liquidated. 

Investments 

City funds governed by this policy may be invested only in the instruments described in “A. Authorized 
Investments Under This Policy” below, all of which are authorized by the Act. Authorized investments 
under the Act are more extensive than the investments authorized under this policy. Investment of City 
funds in any instrument or security not authorized under this Policy is prohibited. If the City desires to 
invest in the instruments authorized under the Act that are not authorized under this policy, the City 
must amend this policy to reflect authorization of those instruments. Any amendments or revisions to 
this policy shall be approved by the City Council. The City will not be required to liquidate an investment 
that becomes unauthorized subsequent to its purchase. 

A. Authorized Investments Under This Policy 

• Texas local government investment pools, which 1) meet the requirements of the Act, 2) are 
rated no lower than AAA or an equivalent rating by at least one nationally recognized rating 
service, 3) must maintain a maximum average dollar weighted maturity of 60 days, 4) seek 
to maintain a $1.00 net asset value, 5) be authorized by resolution or ordinance of the City 
Council; and 6) are in compliance with SEC Rule 2a- 7. 

B. Authorized Investments Under the Act 

• Obligations of the United States of America, its agencies and instrumentalities, excluding 
mortgage-backed securities, with a stated final maturity not to exceed three years. 

• Obligations of states, agencies, counties, cities, and other political subdivisions of any state 
rated as to investment quality by a nationally recognized investment rating firm not less 
than A or its equivalent, with a stated final maturity not to exceed three years. 

• Depository Certificates of Deposit issued by a bank or savings bank doing business in Texas 
that is insured by the Federal Deposit Insurance Corporation or its successor or secured by 
obligations in a manner and amount provided by law and this policy for deposits of the City. 

• Money Market Mutual Funds that 1) are registered and regulated by the Securities and 
Exchange Commission, 2) have a dollar weighted average stated maturity of 60 days or less, 



   
 

   
 

3) are rated AAA by at least one nationally recognized rating service, 4) seek to maintain a 
net asset value of $1.00 per share; and 5) are in compliance with SEC Rule 2a-7 

• Texas local government investment pools, which 1) meet the requirements of the Act, 2) are 
rated no lower than AAA or an equivalent rating by at least one nationally recognized rating 
service, 3) must maintain a maximum average dollar weighted maturity of 60 days, 4) seek 
to maintain a $1.00 net asset value, 5) be authorized by resolution or ordinance of the City 
Council; and 6) are in compliance with SEC Rule 2a- 7. 

• Fully collateralized repurchase agreements with a bank in Texas or a primary dealer, 
executed under the Bond Market Master Repurchase Agreement in accordance with the Act 
not to exceed 120 days. Flex repurchase agreements may be used for bond proceeds and 
may exceed 120 days but must be matched to the projected expenditures of the funds. 

• FDIC insured "brokered certificates of deposit'" securities from a bank in any U.S. state, 
delivered versus payment to the City’s safekeeping agent, not to exceed one year to 
maturity. Before purchase, the Investment Officer must verify the FDIC status of the bank 
(at www.fdic.gov) to assure that the bank is FDIC insured. 

• FDIC insured or collateralized interest-bearing accounts in any bank in Texas. 

C. Not Authorized 

• Interest-only or principal-only mortgage-backed securities, collateralized mortgage 
obligations with an inverse floating interest rate or a maturity date of over 10 years are 
strictly prohibited. 

 

VII. INVESTMENT PARAMETERS 
Maximum Maturities 

The longer the maturity of investments the greater their potential price volatility, therefore it is the 
City’s policy to concentrate its investment portfolio in shorter-term securities in order to limit principal 
risk caused by changes in interest rates. 

The City attempts to match its investments with anticipated cash flow requirements. The City will not 
directly invest in securities maturing more than two (2) years from the date of purchase; however, the 
above-described obligations, certificates, or agreements may be collateralized using longer dated 
investments. 

Because no secondary market exists for repurchase agreements, the maximum maturity shall be 120 
days except in the case of a flexible repurchase agreement for bond proceeds. The maximum maturity 
for such an investment shall be determined in accordance with project cash flow projections and the 
requirements of the governing bond ordinance. 

The composite portfolio will have a maximum weighted average maturity of 365 days. This dollar-
weighted average maturity will be calculated using the stated final maturity dates of each security. 

Diversification 



   
 

   
 

The City recognizes that investment risks can result from issuer defaults, market price changes or 
various technical complications leading to temporary illiquidity. Risk is controlled through portfolio 
diversification that shall be achieved by the following general guidelines: 

• Limiting investments to avoid over concentration in investments from a specific issuer or 
business sector (excluding U.S. Treasury securities and certificates of deposit that are fully 
insured and collateralized in accordance with state and federal law), 

• Limiting investment in investments that have higher credit risks, 

• Investing in investments with varying maturities, and 

• Continuously investing a portion of the portfolio in readily available funds such as local 
government investment pools (LGIPs), money market funds or overnight repurchase 
agreements to ensure that appropriate liquidity is maintained to meet ongoing obligations. 

 

VIII. AUTHORIZED BANKS AND DEALERS 
Depository 

At least every five years, a banking services depository shall be selected through the City’s banking 
services procurement process, which shall include a formal request for proposal (RFP). The selection of a 
depository will be determined by competitive bid and evaluation of bids will be based on the following 
selection criteria: 

• The ability to qualify as a depository for public funds in accordance with state law. 

• The ability to provide requested information or financial statements for the periods specified. 

• The ability to meet all requirements in the banking RFP. 

• Complete response to all required items on the bid form. 

• Lowest net banking service cost, consistent with the ability to provide an appropriate level of 
service. 

Authorized Brokers/Dealers 

The City Council shall, at least annually, review, revise, and adopt a list of qualified broker/dealers 
authorized to engage in investment transactions with the City. 

Those firms that request to become qualified bidders for securities transactions will be required to 
provide a completed broker/dealer questionnaire that provides information regarding creditworthiness, 
experience, and reputation. Authorized firms may include primary dealers or regional dealers that 
qualify under Securities & Exchange Commission Rule 15C3-1 (Uniform Net Capital Rule), and qualified 
depositories. 

All local government investment pools must sign a certification acknowledging that the pool has 
received and reviewed the City of Blanco Investment Policy and that reasonable procedures and controls 
have been implemented to preclude investment transactions that are not authorized by the City’s 
policy. 



   
 

   
 

Competitive Bids 

It is the policy of the City to require competitive bidding for all individual security purchases and sales 
except for transactions with money market mutual funds and local government investment pools. 
Treasury and agency securities purchased at issue through an approved broker/dealer or financial 
institution must still be compared to alternatives in the secondary market. 

Delivery vs. Payment 

Securities shall be purchased using the delivery vs. payment method except for investment pools and 
money market mutual funds. Funds will be released after notification that the purchased security has 
been received. 

 

IX. SAFEKEEPING OF SECURITIES AND COLLATERAL 
Safekeeping and Custodian Agreements 

The City shall contract with a bank or banks for the safekeeping of securities owned by the City as part of 
its investment portfolio. The City will approve the Custodian for pledged collateral to secure demand or 
time deposits. Securities owned by the City shall be held for the City as evidenced by safekeeping 
receipts from the safekeeping institution. 

An independent third-party Custodian for collateral will be approved by the City. Collateral for deposits 
will be evidenced by original safekeeping receipts from the Custodian in which the collateral is held. 
Collateral must be held by an independent bank outside the holding company of the depository, a 
Federal Reserve Bank, or a Federal Home Loan Bank. 

Collateral Policy 

Consistent with the requirements of the Public Funds Collateral Act (Gov' t Code 2257), it is the policy of 
the City to require full collateralization of all City funds at all times and demand deposits with any 
depository bank. In order to anticipate market changes and provide security for all funds, the market 
value of the collateral will be no less than 100% of principal and accrued interest on the deposits less the 
amount insured by the FDIC daily. 

At its discretion, the City may require a higher level of collateralization for certain investment securities. 
The Finance Director is responsible for entering into collateralization agreements with third party 
custodians in compliance with this policy. The acceptable investment securities for collateral are: 

• Obligations of the U.S. Government, its agencies and instrumentalities including 
mortgage-backed securities and CMOs passing the bank test. 

• Obligations of any state or local government rated AA or better by at least two 
nationally recognized rating agencies. 

• Letters of credit from the FHLB. 

Preference will be given to pledged securities rather than letters of credit. The collateral agreement shall 
include provisions relating to possession of the collateral, the substitution or release of investment 
securities, pledge of securities, and the method of valuation of securities. A clearly marked evidence of 
ownership (safekeeping receipt) must be supplied to the City directly from the Custodian and retained. 



   
 

   
 

The custodian shall provide a monthly report of collateral directly to the City. Collateral shall be 
reviewed at least quarterly by the City to assure the market value of the pledged securities is adequate. 

Subject to Audit 

All collateral shall be subject to inspection and audit by the Finance Director or the City’s independent 
auditors. 

 

X. MONITORING 
Performance Standards 

The City’s investment portfolio will be managed in accordance with the parameters specified within this 
Policy. The portfolio shall be designed with the objective of obtaining a reasonable yield through 
budgetary and economic cycles, commensurate with the investment risk constraints and the cash flow 
requirements of the City. Quarterly reports will provide performance information comparing the City’s 
yield to the one-year Treasury Bill which will be the benchmark for the portfolio in keeping with its one-
year maximum weighted average maturity. 

It is the policy of the City to purchase investments with maturity dates coinciding with cash flow needs. 
Through this strategy, the City shall seek to optimize interest earnings utilizing allowable investments 
available on the market at that time. Market values will be reported, at a minimum, on a quarterly basis 
on all securities owned and compared to the current amortized book value. 

The Investment Officers shall prepare and sign an investment report on a quarterly basis that 
summarizes investment strategies employed in the most recent quarter and describes the portfolio in 
terms of investment securities, maturities, and shall explain the average investment yield for the 
quarter. 

The quarterly investment report shall include a summary statement of investment activity prepared in 
compliance with generally accepted accounting principles (GAAP) and the Act. This summary will be 
prepared in a manner that will allow the City to ascertain whether investments activities during the 
reporting period have complied with the Investment Policy. The report will be provided to the City 
Council on a timely basis. The report will include the following: 

• A listing of individual securities held at the end of the reporting period. 

• Realized and unrealized gains or losses. 

• A listing of the beginning and ending book and market value of securities for the period. 

• Average weighted yield to maturity of portfolio as compared to applicable benchmark. 

• Listing of investments by maturity date. 

• Fully accrued and amortized interest and earnings for the reporting period. 

• A comparison to performance benchmarks for the period for individual securities. 

• The percentage of the total portfolio that each type of investment represents. 



   
 

   
 

• Statement of compliance of the City’s investment portfolio with the Act and the Investment 
Strategy and Policy approved by the City Council. 

• Additions and changes to the market value during the period. 

Monitoring Market Value 

The market value of all securities in the portfolio will be determined on a quarterly basis at a minimum. 
These values will be obtained from a reputable and independent source and disclosed to the governing 
body quarterly in a written report. 

An independent auditor will be provided with the quarterly reports as a part of the annual financial 
audit.  

 

XI. INVESTMENT POLICY ADOPTION 
It is the City’s intent to comply with state laws and regulations. The City’s Investment Policy and Strategy 
shall be subject to revisions consistent with changing laws, regulations, and needs of the City. At least 
annually, the City Council shall adopt a resolution stating that it has reviewed the Blanco Investment 
policy and investment strategies and include any changes or modifications to the Policy or Strategy. 

  



   
 

   
 

XII. CITY OF BLANCO AUTHORIZED ENTITY LIST 
The authorized broker/dealer list for the City is shown below. Each of these firms, and the individual 
covering the account, are sent the current Investment Policy. 

The City’s Policy establishes specific criteria for the brokers and requires that the list of broker/dealers 
be approved annually by the City Council. If the City chooses to expand to brokerage investments, the 
City should revise this policy and select an Investment Advisor. The Investment Advisor should maintain 
the brokerage compliance files for the City. 

When any material changes are made to the Investment Policy, the new Policy shall be sent out to all 
broker/dealers and pools. 

 

Investment Officers 

City Administrator, Warren Escovy 

Interim Finance Director, Sasha Ricks Dana Bundick 

 

 

Council Authorized Broker/Dealers 

None authorized at this time 

 

 

City Council Authorized Pools 

Texas CLASS 

TexPool 
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Section 1: Introduction 

1.1  Purpose  
This Policy is designed to provide City departments with critical information and to assist them through 
all phases of the procurement process, including planning, sourcing, contracting, contract administration 
and surplus disposition. The City adheres to the public procurement values of accountability, ethics, 
impartiality, professionalism, service, and transparency by: 

• Ensuring compliance with local, state, and federal laws applicable to procurement and 
contracting. 

• Obtaining needed goods, services, professional services, and public works at the best possible 
price, of the highest quality and at the right time. 

• Serving as stewards of the public trust by spending tax dollars wisely, efficiently and with 
integrity. 

• Providing all suppliers, including Historically Under-utilized Businesses, equal access to the City’s 
competitive processes for the acquisition of goods, services, professional services, and public 
works. 

• Protecting the interests of City taxpayers by avoiding any undue influence, political pressures 
and protecting the integrity of the procurement process. To accomplish the above, officials, 
directors and employees of the City will strive to provide equitable and competitive access to 
the City’s procurement process for all responsible suppliers. Further, procurement will be 
conducted in a manner that promotes and fosters public confidence in the integrity of the City’s 
procurement process. The City is a General Law Type A city. 

Disclosure of Certain Relationships by Government Officials and Vendors 
A local government official must disclose certain relationships with vendors to the City. The official must 
file a disclosure statement if the vendor who is contracting or has contracted with the City has:  

1. a familial relationship with the official,  
2. an employment of other business relationship with the official or a family member of the official 

that results in receiving over $2,500 of taxable income over a 12-month period, or  
3. given the official or family member of the official one or more gifts that have an aggregate value 

over $100 in the 12-month period preceding the date the official becomes aware of the contract 
or potential contract with the City.  

Chapter 176 of the Texas Local Government Code requires that any vendor or person considering doing 
business with a local government entity disclose in the Questionnaire Form CIQ found on the Texas 
Ethics Commission’s website (ethics.state.tx.us/forms/conflict), the vendor or person’s affiliation or 
business relationship that may cause a conflict of interest with the City. 

By law, this questionnaire must be filed with, not later than the seventh business day after the date the 
person becomes aware of facts that require the statement to be filed.  

A person commits a class C misdemeanor offense if the person violates Section 176.006, Texas Local 
Government Code. By submitting a response to a quote, bid or other request, vendors declare 
compliance with the requirements of Chapter 176 of the Texas Local Government Code. 

1.2  Manual  
This Purchasing Manual (Manual) is the official purchasing policy document for the City. This Manual is 
intended for use as a guide to the City’s purchasing needs. City employees involved in the purchasing 
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process should be familiar with, and adhere to, the guidelines set forth in this manual as they work to 
achieve the purpose and objectives set by the City.  

The Manual includes all current purchasing policies that have been developed by the City through the 
time of issuance, unless otherwise noted. The policies herein apply to all employees and other 
individuals involved in all City purchasing processes.  

Wherever possible, written procedures will also be established and maintained by the Finance Director 
for functions involving purchasing throughout the City. The Manual is subject to revision to meet the 
often rapidly changing developments encountered in the field of purchasing and in the economy. 

1.3  Policy Maintenance  
The Manual is available to the City Council and staff of Blanco. It is the responsibility of the Finance 
Director to implement and enforce compliance with the Manual. It is the responsibility of all employees 
associated with the City to be aware of and abide by these policies and to exercise sound business 
judgment in the application of these policies.  

It is the responsibility of the Finance Director to establish and review the initial version of the Manual, as 
well as create and review subsequent changes. It is the responsibility of the City Council to approve and 
adopt this Manual and subsequent major revisions.   

Annually, as a part of the budget adoption process, the policies in the Manual will be reviewed and 
updated as needed, to align the policies with current and desired practices. The appendices contain 
material that may change more often and should be updated on an as-needed basis.  

All change requests related to the Manual must be submitted in writing to the Finance Director. The 
Finance Director is responsible for reviewing and incorporating all change requests, as well as making 
changes to the official Manual and posting changes in a timely manner. All revisions to policy language 
must be approved by the City Council. 
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1.4  Revision History  
Date Version # Changes Made Author 

9/2022 01 Initial document 
 

09/2024 01 Initial document reviewed 
 

    
    
    
    
    
    
    
    

 

1.5  Competitive Bidding Requirements 
The Texas Local Government Code requires competitive bidding on proposals for all City purchases 
exceeding $50,000 in amount, and prohibits a City employee from making 'separate, sequential, or 
component purchases to avoid the competitive bidding requirements.' A violation is a Class B 
misdemeanor. 

The Texas Local Government Code does not require competitive bidding for purchases exceeding 
$50,000 if the purchase is made through a State of Texas approved contract or cooperative; or in certain 
other limited circumstances defined in such Code. 

These requirements strongly encourage anticipating City needs for an entire budget year for supplies, 
equipment, and services. If the City anticipates purchasing several like items the total cost of which 
would be over $50,000 in a budget year, the City must combine the purchases and use competitive 
bidding in order to comply with state law. 

 

Section 2: Methods & Thresholds for Good and Services 

The following sections outline the methods of source selection available to procure goods and services 
for the City. They also establish when each method may be used, the key requirements of each method, 
the manner of award and the authority to award. Purchase requirements shall not be divided to 
constitute a Micro Purchase or under $50,000 purchase under this Section.   
 
General Purchasing Guidelines  

• Before starting the Request for Quotation process, active contracts should be reviewed to verify 
desired products or services are not available to purchase on contract.  

• The using department is strongly encouraged to consult with the Finance Department for 
guidance if the purchase is a sole source or an emergency.  
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Dollar Amount Purchase Method Required Documents Approval Requirements 
Under $3,000 
 

Request for Quotation 
process (RFQ) or 

City-Issued Credit 
Card 

Itemized and signed 
receipt or invoice. 

Must be approved by the 
department head. 
 
For purchases over $1,000, 
notify the Finance 
Department prior to 
purchase. 

Between 
$3,000 and 
$50,000 

Request for Quotation 
(RFQ) process 

Acquire at least 3 quotes. 
Need to maintain quote 
documentation and 
written decision-making 
rationale. 
 
If you cannot obtain 3 
quotes, consult with 
Finance. 

Must be approved by the City 
Administrator and reviewed 
by the Finance Department 
prior to reaching out for 
quotes. 
 
Best value quote should be 
selected. 
 
Purchases over $3,000: 
department heads must 
check to see if there are any 
HUBs providing solicited 
items/services and reach out 
to them. 

Over $50,000 Competitive proposal  
• Sealed Bid 
 
• Request for 
Qualification 
 
• Request for Proposal  
 
Noncompetitive 
proposal 
• Sole source 
procurement 

• Emergency purchase 

Documents required 
depend on the source 
method. Please see the 
purchasing policy or 
consult with Finance to 
verify what documents 
need to be maintained. 

Prior to going out for a bid, 
the bidding method must be 
discussed with and approved 
by the City Administrator. 
 
Prior to purchase, the City 
Council’s approval is 
required. 

 
 

2.1  Micro Purchases (Under $3,000) 
The purchase of goods and services under $3,000 is an informal purchase and may be solicited through a 
Request for Quotation process or by using a City-Issued Credit Card. For purchases over $1,000, the 
department head shall notify the Finance Department prior to purchase. 

The department head may exercise discretion for the acquisition of such purchases as authorized in the 
current fiscal budget. Purchases in this category may be made by department heads or City employees 
designated by department heads. It is the responsibility of each department head to ensure complete 
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control over this purchasing process. Department heads should designate employees who are allowed 
to make purchases and provide internal control procedures to ensure that all purchases are for 
legitimate public purposes. 

Itemized invoices and receipts should be directed to the Finance Department. The invoices or receipts 
should be in the original document and must be signed and given an account code by the department 
head. Department heads shall visit the Finance Department weekly for invoice review and coding.  

Statements from vendors should be reconciled monthly by the Finance Department so that all purchases 
are accounted for.  

2.2  Small Purchases (between $3,000-$5,000) 
Purchases for goods and services between $3,000 and $50,000 are informal purchases and may be 
solicited through a Request for Quotation process. A minimum of three quotations are required for 
purchases of goods or services within this threshold. If the department head cannot obtain at least three 
quotes, they should consult with the Finance Department for further assistance. 

The using department may issue a Request for Quotations to vendors with the approval of the City 
Administrator and a review from the Finance Director.  
 
It is the responsibility of the department head to obtain the quotes and determine the best value for the 
goods and services requested. Once a decision has been made, the quote documentation and decision 
shall be submitted to the City Administrator or designee for final approval. An explanation will be 
required if the quote for the lowest cost was not chosen. 

For purchases over $3,000, the following requirements will apply:  

• Opportunity to quote should be extended to at least two HUBs inside or outside of Blanco 
County. The state maintains a database of HUBs at 
https://mycpa.cpa.state.tx.us/tpasscmblsearch/tpasscmblsearch.do. 

• If no HUBs are registered in Blanco County for the good/service needed, the purchase is exempt 
from this requirement, but the practice is still encouraged. 

• A non-response quotation is considered a quotation for this purpose provided the HUB was 
given a reasonable time (3-5 business days) to respond. 

• Quotations received from vendors shall not be divulged to other bidders until after the award 
has been made. 

2.3  Large Purchases (over $50,000) 
The purchase of goods and services over $50,000 is a formal purchase and requires approval from the 
City Council prior to purchase. The purchase of goods and services over $50,000 shall be made through 
one of the following sourcing methods:  

• Competitive proposal 
o Sealed Bid 
o Request for Qualification 
o Request for Proposal  

• Noncompetitive proposal 
o Sole source 
o Emergency purchase 
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Note: Sourcing method must be discussed with and approved by the City Administrator. 

Competitive Proposal 
If a purchase is anticipated to exceed $50,000 regardless of the method of purchase the sealed bid or 
proposal procedures must be used. Bid specifications or a request for proposal shall be prepared and 
mailed to vendors. The bid is advertised in the local newspaper. The user department shall be 
responsible for establishing and providing a complete written set of specifications along with a 
requisition. Specifications shall be written on a technical or functional basis. Brand names are to be 
avoided to ensure a fair competitive environment. 

Sealed bids or proposals are received and tabulated by the user department. If the competitive sealed 
bidding requirement applies to the contract, notice of the time and place at which the bids will be 
publicly opened and read aloud must be published at least once a week for two consecutive weeks in a 
newspaper published in the City. The date of the first publication must be before the 14th day before 
the date set to publicly open the bids and read them aloud. 

The lowest and best responsible bid or proposal will be recommended to the Council for their approval. 
In determining the best value for the City, the City may consider: 

• The purchase price; 
• The reputation of the bidder and of the bidder's goods or services; 
• The quality of the bidder's goods or services; 
• The extent to which the goods or services meet the City's needs; 
• The bidder's past relationship with the City; 
• The impact on the ability of the City to comply with laws and rules relating to contracting with 

historically underutilized businesses and nonprofit organizations employing persons with 
disabilities; 

• The total long-term cost to the City to acquire the bidder's goods or services; and 
• Any relevant criteria are specifically listed in the request for bids or proposals. 

The Council will evaluate the recommended vendor and decide to approve or disapprove. If the 
recommended vendor is not approved the Council may award the bid to another vendor; bids may be 
rejected altogether. If the recommendation is approved and the Council awards the bid, the Purchaser 
may submit an award letter to the vendor or may prepare a purchase voucher. If an award letter is sent 
to the vendor, a copy of the letter should be sent to the Finance Department along with a copy of the 
approved bid or proposal. 

Sole Source Procurement  
Sole source procurement is defined as the acquisition of a good, service, professional service, or public 
work in which there is only one possible vendor. The department requesting a sole source procurement 
shall provide and retain a written justification to support a sole source determination. The sole source 
written justification, signed by the department head and the City Administrator, should explain and fully 
describe the conditions which make the supplier the only source for a given commodity or service. Sole 
source procurement shall be avoided, except when no available alternative sources exist. The sole 
source written justification shall be maintained as a public record. 

Emergency or Public Health and Safety Purchases 
Emergency purchases are defined as those purchases caused by an unforeseen and dangerous or public 
health and safety situation requiring immediate action to preserve the health or safety of people or 



9 
 

property. When such purchases are made, the user department will make the purchase at the best 
possible price. The use of such purchase authority by reason of failure to anticipate normal needs should 
be avoided. 

2.4  Closing Out the Purchase 
1. After the purchase is placed, the vendor provides ordered goods or services and submits an 

invoice to the City. 
2. The user department will inspect the goods upon delivery, or the services upon completion, to 

see if specifications have been met. 
3. The user department will sign and code the invoice or receipt prior to submitting it to Finance. 
4. The vendor invoice will be submitted to the Finance Department for payment before noon on 

Monday. 

Section 3: Historically Underutilized Businesses 

Pursuant to §252.0215, Local Government Code, the City, in making an expenditure of more than $3,000 
but less than $50,000, shall contact at least two historically underutilized businesses in the county in 
which the City is situated on a rotating basis, based on information provided by the comptroller 
pursuant to Chapter 2161, Government Code. For state or federally funded purchases such as some 
grants, outreach to historically underutilized businesses may be required above the $50,000 threshold.  

The City should actively contact at least 2 HUBs for any expenditure more than $3,000. However, if the 
online database fails to identify a historically underutilized business in the county in which the City is 
situated, the City is exempt from this section. 

The Texas Comptroller' s website has an online database to search for HUBs in Hays County. This 
database can be accessed at https://mycpa.cpa.state.tx.us/tpasscmblsearch/. Historically Underutilized 
Business Outreach Certification Form must be filled out for each qualifying purchase (see Appendix A). 
This form will serve as documentation of the City's compliance with state HUB laws. 

Section 4: Rental and Lease Equipment 
Sealed bids or State of Texas contracts will accomplish all lease agreements if the amount of the lease is 
expected to be $50,000 or more over the term of the lease agreement. Leases should never be used to 
avoid or circumvent the requirements for competition that would apply to outright purchases. The 
soundest rule is that any lease of equipment be subject to the requirements for competition that apply 
to outright purchases.  

The City Secretary should be notified of the date the equipment is rented/leased and the date the 
equipment is returned so that an insurance certificate can be obtained and cancelled.  

When renting/leasing is the only viable answer to an equipment need, care should be exercised to 
provide cancellation options that are favorable to the City. The department should identify the source of 
funding to cover the payments of equipment rental/lease for the entire period of the contract. 
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Section 5: Professional Services 
"Professional Services" include services which involve mental or intellectual skills, often 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 laws exempt the procurement of these services from competitive bidding requirements. The 
City Council should select professional service consultants based on demonstrated competence and 
qualifications and should negotiate fees based on what is fair and reasonable for the type of services, 
rather than on a "low bid" basis. Except for architects, engineers, and land surveyors, both price and 
qualifications can be considered in selecting consultants. 
 
In the case where Federal funding will be used for professional non-engineering, architectural, or land 
surveying services, a cost comparison competitive proposal taking cost and qualifications into account 
will be followed. Where a project is being funded by a federal grant, the City's procurement process will 
also comply with the federal laws applicable to the City and the respective grant. 
 
In the case of architectural, engineering services or land surveying services a two-step process can be 
followed, according to §2254, Texas Government Code, the Professional Services Procurement Act. The 
steps include: 

1. The initial selection of the most highly qualified provider of those services on the basis of 
demonstrated competence and qualifications (and not considering price); and 

2. The negotiation of a fee with the selected consultant. If a satisfactory contract cannot be 
negotiated with the most highly qualified provider of architectural, engineering, or land 
surveying services, the second most qualified consultant may be undertaken, and so forth until a 
contract is entered into.  

 
Note: For engineers, architects, and surveyors, price may not be considered in the initial selection of the 
consultant. For professional services procurement involving an anticipated fee of $25,000 or less, the 
process described may be followed in an informal manner by the elected official/department head but 
must be approved by the City Council. For procurements involving an anticipated fee exceeding $25,000, 
the department head in coordination with the City Administrator may make a formal request for 
proposal procedures. 
 
All contracts for equipment maintenance, equipment lease/rental and professional services should be 
approved by the City Attorney and brought before the City Council for approval and signed by the City 
Administrator. 
 
When a user department wishes to initiate an RFP or RFQ to procure professional services, it should 
have the approval of the City Council. The user department will evaluate proposals, or a committee 
appointed by the City Council. A contract should be approved by the City Attorney based on the RFP or 
RFQ and the consultant's proposal prior to being presented to City Council for approval. 
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Section 6: Annual Contracts (With Unit Prices) 
Departments will request authorization from the City Council to request bids for goods and/or services 
such as petroleum products, road materials, work uniforms etc. These contracts include a unit price and 
not a total price. The following statement should be included in the terms and conditions of each 
request for bids that require an annual contract:  

• If this bid is accepted and approved by City Council, then this bid becomes the contract and 
there are no oral agreements either expressed or implied. 

 
References 

• Texas Local Government Code  
o 252.021 - over $50,000 threshold for competitive bids 
o 252.0215 - expenditures $3,000-$50,000 require municipality to actively contact at least 

2 HUBs 
o 252.022 - emergency purchases can be made in situations of public calamity when there 

is an immediate need to relieve necessity of the municipality's residents or to preserve 
the property of the municipality; to preserve or protect the public health or safety of the 
municipality's residents; and to pay for unforeseen damage to public machinery, 
equipment, or other property. 

o 252.043 - Award of contract 
o 252.0436 – Contract with person indebted  
o 252.044 – Bonds for full contract price are required 
o Notice requirement: once a week for 2 consecutive weeks and 14 total days 

• Texas Government Code 
o 2254.004 - requires contracts to select by qualifications then, negotiate price but do not 

choose solely based on price 
• 2 CFR 200 

o https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-
group-ECFR45ddd4419ad436d  

 

  

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR45ddd4419ad436d
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR45ddd4419ad436d
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Appendix A – HUB Form 

Historically Underutilized Business (HUB) 
Outreach Certification Form 

(for purchases above $3,000) 

REQUESTING DEPT:  
 
Department Name 
 
Contact Staff Name 

 

REQUIRED HUB CONTACT #1   
Vendor Name  Contact Person 

(Phone or Email) 
 

Contact Date  Price Quoted $ 
 
Description of 
Goods/Services 

  
Relevant 
Documentation 

 

 

REQUIRED HUB CONTACT #2   
Vendor Name  Contact Person 

(Phone or Email) 
 

Contact Date  Price Quoted $ 
 
Description of 
Goods/Services 

  
Relevant 
Documentation 

 

 

IMPORTANT:  

All purchasing policies must be followed when contacting HUBs for quotations. 

If you cannot obtain 3 quotes, please consult with the Finance Department. 
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Appendix B – Federally Funded Procurements  
(Current as of May 2023)  

Procurements and contracts utilizing federal funds require additional elements to be in compliance with 
federal laws and regulations. Below are detailed the federal procurement standards and the contract 
provisions in their entirety. Not all standards and contract provisions will be applicable in every 
situation, but they should be reviewed for any situation where federal funds are involved. The primary 
requirement is that jurisdictions must follow their own procurement policies and procedures, so in cases 
where thresholds in the federal rules are higher than state or city thresholds, the lowest thresholds 
should be used.  

The following sections are from the Code of Federal Regulations, Title 2, Part 200 Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards. 

§ 200.318 General procurement standards. 

(a) The non-Federal entity must have and use documented procurement procedures, consistent with 
State, local, and tribal laws and regulations and the standards of this section, for the acquisition of 
property or services required under a Federal award or subaward. The non-Federal entity's documented 
procurement procedures must conform to the procurement standards identified in §§ 200.317 through 
200.327.  

(b) Non-Federal entities must maintain oversight to ensure that contractors perform in accordance with 
the terms, conditions, and specifications of their contracts or purchase orders.  

(c)  

(1) The non-Federal entity must maintain written standards of conduct covering conflicts of 
interest and governing the actions of its employees engaged in the selection, award, and 
administration of contracts. No employee, officer, or agent may participate in the selection, 
award, or administration of a contract supported by a Federal award if he or she has a real or 
apparent conflict of interest. Such a conflict of interest would arise when the employee, officer, 
or agent, any member of his or her immediate family, his or her partner, or an organization 
which employs or is about to employ any of the parties indicated herein, has a financial or other 
interest in or a tangible personal benefit from a firm considered for a contract. The officers, 
employees, and agents of the non-Federal entity may neither solicit nor accept gratuities, 
favors, or anything of monetary value from contractors or parties to subcontracts. However, 
non-Federal entities may set standards for situations in which the financial interest is not 
substantial, or the gift is an unsolicited item of nominal value. The standards of conduct must 
provide for disciplinary actions to be applied for violations of such standards by officers, 
employees, or agents of the non-Federal entity.  

(2) If the non-Federal entity has a parent, affiliate, or subsidiary organization that is not a State, 
local government, or Indian tribe, the non-Federal entity must also maintain written standards 
of conduct covering organizational conflicts of interest. Organizational conflicts of interest 
means that because of relationships with a parent company, affiliate, or subsidiary organization, 
the non-Federal entity is unable or appears to be unable to be impartial in conducting a 
procurement action involving a related organization.  

https://www.ecfr.gov/current/title-2/section-200.318
https://www.ecfr.gov/current/title-2/section-200.317
https://www.ecfr.gov/current/title-2/section-200.327
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(d) The non-Federal entity's procedures must avoid acquisition of unnecessary or duplicative items. 
Consideration should be given to consolidating or breaking out procurements to obtain a more 
economical purchase. Where appropriate, an analysis will be made of lease versus purchase 
alternatives, and any other appropriate analysis to determine the most economical approach.  

(e) To foster greater economy and efficiency, and in accordance with efforts to promote cost-effective 
use of shared services across the Federal Government, the non-Federal entity is encouraged to enter 
into state and local intergovernmental agreements or inter-entity agreements where appropriate for 
procurement or use of common or shared goods and services. Competition requirements will be met 
with documented procurement actions using strategic sourcing, shared services, and other similar 
procurement arrangements.  

(f) The non-Federal entity is encouraged to use Federal excess and surplus property in lieu of purchasing 
new equipment and property whenever such use is feasible and reduces project costs.  

(g) The non-Federal entity is encouraged to use value engineering clauses in contracts for construction 
projects of sufficient size to offer reasonable opportunities for cost reductions. Value engineering is a 
systematic and creative analysis of each contract item or task to ensure that its essential function is 
provided at the overall lower cost.  

(h) The non-Federal entity must award contracts only to responsible contractors possessing the ability to 
perform successfully under the terms and conditions of a proposed procurement. Consideration will be 
given to such matters as contractor integrity, compliance with public policy, record of past performance, 
and financial and technical resources. See also § 200.214.  

(i) The non-Federal entity must maintain records sufficient to detail the history of procurement. These 
records will include, but are not necessarily limited to, the following: Rationale for the method of 
procurement, selection of contract type, contractor selection or rejection, and the basis for the contract 
price.  

(j)  

(1) The non-Federal entity may use a time-and-materials type contract only after a 
determination that no other contract is suitable and if the contract includes a ceiling price that 
the contractor exceeds at its own risk. Time-and-materials type contract means a contract 
whose cost to a non-Federal entity is the sum of:  

(i) The actual cost of materials; and  

(ii) Direct labor hours charged at fixed hourly rates that reflect wages, general and 
administrative expenses, and profit.  

(2) Since this formula generates an open-ended contract price, a time-and-materials contract 
provides no positive profit incentive to the contractor for cost control or labor efficiency. 
Therefore, each contract must set a ceiling price that the contractor exceeds at its own risk. 
Further, the non-Federal entity awarding such a contract must assert a high degree of oversight 
in order to obtain reasonable assurance that the contractor is using efficient methods and 
effective cost controls.  

(k) The non-Federal entity alone must be responsible, in accordance with good administrative practice 
and sound business judgment, for the settlement of all contractual and administrative issues arising out 
of procurements. These issues include, but are not limited to, source evaluation, protests, disputes, and 

https://www.ecfr.gov/current/title-2/section-200.214
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claims. These standards do not relieve the non-Federal entity of any contractual responsibilities under 
its contracts. The Federal awarding agency will not substitute its judgment for that of the non-Federal 
entity unless the matter is primarily a Federal concern. Violations of law will be referred to the local, 
state, or Federal authority having proper jurisdiction.  

[85 FR 49543, Aug. 13, 2020, as amended at 86 FR 10440, Feb. 22, 2021]  

§ 200.319 Competition. 

(a) All procurement transactions for the acquisition of property or services required under a Federal 
award must be conducted in a manner providing full and open competition consistent with the 
standards of this section and § 200.320.  

(b) In order to ensure objective contractor performance and eliminate unfair competitive advantage, 
contractors that develop or draft specifications, requirements, statements of work, or invitations for 
bids or requests for proposals must be excluded from competing for such procurements. Some of the 
situations considered to be restrictive of competition include but are not limited to:  

(1) Placing unreasonable requirements on firms in order for them to qualify to do business;  

(2) Requiring unnecessary experience and excessive bonding;  

(3) Noncompetitive pricing practices between firms or between affiliated companies;  

(4) Noncompetitive contracts to consultants that are on retainer contracts;  

(5) Organizational conflicts of interest;  

(6) Specifying only a “brand name” product instead of allowing “an equal” product to be offered 
and describing the performance or other relevant requirements of the procurement; and  

(7) Any arbitrary action in the procurement process.  

(c) The non-Federal entity must conduct procurements in a manner that prohibits the use of statutorily 
or administratively imposed state, local, or tribal geographical preferences in the evaluation of bids or 
proposals, except in those cases where applicable Federal statutes expressly mandate or encourage 
geographic preference. Nothing in this section preempts state licensing laws. When contracting for 
architectural and engineering (A/E) services, geographic location may be a selection criterion provided 
its application leaves an appropriate number of qualified firms, given the nature and size of the project, 
to compete for the contract.  

(d) The non-Federal entity must have written procedures for procurement transactions. These 
procedures must ensure that all solicitations:  

(1) Incorporate a clear and accurate description of the technical requirements for the material, 
product, or service to be procured. Such description must not, in competitive procurements, 
contain features which unduly restrict competition. The description may include a statement of 
the qualitative nature of the material, product, or service to be procured and, when necessary, 
must set forth those minimum essential characteristics and standards to which it must conform 
if it is to satisfy its intended use. Detailed product specifications should be avoided if at all 
possible. When it is impractical or uneconomical to make a clear and accurate description of the 
technical requirements, a “brand name or equivalent” description may be used as a means to 

https://www.federalregister.gov/citation/85-FR-49543
https://www.federalregister.gov/citation/86-FR-10440
https://www.ecfr.gov/current/title-2/section-200.319
https://www.ecfr.gov/current/title-2/section-200.320
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define the performance or other salient requirements of procurement. The specific features of 
the named brand which must be met by offers must be clearly stated; and  

(2) Identify all requirements which the offerors must fulfill and all other factors to be used in 
evaluating bids or proposals.  

(e) The non-Federal entity must ensure that all prequalified lists of persons, firms, or products which are 
used in acquiring goods and services are current and include enough qualified sources to ensure 
maximum open and free competition. Also, the non-Federal entity must not preclude potential bidders 
from qualifying during the solicitation period.  

(f) Noncompetitive procurements can only be awarded in accordance with § 200.320(c).  

§ 200.320 Methods of procurement to be followed. 

The non-Federal entity must have and use documented procurement procedures, consistent with the 
standards of this section and §§ 200.317, 200.318, and 200.319 for any of the following methods of 
procurement used for the acquisition of property or services required under a Federal award or sub-
award.  

(a) Informal procurement methods. When the value of the procurement for property or services under 
a Federal award does not exceed the simplified acquisition threshold (SAT), as defined in § 200.1, or a 
lower threshold established by a non-Federal entity, formal procurement methods are not required. The 
non-Federal entity may use informal procurement methods to expedite the completion of its 
transactions and minimize the associated administrative burden and cost. The informal methods used 
for procurement of property or services at or below the SAT include:  

(1) Micro-purchases — 

(i) Distribution. The acquisition of supplies or services, the aggregate dollar amount of 
which does not exceed the micro-purchase threshold (See the definition of micro-
purchase in § 200.1). To the maximum extent practicable, the non-Federal entity should 
distribute micro-purchases equitably among qualified suppliers.  

(ii) Micro-purchase awards. Micro-purchases may be awarded without soliciting 
competitive price or rate quotations if the non-Federal entity considers the price to be 
reasonable based on research, experience, purchase history or other information and 
documents it files accordingly. Purchase cards can be used for micro-purchases if 
procedures are documented and approved by the non-Federal entity.  

(iii) Micro-purchase thresholds. The non-Federal entity is responsible for determining 
and documenting an appropriate micro-purchase threshold based on internal controls, 
an evaluation of risk, and its documented procurement procedures. The micro-purchase 
threshold used by the non-Federal entity must be authorized or not prohibited under 
State, local, or tribal laws or regulations. Non-Federal entities may establish a threshold 
higher than the Federal threshold established in the Federal Acquisition Regulations 
(FAR) in accordance with paragraphs (a)(1)(iv) and (v) of this section.  

(iv) Non-Federal entity increase to the micro-purchase threshold up to $50,000. Non-
Federal entities may establish a threshold higher than the micro-purchase threshold 
identified in the FAR in accordance with the requirements of this section. The non-
Federal entity may self-certify a threshold up to $50,000 on an annual basis and must 

https://www.ecfr.gov/current/title-2/section-200.320#p-200.320(c)
https://www.ecfr.gov/current/title-2/section-200.320
https://www.ecfr.gov/current/title-2/section-200.317
https://www.ecfr.gov/current/title-2/section-200.318
https://www.ecfr.gov/current/title-2/section-200.319
https://www.ecfr.gov/current/title-2/section-200.1
https://www.ecfr.gov/current/title-2/section-200.1
https://www.ecfr.gov/current/title-2/section-200.320#p-200.320(a)(1)(iv)
https://www.ecfr.gov/current/title-2/section-200.320#p-200.320(a)(1)(v)
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maintain documentation to be made available to the Federal awarding agency and 
auditors in accordance with § 200.334. The self-certification must include a justification, 
clear identification of the threshold, and supporting documentation of any of the 
following:  

(A) A qualification as a low-risk auditee, in accordance with the criteria in § 
200.520 for the most recent audit;  

(B) An annual internal institutional risk assessment to identify, mitigate, and 
manage financial risks; or,  

(C) For public institutions, a higher threshold consistent with State law.  

(v) Non-Federal entity increase to the micro-purchase threshold over $50,000. Micro-
purchase thresholds higher than $50,000 must be approved by the cognizant agency for 
indirect costs. The non-federal entity must submit a request with the requirements 
included in paragraph (a)(1)(iv) of this section. The increased threshold is valid until 
there is a change in status in which the justification was approved.  

(2) Small purchases — 

(i) Small purchase procedures. The acquisition of property or services, the aggregate 
dollar amount of which is higher than the micro-purchase threshold but does not 
exceed the simplified acquisition threshold. If small purchase procedures are used, price 
or rate quotations must be obtained from an adequate number of qualified sources as 
determined appropriate by the non-Federal entity.  

(ii) Simplified acquisition thresholds. The non-Federal entity is responsible for 
determining an appropriate simplified acquisition threshold based on internal controls, 
an evaluation of risk and its documented procurement procedures which must not 
exceed the threshold established in the FAR. When applicable, a lower simplified 
acquisition threshold used by the non-Federal entity must be authorized or not 
prohibited under State, local, or tribal laws or regulations.  

(b) Formal procurement methods. When the value of the procurement for property or services under a 
Federal financial assistance award exceeds the SAT, or a lower threshold established by a non-Federal 
entity, formal procurement methods are required. Formal procurement methods require following 
documented procedures. Formal procurement methods also require public advertising unless a non-
competitive procurement can be used in accordance with § 200.319 or paragraph (c) of this section. The 
following formal methods of procurement are used for procurement of property or services above the 
simplified acquisition threshold or a value below the simplified acquisition threshold the non-Federal 
entity determines to be appropriate:  

(1) Sealed bids. A procurement method in which bids are publicly solicited and a firm fixed-price 
contract (lump sum or unit price) is awarded to the responsible bidder whose bid, conforming 
with all the material terms and conditions of the invitation for bids, is the lowest in price. The 
sealed bids method is the preferred method for procuring construction if the conditions.  

(i) In order for sealed bidding to be feasible, the following conditions should be present:  

(A) A complete, adequate, and realistic specification or purchase description is 
available;  

https://www.ecfr.gov/current/title-2/section-200.334
https://www.ecfr.gov/current/title-2/section-200.520
https://www.ecfr.gov/current/title-2/section-200.520
https://www.ecfr.gov/current/title-2/section-200.320#p-200.320(a)(1)(iv)
https://www.ecfr.gov/current/title-2/section-200.319
https://www.ecfr.gov/current/title-2/section-200.320#p-200.320(c)
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(B) Two or more responsible bidders are willing and able to compete effectively 
for the business; and  

(C) The procurement lends itself to a firm fixed price contract and the selection 
of the successful bidder can be made principally on the basis of price.  

(ii) If sealed bids are used, the following requirements apply:  

(A) Bids must be solicited from an adequate number of qualified sources, 
providing them sufficient response time prior to the date set for opening the 
bids, for local, and tribal governments, the invitation for bids must be publicly 
advertised;  

(B) The invitation for bids, which will include any specifications and pertinent 
attachments, must define the items or services in order for the bidder to 
properly respond;  

(C) All bids will be opened at the time and place prescribed in the invitation for 
bids, and for local and tribal governments, the bids must be opened publicly;  

(D) A firm fixed price contract award will be made in writing to the lowest 
responsive and responsible bidder. Where specified in bidding documents, 
factors such as discounts, transportation cost, and life cycle costs must be 
considered in determining which bid is lowest. Payment discounts will only be 
used to determine the low bid when prior experience indicates that such 
discounts are usually taken advantage of; and  

(E) Any or all bids may be rejected if there is a sound documented reason.  

(2) Proposals. A procurement method in which either a fixed price or cost-reimbursement type 
contract is awarded. Proposals are generally used when conditions are not appropriate for the 
use of sealed bids. They are awarded in accordance with the following requirements:  

(i) Requests for proposals must be publicized and identify all evaluation factors and their 
relative importance. Proposals must be solicited from an adequate number of qualified 
offerors. Any response to publicized requests for proposals must be considered to the 
maximum extent practical;  

(ii) The non-Federal entity must have a written method for conducting technical 
evaluations of the proposals received and making selections;  

(iii) Contracts must be awarded to the responsible offeror whose proposal is most 
advantageous to the non-Federal entity, with price and other factors considered; and  

(iv) The non-Federal entity may use competitive proposal procedures for qualifications-
based procurement of architectural/engineering (A/E) professional services whereby 
offeror's qualifications are evaluated and the most qualified offeror is selected, subject 
to negotiation of fair and reasonable compensation. The method, where price is not 
used as a selection factor, can only be used in procurement of A/E professional services. 
It cannot be used to purchase other types of services though A/E firms that are a 
potential source to perform the proposed effort.  
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(c) Noncompetitive procurement. There are specific circumstances in which noncompetitive 
procurement can be used. Noncompetitive procurement can only be awarded if one or more of the 
following circumstances apply:  

(1) The acquisition of property or services, the aggregate dollar amount of which does not 
exceed the micro-purchase threshold (see paragraph (a)(1) of this section);  

(2) The item is available only from a single source;  

(3) The public exigency or emergency for the requirement will not permit a delay resulting from 
publicizing a competitive solicitation;  

(4) The Federal awarding agency or pass-through entity expressly authorizes a noncompetitive 
procurement in response to a written request from the non-Federal entity; or  

(5) After solicitation of a number of sources, competition is determined inadequate.  

 

§ 200.321 Contracting with small and minority businesses, women's business enterprises, and labor 
surplus area firms. 

(a) The non-Federal entity must take all necessary affirmative steps to assure that minority businesses, 
women's business enterprises, and labor surplus area firms are used when possible.  

(b) Affirmative steps must include:  

(1) Placing qualified small and minority businesses and women's business enterprises on 
solicitation lists;  

(2) Assuring that small and minority businesses, and women's business enterprises are solicited 
whenever they are potential sources;  

(3) Dividing total requirements, when economically feasible, into smaller tasks or quantities to 
permit maximum participation by small and minority businesses, and women's business 
enterprises;  

(4) Establishing delivery schedules, where the requirement permits, which encourage 
participation by small and minority businesses, and women's business enterprises;  

(5) Using the services and assistance, as appropriate, of such organizations as the Small Business 
Administration and the Minority Business Development Agency of the Department of 
Commerce; and  

(6) Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps 
listed in paragraphs (b)(1) through (5) of this section.  

 

§ 200.322 Domestic preferences for procurements. 

(a) As appropriate and to the extent consistent with law, the non-Federal entity should, to the greatest 
extent practicable under a Federal award, provide a preference for the purchase, acquisition, or use of 
goods, products, or materials produced in the United States (including but not limited to iron, 

https://www.ecfr.gov/current/title-2/section-200.320#p-200.320(a)(1)
https://www.ecfr.gov/current/title-2/section-200.321
https://www.ecfr.gov/current/title-2/section-200.321
https://www.ecfr.gov/current/title-2/section-200.321#p-200.321(b)(1)
https://www.ecfr.gov/current/title-2/section-200.321#p-200.321(b)(5)
https://www.ecfr.gov/current/title-2/section-200.322
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aluminum, steel, cement, and other manufactured products). The requirements of this section must be 
included in all subawards including all contracts and purchase orders for work or products under this 
award.  

(b) For purposes of this section:  

(1) “Produced in the United States” means, for iron and steel products, that all manufacturing 
processes, from the initial melting stage through the application of coatings, occurred in the 
United States.  

(2) “Manufactured products” means items and construction materials composed in whole or in 
part of non-ferrous metals such as aluminum; plastics and polymer-based products such as 
polyvinyl chloride pipe; aggregates such as concrete; glass, including optical fiber; and lumber.  

 

§ 200.323 Procurement of recovered materials. 

A non-Federal entity that is a state agency or agency of a political subdivision of a state and its 
contractors must comply with section 6002 of the Solid Waste Disposal Act, as amended by the 
Resource Conservation and Recovery Act. The requirements of Section 6002 include procuring only 
items designated in guidelines of the Environmental Protection Agency (EPA) at 40 CFR part 247 that 
contain the highest percentage of recovered materials practicable, consistent with maintaining a 
satisfactory level of competition, where the purchase price of the item exceeds $10,000 or the value of 
the quantity acquired during the preceding fiscal year exceeded $10,000; procuring solid waste 
management services in a manner that maximizes energy and resource recovery; and establishing an 
affirmative procurement program for procurement of recovered materials identified in the EPA 
guidelines.  

 

§ 200.324 Contract cost and price. 

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

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

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

https://www.ecfr.gov/current/title-2/section-200.323
https://www.ecfr.gov/current/title-40/part-247
https://www.ecfr.gov/current/title-2/section-200.324
https://www.ecfr.gov/current/title-2/part-200/subpart-E
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(d) The cost plus a percentage of cost and percentage of construction cost methods of contracting must 
not be used.  

 

§ 200.325 Federal awarding agency or pass-through entity review. 

(a) The non-Federal entity must make available, upon request of the Federal awarding agency or pass-
through entity, technical specifications on proposed procurements where the Federal awarding agency 
or pass-through entity believes such review is needed to ensure that the item or service specified is the 
one being proposed for acquisition. This review generally will take place prior to the time the 
specification is incorporated into a solicitation document. However, if the non-Federal entity desires to 
have the review accomplished after a solicitation has been developed, the Federal awarding agency or 
pass-through entity may still review the specifications, with such review usually limited to the technical 
aspects of the proposed purchase.  

(b) The non-Federal entity must make available upon request, for the Federal awarding agency or pass-
through entity pre-procurement review, procurement documents, such as requests for proposals or 
invitations for bids, or independent cost estimates, when:  

(1) The non-Federal entity's procurement procedures or operation fails to comply with the 
procurement standards in this part;  

(2) The procurement is expected to exceed the Simplified Acquisition Threshold and is to be 
awarded without competition or only one bid or offer is received in response to a solicitation;  

(3) The procurement, which is expected to exceed the Simplified Acquisition Threshold, specifies 
a “brand name” product;  

(4) The proposed contract is more than the Simplified Acquisition Threshold and is to be 
awarded to other than the apparent low bidder under a sealed bid procurement; or  

(5) A proposed contract modification changes the scope of a contract or increases the contract 
amount by more than the Simplified Acquisition Threshold.  

(c) The non-Federal entity is exempt from the pre-procurement review in paragraph (b) of this section if 
the Federal awarding agency or pass-through entity determines that its procurement systems comply 
with the standards of this part.  

(1) The non-Federal entity may request that its procurement system be reviewed by the Federal 
awarding agency or pass-through entity to determine whether its system meets these standards 
in order for its system to be certified. Generally, these reviews must occur where there is 
continuous high-dollar funding, and third-party contracts are awarded on a regular basis;  

(2) The non-Federal entity may self-certify its procurement system. Such self-certification must 
not limit the Federal awarding agency's right to survey the system. Under a self-certification 
procedure, the Federal awarding agency may rely on written assurances from the non-Federal 
entity that it is complying with these standards. The non-Federal entity must cite specific 
policies, procedures, regulations, or standards as being in compliance with these requirements 
and have its system available for review.  

 

https://www.ecfr.gov/current/title-2/section-200.325
https://www.ecfr.gov/current/title-2/section-200.325#p-200.325(b)
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§ 200.326 Bonding requirements. 

For construction or facility improvement contracts or subcontracts exceeding the Simplified Acquisition 
Threshold, the Federal awarding agency or pass-through entity may accept the bonding policy and 
requirements of the non-Federal entity provided that the Federal awarding agency or pass-through 
entity has made a determination that the Federal interest is adequately protected. If such a 
determination has not been made, the minimum requirements must be as follows:  

(a) A bid guarantee from each bidder equivalent to five percent of the bid price. The “bid guarantee” 
must consist of a firm commitment such as a bid bond, certified check, or other negotiable instrument 
accompanying a bid as assurance that the bidder will, upon acceptance of the bid, execute such 
contractual documents as may be required within the time specified.  

(b) A performance bond on the part of the contractor for 100 percent of the contract price. A 
“performance bond” is one executed in connection with a contract to secure fulfillment of all the 
contractor's requirements under such contract.  

(c) A payment bond on the part of the contractor for 100 percent of the contract price. A “payment 
bond” is one executed in connection with a contract to assure payment as required by law of all persons 
supplying labor and material in the execution of the work provided for in the contract.  

 

§ 200.327 Contract provisions. 

The non-Federal entity's contracts must contain the applicable provisions described in appendix II to this 
part. 

Appendix II to Part 200—Contract Provisions for Non-Federal Entity Contracts Under Federal Awards  

In addition to other provisions required by the Federal agency or non-Federal entity, all contracts made 
by the non-Federal entity under the Federal award must contain provisions covering the following, as 
applicable.  

(A) Contracts for more than the simplified acquisition threshold, which is the inflation adjusted 
amount determined by the Civilian Agency Acquisition Council and the Defense Acquisition 
Regulations Council (Councils) as authorized by 41 U.S.C. 1908, must address administrative, 
contractual, or legal remedies in instances where contractors violate or breach contract terms, 
and provide for such sanctions and penalties as appropriate.  

(B) All contracts in excess of $10,000 must address termination for cause and for convenience by 
the non-Federal entity including the manner by which it will be effected and the basis for 
settlement.  

(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all 
contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 
60–1.3 must include the equal opportunity clause provided under 41 CFR 60–1.4(b), in 
accordance with Executive Order 11246, “Equal Employment Opportunity” (30 FR 12319, 12935, 
3 CFR Part, 1964–1965 Comp., p. 339), as amended by Executive Order 11375, “Amending 
Executive Order 11246 Relating to Equal Employment Opportunity,” and implementing 
regulations at 41 CFR part 60, “Office of Federal Contract Compliance Programs, Equal 
Employment Opportunity, Department of Labor.”  

https://www.ecfr.gov/current/title-2/section-200.326
https://www.ecfr.gov/current/title-2/section-200.327
https://www.govinfo.gov/link/uscode/41/1908
https://www.ecfr.gov/current/title-41/part-60
https://www.ecfr.gov/current/title-41/section-60-1.3
https://www.ecfr.gov/current/title-41/section-60-1.3
https://www.ecfr.gov/current/title-41/section-60-1.4#p-60-1.4(b)
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https://www.federalregister.gov/citation/30-FR-12935
https://www.ecfr.gov/current/title-3/part-1964
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(D) Davis-Bacon Act, as amended (40 U.S.C. 3141–3148). When required by Federal program 
legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities 
must include a provision for compliance with the Davis-Bacon Act (40 U.S.C. 3141–3144, and 
3146–3148) as supplemented by Department of Labor regulations (29 CFR Part 5, “Labor 
Standards Provisions Applicable to Contracts Covering Federally Financed and Assisted 
Construction”). In accordance with the statute, contractors must be required to pay wages to 
laborers and mechanics at a rate not less than the prevailing wages specified in a wage 
determination made by the Secretary of Labor. In addition, contractors must be required to pay 
wages not less than once a week. The non-Federal entity must place a copy of the current 
prevailing wage determination issued by the Department of Labor in each solicitation. The 
decision to award a contract or subcontract must be conditioned upon the acceptance of the 
wage determination. The non-Federal entity must report all suspected or reported violations to 
the Federal awarding agency. The contracts must also include a provision for compliance with 
the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), as supplemented by Department of Labor 
regulations (29 CFR Part 3, “Contractors and Subcontractors on Public Building or Public Work 
Financed in Whole or in Part by Loans or Grants from the United States”). The Act provides that 
each contractor or subrecipient must be prohibited from inducing, by any means, any person 
employed in the construction, completion, or repair of public work, to give up any part of the 
compensation to which he or she is otherwise entitled. The non-Federal entity must report all 
suspected or reported violations to the Federal awarding agency.  

(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701–3708). Where applicable, all 
contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment 
of mechanics or laborers must include a provision for compliance with 40 U.S.C. 3702 and 3704, 
as supplemented by Department of Labor regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of 
the Act, each contractor must be required to compute the wages of every mechanic and laborer 
on the basis of a standard work week of 40 hours. Work in excess of the standard work week is 
permissible provided that the worker is compensated at a rate of not less than one and a half 
times the basic rate of pay for all hours worked in excess of 40 hours in the work week. The 
requirements of 40 U.S.C. 3704 are applicable to construction work and provide that no laborer 
or mechanic must be required to work in surroundings or under working conditions which are 
unsanitary, hazardous, or dangerous. These requirements do not apply to the purchases of 
supplies or materials or articles ordinarily available on the open market, or contracts for 
transportation or transmission of intelligence.  

(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the 
definition of “funding agreement” under 37 CFR § 401.2 (a) and the recipient or subrecipient 
wishes to enter into a contract with a small business firm or nonprofit organization regarding 
the substitution of parties, assignment or performance of experimental, developmental, or 
research work under that “funding agreement,” the recipient or subrecipient must comply with 
the requirements of 37 CFR Part 401, “Rights to Inventions Made by Nonprofit Organizations 
and Small Business Firms Under Government Grants, Contracts and Cooperative Agreements,” 
and any implementing regulations issued by the awarding agency.  

(G) Clean Air Act (42 U.S.C. 7401–7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 
1251–1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must 
contain a provision that requires the non-Federal award to agree to comply with all applicable 
standards, orders or regulations issued pursuant to the Clean Air Act (42 U.S.C. 7401–7671q) 
and the Federal Water Pollution Control Act as amended (33 U.S.C. 1251–1387). Violations must 

https://www.govinfo.gov/link/uscode/40/3141
https://www.govinfo.gov/link/uscode/40/3141
https://www.ecfr.gov/current/title-29/part-5
https://www.govinfo.gov/link/uscode/40/3145
https://www.ecfr.gov/current/title-29/part-3
https://www.govinfo.gov/link/uscode/40/3701
https://www.govinfo.gov/link/uscode/40/3702
https://www.govinfo.gov/link/uscode/40/3704
https://www.ecfr.gov/current/title-29/part-5
https://www.govinfo.gov/link/uscode/40/3702
https://www.govinfo.gov/link/uscode/40/3704
https://www.ecfr.gov/current/title-37/section-401.2#p-401.2(a)
https://www.ecfr.gov/current/title-37/part-401
https://www.govinfo.gov/link/uscode/42/7401
https://www.govinfo.gov/link/uscode/33/1251
https://www.govinfo.gov/link/uscode/33/1251
https://www.govinfo.gov/link/uscode/42/7401
https://www.govinfo.gov/link/uscode/33/1251


24 
 

be reported to the Federal awarding agency and the Regional Office of the Environmental 
Protection Agency (EPA).  

(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 
CFR 180.220) must not be made to parties listed on the governmentwide exclusions in the 
System for Award Management (SAM), in accordance with the OMB guidelines at 2 CFR 180 that 
implement Executive Orders 12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 
Comp., p. 235), “Debarment and Suspension.” SAM Exclusions contains the names of parties 
debarred, suspended, or otherwise excluded by agencies, as well as parties declared ineligible 
under statutory or regulatory authority other than Executive Order 12549.  

(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award 
exceeding $100,000 must file the required certification. Each tier certifies to the tier above that 
it will not and has not used Federal appropriated funds to pay any person or organization for 
influencing or attempting to influence an officer or employee of any agency, a member of 
Congress, officer or employee of Congress, or an employee of a member of Congress in 
connection with obtaining any Federal contract, grant or any other award covered by 31 U.S.C. 
1352. Each tier must also disclose any lobbying with non-Federal funds that takes place in 
connection with obtaining any Federal award. Such disclosures are forwarded from tier to tier 
up to the non-Federal award

https://www.ecfr.gov/current/title-2/section-180.220
https://www.ecfr.gov/current/title-2/section-180.220
https://www.ecfr.gov/current/title-2/part-180
https://www.govinfo.gov/link/uscode/31/1352
https://www.govinfo.gov/link/uscode/31/1352
https://www.govinfo.gov/link/uscode/31/1352
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Chief’s Monthly Report—August 2024 
 
Department News 
 
Officer Gassmann and Officer Perkins both completed their required field training and were 
released to full duty this month, allowing the department to resume 24/7 officer response as of 
August 28th, 2024.  
 
The Police Department is pleased to report no major crimes or incidents of major interest for the 
month of August. 
 
Community Events & Involvement 
 
August 14th, 2024 saw students returning to school after summer break. Officers of the Blanco 
Police Department visited each school campus for the first day to greet the students and ensure 
increased police presence for the safety of the children of our community.  
 
Additionally, the department increased traffic presence in the school zones to ensure continued 
community education and enforcement of appropriate driving behaviors while children are present.  
 
Staffing 
 
The Police Department is actively recruiting qualified applicants to fill three open patrol positions. 
After a successful trip to the AACOG Police Academy in San Antonio, there are two applicants 
currently in the background investigation process and additional applicants visiting the department 
to meet current officers and conduct ride-alongs.  
 
In-progress training:  Corporal Salazar First Line Supervisor  
 
Completed training:  
 
TCOLE Certification Lieutenant McMain Basic TCOLE Instructor 
      TCOLE Firearms Instructor 
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Department Statistics 
 
Patrol Operations 
 
Total Calls for Service August 2024 +/- Previous Month 
-In city 152 +73 
-Out of city 4 +4 
Agency Assist 11 +2 
Traffic Stops   
-Total Vehicles Stopped 218 +127 
-Resulting Citations 95 +71 
-Resulting Warnings 123 +45 
Arrests   
-On view 3 +2 
-Warrants 0 -2 
Motor Vehicle Collisions 8 -2 

 
Detailed statistics to follow further into the report. 
It is important to note these statistics represent reported Calls for Service and not verified offenses 
or incidents 
 
Administrative Operations 
 

o Chief Activities 
 
Chief Thornhill dedicated much of his time to finishing touches of the police department 
budget, to include involvement in budget workshops with members of the city council. He 
networked with other department heads at this month’s county Chief Meeting as well. Due 
to a conflicting budget workshop, Chief Thornhill was unable to attend the Blanco ISD 
Safety & Security Meeting this month; Lieutenant McMain attended as his alternate.  
 
Additionally, Chief Thornhill assisted patrol by taking many calls for service the month of 
August until the department returned to 24/7 staffing.  

 
o Records Requests 

 
The Police Department received and fulfilled a total of 12 records requests in August 2024. 
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o Fleet Updates 

 
Fleet IN COMMISSION 6  
Fleet IN REPAIR 1 Unit 201 
Fleet OUT OF COMMISSION 2 Units 171, 181 

 
o Payroll Utilization (newly reported department statistic and data has not been compiled 

for August 2024) 
 
Type of Pay Hours Percentage of Total 
Regular   
Overtime (planned)   
Overtime (unplanned)   
Extra Duty   

 
 
Criminal Investigations Division 
 
Number of Reports Taken Total +/- previous month 
-resulting in offense report 12 data not yet available 
-resulting in informational/other report 15 data not yet available 
Offenses Filed   
-felony 2 +2 
-misdemeanor 3 +1 

 
Regional Involvement 

o Child Fatality Review Team 
o Hill Country Crimes Against Children Multi-Disciplinary Team 
o Behavioral Health Leadership Team 
o Community Paramedic Expansion Project 
o Community Mental Health Awareness Team 
o Sexual Assault Response Team 

 
Lieutenant McMain oversees the criminal investigations division of the Blanco Police Department 
and regularly engages in regional multi-disciplinary team meetings (as listed above) to ensure the 
highest quality and continuity of services to the citizens of our community; specifically, children, 
victims of crimes against persons, and mental health consumers. These meetings were regularly 
scheduled and there were no special regional events of note for the month of August, 2024.  
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Detailed Statistics 
 
Total Traffic Stops: 218 
 
Traffic Violations by Type Resulting in Citation Resulting in Warning 
Moving Violation 92 119 
Non-Traffic Violation 3 4 
School Zone Violation 33 0 

 
*Some traffic stops resulted in multiple citations/warnings if the officer addressed more than one 
violation  
 
 
Arrests Made by Month 
 
Month Jan Feb Mar Apr May Jun Jul Aug Sept Oct Nov Dec 
Adult 10 5 5 0 3 1 2 3     
Juvenile 0 0 0 0 0 0 0 0     
Total 10 5 5 0 3 1 2 3     

 
 
Offenses by Month  
 
Month Jan Feb Mar Apr May Jun Jul Aug Sept Oct Nov Dec 
Total        11     

 
*Offense data not collected prior to August 2024 
 
Motor Vehicle Collisions by Month 
 
Month Jan Feb Mar Apr May Jun Jul Aug Sept Oct Nov Dec 
Total 6 6 10 8 8 16 10 8     

 
 
Miles Patrolled by Month 
 
Month Jan Feb Mar Apr May Jun Jul Aug Sept Oct Nov Dec 
Total             

 
*Data not collected to this point, will be available starting September 2024 
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Monthly Report of Incident by Incident Type 
 
Call Type Number of Calls 
911 Follow-Up 4 
Administrative 0 
Alarm - Business 11 
Alarm - Residential 2 
Alarm - Other 0 
Animal Complaint 1 
Assault - Physical 1 
Assault - Sexual 0 
Assist Public 2 
Assist Other Agency 11 
Bomb Threat 0 
Burglary 0 
Business Check 13 
City Ordinance Violation 0 
Civil 5 
Close Patrol 27 
Criminal Mischief 2 
Deceased Person 0 
Disorderly Conduct 0 
Disturbance – Physical 2 
Disturbance – Verbal 2 
Drowning 0 
DUI/DWI 0 
Domestic Violence 2 
Emotionally Disturbed Person 1 
Fight 1 
Fireworks 0 
Fraud 2 
Harassment 0 
Homicide 0 
Hostage 0 
Illegal Dumping 0 
Indecency 0 
Information 11 
Internet Crime 1 
Intoxicated 1 
Misconduct 0 
Missing Person 1 
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MVA – Non-Injury 7 
MVA – Injury 1 
Overdose 0 
Public Service 2 
Reckless Driver 15 
Robbery 0 
Sexual Offense 0 
Shots Fired 0 
Stabbing 0 
Suspicious Circumstances 2 
Suspicious Person 2 
Suspicious Vehicle 4 
Theft 2 
Threats 0 
Trespass 1 
Traffic Stop 218 
Welfare Check 9 
TOTAL (including uncategorized calls for service) 367 

 
*Note, numbers reflect the incident type the call was dispatched as, not necessarily what the 
incident type and/or offense was determined to be. Additionally, some incidents required multiple 
incident codes and can be listed under many categories.  
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Summary 
 
The Blanco Police Department saw an increase in both overall calls for service, verified offenses, 
and officer productivity for the month of August 2024. At this time, it is not able to be determined 
if that is due to an increase in crime or due to rising staffing levels. The Police Department will 
continue to closely monitor data to determine if any crime trends begin to develop.  
 
Disclosure 
 
Many data collection sources were utilized to compile the presented information to include Record 
Management System reporting and administrative logs. In our continued effort to report accurate 
and transparent numbers, the department discloses that the RMS system is continuously updated 
and reports run at various times, sometimes producing different results. Care should be taken when 
comparing this monthly report to other data reports as different data collection methods and data 
sources may be used. The data provided is for informational use only.  

























































































































BLANCO CTRCO 2024A: Delay Resolution 

RESOLUTION NO. _____ 

RESOLUTION DELAYING ACTION ON A RESOLUTION AUTHORIZING THE 
ISSUANCE OF THE CITY OF BLANCO, TEXAS COMBINATION TAX AND 

REVENUE CERTIFICATES OF OBLIGATION, SERIES 2024A IN AN AMOUNT NOT 
TO EXCEED $2,500,000; 

AND OTHER MATTERS RELATED THERETO 
______________________________________________________________________________ 

THE STATE OF TEXAS § 
COUNTY OF BLANCO § 
CITY OF BLANCO  § 

WHEREAS, on July 9, 2024, the City Council of the City of Blanco, Texas (the "City") 
passed a resolution authorizing the publication of a notice of intent (the "Notice Resolution") to 
issue the City of Blanco, Texas Combination Tax and Revenue Certificates of Obligation, Series 
2024A in a maximum principal amount not to exceed $2,500,000 (the "Certificates"); and 

WHEREAS, the Notice Resolution stated that the City Council tentatively proposed to 
authorize the issuance of the Certificates and to hold a public hearing on the Certificates at its 
regular meeting of the City Council to commence at 6:00 p.m. on September 10, 2024; and    

WHEREAS, upon the advice of the City's staff, the City finds it necessary to delay action 
on the ordinance authorizing the issuance of the Certificates until a regular meeting of the City 
Council to commence at 6:00 p.m. on October 8, 2024. 

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

Section 1.  Delaying Action.  The City hereby delays action on the ordinance 
authorizing the issuance of the Certificates and the public hearing on the Certificates until a regular 
meeting of the City Council to commence at 6:00 p.m. on October 8, 2024, at its regular meeting 
place in the Byars Building, 308 Pecan St., Blanco, Texas. 

Section 2.  Other Matters.  This Resolution shall become effective immediately upon 
adoption.  The Mayor and City Secretary are hereby authorized and directed to execute the 
certificate to which this Resolution is attached on behalf of the City and to do any and all things 
proper and necessary to carry out the intent of this Resolution. 

_____________ 

2024-R-015



 
BLANCO CTRCO 2024A: Delay Resolution 

 
PASSED AND APPROVED this 10th day of September, 2024. 

 
 
 

____________________________________ 
Mayor, City of Blanco 
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 CERTIFICATE FOR RESOLUTION 
 
 

We, the undersigned officers and members of the City Council of the City of Blanco, Texas 
(the "City"), hereby certify as follows: 
 

1. The City Council of the City convened in REGULAR MEETING ON THE 10TH 
DAY OF SEPTEMBER, 2024, at the regular meeting place thereof, and the roll was called of the 
duly constituted officers and members of said City Council, to-wit: 

 
    Mike Arnold, Mayor 
    Bobby Mack-McClung, Mayor Pro-Tem 
    Ryan Moses, Councilmember 
    Candy Cargill, Councilmember 
    Laura Swinson, Councilmember 
    Dennis J. Moore, Jr., Councilmember 
 
and all of the persons were present, except the following absentees: __________, thus constituting 
a quorum.  Whereupon, among other business, the following was transacted at the Meeting: a 
written 
 

RESOLUTION DELAYING ACTION ON A RESOLUTION AUTHORIZING THE 
ISSUANCE OF THE CITY OF BLANCO, TEXAS COMBINATION TAX AND 

REVENUE CERTIFICATES OF OBLIGATION, SERIES 2024A IN AN AMOUNT NOT 
TO EXCEED $2,500,000; AND OTHER MATTERS RELATED THERETO 

 
was duly introduced for the consideration of the City Council.  It was then duly moved and 
seconded that the Resolution be passed on first reading; and, after due discussion, said motion 
carrying with it the passage of the Resolution, prevailed and carried by the following vote: 
 

AYES:  __ 
 
NOES:  __ 

 
2. A true, full and correct copy of the Resolution passed at the Meeting described in 

the above and foregoing paragraphs is attached to and follows this Certificate; that the Resolution 
has been duly recorded in the City Council's minutes of the Meeting; that the above and foregoing 
paragraphs are a true, full and correct excerpt from the City Council's minutes of the Meeting 
pertaining to the passage of the Resolution; that the persons named in the above and foregoing 
paragraphs are the duly chosen, qualified and acting officers and members of the City Council as 
indicated therein; that each of the officers and members of the City Council was duly and 
sufficiently notified officially and personally, in advance, of the time, place and purpose of the 
Meeting, and that the Resolution would be introduced and considered for passage at the Meeting, 
and each of the officers and members consented, in advance, to the holding of the Meetings for 
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such purpose, and that the Meeting was open to the public and public notice of the time, place and 
purpose of the meeting was given, all as required by Chapter 551, Texas Government Code. 
 

3. The Mayor of the City has approved and hereby approves the Resolution; that the 
Mayor and the City Secretary of the City have duly signed the Resolution; and that the Mayor and 
the City Secretary of the City hereby declare that their signing of this Certificate shall constitute 
the signing of the attached and following copy of the Resolution for all purposes.   
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SIGNED AND SEALED this September 10, 2024. 

____________________________________ ___________________________________ 
City Secretary Mayor 

[CITY SEAL] 
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