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1 INTRODUCTION 

1.1 Overview 

The Department of Information Resources (DIR) Chief Procurement Office (CPO) supports DIR 
customers, including the administrative side of DIR (DIR-A), in procuring and managing 
statewide enterprise agreements for the Shared Technology Services (STS), Communications 
Technology Services, and Cooperative Contracts programs. 

The office administers multiple programs that leverage the state’s buying power, promote the 
use and expansion of a secure, shared technology infrastructure, and advance opportunities for 
certified minority-owned, women-owned, veteran-owned, and small disadvantaged businesses. 
Each of these programs allows eligible DIR customers to use the contracts based on the 
requirements of the program. 

The CPO is committed to: 

1. Planning procurements and conducting solicitations through defined and documented 
processes that engage stakeholders, encourage innovation and competition, and deliver 
value. 

2. Establishing and administering statewide enterprise agreements and statewide contracts 
to ensure contractual obligations are met, risks are managed, and value is obtained. 

3. Establishing and administering internal contracts to ensure contractual obligations are 
met, risks are managed, and value is obtained. 

4. Adapting innovative and agile methods to maintain and expand a strategic contract 
portfolio and diverse customer base. 

5. Adhering to state and federal procurement laws, rules and regulations and conducting all 
actions in a professional and ethical manner, according to DIR Code of Ethics. 

6. Promoting equal business opportunities for economically disadvantaged persons or 
historically underutilized businesses (HUB) through contracts established for internal and 
statewide use. 

7. Using data and information to drive strategy development and align with DIR and CPO 
business goals and objectives. 

The Texas Comptroller of Public Accounts (CPA) Statewide Procurement Division (SPD) develops 
and publishes the State of Texas Procurement and Contract Management Guide (PCMG) for use 
by state agencies. In alignment with the framework described in the PCMG, the CPO has 
developed and implemented this guidance for agency staff who manage, perform, or support 
public procurement and contracting functions within DIR and on behalf of DIR customers. A list 
of common acronyms is available on the DIR SharePoint. 

1.2 Purpose and Use 

The purpose of this CPO Process Guide (Guide) is to outline processes, activities, roles, and 
responsibilities that support procurement and contract management practices within DIR. 

https://dir1.sharepoint.com/sites/cpo/Special%20Projects/Forms/AllItems.aspx?FolderCTID=0x01200009B00048A476C64E81222F09891643AB&id=%2Fsites%2Fcpo%2FSpecial%20Projects%2FCPO%20Procedures%2FTools%20and%20Templates%2FDIR%20Ethics%20Policy%2Epdf&parent=%2Fsites%2Fcpo%2FSpecial%20Projects%2FCPO%20Procedures%2FTools%20and%20Templates
https://comptroller.texas.gov/purchasing/publications/procurement-contract.php
https://comptroller.texas.gov/purchasing/publications/procurement-contract.php
https://dir1.sharepoint.com/:w:/r/sites/cpo/_layouts/15/Doc.aspx?sourcedoc=%7B69D3DFB3-13EB-4DBF-B529-741C9F46DC1A%7D&file=Acronyms.docx&action=default&mobileredirect=true&DefaultItemOpen=1
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Additionally, the Guide describes the CPO’s operational support of internal and DIR program 
areas. CPO and DIR program staff who perform functions that require procurement or 
contracting resources or manage contracts should use the Guide to establish a framework for 
implementing consistent engagement processes. 

The Guide describes standard procedures and sound business practices that implement 
statutory requirements and DIR policy for procuring and managing information technology 
products and services contracts as well as those contracts established for DIR Administrative’s 
(DIR-A’s) use. 

The CPO’s primary procurement and contract management resources and guidance include: 

1. CPO Process Guide 
2. PCMG 
3. Procurement and contract tools and templates 
4. Procurement and contract management training 

Each section of the Guide provides links to tools and templates, including specific guidance 
outlined in procedures, desk aids, checklists, templates, and forms. Refer to these resources 
when implementing a specific process. 

Alternatively, CPO staff can access Tools and Templates which provides a library of all 
mandatory and recommended procurement and contract management tools. 

1.3 Applicability 

The Guide describes processes that are applicable to all CPO staff and DIR stakeholders who 
participate in agency or enterprise procurement or contract management functions. Refer to the 
current version of DIR’s Signature Authority Matrix for more information on procurement 
delegation and signature authority within DIR. 

1.4 Updates 

The CPO manages Guide revisions and updates in concert with changes to statute, 
administrative rules and policy and guidance issued through the CPA’s Statewide Procurement 
Division. The Guide and the tools, templates and other resources are available on SharePoint at: 
Processes and Procedures. 

1.5 Guide Organization 

The Guide is organized by the teams that comprise the CPO and the functional areas of 
responsibilities within these teams. Touchpoints, where more than one team is responsible for a 
function or activity, are cross-referenced as links throughout the document. Where practical, 
these links provide a “round trip” to enable easy navigation across content areas. For easy 
unlinked access, click the resume bookmark icon or Shift + F5. 

1. Introduction describes the purpose, applicability, use, and organization of the Guide. 
2. CPO Organization provides an overview of the CPO organization, description of the 

programs, services, and customers supported through statewide and agency contracts. 

https://comptroller.texas.gov/purchasing/publications/procurement-contract.php
https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=Tgmfh1
https://dir1.sharepoint.com/:f:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures?csf=1&web=1&e=0K9feI
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3. Procurement Fundamentals describes the procurement cycle, methods, and processes 
related to simple and routine procurements, complex internal procurements, and 
procurement projects supporting statewide enterprise, cooperative, or 
telecommunications contracts. 

4. Procurement This section outlines the groups that perform the procurement function 
in CPO, the key activities performed, and identifies the roles and responsibilities for 
performing the activities within each stage of the procurement cycle. 

5. Contract Services describes the analysis, review, and compliance support to 
procurement and contracting functions, including market research, procurement and 
contract compliance with audit standards, vendor sales reporting and administrative 
fee payment management, and contract compliance management. 

6. HUB, Outreach, and Training describes the CPO role managing the statewide and 
internal HUB programs and the integration of this function with procurement and 
contract management, including managing reporting requirements. Another key 
component of this team includes the development and management of customer and 
vendor outreach and training. 

7. Contract Management Fundamentals describe the contract management cycle, and the 
integration of the work performed across the cycle with all CPO sections, including 
contract formation integration with Procurement, and contract management 
integration with Contract Services and HUB, Outreach, and Training. 

8. Contract Management This section outlines the groups that perform the contract 
management function in CPO, the key activities performed, and identifies the roles and 
responsibilities for performing the key activities within contract management. 

9. Cross-Cycle Procedures describes procedures that are performed at intervals across the 
procurement and contract management cycle and are referenced throughout the 
Guide. 

2 CPO ORGANIZATION 

2.1 Authority 

The CPO conducts procurements on behalf of DIR. Additionally, the CPO must establish, 
administer, and oversee the use of information technology contracts by state agencies and other 
eligible entities. 

DIR staff should coordinate closely and engage CPO staff early in the procurement planning 
process. Additionally, all changes initiated to a contract must be coordinated with CPO staff. All 
employees are responsible and accountable for resources under their control and must adhere 
to DIR policies, administrative procedures and processes described in the Guide. These are the 
formal guidelines and procedures for all employees involved in the contract process, and 
together with the DIR Signature Matrix, establish who may approve a contract for the agency, 
who is responsible for contract planning and solicitation, contract negotiations, contract 
management, and contract oversight. 
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The CPO conducts its activities according to provisions of Texas Government Code (Gov’t Code) 
and Texas Administrative Code (TAC), among others, including: 

2.1.1 CPO 

Information Resources, Gov't Code Chapter 2054 

2.1.2 Procurement 

2.1.2.1 DIR A Procurements 

1. General Rules and Procedures, Gov't Code Chapter 2155 
2. Professional and Consulting Services, Gov't Code Chapter 2254 
3. Purchases of Commodity Items, 1 TAC, Chapter 212 
4. Procurement of Information Resources, 1 TAC, Chapter 217 
5. Statewide Procurement and Support Services, 34 TAC, Chapter 20 

2.1.2.2 STS Commodities Procurements, 1 TAC 215.43 
2.1.2.3 Enterprise Procurements, Gov’t Code Chapter 2054.378, 1 TAC 215.1 

1. Procurement of Information Resources, 1 TAC, Chapter 217 
2. Statewide Procurement and Support Services, 34 TAC, Chapter 20 

2.1.2.4 Cooperative Contract Procurements – Purchase of Automated Information 
Systems Gov't Code Chapter 2157 

2.1.2.5 Telecommunication Procurements, Gov't Code Section 2170.051 
2.1.2.6 Training in Contract Negotiation for Purchases of Information Resources 

Technologies; Gov’t Code Chapter 656.050 

2.1.3 Contract Management 

State Contracting Standards and Oversight, Gov't Code Chapter 2261 

2.1.3.1 DIR-A Contracts 
2.1.3.2 Enterprise Contracts 

1. Statewide Contract Management, Gov't Code Chapter 2262 

2. Interlocal Cooperation Contracts, Gov't Code Chapter 791 

2.1.3.3 Cooperative Contracts, Statewide Contract Management, Gov't Code Chapter 
2262 

2.1.3.4 Telecommunication Contracts 

2.1.4 HUB 

1. Historically Underutilized Businesses, Gov't Code Chapter 2161 
2. Historically Underutilized Businesses, TAC, Title 34, Chapter 20, Subchapter D 
3. Training Program Development, Gov't Code Section 656.052 

https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.050
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.050
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2254.htm
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=10&ch=212
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=10&ch=217
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=34&pt=1&ch=20
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=T&app=9&p_dir=P&p_rloc=205673&p_tloc=&p_ploc=1&pg=23&p_tac=&ti=1&pt=10&ch=215&rl=13
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054.378
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=T&app=9&p_dir=P&p_rloc=205946&p_tloc=&p_ploc=1&pg=38&p_tac=&ti=1&pt=10&ch=215&rl=13
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=10&ch=217
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=34&pt=1&ch=20
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2170.htm#2170.051
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.050
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2262.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.791.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2262.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2262.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2161.htm
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=34&pt=1&ch=20&sch=D&div=1&rl=Y
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.052
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2.2 CPO Organization 

The CPO consists of four (4) major functions that are supported by seven departments (7) that 
support procurement and administration of product or service contracts for DIR and on behalf 
of the state and other eligible customers. 

2.3 Roles and Responsibilities 

The roles and responsibilities of staff engaged in procurement, contract management, contract 
services and support programs, including HUB and training are generally described below and 
further delineated in process descriptions. 

2.3.1 Procurement 

The procurement function is divided across five (5) distinct teams with responsibilities for 
establishing contracts to support DIR’s mission. These teams are responsible for procurement 
activities that support statewide and internal purchases. Additionally, in coordination with DIR’s 
HUB, Outreach, and Training team, procurement is responsible for the development and delivery 
of training, including IT Negotiation. 

The five (5) teams that comprise DIR procurement and their primary responsibilities are: 

2.3.1.1 DIR Administrative (DIR-A) Procurements 

Solicitation development and contract management for internal customers. 

2.3.1.2 STS Commodity Procurements 

STS Commodities provides oversight of IT commodities procured by Service Component 
Providers (SCPs) for installation in the STS environment by a DIR Customer. 

2.3.1.3 Enterprise Procurements 

Solicitation development and management for statewide customers. 

Template development for DIR and its customers. 

2.3.1.4 Cooperative Contracts Procurements 

Solicitation development and management for statewide customers. 

Template development for DIR and its customers. 

2.3.1.5 Telecommunication Procurements. 

Solicitation development, and management for statewide customers 

Template development for DIR and its customers  

2.3.2 Contract Services 

The Contract Services team is responsible for reporting, analysis, compliance monitoring and 
systems support activities for DIR’s program and contract portfolio, including: 

1. Market research; 
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2. Analytics and reporting, including:; 
a. Vendor sales; and 
b. Administrative fee. 

3. Vendor reporting compliance checks; 
4. System administration for all CPO approved tools (i.e., Salesforce, DocuSign, BidStamp); 
5. DIR procurement and contracting compliance; 
6. Public Information Request (PIR) and Audit coordination; 
7. Innovation and tools; and 
8. Quality Assurance reviews of procurement materials (Evaluation/Review Plans, 

Evaluation tools, Pricing tools). 

2.3.3 HUB, Outreach, and Training Team 

The HUB, Outreach, and Training (HOT) team is responsible for DIR compliance with Gov't Code 
Chapter 2161 and 34 TAC 20 Subchapter D, and developing, organizing, and delivering 
customer and vendor training regarding DIR contracts, IT procurement and contracting, and 
other identified customer/vendor needs affecting DIR’s ability to deliver services. For DIR 
procurements, HOT provides solicitation notifications to minority and trade organizations to 
increase prime and subcontracting DIR HUB utilization and participation. 

Program responsibilities extend to agency and statewide procurement and contract 
management practices and include: 

1. HUB Compliance; 
2. HUB Program Outreach and Training; 
3. IT Negotiations training in coordination with Procurement (refer to Gov't Code 

Sections 656.050-656.052); and 
4. Certification Training (in coordination with Contract Management and Procurement). 

2.3.4 Contract Management  

The Contract Management team is responsible for administering all DIR contracts. Contract 
management is made up of the following teams: 

2.3.4.1 Shared Technology Services (STS) 

The STS program delivers managed services to eligible customers through multiple Service 
Component Providers (SCP) that provide: 

1. Data Center Services (DCS), including, but not limited to: 
a. Technology Solution Services (TSS); 
b. Texas Private Cloud (TPC); 
c. Public Cloud Manager (PCM); 
d. Mainframe Services; 
e. Print, Mail, and Digitization; 
f. Security Operations; and 
g. Identity Access Management (IAM). 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2161.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2161.htm
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=34&pt=1&ch=20&sch=D&div=1&rl=Y
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.050
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.050
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2. Managed Security Services (MSS); 
3. Texas.gov, including, but not limited to:, 

a. Texas.gov Constituent Payment Portal and 

b. Texas.gov Services 

4. TDIS IAMA1 
5. Open Data Portal (ODP) 
6. Other services 

 
New services may be added or existing services many be combined as technology evolves. 

2.3.4.2 Telecommunications Services 

In coordination with the program’s oversight authority, DIR’s Communications Technology 
Services (CTS), these services provide: 

1. Capitol Complex Telephone System, for agencies in the Capitol Complex 
2. Texas Agency Network (TEX-AN), including voice and data offerings 
3. Other services including wireless, conferencing, and managed services 

2.3.4.3 Cooperative Contracts 

Cooperative Contracts is comprised of Automated Information Systems (AI) procurements that, 
for the most part, are competitively bid and negotiated. Contracts established through this 
program are established for customer use as defined in Gov’t Code 2157.068(j). These entities 

 

 

1 New service procured in FY 23/24 and will be established in FY 25. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.068
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can negotiate further discounts to DIR’s established cooperative contracts to fulfill their 
technology needs and streamline their acquisition process. 

2.3.4.4 Bulk purchase initiatives for IT hardware, software, and technology services 

Gov't Code Section 2157.068(e-3) provides that state agencies making purchases under DIR Bulk 
Purchase Agreements are not bound by competitive requirements or dollar thresholds otherwise 
required when making IT commodity purchases for hardware, software, and technology services. 
DIR may enter into a bulk purchase initiative if: 

1. a customer identifies the bulk purchase on the annual survey sent out by DIR; 
2. a customer requests the bulk purchase and DIR determines that there is sufficient 

demand for the bulk purchase; or, 
3. a vendor offers a bulk purchase and DIR determines it is in the best interest of the 

state. 

2.3.4.5 DIR-A Contracts 

DIR-A Contracts are comprised of purchases made by DIR-A Procurement and Contracts  
division for DIR’s internal consumption. These purchases may include products or services and 
can be made utilizing any procurement method. 

2.3.4.6 SOW and Exemption Reviews 

Customer procurement support through the SOW review, exemption request review, and 
customer consultations. 

2.4 Professional Certification and Training 

DIR staff involved in procurement and contracting activities maintain certifications in compliance 
with guidance provided in the CPA’s PCMG. CPO maintains a list of certifications and duration of 
certifications on the CPO SharePoint site. 

2.5 Onboarding and Off-boarding New Hires 

CPO will follow the DIR General Employee Onboarding Standard Operating Procedure and the 
DIR General Employee Separation Standard Operating Procedure to onboard and perform 
employee separations. Special care will be taken when determining what system access is 
necessary. For New Regular Employees, the CPO director will follow the most current DIR 
General Employee Onboarding Procedure. For staff that are leaving DIR, the CPO director will 
follow the most current DIR General Employee Separation Procedure. 

2.5.1 Requesting Access to CAPPS Financials 

Certain CPO jobs require access into the CPA’s CAPPS financial system. Generally, Contract 
Managers (CAM I and CAM II) require full access to the system and procurement leads require 
read-only access. This access is reviewed every six (6) months by the DIR Agency Security 
Coordinator(s) (ASCs). Director-level approval is required for this access as well as completion of 
the CPA’s Comptroller’s Public Information Summary Disclosure Manuel for Employees and 
Contractors and the Confidential Treatment of Information Acknowledgement. This is in addition 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.068
https://comptroller.texas.gov/purchasing/publications/procurement-contract.php
https://fmx.cpa.texas.gov/fmx/forms/SummaryDisclosureManual.pdf
https://fmx.cpa.texas.gov/fmx/forms/SummaryDisclosureManual.pdf
https://fmx.cpa.texas.gov/mt/fmx/forms/security/index.php
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to the required training that all DIR employees must complete, including the cybersecurity 
training. 

2.5.1.1 Onboarding a New Employee 

The IT Move/Add/Change Request form should be completed by the hiring manager prior to 
the employee’s start date. In the “COMPUTER Applications Needed” section, check the “Other” 
box and enter CAPPS Financial and specify the activity that needs to be performed (i.e., upload 
contract documents, review purchase orders, etc.). If known, the hiring manager should 
reference another staff with similar job functions that can be used for cloning the permission set. 

2.5.1.2 Requesting Access for a Current Employee 

For employees who need access to CAPPS, the Director must submit a request to the DIR 
Agency Security Coordinator (ASC), one of which is in Finance and the other in CPO. The 
employee must have completed the CPA’s Comptroller’s Public Information Summary Disclosure 
Manuel for Employees and Contractors and the Confidential Treatment of Information 
Acknowledgement forms, certifying that they have read and complied. This is in addition to the 
required training that all DIR employees must complete, including the cybersecurity training. The 
ASC will notify the Requestor of ticket completion and to confirm that access is in place. The 
ASC can adjust user roles/permissions and submit changes to the CPA. 

2.5.1.3 Periodic Reviews 

The CPO ASC reviews system access every six (6) months and makes any necessary adjustments. 
All directors in CPO should cooperate with this review in order to expedite the process. 

2.6 Signature Authority (for approvals, contracts, and amendments) 

The procurement lead or contract manager is responsible for checking the approved DIR 
Signature Matrix to ensure that procurement or contract-related documents are routed 
correctly, and that all required signatures are secured. 

The procurement lead or contract manager is responsible for gaining the necessary approvals 
and routing a contract for DIR approval and signature according to the projected value over the 
life of the contract, including all allowable renewals and extensions. Further, the procurement 
lead or contract manager is responsible for working with the Office of the General Counsel to 
determine which contract actions must be presented and approved by the DIR Board. 

Delegation of signature authority does not eliminate CPO review and approval prior to the 
execution of the contract, agreement, service, agreement, statement of work, or amendment.  

2.7 Prohibited Technologies 

DIR shall maintain a Prohibited Technologies list of products and services that have been 
deemed unacceptable for use by either federal or state authority. Procurement officials and 
contract managers will check the list periodically to ensure that DIR does not contract with any 
company on this list. Procurement leads will check this list at submission and prior to award to 
ensure that no vendor on the prohibited brand list is awarded a contract. Contract managers will 

https://fmx.cpa.texas.gov/fmx/forms/SummaryDisclosureManual.pdf
https://fmx.cpa.texas.gov/fmx/forms/SummaryDisclosureManual.pdf
https://fmx.cpa.texas.gov/mt/fmx/forms/security/index.php
https://fmx.cpa.texas.gov/mt/fmx/forms/security/index.php
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
https://dir.texas.gov/information-security/prohibited-technologies
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periodically review contract offerings, prior to renewals and as the prohibited technologies list is 
updated. 

2.8 CPO Repository and Systems Management 

Multiple systems and applications are used to maintain the procurement and contract files to 
comply with records management and retention policies. Each contract must have a structured 
filing system for the procurement and contract records. CPO staff are responsible for 
maintaining and updating procurement files, contract files, performing data entry, managing 
deliverables, documenting correspondence, running, and reviewing reports, invoicing, and other 
contracting artifacts. 

1. SharePoint Procurement and Contract Management Library and Repository 
This site allows the procurement leads to manage solicitation documents and data related to 
the procurement activities and allows for the contract managers to upload contract 
documents and maintain all contract related documentation. CPO staff use SharePoint for 
collaboration and document management. 
2. Salesforce 
This is the official database of record for all DIR procurement and contract management. It is 
a management tool used by CPO staff for documenting procurement-related activities and 
monitoring contracts. It may include documentation of solicitations (RFOs), vendor 
participants, vendor sites, cost avoidance, contract details, RFO information, sales, the path 
to a BidStamp SharePoint locations, documentation of vendor compliance checks, resellers, 
subcontractors, products, services, commodity items, dashboard reporting, contract roles, 
change orders, late sales reports, HSP documents, contract histories, amendments, contract 
expiration dates and notes. 
3. BidStamp 
Serves as DIR’s eProcurement application on the Salesforce Platform that allows for digital 
procurement process, generating document templates, automating workflows, and 
streamlining solicitations and contracts throughout the procurement cycle. Some 
Cooperative Contracts documentation, such as vendor compliance checks, are stored in a 
BidStamp SharePoint location. BidStamp also serves as the Vendor Information System (VIS) 
Portal for setting up vendor accounts requests, management of information and portal for 
submitting vendor sales reports. Reference the VIS Portal Training Guide for additional 
information. 
4. Centralized Accounting and Payroll/Personnel System (CAPPS) 

CAPPS Is part of the Statewide Enterprise Resource Planning (ERP) system that provides 
financial software solutions for Texas state agencies. The Accounts Payable, Purchasing, 
Customer Contracts, Billing and Accounts Receivable are a few of the modules that allow 
contract managers visibility to financials and view purchase orders and payments to vendors. 
CAPPS is used by Contract Managers to load contract documents to include RFO and 
completed amendments. 

5. DocuSign 
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This application allows CPO staff to obtain digital signatures regarding procurement and 
contracting related matters. 

6. Vendor Sales Report (VSR) Portal 

The application allows vendors to report all sales made under a DIR contract. Contract 
Services staff review the purchases and base administrative fees owed by each vendor on 
the results of those reviews. 

7. Business Objects 

Business Objects is a reporting and analytics tool for business intelligence that is used to 
query various databases, including the Data Warehouse that houses the Vendor Sales Report 
data. Business Objects consists of multiple layers, called Universes, that allow data to be 
normalized before being reported. 

8. T: Drive 

A secure network location used for back-ups for most program areas. For STS, this is the 
primary location of all contract files, with STS program documentation residing in 
ServiceNow. 

9. NetPlus 

For telecom contracts, pricing for contracts is stored and is used for quarterly reporting. 

10. FTP 

Receive reports for Telecom. 

3 PROCUREMENT FUNDAMENTALS 

3.1 Overview 

 

DIR purchasers or procurement leads, collectively termed “procurement staff,” follow a standard 
procurement cycle for both simple and complex procurements. Procurement staff make simple 
and routine purchases through set aside programs, small dollar purchases, informal bidding, or 
state term, Texas Multiple Award Schedule (TXMAS), or certain DIR cooperative contracts that do 
not require a SOW using the planning factor elements described under the applicable procedure 
provided in this section (refer to DIR A Procurement) 

Alternatively, based on contract value, complexity, and user base, a procurement lead may be 
assigned to lead the planning, develop the solicitation, and conduct the procurement in 
coordination with project stakeholders. 



CPO Process Guide v. 1.2 Page 19 
Rev. 8/30/2023 

The timeline for a complex procurement can range from several months to a year or more, 
depending on the need for market research, the complexity of the requirements, the number of 
stakeholders and coordinating entities involved in the project, and maturity of potential 
technology solutions in the 
market (refer to Statewide or 
Complex Solicitation Projects). 

For internal purchases, the 
director identifies the 
approach for the solicitation, 
whether direct acquisition or 
project-based, and manages 
the procurement according to 
each of the procurement cycle 
stages. This process may 
encompass a variety of shared 
and independent activities, 
based on the procurement and 
contract type, solicitation 
method, value, and 
complexity, among other 
considerations. Both STS and 
Cooperative procurements 
follow a similar approach to 
the statewide or complex 
procurements described in 
Section 4 Statewide or Complex Solicitation Projects. 

3.2 Law of Agency 

The State Purchase and General Services Act, Subtitle D of Title 10 of Texas Gov’t Code 
established the CPA as the central purchasing agent for the State of Texas. 

Only those personnel authorized, in writing, to act as purchasing agents on behalf of DIR may 
obligate state funds by issuing and signing Purchase Orders (POs). Purchases shall be made 
following the State Purchase and General Services Act, CPA rules and procedures, and DIR rules, 
purchasing policies, and procedures. 

3.3 Purchasing System 

DIR uses the Centralized Accounting and Payroll/Personnel System (CAPPS) for purchasing. 

Purchasing and procurement staff are responsible for reviewing all Purchase Requisitions (PRs) 
for compliance with applicable laws, regulations, codes, and with DIR policies, and procedures. 
The responsibility and authority for purchasing goods and services, and for determining the 
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proper methods of procurement, is vested in Procurement. No purchase of goods or services 
shall be binding on DIR until a written contract or PO is issued and administered by DIR. 

3.4 Competitive Purchasing 

DIR’s policy is to use competitive purchasing whenever possible. Competitive purchasing 
requires advertisement, opportunity to bid, and use of competitive specifications to ensure all 
interested parties to be placed upon the same plane of equality; and respond to the same terms 
and conditions. 

The purpose of competitive purchasing is to stimulate competition, prevent favoritism, and 
secure the best value for the State of Texas. 

3.4.1 Tax Exemption 

DIR is exempt from paying federal excise and state sales taxes on purchases. CPO can furnish a 
tax exemption certificate upon request. 

3.4.2 Payment 

Unless otherwise specified on the purchase document, payment will be made in thirty (30) 
calendar days by Accounts Payable upon receipt of an approved invoice, in accordance with the 
Prompt Payment Act (Gov't Code Section 2251.021). 

3.4.3 Advanced Payments 

Generally, DIR is not authorized to prepay for goods or services. However, DIR does allow 
advanced payment for some purchases such as magazine subscriptions, membership dues and 
registration fees. In consultation with the Office of General Counsel and the Chief Financial 
Officer, DIR may also prepay for services as part of a negotiation for a substantial discount. 

3.5 Use of Electronic Approvals 

DIR utilizes electronic workflow management and electronic approvals for all solicitations, 
contracts, and contract amendments. For reviews and approvals of contracts, the electronic 
approval will be re-routed if an error is found in any of the contract related documents. Minor 
changes that do not affect the contract and administrative changes may be corrected on the 
envelope or through comments if the procurement leads finds it appropriate to do so. 

3.6 Identify Program Area Need 

A DIR requester may trigger procurement start-up by identifying a procurement need. The 
requester is responsible for justifying and obtaining funding approval for the need. To fulfill a 
need, a program area should be positioned to achieve its goals, objectives, legislative mandates, 
funding requirements and approved Board plans. The requester should conduct a needs 
assessment to determine the necessity, nature and scope of the acquisition and its alignment 
with these factors. In the case of a Cooperative procurement, the need is evaluated by customer 
demand, existence of prior contracts, and other factors. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2251.htm#2251.021
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3.7 Granting Access Rights to Procurement Folders and Systems 

Procurement leads and personnel will use the IT Help Desk ticketing system to initiate and 
terminate access right to specific procurement folders. Generally, procurement oversight 
(SEB/SSA or designated oversight for that project) will be granted non-restricted access to all 
procurement folders. For evaluators, access should be given to all materials necessary to 
perform assigned evaluations, including read-only access to responses (or copies), personalized 
evaluation sheets, and evaluation training materials. Immediately upon completing their duties, 
an additional IT Help Desk ticket should be entered to terminate access. 

Cooperative Procurement staff grant access to the BidStamp system for evaluators to perform 
their function, and through means of an IT Help Desk ticket for DIR staff that have not previously 
been granted IT access to BidStamp. CPO staff all have access to the BidStamp system and are 
added as evaluators through the “Modify Permissions” feature in BidStamp. Once evaluations 
are completed and submitted in BidStamp, additional changes are not permitted by the system. 
Regular audits of access rights should be conducted by the procurement lead to ensure the 
integrity of the procurement process. 

3.8 Supplementing the Centralized Master Bidders List (CMBL) 

In order to increase the vendor pool, there may be a need to supplement the CMBL. The Chief 
Procurement Officer has been delegated the authority to review and approve all requests to 
supplement the CMBL, including requests to include more HUBs or to include more vendors in 
the potential bidding pool. This delegation will be reviewed each September of odd numbered 
years, beginning September of 2025 and is subject to any related statutory changes. 

For each procurement, the procurement lead will seek CPO approval to supplement the CMBL, if 
applicable. 

3.9 Documentation 

DIR uses Salesforce to track and document agency solicitations. The procurement information is 
entered into Salesforce. Salesforce is used to generate a posting number for each RFO and to 
track the information about the procurement through contract award. 

Procurement files for each solicitation, no matter the size, are maintained in a secure location. 

Under no circumstances should procurement leads reveal confidential procurement information 
to anyone not on the procurement team. This includes scheduling meetings with the documents 
attached to the meeting notice. Additionally, there are specific memorandums to the 
procurement file documenting specific project related events. 

3.9.1 Procurement File 

The procurement lead must establish sound document management practices, for both paper- 
and electronic-based records related to the solicitation and contract. The procurement lead 
must establish a procurement file which contains all required information related to the 
solicitation. 
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State law requires an agency to retain each contract and all contract solicitation documents 
related to the contract for a period of seven years following the later of the completion or 
expiration of the contract or following the resolution of all issues that arise from any litigation, 
claim, negotiation, audit, open records request, administrative review, or other action involving 
the contract or documents are resolved (refer to Gov't Code Section 441.1855). 

The procurement file provides an account of an agency’s actions and decision-making in the 
procurement process. All acquisitions, regardless of complexity or dollar value, must be properly 
documented with a complete record of activities and decisions related to the development and 
award of a purchase and any resulting amendments, extensions, termination, and closeout. 

The CPO maintains the agency’s hard-copy and electronic-copy of procurement files. The 
contents of each of these files are official agency documents and are subject to the Public 
Information Act (PIA). It is essential that an accurate record be maintained for each solicitation. 
Whether a procurement event is conducted through BidStamp, email (SOW issuance), or 
advertised on the ESBD, the procurement file is assembled as the formal documentation. 

A solicitation document that is an electronic document must be retained in the document's 
electronic form. An electronic form of a solicitation document may be printed and retained in 
paper form; however, the electronic form must be preserved, including any formatting or 
formulas that are part of the electronic format of the document (refer to Gov’t Code Section 
441.1855). 

3.9.2 Non-Disclosure Agreement and Conflict of Interest Form 

A Non-Disclosure Agreement (NDA) is a legally enforceable contracts that create a confidential 
relationship between a person who has sensitive information and a person who will gain access 
to that information. The DIR NDA prohibits the sharing of information regarding procurements 
with anyone not within the agency. The process is initiated upon hiring into DIR and is repeated 
on an annual basis. This process if overseen by the DIR’s People and Culture Office. 

A Conflict of Interest Form is required for all procurement team members who have a decision-
making role in the procurement. A state agency employee or official is required to disclose any 
potential conflict of interest specified by state law or agency policy that is known by the 
employee or official at any time during (1) the procurement process, from the initial request for 
bids for the purchase of goods or services from a private vendor until the completed final 
delivery of the goods or services, or (2) the term of a contract with a private vendor. 

3.9.3 Project Departure Memo 

Memorandum detailing the departure of a project team member, including the effective date of 
the departure, the progress of the solicitation as of the effective date (expressed in either phase 
or percentage complete), and any other pertinent details. When a solicitation team member 
leaves a solicitation project prematurely, the procurement lead completes a Project Departure 
Memorandum and reviews with their Director and the assigned general counsel. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.441.htm#441.1855
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.441.htm#441.1855
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.441.htm#441.1855
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=wed8616d431a84d4497973d67357b2a00&csf=1&web=1&e=pIeKd4
https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Draft%20Archive%20-%20For%20Reference%20Only/Project_Departure_Memo.docx
https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Draft%20Archive%20-%20For%20Reference%20Only/Project_Departure_Memo.docx
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3.9.4 Approval to Move to Next Phase Memo 

The Approval to Move to Next Phase Memo is a memorandum to file detailing the approval to 
move from one phase to another as the procurement progresses. For cooperative procurements, 
the memo may be combined with another memo, such as recommendation for negotiations 
memo. 

3.9.5 Evaluator Qualifications Memo 

Required for solicitations for contracts expected to exceed $20 million. Evaluator Qualification 
Memo details the specific qualifications of an evaluator to serve in that role on a particular 
solicitation. 

3.10 Compliance Checks 

All procurements are subject to vendor compliance checks prior to award. At a minimum, the 
following checks will be performed: 

1. CPA Debarred Vendor List check; 

2. SAM Vendor check: must be completed no more than seven (7) days prior to contract 
award; 

3. Iran, Sudan, & Foreign Terrorist Organization checks; 

4. Boycott Israel check; 

5. Energy Company Boycott check; 

6. Warrant Hold Status check: must be completed no more than seven (7) days prior to 
contract award in compliance with statute; and 

7. Franchise Tax Status check. 

If a vendor appears on a check for items 1-5, the contract will not be awarded and negotiations 
shall cease. 

It a vendor appears on the Warrant Hold Status check, DIR will notify the vendor of the hold and 
will proceed with the award. 

If a vendor appears on the Franchise Tax Status check, DIR may notify the vendor and give them 
a reasonable amount of time to cure the deficiency subject to approval of the CPO. 

3.11 Vendor Protest 

3.11.1 Purpose 

The purpose of the Vendor Protest procedure is to provide step-by-step instructions for formal 
protest during solicitation, evaluation, or award of a contract by DIR. This should be read in 
conjunction with 1 TAC 201.1(a). This DIR rule and this Vendor Protest procedure are formulated 
to comply with Gov’t Code Section 2155.076. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=cD1fDK
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_to_File_EvalQuals_Template_v1.docx?d=wb2c8e85ce8f74104a5aa0ad25744ce9f&csf=1&web=1&e=S44bTS
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_to_File_EvalQuals_Template_v1.docx?d=wb2c8e85ce8f74104a5aa0ad25744ce9f&csf=1&web=1&e=S44bTS
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=T&app=9&p_dir=P&p_rloc=153001&p_tloc=&p_ploc=1&pg=7&p_tac=&ti=1&pt=10&ch=201&rl=7
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.076


CPO Process Guide v. 1.2 Page 24 
Rev. 8/30/2023 

Any protesting party—actual or prospective bidder, offeror, or contractor, who believes it has 
been aggrieved in connection with the solicitation, evaluation, or award of a contract—may 
formally protest to the DIR'S Chief Procurement Officer (CPO). Formal protests must conform to 
the requirements of this Vendor Protest procedure. The Vendor Protest procedure addresses 
requirements for protest: 

1. Specifications 
2. Submission 
3. Determination 
4. Appeal 
5. Referral 
6. Documentation management 
7. Associated references 

3.11.2 Source Documents and Resources 

The following sources were used in formulating this procedure: 

1. 1 TAC 201.1 (a) – Establishes procedures for vendor protest within DIR. 
2. Gov’t Code Section 2155.076 – Requires each state agency by rule to develop and 

adopt protest procedures for resolving vendor protests relating to purchasing issues. 

3.11.3 Overview 

The Vendor Protest procedure provides instructions to specify, submit, determine, appeal, refer, 
and document formal protests. Additional operational activities, such as tracking and review of 
vendor protests, routinely occur and are outside the scope of this SOP. 

3.11.4 Description 

3.11.4.1 Specify 

A formal protest must be in writing, sworn, and contain: 

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

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

3. A precise statement of the relevant facts; 
4. An identification of the issue(s) to be resolved; 
5. Argument and authorities in support of the protest; and 
6. Proof that copies of the protest have been mailed or delivered to all respondents who 

have submitted bids, proposals or offers for the contract involved. A certification that 
copies were supplied to all interested parties with a list of the addresses the protest 
was sent to will be accepted as proof of delivery of copies. 

https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=1&pt=10&ch=201&rl=1
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.076
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3.11.4.2 Submit 

A formal protest must be received in the Chief Procurement Officer within ten (10) working days 
after the protesting party knows, or should have known, of the occurrence of the action which is 
protested. Copies of the protest must be mailed or delivered by the protesting party to DIR and 
all respondents who have submitted bids, proposals or offers for the contract involved. Names 
and addresses of such respondents may be obtained by sending a written request for the 
information to the purchasing office within DIR. 

3.11.4.3 Determine 

In the event of a timely protest as described in the Submit subsection, and an award has not 
been made, DIR will not proceed further with the solicitation or award of the contract unless the 
DIR Executive Director, after consultation with the Chief Procurement Officer, makes a written 
determination that the award of contract without delay is necessary to protect substantial 
interests of the state. 

The Chief Procurement Officer has the authority, prior to appeal to the DIR Executive Director, or 
his or her designee, to settle and resolve the protest concerning the solicitation or award of a 
contract. 

The Chief Procurement Officer may consult with legal counsel concerning the protest. 

The Chief Procurement Officer may solicit written responses to the protest from respondents 
who have submitted bids, proposals or offers for the contract involved and from other 
interested parties. Upon written request, the protesting party will be given notice of the request 
and any written responses received. 

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

If the Chief Procurement Officer determines no violation of rules or statutes occurred, he or she 
will inform the protesting party and each respondent who submitted a bid, proposal or offer for 
the contract involved by letter. The letter will set forth the reasons for the determination. 

In instances in which the contract has not been awarded, if the Chief Procurement Officer 
determines that a violation of the rules or statutes has occurred, he or she will inform the 
protesting party and each respondent who submitted a bid, proposal or offer for the contract 
involved by letter. The letter will set forth the reasons for the determination and the appropriate 
remedial action. 

In instances in which the contract has been awarded, if the Chief Procurement Officer 
determines that a violation of the rules or statutes has occurred, he or she will inform the 
protesting party and each respondent who submitted a bid, proposal or offer for the contract by 
letter. The letter will set forth the reasons for the determination and may conclude that the 
contract awarded is void. 
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3.11.4.4 Appeal 

The determination of the Chief Procurement Officer on a protest may be appealed by the 
protesting party to the DIR Executive Director or his or her designee. An appeal of the 
determination of the Chief Procurement Officer must be written and received in the DIR 
Executive Director's office no later than ten (10) working days after the date of the 
determination. The appeal will be limited to review of the determination. A copy of the appeal 
must be mailed or delivered by the appealing party to DIR and each respondent who submitted 
a bid, proposal or offer for the contract and must contain a certified statement that such copies 
have been provided. Failure of the protesting party to appeal the determination of the Chief 
Procurement Officer, within ten (10) working days after the date of the determination renders 
the determination the final administrative action of DIR on the protest. 

The DIR Executive Director, or his or her designee, may confer with the Office of General Counsel 
in reviewing the matter appealed. 

The DIR Executive Director, or his or her designee, will review the appealed protest, any requests 
for and written responses to the appealed protest from any respondent who submitted a bid, 
proposal or offer for the contract or other interested parties, the determination and the appeal. 

3.11.4.5 Refer 

The DIR Executive Director, or his or her designee, may refer the matter to the board for 
consideration at a regularly scheduled open meeting or issue a written decision on the appealed 
protest. If the matter is not referred to the board by the DIR Executive Director, or his or her 
designee, the decision of the DIR Executive Director, or his or her designee, is final. 

When a protest appealed as described in the Appeal subsection has been referred to the board: 

1. Copies of the appealed protest will be mailed to the board. 
2. All interested parties who wish to make an oral presentation at the open meeting at 

which the board is scheduled to consider the protest will notify the Office of General 
Counsel at least 48 hours in advance of the open meeting. 

3. The board may consider oral presentations and written documents presented by staff 
and interested parties, including the protesting party and any respondent who 
submitted a bid, proposal or offer for the contract. The board chair will set the order 
and length of time allowed for presentations. 

4. Board determination of the appeal will be by duly adopted resolution reflected in the 
minutes of the open meeting, and will be final. 

5. Unless good cause for delay is shown or the board determines that a protest or appeal 
raises issues significant to procurement practices or procedures, a protest or appeal 
that is not filed timely will not be considered. 

A decision issued by the board in open meeting, or in writing by the DIR Executive Director, or 
his or her designee, or in writing by the Chief Procurement Officer, that is not appealed in a 
timely manner, will be the final administrative action of the department. 
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3.11.4.6 Document 

DIR will maintain all documentation on the purchasing process that is the subject of a protest or 
appeal in accordance with the retention schedule of DIR. 

3.11.5 Records Management 

Records related to or produced by executing this Vendor Protest procedure are stored, 
maintained, and pending approval, disposed of according to the requirements of the DIR 
Records Retention Schedule and State Records Management laws. 

3.12 Transition to Contract Management 

Contract management duties will commence upon transition of the awarded contract by the 
procurement lead to the assigned contract manager. This transition may be in the form of an 
email or meeting, depending on the level of involvement of the contract manager in the 
procurement process. If the contract manager needs additional information to perform contract 
management duties, the contract manager may request a meeting at any time. 

4 PROCUREMENT 

All groups follow the guidance in the most recent version of the PCMG. In the event of any 
discrepancies with this guide and the PCMG, the PCMG is followed. Under DIR’s statewide 
procurement authority, DIR establishes and manages the following types of procurements for 
the establishment of contracts: 

1. Shared Technology Services Commodities Procurement 
2. DIR-A procurements for DIR’s internal use (Gov’t Code 2156) 
3. Cooperative Contracts for IT commodity items (Gov't Code Section 2157.068). 
4. Enterprise Procurements for Shared Technology Services, including Private Cloud, 

Public Cloud, Print/Mail/Digitization and supporting SOWs, as needed (refer to Gov't 
Code Sections 2054.375-2054.392). 

5. Telecommunication services procurements (Gov't Code Section 2170.051). 

Generally, all procurement teams are responsible for: 

1. Serving as an agency representative on all matters pertaining to purchasing and 
procurement. 

2. Complying with the State Use Program requirements. 
3. Consolidating requisitions and purchases of like or common items, to obtain the 

maximum economic benefit and cost savings. 
4. Determining the most appropriate procurement method and venue to obtain the 

required goods and services. 
5. Working with DIR departments/divisions to establish standardization of goods and 

services within a competitive environment. 
6. Encouraging full and open competition. 
7. Posting to the Electronic State Business Daily (ESBD), acting as the central point of 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2156.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.068
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2054.htm#2054.375
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2054.htm#2054.375
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2170.htm#2170.051
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contact, conducting evaluations, conducting negotiations, and awarding contracts. 
8. Reporting HUB statistics to the HUB Coordinator regarding number of HUB offers 

received, number of awards made to HUBs and other data as requested. 
9. Maintaining the agency central procurement files. 
10. Keeping informed of current developments in the field of purchasing and 

procurement, including but not limited to prices, market conditions, and new products. 
11. Attending procurement-related training classes in order to maintain the certification 

requirements for the Certified Texas Contract Developer (CTCD) formerly known as 
Certified Texas Purchasing Manager (CTPM), and Certified Texas Contract Manager 
(CTCM) established by SPD. 

12. Promoting good-will and public relations between DIR and the vendor community. 

4.1 STS Commodities Procurement 

The Shared Technology Services (STS) IT Commodities program procures software, Software as a 
Service (SaaS), and Platform as a Service (PaaS) products for use by DIR Customers in the STS 
environment. These purchases are a joint effort of the DIR Customer, the Service Component 
Providers (SCP) for public or private cloud; and mainframe and the STS IT Commodities program 
within DIR Enterprise procurement. 

The purchases are made through DIR Cooperative contracts or the on open market if the 
requested product is not available through a Coop contract. These purchases include new 
software or SaaS and renewals of existing products. 

Any procurement for this program starts with the DIR Customer. The Customer is responsible 
for: 

1. Determining its software needs; 

2. Providing justification, when needed, for the software request;  

3. Ensuring Customer funds are available; 

4. Providing Conflict of Interest Forms, Non-Disclosure Agreements (for procurements 
over $25K), and Nepotism Forms (for procurements over $1M) or certifying in the 
ServiceNow ticket that these items exist and are available upon request by DIR (within 
24 hours); 

5. Submitting the procurement request in ServiceNow; and 

6. Responding to subsequent actions in ServiceNow to include providing documentation 
as requested and/or required. 

The SCP coordinates these procurements and issues the PO. The SCP is responsible for: 

1. Determining if a DIR Cooperative Contract is in place; 

2. Processing STS Customer procurement request, either through a Cooperative contract 
or an open-market procurement (if no Cooperative contract exists), 
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3. Following procurement thresholds as appropriate; 

4. Attaching required procurement documentation to the ServiceNow ticket; 

5. Obtaining vendor quote(s) for Cooperative contract purchases; 

6. Negotiating additional discounts for purchases from Cooperative contracts; 

7. Drafting an Invitation for Bid (IFB) for open market procurements; 

8. Creating the bid tab and documenting lowest price/best value determination; 

9. Coordinating with the DIR Customer on the final decision on the procurement 
awardee; and 

10. Issuing the PO for the purchase. 

The STS Commodities section within DIR Enterprise Procurement has oversight of these 
procurements and is responsible for:  

1. Approving bid tabs and confirming award recommendation when a competitive 
procurement is used; 

2. Posting open market procurements to the ESBD as required by procurement statute to 
include notification of the procurement to appropriate CMBL vendors and 
supplemental vendors (as approved by DIR CPO); 

3. Validating the required compliance checks,  

4. Validating the completion of the Procurement File Checklist and all supporting 
documentation for cooperative and open market procurements; and 

5. Providing procurement oversight by a Certified Texas Contract Developer (CTCD). 

NOTE: For STS Commodity purchases, procurement functions are not performed by either CPO 
staff or the STS Vendors until the Customer Demand is approved in accordance with the most 
recent version of the DIR Signature Authority Matrix. 

4.1.1 New Purchases from Cooperative Contracts: 

Cooperative contracts are the first choice for purchases for this program. The SCP should search 
the DIR website, and, if the product is available on a Cooperative contract(s), should use it/them 
to make the purchase. The quote requirements by value thresholds are:  

Cooperative Contract Purchases 

Estimated Contract Value Minimum Number of Vendors 

Not exceeding $50,000 One (1) Vendor 

Over $50,000 but not 
exceeding$1 million 

Three (3) Vendors (or all Vendors in the category if less 
than three (3)) 

https://dir1.sharepoint.com/sites/cpo/Process%20Guide%20and%20Documentation/Procurements-%20%20Cooperative%20How-To%20Documents/esbd_manual.pdf#search=ESBD
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20File%20Checklist_Template_v1.1.docx?d=w23acbc17707c4f4791bcac71bf8bc91c&csf=1&web=1&e=B4gncP
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
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Cooperative Contract Purchases 

Estimated Contract Value Minimum Number of Vendors 

Over $1,000,000 but not 
exceeding $5 million 

Six (6) Vendors (or all Vendors in the category if less 
than six (6)) 

Over $5,000,001 but not 
exceeding $10 million 

Six (6) Vendors (or all Vendors in the category if less 
than six (6)) 

Contract Advisory Team (CAT) review may be required 

Over $10,000,000 Not eligible for cooperative purchases; must pursue 
open market 

If there are less than the minimum number of vendors for the price point of a purchase, SCP 
should consider requesting quotes from cooperative contract re-sellers – with a focus given to 
HUB re-sellers – to increase competition, increase HUB participation and get the best value for 
the purchase. 

Purchases over $10 million may not use Cooperative contracts. They must be made through the 
open market. 

4.1.2 New Purchases through Open Market Procurement 

If the requested item is not available on any Cooperative contract, the purchase must be made 
through the open market. The requirements for open market purchases by value thresholds are: 

Open Market 

Estimated 
Contract Value 

Exemption 
Required 

Additional Requirements Minimum 
Number of 

Vendor 

$0 to $10,000 No2 None One (1) Vendor 

 

 

2 Purchases of $10,000 or less have a blanket exemption to use the open market. If choosing this 
method, the SCP should include a screen shot of this exemption from the DIR website as an 
attachment to the ServiceNow ticket. 
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Open Market 

Estimated 
Contract Value 

Exemption 
Required 

Additional Requirements Minimum 
Number of 

Vendor 

$10,001 to $25,000 Yes3 None Three (3) 
Vendors 

$25,0014 to 
$100,000 

Yes Posting to ESBD No minimum 

$100,001 to $5 
million 

Yes Historically Underutilized Business 
(HUB) Subcontracting 
Opportunities Form 

Hub Subcontracting Plan (HSP) 

Posting to ESBD (DIR) 

No minimum 

$5,000,001 to $10 
million 

Yes HUB Subcontracting Opportunities 
Form 

HSP 

CAT Review (DIR) 

Posting to ESBD (DIR) 

No minimum 

$10,000,001 to $20 
million 

No HUB Subcontracting Opportunities 

HSP 

CAT Review (DIR) 

Posting to ESBD (DIR) 

No minimum 

 

 
3 Open Market purchases greater than $10,000 require an exemption to allow the purchase to 
be made outside of the Cooperative program. Exemption requests are to be submitted through 
the Exemption Portal. 
4 Open Market purchases greater than $25,000 are posted to the ESBD by the STS Commodities 
section in accordance with procurement statute. 
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Open Market 

Estimated 
Contract Value 

Exemption 
Required 

Additional Requirements Minimum 
Number of 

Vendor 

$20,000,001+ No Notice of Intent to Procure posted 
at least two (2) months in advance 
of the solicitation posting 

HUB Subcontracting Opportunities 

HSP 

CAT Review (DIR) 

Posting to ESBD (DIR) 

No minimum 

Note: Purchase of proprietary and/or sole source items greater than $10,000 through the open 
market requires a proprietary/sole source justification prior to posting to the ESBD. 

4.1.3 Renewals 

Renewals are the exercising of optional terms that were included in the original contract.  In 
these cases, the renewals are entered into ServiceNow by the DIR Customer and the purchase of 
the renewal is completed by the SCP with oversight by DIR STS Commodities.  Vendor checks 
must be completed before the PO for a renewal is issued. 

4.1.4 Procurement File Documentation 

Procurement file documentation for purchases made through the STS IT Commodities program 
will be kept in accordance with the requirements and checklist provided in the State of Texas 
Procurement and Contract Management Guide. 

4.1.5 Template Management in ServiceNow 

Procedures (SMMs), templates, working instructions and other reference materials for the STS IT 
Commodities program are maintained in ServiceNow.  These documents are reviewed and 
updated as changes to processes and requirements dictate. 

4.2 DIR A Procurement 

DIR A Procurement is responsible for the acquisition of goods and services that meet the needs 
of the agency, while ensuring the goods and services acquired are of the best quality and at the 
lowest possible price for the specific identified need.  

Procurement staff must ensure that appropriate planning factors are identified, documented, 
and considered when determining a procurement approach. These factors include an 
assessment of the procurement need, estimate of cost, determination of authority, risk 
assessment, and resources required to support activities across the procurement cycle. In 
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keeping with Gov’t Code Chapter 2054.161, procurement staff must also ensure that data 
classification, data security, and data retention requirements are included in the project, as 
appropriate. 

4.2.1 Apply Procurement Authorities 

CPA SPD rules and procedures and other statutory provisions require state agencies to use 
procurement methods and sources established by the CPA and through statute. 

These rules and procedures govern: 

1. Emergency purchases 
2. Purchase of non-IT products that do not exceed $50,000 
3. Purchase of non-IT services that do not exceed $100,000 
4. Direct publications 
5. Purchases of perishable goods 
6. Distributor purchases 
7. Fuel, oil, and grease purchases 
8. Internal repair purchases 

Procurement authority delegated by statute and not through SPD includes: 

1. Professional Services (Gov't Code Chapter 2254 (A)) 
2. Consulting Services (Gov't Code Chapter 2254 (B)) 
3. Outside Legal Services (Gov't Code Chapter 2254 (D)) 
4. Interagency Contract (Gov't Code Section 771.002(1)) 
5. Interlocal Contract (Gov’t Code Chapter 791) 

DIR statutory authority encompasses the acquisition of automated information systems (AIS), 
including IT products and services, collectively termed “IT purchases” (refer to Gov't Code 
Section 2157.068). AIS products and services include: 

1. Computers and computer devices on which an information system is automated. 
2. Services related to the automation of an information system including computer 

software or computers. 
3. Telecommunications apparatus or device that serves as a component of a voice, data, 

or video communications network for transmitting, switching, routing, multiplexing, 
modulating, amplifying, or receiving signals on the network. 

As these programs are governed by separate government codes, they have unique exemption 
requirements. For example, agencies within the DCS program are required to have approved 
DCS exemptions in addition to any exemptions that may be needed or may have already been 
approved through the DIR Cooperative Contracts program. 

State agencies are required to obtain IT products and services through DIR’s Cooperative 
Contracts program unless the procurement is subject to an exclusion or exemption. DIR 
regularly evaluates and establishes blanket exemptions, as appropriate, due to a number of 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054.161
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2254.htm#2254.001
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2254.htm#2254.021
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2254.htm#2254.151
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.771.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.791.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.068
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.068
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factors, including availability through a set aside, urgency of the need, and certain time-based 
exemptions where DIR may not have an established contract for the period covered. 

Additionally, a blanket exemption exists when the contract value of the term of the IT 
commodity product or service is less than or equal to $10,000 or when the contract value 
exceeds $10 million. Refer to Cooperative Contracts – Blanket Exemptions. While statute 
prohibits state agencies use of a Cooperative Contract if the product or service exceeds $10 
million total contract value, they are afforded an opportunity to exceed this threshold through 
DIR’s Bulk Purchase Program (refer to Gov't Code Section 2157.068(e)). A customer may request 
that DIR initiate a bulk purchase at any time. If sufficient customer demand exists, DIR may 
undertake that bulk purchase. 

To determine the applicable monetary threshold for an IT commodity item procurement under a 
DIR contract, the dollar value of a contract does not include (refer to 1 TAC 212.1), 1) documents 
executed for purposes of encumbering funds but not constituting a binding transaction, or 2) 
any related document without an accompanying purchase order, including but not limited to 
statements of work, license agreements, maintenance agreements, or service agreements. 

4.2.2 General 

Goods and services are procured through the state purchasing delegated authority procedures 
using the small dollar, Invitation for Bids (IFB), or Request for Offer/Proposal (RFO/RFP) 
procurement methods. Whenever possible, templates will be utilized. 

Note: For contracts that require extensive implementation or transition prior to the go-live date, 
issuance of a PO may be delayed until after the implementation/transition period has 
concluded. LBB reporting should be delayed until the PO is fully executed and uploaded into 
CAPPS. See Section 7.5 Posting Contracts to the Legislative Budget Board for more information. 

The procurement lead, often in consultation with the CPO, Director, and a member of the Office 
of General Counsel, determines the procurement method and coordinates solicitation document 
drafting. This process includes determining the most effective method to acquire the products 
or services based on the specific details of the procurement and considering other factors that 
may drive a decision when alternate paths are available. As part of the process, the procurement 
lead will coordinate with the HUB, Outreach, and Training team to establish participation goals 
for minority- and women-owned and disadvantaged business enterprises.  

The procurement method (and solicitation type) is determined in part by: 

1. The type of product or service being procured; 
2. The anticipated cost; 
3. The anticipated need to negotiate specific aspects of the product/service (beyond cost 

elements); 
4. The existence of a master contract awarded by DIR or other state entity; and 
5. Statutory requirements surrounding the product or service (i.e., hosting, security, etc.). 

Other factors that may be considered include: 

https://dir.texas.gov/View-Contracts-And-Services/Pages/Content.aspx?id=3
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.068
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=1&pt=10&ch=212&rl=1
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1. The immediate need for the products or service; 
2. The remaining term of the master contract (where applicable); 
3. DIR standard procurement methods; 
4. Sensitivity of the product or service; and 
5. Other open procurements and any potential impacts. 

A complex internal solicitation may use an RFO or an SOW, based on existence of master 
contracts and contract value. 

4.2.3 Minimum Requirements for SPD Delegated Purchases 

DIR adheres to the guidance in the most recent version of the PCMG. 

DIR has adopted a policy to utilize HUB vendors for all purchases whenever possible. For 
purchases over $5,000, a minimum of two (2) HUB vendors will be solicited whenever possible. 
Procurement leads must use the CMBL to establish vendor selection for all non-AIS 
procurements over $10,000. Requests to supplement the CMBL must be approved by the 
agency head or CPO. 

If a Procurement Lead is unable to locate HUB vendors on the CMBL or any other available 
source, he or she must document in the procurement file indicating what sources were accessed 
and the result of the search efforts. 

4.2.4 Methods of Procurement 

Procurement staff shall work closely with the end user to determine the most appropriate and 
effective method of acquisition for each assigned request for purchase. 

The PCMG outlines in order the process for determining the appropriate procurement method. 
The following steps are provided to assist in determining the procurement method. 

4.2.4.1 Set-aside Purchases 

The PCMG has established the following programs as set asides. Use of these programs does 
not require a competitive procurement. 

1. Prison Made Goods governed by Gov’t Code Chapter 497, and 
2. the State Use Program authorized by Texas Human Resources Code Chapter 122. 

Before contacting any other vendor, Procurement staff must ensure these two (2) set-aside  
program entities are checked first. 

4.2.4.1.1 State Use Program Coordinator Position 

A Purchaser will be selected to serve as the designated State Use Program Coordinator, to 
ensure that the agency complies with Exception Reports, as provided by the Texas Council for 
Purchasing from People with Disabilities (Texas Human Resources Code, Chapter 122.0095). 
Exception reports are due on the 15th of each month. All Exception reports shall be submitted 
to the Internal Procurement Manager to review for accuracy, and completeness. The Internal 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.497.htm
https://statutes.capitol.texas.gov/Docs/HR/htm/HR.122.htm
https://statutes.capitol.texas.gov/Docs/HR/htm/HR.122.htm#122.0095
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Procurement Manager will approve the monthly report prior to release each month by the 
deadline of the 15th. 

4.2.4.1.2 Waiver for Set-Aside Program Use 

There may be instances when the product or services provided by WorkQuest, or TCI, do not 
meet the requirements or the needs of the end user. For example, delivery time may not meet 
the end users’ needs or the quality of the product may not be the same as the preferred 
product. In these instances, it is permissible to obtain a waiver from the set-aside program 
releasing the Purchaser/Procurement Lead from the obligation to purchase the item from one (1) 
of the set-aside programs. 

Quality, quantity, unit of measure (packaging), and delivery time are all factors that can justify an 
exception to purchasing from these entities. 

In order to obtain a waiver from purchasing through these set-aside programs, the respective 
waiver request form must be filled out and submitted to each entity for review and approval. 
Download the TCI Waiver Request Form (PDF) from the CPA State Purchasing website. 

If delivery time frame is a concern or price is lower through another Vendor, then a Prison Made 
Goods Act Waiver will need to be submitted to TCI, and TCI can either approve or deny the 
waiver request. If the waiver is denied, then an order should be processed with TCI through the 
CPA TxSmartBuy ordering system. TCI items include furniture, ergonomic seating, desks, 
shelving, lateral files, awards, printing needs, desk name plates, name badges, etc. If the waiver is 
approved, then the order processing is conducted directly with the selected vendor. 

1. If a custom quote is necessary, the order is processed directly to TCI without using 
TxSmartBuy. 

2. Price cannot be a justification for requesting a waiver from WorkQuest. 

4.2.5 State Contracts 

DIR is required to utilize the State of Texas Contracts, such as Term Contracts, DIR contracts, and 
Texas Multiple Award Schedule (TXMAS) contracts unless they fail to meet DIR’s needs. In such a 
case, the justification should be documented on the DIR PO and in the procurement file. 

4.2.5.1 Term Contracts 

DIR may purchase items from a Term Contract through the CPA. Information for term contracts 
may be found at the CPA State Purchasing website. 

Authority: 

1. Gov't Code Section 2155.062(a)(1) 

2. 34 TAC 20.220 

https://comptroller.texas.gov/purchasing/docs/tci-waiver.pdf
http://comptroller.texas.gov/procurement/
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.062
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.062
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=220
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4.2.5.2 Statements of Work 

As a state agency, DIR is required to follow the PCMG regarding the submission of SOWs to the 
DIR Portal for certain services that exceed $50,000.Texas Multiple Award Schedule (TXMAS) 
Contracts: 

Texas state agencies may purchase items from a TXMAS contract, which can be found on the 
CPA Texas SmartBuy website. If using this method, at least three (3) vendors included on the 
schedule to which the purchase relates must be solicited. If there are less than three (3) vendors 
on the schedule, all vendors must be solicited. DIR may negotiate a lower price that listed on the 
schedule. 

Authority: 

1. Gov't Code Section 2155.062 
2. Gov't Code Sections 2155.501-502 
3. 34 TAC 20 Subchapter C 

4.2.6 Small Dollar Purchase Procedure (“Spot Purchases”) 

Most of the Solicitations processed by the Purchaser will be small dollar (up to $10,000). 

Authority: 

1. Gov't Code Section 2155.132 
2. 34 TAC 20.82 

DIR purchasing policy is to utilize HUB vendors whenever possible and to award solely to HUBs 
(if available) for purchases below $10,000. Small dollar purchases can be awarded directly to a 
vendor without a procurement process. It is preferred that the DIR Procurement Card (P-Card) 
be utilized for individual purchases of less than $200. 

4.2.7 Use of Best Value Standard5 

Generally, DIR-A purchases are purchased on the basis of price alone. The CPO shall approve 
each contract for which the agency is required to purchase goods or services using the best 
value standard prior to the solicitation being issued. In such cases, DIR will document the best 
value standard used for the determining an awardee and acknowledge in writing at the 
conclusion of the solicitation that the agency complied with the DIR’s process and the PCMG in 
making the purchase. Factors which DIR may consider are:  

1. Installation costs; 
2. Life cycle costs; 
3. The quality and reliability if the goods and services; 
4. The delivery terms; 

 

 
5 TGC 2261.054 

http://www.txsmartbuy.com/contracts
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.062
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.062
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.501
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.501
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=34&pt=1&ch=20&sch=C&div=3&rl=Y
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.132
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=T&app=9&p_dir=N&p_rloc=204171&p_tloc=&p_ploc=1&pg=4&p_tac=&ti=34&pt=1&ch=20&rl=81
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.054
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5. Indicators of probable vendor performance, including past performance, the vendor’s 
financial resources and ability to perform, the vendor’s experience or demonstrated 
capability and responsibility , and the vendor’s ability to provide reliable maintenance 
agreements and support; 

6. The cost of any employee training associated with a purchase; 
7. The effect of a purchase on agency productivity; 
8. The vendor’s anticipated economic impact on the state or subdivision of the state, 

including potential tax revenue and employment; and 
9. Other factors relevant to determining the best value for the state in the context of a 

particular purchase. 

4.2.8 Informal Bid Procedure 

For purchases above $10,000 but not exceeding $25,000, purchasers must utilize the CMBL/HUB 
Directory to identify vendors that can provide the required goods or services. If the purchase is 
an IT Commodity purchase and is available on Cooperative Contracts, the procurement lead may 
award directly to the selected vendor without a procurement process. 

Note: For open market informal procurements, the Purchaser or procurement lead shall obtain a 
minimum of three (3) bids, at least two (2) of which shall be from HUB vendors who provide the 
required goods and services, if available. 

4.2.9 Open Market Formal Bid Procedures and Buying off of Master Contracts 

For purchases over $25,000, procurement leads and purchasers must solicit formal bids from all 
eligible vendors on the CMBL. For all awards over $25,000, VPTS reporting is required. See 
Section 7.15.3 Vendor Performance Reporting for more information. 

All formal Bid Solicitations must be advertised on the ESBD or sent in writing to DIR vendors. It is 
the policy of DIR to advertise formal Bid Solicitations on ESBD for a minimum of fourteen (14) 
calendar days for non-IT commodities. 

The formal procurement methods typically utilized by state purchasing staff to procure goods 
and services include the following: IFB, RFP, RFQ, and STS IT Commodities. The primary methods 
used by DIR Purchasing are detailed below. 

For IT commodities, the use of Cooperative Contracts is required unless an exemption has been 
received. For purchases between $25,000 and $50,000, an award may be made directly to the 
Cooperative Contracts vendor without the use of a procurement process. 

For all procurements greater than $25,000, a notice of contract award or non-award must be 
posted to the ESBD within two (2) business days. The procurement lead in coordination with the 
purchaser will post the ESBD Notice of Award including the following information: 

1. Requisition Number; 
2. NIGP Class/Item Code; 
3. Agency Name; 

https://www.txsmartbuy.com/esbd


CPO Process Guide v. 1.2 Page 39 
Rev. 8/30/2023 

4. Response Title; 
5. Dollar Amount Awarded; 
6. Response Status (e.g., full award, partial award, multiple award, canceled; 
7. HUB Certification Status; 
8. Vendor Name; and 
9. Vendor Address. 

4.2.9.1 Assess Risk 

The procurement lead should identify, document, and evaluate solicitation project risk factors, 
beginning with procurement objectives, project organization and requirements development. By 
conducting an assessment of current or anticipated risk and determining the probability and the 
impact should a failure occur, the solicitation team can develop a risk response that frames the 
solicitation and contracting strategy. The risk management plan may be updated at any time if 
issues are experienced with a specific contract. 

In addition to risks associated with procurement requirements, other factors that must be 
considered in evaluating and selecting a vendor for award include: 

1. The vendor’s previous experience with the type of work to be performed; 
2. The vendor’s past performance (and past performance of similar vendors); 
3. The dollar value of the contract; 
4. Acquisition involves (agency or vendor) confidential or propriety information; 
5. Acquisition involves products or services that are relatively new in the marketplace; 
6. Acquisition has an interdependency with other contracts; and 
7. Acquisition has statewide impact. 

4.2.9.2 Invitation for Bid (IFB) 

An IFB is the procurement method used when the requirements are clearly defined, negotiations 
are not necessary, and price is the only determining factor for selection. The typical award 
mechanism for an IFB is a purchase order. IFBs must be posted for a minimum of fourteen (14) 
days. IFBs may not be negotiated unless only one (1) bid is received. This method is not ideal for 
services. 

4.2.9.2.1 Receipt of Bids 

Bids must be submitted in accordance with the written documentation in the IFB. The 
procurement lead completes the administrative review, passing through only those vendors who 
met the timeline and provided all required documentation. 

4.2.9.2.2 Evaluation of Bids 

When all responses have been reviewed for compliance, the procurement lead enters the pricing 
into a table (the Bid Tab) in order to determine which has the lowest possible price. The lowest 
bid is forwarded to the business area for authorization to proceed. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/InvitationForBid_Template_v1.1.docx?d=wf35527f45a104108a182019ad38ddb7b&csf=1&web=1&e=Db5LfY
https://dir1.sharepoint.com/:x:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Bid_Tab_Template_v1.xlsx?d=wf5bf06921243406b8dde10b94d395c23&csf=1&web=1&e=RShHaE
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4.2.9.2.3 Award of PO/Service Agreement 

Once the low bid award is confirmed by the business area and there are no remaining issues to 
resolve, the procurement lead prepares the solicitation award. A PO is the appropriate award 
document when there are no services being procured. In the rare circumstance where an IFB is 
issued for services, a Service Agreement may be included in the award documentation. 

The procurement lead will notify the business area about creating and entering a Purchase 
Request (PR) for the procurement. Once routed and signed as a PO, the procurement lead will 
provide a copy to the business area and transition to contract management (if necessary) and 
complete any required reporting requirements. 

Posting a notice of award/non-award to the ESBD is required for all procurements greater than 
$25,000. The procurement lead or purchaser will post a notice of award/notice of non-award to 
the ESBD. 

4.2.9.3 Purchase of Services 

Authority: 

1. Gov’t Code Section 2155.061–087 
2. 34 TAC 20.206 

Purchasing rules require solicitation of all eligible CMBL vendors including HUB vendors and 
posting on the ESBD for purchase of services over $25,000. Any vendor not on the CMBL may 
request, in writing, to be provided with a copy of the Bid Solicitation. Non-IT services $100,000 
and greater per year require CPA approval prior to advertising. For IT services, DIR Cooperative 
Contracts must be used unless an exemption has been granted. 

An RFO or RFP is the procurement method used for services requiring negotiations. An RFO is 
used for the purchase of IT related products/services, and RFP is used for generic, non-IT related 
services. A Request for Qualification (RFQ) is appropriate for specific professional services. A 
statement of work (SOW) is used when there are existing master contracts that DIR wishes to 
utilize. 

The award mechanism is a contract. A purchase order for payment may be issued at the time of 
award or may be delayed until the completion of transition or implementation activities. 

4.2.9.3.1 Request for Proposal 

Authority: 

1. Gov’t Code Section 2156.121(a) 
2. Gov’t Code Section 2156.122 
3. Gov’t Code Section 2157.121(a) 
4. 34 TAC 20.208 
5. Gov't Code Section 2157.006(a)(2) 
6. 34 TAC 20.222 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.061
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.061
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=206
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2156.htm#2156.121
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2156.htm#2156.122
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.121
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=T&app=9&p_dir=N&p_rloc=182518&p_tloc=&p_ploc=1&pg=6&p_tac=&ti=34&pt=1&ch=20&rl=209
https://statutes.capitol.texas.gov/docs/gv/htm/gv.2157.htm#2157.006
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=222
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A Request for Proposal (RFP) is used when factors other than price will be considered, 
negotiations are desired, requirements cannot be described by detailed specifications in a 
purchase order, or the vendors are expected to provide innovative solutions. DIR will follow 
SPD’s Review and Delegation Process when using the RFP method for purchases of goods 
valued more than $50,000 and services greater than $100,000. 

4.2.9.3.1.1 Procurement Planning 

DIR-A procurements are planned on a yearly basis. Procurements are typically based on previous 
years’ procurements and on customer demand. During the annual planning process, decisions 
are made regarding the needs identified in the previous year, the workload associated with each 
proposed procurement, and the high-level schedule of each procurement. RFOs are required to 
be posted for a minimum of twenty-one (21) calendar days. 

4.2.9.3.1.2 Establishment of Procurement Oversight 

DIR-A Procurement utilizes the following Procurement Oversight. 

Chief Procurement 
Officer or Delegate

Procurement Oversight
Coop Procurement Director

Chief Technology Office
Business Area Owner

General Counsel

Procurement Lead

Procurement Team
Evaluators

Subject Matter Experts
Administrative Reviewers

 
During the Research and Pre-solicitation phase, the specific stakeholders are identified, and the 
names are roles are captured in the Procurement Project Management Plan (PPMP) 

The roles and responsibilities of DIR-A procurement teams may include: 

1. Advisors: Offer insight to specific areas (technical, financial, security, etc.); they may 
serve as the bridge between the SEB and evaluators, but function with SEB oversight 
when advising evaluators. 

https://comptroller.texas.gov/purchasing/contracts/pod/
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20PMP_Template_v1.1.docx?d=wabf0e5216b35450e9075a53c4b677825&csf=1&web=1&e=kCDgd7
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2. Evaluators: SMEs may also be called upon to serve as evaluators/reviewers to weigh a 
respondent’s response against the requirements of the solicitation. When serving as 
evaluators, each response is scored against specific criteria, scores of evaluators on 
consolidated and an overall score is determined for each response. In role of a reviewer 
is largely the same, except that instead of scoring each response, the reviewer will read 
and rank each response and have a facilitated meeting with the rest of the project 
team to agree-upon the ranking before completing their duties. 

3. Executive Management, made up of DIR’s Executive Director and Deputy Executive 
Director, makes the final determination regarding items escalated from the SSA and is 
ultimately responsible for any award decisions made. 

4. Project Manager: On some projects, a project manager may be assigned to help with 
scheduling of events and to generally manage the project. The procurement may be 
part of a larger agency initiative that the Project Management Office is tracking or may 
be requested by the procurement lead/CPO to assist on projects that have a tight turn-
around or are particularly sensitive. 

5. Stakeholders: Stakeholders represent sections that will be impacted by the solicitation 
project or resulting contracts. Stakeholders comment on project scope, review work 
products, participate in vendor demonstrations, provide information, and perform 
other activities that help ensure that the stakeholders’ needs are known to the 
solicitation team. 

6. Subject Matter Experts: Subject matter experts (SMEs) are designated resources who 
provide expert knowledge and a variety of skills, disciplines, or functional experiences 
applicable to the project. An outside entity to me be selected to serve as a SME in 
projects requiring specialized expertise not available within DIR. In addition to SME’s 
participating as non-voting members on the review team, the procurement lead may 
assign project-related tasks to SMEs. 

7. Procurement Team: All members involved in the purchase of good or services on 
behalf of DIR. 

4.2.9.3.1.3 Research and Post Pre-Solicitation Notice 

Conduct Initial 
Research

Kick-off 
Meeting?

Conduct Kick-off 
Meeting

Additional 
Information 
Required?

Conduct 
additional 
research, 

meetings as 
required

Close out 
Research and 
Document in 

Procurement File

Create Pre-
solicitation 

notice and Route 
for Approvals to 

Post

Start End ProcessYes

Yes

No

No

 
During the Research and Posting of the Pre-Solicitation Notice, the procurement lead works to 
gather and document the products/services being procured, noting anything of significance in 
the market, any changes or new technologies available, and any customer or vendor concerns 
regarding the products or services. This research may be accomplished through web searches, 
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customer or vendor surveys, request for information, or other means as determined by the 
procurement lead and procurement oversight. This includes issuance of a Request for 
Information (RFI) and conducting Art of the Possibles. 

While this research is on-going, the procurement lead creates the Pre-solicitation Notice for 
posting to the DIR website and on the ESBD. The pre-solicitation notice contains the high-level 
detail regarding the type of products and/or services being procured, an estimate of when the 
RFO will be released, and the procurement lead’s contract information. 

4.2.9.3.1.4 Draft RFP and Conduct Pre-solicitation Conference 

Start Solicitation 
Drafting Soft Review Approved? Final Review

(DocuSign)

Update 
Information in 

Salesforce

Place approved 
documents in 

Procurement File

Approved?Yes

Make requested 
edits

Make requested 
edits

Yes

Post to ESBD
Hold Pre-

solicitation 
Conference

Addendum 
DraftingSoft Review

No No

Approved?Final Review
(DocuSign)Approved?

Make requested 
edits

Make requested 
edits

Due Date 
Reached? EndYes

Update 
information in 
Salesforce (if 
necessary)

Update 
information in 

Saleforce

Place approved 
documents in 

Procurement File

Post Addendum to 
ESBD

Yes

No

No

Yes

 
Using Templates, the procurement lead creates the solicitation package and associated 
evaluation plan for the solicitation following the PPMP for the project. 

4.2.9.3.1.4.1 Pre-solicitation Conference 

Typically, a pre-solicitation conference is held after issuance of the opportunity on the ESBD and 
with enough time that the posted answers to questions will be of use to the vendor community. 
The procurement lead completes the Pre-solicitation Conference Slide Deck and ensures the 
speakers’ availability for the date and time advertised. The speakers generally include the 
procurement lead, the HUB coordinator, general counsel, and the business area owner. 
Questions may be accepted and answered at the pre-solicitation conference; however, only 
written answers posted in the form of an addendum to the ESBD are considered to be official. 
Once the pre-solicitation conference is concluded, the procurement lead prepares an addendum 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Request_for_Information_Template_v1.docx?d=w482f789f6e9444b3a88e5c18510d00b2&csf=1&web=1&e=gjC0b9
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Request_for_Information_Template_v1.docx?d=w482f789f6e9444b3a88e5c18510d00b2&csf=1&web=1&e=gjC0b9
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Pre-SolicitationNotice_Template_v1.docx?d=wffa3d728e32142e180fded923dfe9753&csf=1&web=1&e=FLRzsW
https://dir1.sharepoint.com/:f:/r/sites/cpo/Shared%20Documents/Procurement/Templates?csf=1&web=1&e=vjx68y
https://dir1.sharepoint.com/:p:/r/sites/cpo/Shared%20Documents/Procurement/Templates/DIR-CPO-TMP-xxx%20PreBid%20ConferenceSlides.pptx?d=wa085d6039aff4ed0b4d081c98fa169a3&csf=1&web=1&e=UdwrCw
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containing the Pre-solicitation Conference slide deck, the attendees, a cumulative Question and 
Answer Addenda, and any changes or corrections to the RFP package. Once this package is 
assembled, the procurement lead routes them through Soft Review and Formal Approval and 
Posting. 

4.2.9.3.1.4.2 Soft Review 

Once all documents are completed, the package is routed for soft review to all interested 
parties. Those typically include: 

1. Contract Management (CTCM review of materials); 

2. General Counsel (Standard terms and conditions, verification that scope/RFO package is 
in compliance with state law.); 

3. CTO or other business area owner (review of scope); 

4. Accessibility Coordinator; and 

5. HUB Coordinator/HUB, Outreach and Training (review of HSP/the time/date of the pre-
solicitation conference). 

If a necessary change is noted during soft review, the procurement lead is notified and makes 
any necessary adjustments to the affected document(s). Depending on the nature of the 
changes, the soft review will be re-routed for soft review approval until all parties agrees, or the 
change will be made and routed for formal approval to post. 

4.2.9.3.1.4.3 Formal Approval and Posting 

The procurement lead routes the final, complete RFO documents or addenda for sign-off, 
utilizing the most recent version of DIR Signature Authority Matrix. 

Once formal approval is received, the procurement lead posts the documents to the ESBD and 
then documented in the procurement file the proof of the posting. 

NOTE: If a date has changed as a result of an amendment, the change must be reflected in the 
ESBD data as well as in the addendum itself. Failure to keep the ESBD data in line with the 
written documentation may cause the posting to close prematurely. If this happens, contact the 
SPD to assist in re-opening the solicitation. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Changes_to_Reqs_Addendum_Template_v1.1.docx?d=w6a49ffd57b2d413d8a5624d5e083927e&csf=1&web=1&e=cOhOid
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Changes_to_Reqs_Addendum_Template_v1.1.docx?d=w6a49ffd57b2d413d8a5624d5e083927e&csf=1&web=1&e=cOhOid
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
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4.2.9.3.1.5 Evaluation and Establishment of Competitive Breaks 

Start
Conduct 

Administrative 
Review

Receive RFO 
Responses

Conduct Evaluator 
Training

All Evaluators 
sign NDA?

Ensure Evaluators 
sign NDA/Conflict 
of Interest form

Release evaluation 
materials to 
Evaluators

Evaluations 
complete?

Conduct 
Discrepancy 

Review

Conduct 
Evaluations

Discrepancies 
found?

Re-score as 
necessary

No

Yes

Yes
Monitor Evaluator 

progress and 
escalate any issues

Consult with Legal 
and Director 

regarding 
approach

Meet with 
evaluator(s) to 

resolve 
Discrepancies

Calculate 
competitive 

break(s)

Prepare 
Recommendation 
for Negotiation 

memo

Soft Review Approved? Final Review
(DocuSign) Approved?

Make requested 
edits

Make requested 
edits

Yes Update Salesforce 
information End

No

Yes

No

No No

Yes

 
Proposals are received electronically through a designated email box as listed in the solicitation. 
Each proposal that is received by the due date and time is routed to Administrative Review, the 
HUB Coordinator, the Financial Reviewer, and the Accessibility Reviewer for the preliminary 
administrative reviews. This process can be concurrent or sequential, depending on the nature 
of the RFP and the specific requirement for the solicitation. 

For offers not received timely, the procurement lead verifies with DIR IT that no technical issues 
occurred at the time of submission. This check may be prompted by a vendor or by the 
procurement lead. If it is believed that a technical issue did occur, the procurement lead notifies 
the DIR-A Procurement Director, the CPO, and the assigned general counsel of the issue, all 
affected or potentially affected vendors, and seeks guidance on next steps in order to rectify the 
situation and ensure vendor parity is maintained. 

4.2.9.3.1.5.1 Conduct Evaluator Training 

The procurement lead will schedule a meeting with the evaluators and any advisors to provide 
them with initial procurement training on specifically on what their duties are with regard to 
evaluation of the responses, emphasizing the need for confidentiality and the integrity of the 
evaluation process. At this point, the names of the respondents are disclosed to the evaluators 
and the assistant general counsel explains potential conflicts of interest and how any conflict 
could negatively impact evaluations and the procurement process in general. Once they have 
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been fully informed of their duties, evaluators are asked to sign an NDA/Conflict of Interest 
Form signifying their readiness to being the evaluation process. Any evaluator who chooses not 
to sign the form is dismissed and an alternate may be chosen to fill that role if an insufficient 
number of evaluators remain. 

For evaluators who have signed the NDA/Conflict of Interest Form, the procurement lead grants 
them access to:  

1. The entire solicitation, including all issued addenda and Q&A documents; 

2. A list of responses submitted; and 

3. A copy of each response that passed or is in clarifications following Administrative 
Review. 

4.2.9.3.1.5.2 Administrative Reviews and Evaluation of Responses 

Responses that pass the administrative review, or those that are in clarifications pending a final 
determination from HUB, Accessibility, or Finance reviews, move to evaluation. During the 
evaluation process, the evaluation team of at least three (3) evaluators read all written responses 
and assess how well the response meets the stated requirements. Using a quantitative scale 
established concurrently with the solicitation and documented in the evaluation plan, each 
response is scored. 

4.2.9.3.1.5.3 Discrepancy Review 

When all evaluators have scored all responses, the procurement lead compiles the scores and 
conducts a discrepancy review, identifying any outliers (scores that deviate from the median 
score by a specified amount). If outliers are identified, the procurement lead consults with the 
assigned assistant general counsel and/or the division director. A meeting is held with the 
evaluators to review the outliers. Each evaluator is provided an opportunity to update their 
scoring prior to finalizing the scores. Once the scores are finalized, the procurement lead factors 
in the pricing component to generate the evaluation total score for each respondent. These 
scores serve as the basis for the establishment of the competitive breaks. 

4.2.9.3.1.5.4 Establishment of Competitive Breaks 

The procurement lead ranks each response in numerical order according to the finalized 
evaluation scores. A competitive break is the natural break point between respondents’ overall 
scores. Where more than two (2) responses are being considered, the break point(s) is where the 
variance exceeds the average variance between two (2) adjacent scores, for all responses scored. 

The competitive range represents the respondent(s) who may receive a contract award based on 
the natural break point(s). Depending on the products or services being awarded, it may be 
appropriate to expand the competitive range to one (1) or more subsequent logical breakpoints 
– to ensure sufficient availability and competition for offerings within the relevant category. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
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The procurement lead presents the competitive breaks to the Procurement Oversight. The 
Procurement Lead recommends the competitive range of respondents to be advanced to 
negotiation. To determine the competitive break, all responses must be scored and the 
discrepancy review must be completed. 

The Procurement Lead must: 

1. Combine individual scores to calculate the total response score for each response; 

2. Rank the total score of each response from the highest to lowest; 

3. Calculate the score variance between adjacent scores; and 

4. Determine the Competitive Break(s) as described above. The overall break point is 
determined as the best value to the State and must be approved by Procurement 
Oversight. 

The procurement lead meets with the DIR-A Procurement Director, the CPO, and the assigned 
general counsel to review the break points and determine the number of vendors that will be 
invited to negotiations. Once an agreement is reached on the competitive breaks and the 
vendors who will be invited to attend negotiations, the procurement lead documents the results 
in a memo and routes to Procurement Oversight for approval to move to the next phase (the 
negotiations phase). This approval is then saved to the procurement file. 

4.2.9.3.1.6 Negotiation and Award 
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The procurement lead works to negotiate a contract with each vendor in the established 
competitive range. This continues until all advertised awards are concluded or DIR determines 
that an award will not be reached. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
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4.2.9.3.1.6.1 Cease to Negotiate 

If DIR is unable to reach an agreement with a vendor in the established competitive range, the 
procurement lead seeks to cease negotiations. In consultation in the DIR-A Director, the 
assigned Assistant General Counsel, and the CPO, the procurement lead presents the 
justification for the termination of contract negotiations. If the justification is sufficient, the 
procurement lead routes a memo for approval to cease negotiations and saves it to the 
procurement file. The procurement lead then contacts the vendor and informs them of the 
decision. The procurement lead then makes a decision to either begin negotiations with the next 
highest scoring vendor or to close the procurement out and re-issue the solicitation with revised 
requirements. 

4.2.9.3.1.6.2 Procurement Close-out and Transition to Contract Management 

The procurement lead transitions the resulting contract to the assigned contract manager, who 
will verify the information entered into Salesforce and change the contract from draft to active 
once the information has been validated. Any remaining correspondence is copied to the 
procurement file, the fully executed contract is downloaded from DocuSign, and access to the 
procurement file is validated and locked down to procurement officials only. The procurement 
lead schedules  vendor debriefs with all vendors who responded to the solicitation. If necessary, 
the procurement lead will conduct a lessons learned and save the results into the procurement 
file. The procurement lead will complete the Procurement File Checklist and the Respondent 
Selection Report. 

4.2.9.3.2 Request for Qualification 

A Request for Qualification (RFQ) is used there is need for professional services wherein 
respondents are evaluated solely on their qualifications and skills. Price is negotiated after 
vendor selection has occurred, resulting in a two-step process. 

4.2.9.3.2.1 Procurement Planning 

The RFQ planning process follows the same process established for an RFP in Section 4.2.9.2.1. 
RFQs must be posted a minimum of thirty (30) calendar days. 

4.2.9.3.2.2 Establishment of Procurement Oversight 

DIR-A Procurement utilizes the following Procurement Oversight. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20File%20Checklist_Template_v1.1.docx?d=w23acbc17707c4f4791bcac71bf8bc91c&csf=1&web=1&e=B4gncP
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Respondent_Selection_Report_Template_v1.docx?d=w4708ffcd094b42a095925455280d8fd5&csf=1&web=1&e=hc6IYH
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Respondent_Selection_Report_Template_v1.docx?d=w4708ffcd094b42a095925455280d8fd5&csf=1&web=1&e=hc6IYH
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Chief Procurement 
Officer or Delegate

Procurement Oversight
Coop Procurement Director

Chief Technology Office
Business Area Owner

General Counsel

Procurement Lead

Procurement Team
Evaluators

Subject Matter Experts
Administrative Reviewers

 
During the Research and Pre-solicitation phase, the specific stakeholders are identified, and the 
names are roles are captured in the Procurement Project Management Plan (PPMP) 

The roles and responsibilities of DIR-A procurement teams may include: 

1. Advisors: Offer insight to specific areas (technical, financial, security, etc.); they may 
serve as the bridge between the SEB and evaluators, but function with SEB oversight 
when advising evaluators. 

2. Evaluators: SMEs may also be called upon to serve as evaluators/reviewers to weigh a 
respondent’s response against the requirements of the solicitation. When serving as 
evaluators, each response is scored against specific criteria, scores of evaluators on 
consolidated and an overall score is determined for each response. In role of a reviewer 
is largely the same, except that instead of scoring each response, the reviewer will read 
and rank each response and have a facilitated meeting with the rest of the project 
team to agree-upon the ranking before completing their duties. 

3. Executive Management, made up of DIR’s Executive Director and Deputy Executive 
Director, makes the final determination regarding items escalated from the SSA and is 
ultimately responsible for any award decisions made. 

4. Project Manager: On some projects, a project manager may be assigned to help with 
scheduling of events and to generally manage the project. The procurement may be 
part of a larger agency initiative that the Project Management Office is tracking or may 
be requested by the procurement lead/CPO to assist on projects that have a tight turn-
around or are particularly sensitive. 

5. Stakeholders: Stakeholders represent sections that will be impacted by the solicitation 
project or resulting contracts. Stakeholders comment on project scope, review work 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20PMP_Template_v1.1.docx?d=wabf0e5216b35450e9075a53c4b677825&csf=1&web=1&e=kCDgd7
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products, participate in vendor demonstrations, provide information, and perform 
other activities that help ensure that the stakeholders’ needs are known to the 
solicitation team. 

6. Subject Matter Experts: Subject matter experts (SMEs) are designated resources who 
provide expert knowledge and a variety of skills, disciplines, or functional experiences 
applicable to the project. An outside entity to me be selected to serve as a SME in 
projects requiring specialized expertise not available within DIR. In addition to SME’s 
participating as non-voting members on the review team, the procurement lead may 
assign project-related tasks to SMEs. 

7. Procurement Team: All members involved in the purchase of good or services on 
behalf of DIR. 

4.2.9.3.2.3 Research and Post Pre-Solicitation Notice (Optional) 
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No
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During the Research and Post of the Pre-Solicitation Notice phase, the procurement lead works 
to gather and document the professional services being procured, noting anything of 
significance in the market, any changes, and any customer or vendor concerns regarding the 
services. This research may be accomplished through web searches, customer or vendor surveys, 
request for information, or other means as determined by the procurement lead and 
procurement oversight. This includes issuance of a Request for Information and conducting Art 
of the Possibles. 

While this research is on-going, the procurement lead creates the Pre-solicitation Notice for 
posting to the DIR website and on the ESBD. The pre-solicitation notice contains the high-level 
detail regarding the professional services being procured, an estimate of when the RFQ will be 
released, and the procurement lead’s contract information. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Request_for_Information_Template_v1.docx?d=w482f789f6e9444b3a88e5c18510d00b2&csf=1&web=1&e=BXbKNT
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Pre-SolicitationNotice_Template_v1.docx?d=wffa3d728e32142e180fded923dfe9753&csf=1&web=1&e=FLRzsW
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4.2.9.3.2.4 Draft RFQ and Conduct Pre-solicitation Conference 
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Using Templates, the procurement lead creates the solicitation package and associated 
evaluation plan for the solicitation. 

4.2.9.3.2.4.1 Pre-solicitation Conference 

Typically, a pre-solicitation conference is held after issuance of the opportunity on the ESBD and 
with enough time that the posted answers to questions will be of use to the vendor community. 
The procurement lead completes the pre-solicitation conference slide deck and ensures the 
speakers’ availability for the date and time advertised. The speakers generally include the 
procurement lead, the HUB coordinator, general counsel, and the business area owner. 
Questions may be accepted and answered at the pre-solicitation conference; however, only 
written answers posted in the form of an addendum to the ESBD are considered to be official. 
Once the pre-solicitation conference is concluded, the procurement lead prepares an addendum 
containing the Pre-solicitation Conference slide deck, the attendees, a cumulative Question and 
Answer Addenda answer document, and any changes or corrections to the RFQ package. Once 
this package is assembled, the procurement lead routes them through Soft Review and Formal 
Approval and Posting. 

4.2.9.3.2.4.2 Soft Review 

Once all documents are completed, the package is routed for soft review to all interested 
parties. Those typically include: 

https://dir1.sharepoint.com/:f:/r/sites/cpo/Shared%20Documents/Procurement/Templates?csf=1&web=1&e=vjx68y
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Changes_to_Reqs_Addendum_Template_v1.1.docx?d=w6a49ffd57b2d413d8a5624d5e083927e&csf=1&web=1&e=cOhOid
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Changes_to_Reqs_Addendum_Template_v1.1.docx?d=w6a49ffd57b2d413d8a5624d5e083927e&csf=1&web=1&e=cOhOid
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1. Contract Management (CTCM review of materials) 

2. General Counsel (Standard terms and conditions, verification that scope/RFQ package is 
in compliance with state law.) 

3. Business area owner (review of scope) 

4. Accessibility Coordinator 

5. HUB Coordinator/HUB, Outreach and Training (review of HSP/the time/date of the pre-
solicitation conference) 

If a necessary change is noted during soft review, the procurement lead is notified and makes 
any necessary adjustments to the affected document(s). Depending on the nature of the 
changes, the soft review will be re-routed for approval until all parties agree, or the change will 
be made and routed for formal approval to post. 

4.2.9.3.2.4.3 Formal Approval and Posting 

The procurement lead routes the final, complete solicitation documents or addenda for sign-off, 
utilizing the most recent version of DIR Signature Authority Matrix. 

Once formal approval is received, the procurement lead posts the documents to the ESBD and 
then documented in the procurement file the proof of the posting. 

NOTE: If a date has changed as a result of an amendment, the change must be reflected in the 
ESBD data as well as in the addendum itself. Failure to keep the ESBD data aligned with the 
written documentation may cause the posting to close prematurely. If this happens, contact the 
SPD to assist in re-opening the solicitation. 

https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=Hhv1DD
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4.2.9.3.2.5 Evaluation and Establishment of Competitive Breaks 

Start
Conduct 

Administrative 
Review

Receive O 
Responses

Conduct Evaluator 
Training

All Evaluators 
sign NDA?

Ensure Evaluators 
sign NDA/Conflict 
of Interest form

Release evaluation 
materials to 
Evaluators

Evaluations 
complete?

Conduct 
Discrepancy 

Review

Conduct 
Evaluations

Discrepancies 
found?

Re-score as 
necessary

No

Yes

Yes
Monitor Evaluator 

progress and 
escalate any issues

Consult with Legal 
and Director 

regarding 
approach

Meet with 
evaluator(s) to 

resolve 
Discrepancies

Calculate 
competitive 

break(s)

Prepare 
Recommendation 
for Negotiation 

memo

Soft Review Approved? Final Review
(DocuSign) Approved?

Make requested 
edits

Make requested 
edits

Yes Update Salesforce 
information End

No

Yes

No

No No

Yes

 
Proposals are received electronically through a designated email box as listed in the solicitation. 
Each proposal that is received by the due date and time is routed to Administrative Review, the 
HUB Coordinator, the Financial Reviewer, and the Accessibility Reviewer for the preliminary 
administrative reviews. This process can be concurrent or sequential, depending on the nature 
of the RFQ and the specific requirements for the solicitation. 

For proposals not received timely, the procurement lead verifies with DIR IT that no technical 
issues occurred at the time of submission. This check may be prompted by a vendor or by the 
procurement lead. If it is believed that a technical issue did occur, the procurement lead notifies 
the DIR-A Procurement Director, the CPO, and the assigned general counsel, providing the 
nature of the issue and all affected or potentially affected respondents, and seeks guidance on 
next steps in order to rectify the situation and ensure vendor parity is maintained. 

4.2.9.3.2.5.1 Conduct Evaluator Training 

The procurement lead will schedule a meeting with the evaluators and any advisors to provide 
them with initial procurement training on their duties with respect to evaluation of the 
responses, emphasizing the need for confidentiality and the integrity of the evaluation process. 
At this point, the names of the respondents are disclosed to the evaluators and the assistant 
general counsel explains potential conflicts of interest and how any conflict could negatively 
impact evaluations and the procurement process in general. Once they have been fully informed 
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of their duties, evaluators are asked to sign an NDA/Conflict of Interest Form signifying their 
readiness to being the evaluation process. Any evaluator who chooses not to sign the form is 
dismissed and an alternate may be chosen to fill that role if an insufficient number of evaluators 
remain. At a minimum, three (3) evaluators are required. 

For evaluators who have signed the NDA/Conflict of Interest Form, the procurement lead grants 
them access to:  

1. The entire solicitation, including all issued addenda and Q&A documents; 

2. A list of responses submitted; and 

3. A copy of each response that passed or is in clarifications following Administrative 
Review. 

4.2.9.3.2.5.2 Administrative Reviews and Evaluation of Responses 

Responses that pass the administrative review, or those that are in clarifications pending a final 
determination from HUB, Accessibility, or Finance reviews, move to evaluation. During the 
evaluation process, the evaluation team reads all written responses and assesses how well the 
response meets the stated requirements. Using a quantitative scale established concurrently 
with the solicitation and documented in the evaluation plan, each response is scored. 

4.2.9.3.2.5.3 Discrepancy Review 

When all evaluators have scored all responses, the procurement lead compiles the scores and 
conducts a discrepancy review, identifying any outliers (scores that deviate from the median 
score by a specified amount). If outliers are identified, the procurement lead consults with the 
assigned assistant general counsel and/or the division director. A meeting is held with the 
evaluators to review the outliers. Each evaluator is provided an opportunity to update their 
scoring prior to finalizing the scores. 

4.2.9.3.2.5.4 Establishment of Competitive Breaks 

The procurement lead ranks each response in numerical order according to the finalized 
evaluation scores. A competitive break is the natural break point between respondents’ overall 
scores. Where more than two (2) responses are being considered, the break point(s) is where the 
variance exceeds the average variance between two (2) adjacent scores, for all responses scored. 

The competitive range represents the respondent(s) who may receive a contract award based on 
the natural break point(s). Depending on the products or services being awarded, it may be 
appropriate to expand the competitive range to one (1) or more subsequent logical breakpoints 
– to ensure sufficient availability and competition for offerings within the relevant category. 

The procurement lead presents the competitive breaks to the Procurement Oversight. The 
Procurement Lead recommends the competitive range of respondents to be advanced to 
negotiation. To determine the competitive break, all responses must be scored and the 
discrepancy review must be completed. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=U0NIiF
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The Procurement Lead must: 

1. Combine individual scores to calculate the total response score for each response; 

2. Rank the total score of each response from the highest to lowest; 

3. Calculate the score variance between adjacent scores; and 

4. Determine the Competitive Break(s) as described above. The overall break point is 
determined as the best value to the State and must be approved by Procurement 
Oversight. 

The procurement lead meets with the DIR-A Procurement Director, the CPO, and the assigned 
general counsel to review the break points and determine the number of vendors that will be 
invited to negotiations. Once an agreement is reached on the competitive breaks and the 
vendors who will be invited to attend negotiations, the procurement lead documents the results 
in a memo and routes to Procurement Oversight for approval to move to the next phase (the 
negotiations phase). This approval is then saved to the procurement file. 

4.2.9.3.2.6 Negotiation and Award 
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The procurement lead works to negotiate a contract with each vendor in the established 
competitive range. This continues until all advertised awards are concluded or DIR determines 
that an award will not be reached. 

4.2.9.3.2.6.1 Cease to Negotiate 

If DIR is unable to reach an agreement with a vendor in the established competitive range, the 
procurement lead seeks to cease negotiations. In consultation in the Cooperative Procurement 
Director, the assigned Assistant General Counsel, and the CPO, the procurement lead presents 
the justification for the termination of contract negotiations. If the justification is sufficient, the 
procurement lead routes a memo for approval to cease negotiations and saves it to the 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
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procurement file. The procurement lead then contacts the vendor and informs them of the 
decision. The procurement lead then makes a decision to either begin negotiations with the next 
highest scoring vendor or to close the procurement out and re-issue the solicitation with revised 
requirements. 

4.2.9.3.2.6.2 Procurement Close-out and Transition to Contract Management 

The procurement lead transitions the resulting contract to the assigned contract manager, who 
will verify the information entered into Salesforce and change the contract from draft to active 
once the information has been validated. Any remaining correspondence is copied to the 
procurement file, the fully executed contract is downloaded from DocuSign, and access to the 
procurement file is validated and locked down to procurement officials only. The procurement 
lead schedules  vendor debriefs with all vendors who responded to the solicitation. If necessary, 
the procurement lead will conduct a lessons learned and save the results into the procurement 
file. The procurement lead will complete the Procurement File Checklist and the Respondent 
Selection Report. 

4.2.9.3.3 Statement of Work 

Authority 

Gov’t Code 2157.0685 

2170 

1 TAC 212.41 

A Statement of Work (SOW) can be used for the procurement of good or services when a 
master contract is in place. For IT Services, if the total contract value is between $50,000 and 
$5,000,0006, there is an existing Cooperative Contract for the service, and if an SOW is required 
by the contract, an SOW is called for. DIR contracts that require DIR SOWs include, but are not 
limited to, the following: 

1. Deliverables-Based Information Technology Services (DBITS); 
2. Managed Services for IT; 
3. IT Security Services; 
4. Web Development; 
5. Cloud Services; and 
6. IT staffing services (when a SOW is issued). 

4.2.9.3.3.1 Procurement Planning 

 

 

6 For an expected total contract value greater than $5 million but not exceeding $10 million, DIR may 
choose to use DIR contracts or may issue a solicitation on the ESBD. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20File%20Checklist_Template_v1.1.docx?d=w23acbc17707c4f4791bcac71bf8bc91c&csf=1&web=1&e=B4gncP
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Respondent_Selection_Report_Template_v1.docx?d=w4708ffcd094b42a095925455280d8fd5&csf=1&web=1&e=hc6IYH
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Respondent_Selection_Report_Template_v1.docx?d=w4708ffcd094b42a095925455280d8fd5&csf=1&web=1&e=hc6IYH
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.0685
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=1&pt=10&ch=212&rl=41
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DIR-A procurements are planned on a yearly basis. Because SOWs procurements usually take 
less time than RFOs and RFPs, these may added to the plan at mid-year and still have a 
reasonable chance of achieving an award within the same fiscal year. There is no minimum 
timeframe for advertising SOWs. It is DIR’s policy that at a minimum, vendors are given two (2) 
weekends to prepare a response. However, circumstances may require only a single weekend 
before responses are due. 

4.2.9.3.3.2 Establishment of Procurement Oversight 

DIR-A Procurement utilizes the following Procurement Oversight for SOWs. 

Chief Procurement 
Officer or Delegate

Procurement Oversight
Coop Procurement Director

Chief Technology Office
Business Area Owner

General Counsel

Procurement Lead

Procurement Team
Evaluators or Reviewers
Subject Matter Experts

Administrative Reviewers
 

During the Research and Pre-solicitation phase, the specific stakeholders are identified, and the 
names are roles are captured in the Procurement Project Management Plan (PPMP) 

The roles and responsibilities of DIR-A procurement teams may include: 

1. Advisors: Offer insight to specific areas (technical, financial, security, etc.); they may 
serve as the bridge between the SEB and evaluators, but function with SEB oversight 
when advising evaluators. 

2. Evaluators or Reviewers: SMEs may also be called upon to serve as 
evaluators/reviewers to weigh a respondent’s response against the requirements of the 
solicitation. When serving as evaluators, each response is scored against specific 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20PMP_Template_v1.1.docx?d=wabf0e5216b35450e9075a53c4b677825&csf=1&web=1&e=kCDgd7
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criteria, scores of evaluators on consolidated and an overall score is determined for 
each response. The role of a reviewer is largely the same, except that instead of scoring 
each response, the reviewer will read and rank each response and determine the 
appropriate ranking independently of a group. Once all reviewers have completed the 
review independently, the procurement lead will hold a facilitated meeting all reviewers 
to agree-upon the official ranking of responses. 

3. Executive Management, made up of DIR’s Executive Director and Deputy Executive 
Director, makes the final determination regarding items escalated from the SSA and is 
ultimately responsible for any award decisions made. 

4. Project Manager: On some projects, a project manager may be assigned to help with 
scheduling of events and to generally manage the project. The procurement may be 
part of a larger agency initiative that the Project Management Office is tracking or may 
be requested by the procurement lead/CPO to assist on projects that have a tight turn-
around or are particularly sensitive. 

5. Stakeholders: Stakeholders represent sections that will be impacted by the solicitation 
project or resulting contracts. Stakeholders comment on project scope, review work 
products, participate in vendor demonstrations, provide information, and perform 
other activities that help ensure that the stakeholders’ needs are known to the 
solicitation team. 

6. Subject Matter Experts: Subject matter experts (SMEs) are designated resources who 
provide expert knowledge and a variety of skills, disciplines, or functional experiences 
applicable to the project. An outside entity to me be selected to serve as a SME in 
projects requiring specialized expertise not available within DIR. In addition to SME’s 
participating as non-voting members on the review team, the procurement lead may 
assign project-related tasks to SMEs. 

7. Procurement Team: All members involved in the purchase of good or services on 
behalf of DIR. 

4.2.9.3.3.3 Research and Post Pre-Solicitation Notice 

Conduct Initial 
Research

Kick-off 
Meeting?

Conduct Kick-off 
Meeting

Additional 
Information 
Required?

Conduct 
additional 
research, 

meetings as 
required

Close out 
Research and 
Document in 

Procurement File

Create Pre-
solicitation 

notice and Route 
for Approvals to 

Post

Start End ProcessYes

Yes

No

No

 
This step may be truncated or skipped when issuing an SOW. During the Research and Posting 
of the Pre-Solicitation Notice phase, the procurement lead works to gather and document the 
products/services being procured, noting anything of significance in the market, any changes or 
new technologies available, and any customer or vendor concerns regarding the products or 
services. This research may be accomplished through web searches, customer or vendor surveys, 
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request for information, or other means as determined by the procurement lead and 
procurement oversight. This includes issuance of a Request for Information (RFI) and conducting 
Art of the Possibles. 

While this research is on-going, the procurement lead creates the Pre-solicitation Notice in the 
form of an email for distribution to the list of DIR vendors or a subset thereof. The pre-
solicitation notice contains the high-level detail regarding the services being procured, an 
estimate of when the SOW will be released, and the procurement lead’s contract information. 

4.2.9.3.3.4 Draft SOW and Conduct Pre-solicitation Conference 

Start Solicitation 
Drafting Soft Review Approved? Final Review

(DocuSign)

Submit SOW 
through SOW 
Portal 30 days 

prior to 
distribution

Approved?Yes

Make requested 
edits

Make requested 
edits

Yes

Distribute to 
Vendors

Optional: Hold 
Pre-solicitation 

Conference

Addendum 
Drafting (if 

needed)
Soft Review

No No

Approved?Final Review
(DocuSign)Approved?

Make requested 
edits

Make requested 
edits

Due Date 
Reached? EndYes

Update 
information in 
Salesforce (if 
necessary)

Update 
information in 

Saleforce

Distribute to 
Vendors

Yes

No

No

Yes

Approved? Make requested 
editsNo

Yes

 
Using templates, the procurement lead creates the solicitation package and associated 
evaluation or review  plan for the solicitation following the PPMP for the project. Templates are 
available at: Templates. An SOW Template is also available on the DIR Website. 

4.2.9.3.3.4.1 Pre-solicitation Conference 

Typically, a pre-solicitation conference is held after issuance of the opportunity on the ESBD and 
with enough time that the posted answers to questions will be of use to the vendor community. 
The procurement lead completes the Pre-solicitation Conference Slide Deck and ensures the 
speakers’ availability for the date and time advertised. The speakers generally include the 
procurement lead, the HUB coordinator, general counsel, and the business area owner. 
Questions may be accepted and answered at the pre-solicitation conference; however, only 
written answers posted in the form of an addendum to the ESBD are considered to be official. 
Once the pre-solicitation conference is concluded, the procurement lead prepares an addendum 
containing the Pre-solicitation Conference slide deck, the attendees, a cumulative Question and 
Answer Addenda, and any changes or corrections to the RFP package. Once this package is 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Request_for_Information_Template_v1.docx?d=w482f789f6e9444b3a88e5c18510d00b2&csf=1&web=1&e=BXbKNT
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Pre-SolicitationNotice_Template_v1.docx?d=wffa3d728e32142e180fded923dfe9753&csf=1&web=1&e=FLRzsW
https://dir1.sharepoint.com/:f:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates?csf=1&web=1&e=4uDtHJ
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Statement_of_Work_Template_v1.1.docx?d=w5026a5e5a21d49b490a2bfe17dd7ad3d&csf=1&web=1&e=rjBmFf
https://dir.texas.gov/it-solutions-and-services/buying-through-dir/statement-work-sow
https://dir1.sharepoint.com/:p:/r/sites/cpo/Shared%20Documents/Procurement/Templates/DIR-CPO-TMP-xxx%20PreBid%20ConferenceSlides.pptx?d=wa085d6039aff4ed0b4d081c98fa169a3&csf=1&web=1&e=UdwrCw
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Changes_to_Reqs_Addendum_Template_v1.1.docx?d=w6a49ffd57b2d413d8a5624d5e083927e&csf=1&web=1&e=cOhOid
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Changes_to_Reqs_Addendum_Template_v1.1.docx?d=w6a49ffd57b2d413d8a5624d5e083927e&csf=1&web=1&e=cOhOid
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assembled, the procurement lead routes them through Soft Review and Formal Approval and 
Posting. 

4.2.9.3.3.4.2 Soft Review 

Once all documents are completed, the package is routed for soft review to all interested 
parties. Those typically include: 

1. Contract Management (CTCM review of materials) 

2. General Counsel (Standard terms and conditions, verification that scope/RFO package is 
in compliance with state law.) 

3. CTO or other business area owner (review of scope) 

4. Accessibility Coordinator 

5. HUB Coordinator/HUB, Outreach and Training (review of HSP/the time/date of the pre-
solicitation conference) 

If a necessary change is noted during soft review, the procurement lead is notified and makes 
any necessary adjustments to the affected document(s). Depending on the nature of the 
changes, the soft review will be re-routed for soft review approval until all parties agrees, or the 
change will be made and routed for formal approval to post. 

4.2.9.3.3.4.3 Formal Approval and Posting 

The procurement lead routes the final, complete RFO documents or addenda for sign-off, 
utilizing the most recent version of DIR Signature Authority Matrix. 

Once formal approval is received, the procurement lead posts the documents to the ESBD and 
then documented in the procurement file the proof of the posting. 

NOTE: If a date has changed as a result of an amendment, the change must be reflected in the 
ESBD data as well as in the addendum itself. Failure to keep the ESBD data in line with the 
written documentation may cause the posting to close prematurely. If this happens, contact the 
SPD to assist in re-opening the solicitation. 

https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
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4.2.9.3.3.5 Review of a Statement of Work 

Start
Conduct 

Administrative 
Review

Receive Responses Conduct Reviewer 
Training

All Reviewers 
sign NDA?

Ensure Reviewers 
sign NDA/Conflict 
of Interest form

Release evaluation 
materials to 
Reviewers

Reviews 
complete?

Conduct 
Independent 

Reviews

No

Yes

Monitor Reviewers’ 
progress and 

escalate any issues

Prepare 
Recommendation 
for Negotiation 

memo/Approval to 
Move to Next 
Phase memo

Soft Review Approved? Final Review
(DocuSign) Approved?

Make requested 
edits

Make requested 
edits

Yes Update Salesforce 
information End

No

No No

Yes

Rankings 
Determined?

Hold  Review Tean 
meeting Yes

No

Yes

 

4.2.9.3.3.5.1 Conduct Reviewer Training 

This is one (1) of two (2) options for determining which responses will be taken to negotiations. 
If elected, it should be documented in a review plan prior to issuance of the SOW to vendors 
and Section 4.2.9.4.6 Evaluation and Establishment of Competitive Breaks can be skipped. 

The procurement lead will schedule a meeting with the reviewers and any advisors to provide 
them with initial procurement training on specifically on what their duties are with regard to 
review of the responses, emphasizing the need for confidentiality and the integrity of the review 
process. At this point, the names of the respondents are disclosed to the reviewers and the 
assistant general counsel explains potential conflicts of interest and how any conflict could 
negatively impact reviews and the procurement process in general. Once they have been fully 
informed of their duties, reviewers are asked to sign an NDA/Conflict of Interest Form signifying 
their readiness to being the review process. Any reviewer who chooses not to sign the form is 
dismissed and an alternate may be chosen to fill that role if an insufficient number of reviewers 
remain. 

For reviewers who have signed the NDA/Conflict of Interest Form, the procurement lead grants 
them access to:  

1. The entire solicitation, including all issued addenda and Q&A documents; 

2. A list of responses submitted; and 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
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3. A copy of each response that passed or is in clarifications following Administrative 
Review. 

4.2.9.3.3.5.2 Administrative Reviews and Review of Responses 

Responses that pass the administrative review, or those that are in clarifications pending a final 
determination from HUB, Accessibility, or Finance reviews, move to review. During the 
evaluation process, the evaluation team of at least three (3) reviewers read all written responses 
and assess how well the response meets the stated requirements. Each reviewer ranks the 
responses and prepares for the consensus scoring meeting, noting each response’s strengths, 
weaknesses, areas of concern, and any potential questions to be resolved during clarifications or 
negotiations. 

When all reviewers have completed this individual ranking of responses, the procurement lead 
conducts a consensus meeting with all reviewers and advisors. The goal of this meeting it to 
achieve a single consensus ranking for each response. The procurement lead has each reviewer 
discuss each response, giving the reasons for the ranking. If there are any reviewers who 
disagree, the procurement lead facilitates a discussion of the response before moving on the 
next respondent. This continues until all responses have been discussed. Next, the procurement 
lead asks that the reviewers re-rank the responses as a group. If there are any discrepancies 
between reviewers, the procurement lead will work to resolving the discrepancies. Multiple 
meetings may be required. 

Once agreement is reached on the ranking for each response, the procurement lead documents 
the results in the Ranks and Findings memo, listing the strengths and weaknesses identified for 
each. This memo is subject to approval by the procurement oversight established for the project. 
It may be paired with the memo for Approval to Move to Next Phase. Both memos are required 
to move to the Negotiations and Award step. 

4.2.9.3.3.6 Evaluation and Establishment of Competitive Breaks 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Ranks_and_Findings_Template_v1.docx?d=w5ba72e17efea41cda379281bbff6c8e2&csf=1&web=1&e=m0sXVs
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Memo_ApprovalToChangePhase_Template_v1.docx?d=wca5d1eba6a6944e49c9b80038f87715d&csf=1&web=1&e=ZG4qfn
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Proposals are received electronically through a designated email box as listed in the solicitation. 
Each proposal that is received by the due date and time is routed to Administrative Review, the 
HUB Coordinator, the Financial Reviewer, and the Accessibility Reviewer for the preliminary 
administrative reviews. This process can be concurrent or sequential, depending on the nature 
of the RFP and the specific requirement for the solicitation. 

For offers not received timely, the procurement lead verifies with DIR IT that no technical issues 
occurred at the time of submission. This check may be prompted by a vendor or by the 
procurement lead. If it is believed that a technical issue did occur, the procurement lead notifies 
the DIR-A Procurement Director, the CPO, and the assigned general counsel of the issue, all 
affected or potentially affected vendors, and seeks guidance on next steps in order to rectify the 
situation and ensure vendor parity is maintained. 

4.2.9.3.3.6.1 Conduct Evaluator Training 

The procurement lead will schedule a meeting with the evaluators and any advisors to provide 
them with initial procurement training on specifically on what their duties are with regard to 
evaluation of the responses, emphasizing the need for confidentiality and the integrity of the 
evaluation process. At this point, the names of the respondents are disclosed to the evaluators 
and the assistant general counsel explains potential conflicts of interest and how any conflict 
could negatively impact evaluations and the procurement process in general. Once they have 
been fully informed of their duties, evaluators are asked to sign an NDA/Conflict of Interest 
Form signifying their readiness to being the evaluation process. Any evaluator who chooses not 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
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to sign the form is dismissed and an alternate may be chosen to fill that role if an insufficient 
number of evaluators remain. 

For evaluators who have signed the NDA/Conflict of Interest Form, the procurement lead grants 
them access to:  

1. The entire solicitation, including all issued addenda and Q&A documents; 

2. A list of responses submitted; and 

3. A copy of each response that passed or is in clarifications following Administrative 
Review. 

4.2.9.3.3.6.2 Administrative Reviews and Evaluation of Responses 

Responses that pass the administrative review, or those that are in clarifications pending a final 
determination from HUB, Accessibility, or Finance reviews, move to evaluation. During the 
evaluation process, the evaluation team of at least three (3) evaluators read all written responses 
and assess how well the response meets the stated requirements. Using a quantitative scale 
established concurrently with the solicitation and documented in the evaluation plan, each 
response is scored. 

4.2.9.3.3.6.3 Discrepancy Review 

When all evaluators have scored all responses, the procurement lead compiles the scores and 
conducts a discrepancy review, identifying any outliers (scores that deviate from the median 
score by a specified amount). If outliers are identified, the procurement lead consults with the 
assigned assistant general counsel and/or the division director. A meeting is held with the 
evaluators to review the outliers. Each evaluator is provided an opportunity to update their 
scoring prior to finalizing the scores. Once the scores are finalized, the procurement lead factors 
in the pricing component to generate the evaluation total score for each respondent. These 
scores serve as the basis for the establishment of the competitive breaks. 

4.2.9.3.3.6.4 Establishment of Competitive Breaks 

The procurement lead ranks each response in numerical order according to the finalized 
evaluation scores. A competitive break is the natural break point between respondents’ overall 
scores. Where more than two (2) responses are being considered, the break point(s) is where the 
variance exceeds the average variance between two (2) adjacent scores, for all responses scored. 

The competitive range represents the respondent(s) who may receive a contract award based on 
the natural break point(s). Depending on the products or services being awarded, it may be 
appropriate to expand the competitive range to one (1) or more subsequent logical breakpoints 
– to ensure sufficient availability and competition for offerings within the relevant category. 

The procurement lead presents the competitive breaks to the Procurement Oversight. The 
Procurement Lead recommends the competitive range of respondents to be advanced to 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/NDA_ConflictofInterest_2021_Template_v1.docx?d=w0d313c0bbd7b416685198a1d13c5267c&csf=1&web=1&e=rt1StY
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negotiation. To determine the competitive break, all responses must be scored and the 
discrepancy review must be completed. 

The Procurement Lead must: 

1. Combine individual scores to calculate the total response score for each response; 

2. Rank the total score of each response from the highest to lowest; 

3. Calculate the score variance between adjacent scores; and 

4. Determine the Competitive Break(s) as described above. The overall break point is 
determined as the best value to the State and must be approved by Procurement 
Oversight. 

The procurement lead meets with the DIR-A Procurement Director, the CPO, and the assigned 
general counsel to review the break points and determine the number of vendors that will be 
invited to negotiations. Once an agreement is reached on the competitive breaks and the 
vendors who will be invited to attend negotiations, the procurement lead documents the results 
in a memo and routes to Procurement Oversight for approval to move to the next phase (the 
negotiations phase). This approval is then saved to the procurement file. 

4.2.9.3.3.7 Negotiation and Award 
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The procurement lead works to negotiate a contract with each vendor in order of ranking. If DIR 
is unable to reach contract award with the highest rank vendor, if it is in the best interest of the 
state, it may proceed to the next highest ranked respondent until a contract has been achieved 
or DIR decides to cease negotiations. 

For evaluated responses, the procurement lead enters into contract negotiations for those 
respondents in the established competitive range. This continues until all advertised awards are 
concluded or DIR determines that an award will not be reached. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
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4.2.9.3.3.7.1 Cease to Negotiate 

If DIR is unable to reach an agreement with a vendor, the procurement lead seeks to cease 
negotiations. In consultation in the DIR-A Procurement Director, the assigned Assistant General 
Counsel, and the CPO, the procurement lead presents the justification for the termination of 
contract negotiations. If the justification is sufficient, the procurement lead routes a memo for 
approval to cease negotiations and saves it to the procurement file. The procurement lead then 
contacts the vendor and informs them of the decision. The procurement lead then makes a 
decision to either begin negotiations with the next highest scoring vendor or to close the 
procurement out and re-issue the solicitation with revised requirements. 

4.2.9.3.3.7.2 Procurement Close-out and Transition to Contract Management 

The procurement lead transitions the resulting contract to the assigned contract manager, who 
will verify the information entered into Salesforce and change the contract from draft to active 
once the information has been validated. Any remaining correspondence is copied to the 
procurement file, the fully executed contract is downloaded from DocuSign, and access to the 
procurement file is validated and locked down to procurement officials only. The procurement 
lead schedules  vendor debriefs with all vendors who responded to the solicitation. If necessary, 
the procurement lead will conduct a lessons learned and save the results into the procurement 
file. The procurement lead will complete the Procurement File Checklist and the Respondent 
Selection Report. 

4.2.9.3.4 STS Software, Software as a Service, and Platform as a Service 

For software, SaaS, and PaaS that will be hosted through the DCS program, DIR follows the 
customer responsibilities outlined in Section 4.1 STS Commodities Procurement. The DIR 
procurement lead is responsible for: 

1. Determining the software needs; 

2. Providing a justification for the software purchase; 

3. Ensuring that funds are available for the purchase; 

4. Securing and maintain the Conflict of Interest Forms. Non-Disclosure Agreements, and 
Nepotism forms, as applicable and certifying in the ServiceNow ticket that the forms 
exist; 

5. Submitting the procurement request in ServiceNow; and 

6. Responding to subsequent actions in ServiceNow when requested. 

4.2.9.3.5 Infrastructure as a Service 

Infrastructure (compute and storage) is acquired through the IRM and through the DCS 
program. 

4.2.10 Sole Source/Proprietary Purchases 

Authority: 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20File%20Checklist_Template_v1.1.docx?d=w23acbc17707c4f4791bcac71bf8bc91c&csf=1&web=1&e=B4gncP
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Respondent_Selection_Report_Template_v1.docx?d=w4708ffcd094b42a095925455280d8fd5&csf=1&web=1&e=hc6IYH
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Respondent_Selection_Report_Template_v1.docx?d=w4708ffcd094b42a095925455280d8fd5&csf=1&web=1&e=hc6IYH
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1. Gov't Code Section 2155.067 
2. 34 TAC 20.209 

4.2.10.1 General 

A Proprietary purchase is the acquisition of a product or service which limits competition to one 
manufacturer or vendor and does not allow an equivalent product to be supplied. An item may 
be considered Proprietary if the Solicitation requirements limit bidding to only one (1) vendor or 
product. 

DIR may purchase goods or services which are available from only one (1) source. Prior to 
requesting or making a purchase of a sole source item, written justification of the need to make 
the sole source purchase must be completed by the requesting department and submitted to 
the Purchasing Department for approval. 

4.2.10.2 Proprietary Purchase Solicitations 

The following table serves as guidance regarding the need for a proprietary memo: 

4.2.10.2.1 Cooperative Purchases 

Scenario Purchase Value 
Proprietary 
Justification 
Required? 

Post on 
ESBD? 

CAT 
Review? 

Proprietary sole source $0 ≤ $50K N N N 
Proprietary sole source $50K ≤ $10M  Y N N 
Proprietary competitive $0 ≤ $10M N N N 

4.2.10.2.2 Open Market Purchases 

Scenario Purchase Value 
Proprietary 
Justification 
Required? 

Post on 
ESBD? 

CAT 
Review? 

Proprietary sole source $0 ≤ $10K N N N 
Proprietary sole source $10K ≤ $25K Y N N 
Proprietary sole source $25K ≤ $5M Y Y N 
Proprietary sole source > $5M Y Y Y 
Proprietary competitive $0 ≤ $10K N N N 
Proprietary competitive $10K ≤ $25K Y N N 
Proprietary competitive $25K ≤ $5M Y Y N 
Proprietary competitive > $5M Y Y Y 

4.2.10.3 Justifying Proprietary Purchases 

Under the provisions of Gov’t Code Section 2155.067, the Executive Director or designee must 
provide a written justification containing an explanation of the need for the product or service, 
and the reasons why competing products or services cannot meet the stated need. This applies 
to all purchases of goods and services exceeding the no Bid limit. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.067
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=209
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.067
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The procurement lead processes all Proprietary justifications for DIR. To assist the procurement 
lead in preparing the justification memo for the Executive Director, or their designee’s signature, 
the Division/Department requesting the Proprietary product or service must provide the 
following information in the Proprietary justification memo: 

1. Full description(s) of the item or service, including the trade name or brand 
name and model number; 

2. The estimated procurement cost; 
3. A clear explanation of the need for the proprietary product or service; and 
4. The reason(s) why another product or vendor cannot meet the need 

The Proprietary or Sole Source Memo must be routed for approval through the 
Division/Department management before being forwarded to the procurement lead for 
processing. The procurement lead will review the Proprietary/Sole Source memo to ensure that 
all required information is in the memo before forwarding for final DIR approval. If the 
procurement lead feels that the Proprietary/Sole Source memo needs additional documentation, 
the procurement lead will contact the Division/Department to request the additional 
information needed. 

4.2.10.3.1 Proprietary Purchase Required Language 

Proprietary Solicitations must contain the following statements: 

4.2.10.3.1.1 For Goods 

“These specifications are being advertised under Gov’t Code Section 2155.067. Only responses 
to solicitations for items conforming exactly to these specifications will be considered in 
determining an Award. Conforming exactly to these specifications includes bidding only the 
brand name(s), make and model number(s) specified in this solicitation.” 

4.2.10.3.1.2 For Services 

“The issuing office believes that the requested items in this request for offers may be proprietary 
to one (1) vendor under Gov’t Code Section 2155.067; however, the issuing office strongly 
encourages offers from all qualified respondents that may be able to provide the requested 
items.” 

4.2.10.3.2 Steps for Processing Proprietary Requests 

4.2.10.3.2.1 For Goods and Services greater than $25,000 

The procurement lead is responsible for obtaining approval from the Chief Procurement Officer 
(CPO). The approved justification memo and all other supporting documentation shall be 
retained in the procurement file. The procurement lead posts the entire Solicitation for a 
minimum of fourteen (14) calendar days to the ESBD. Following award, the procurement lead 
will post the award notice to the ESBD. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/ProprietarySole%20Source%20Memo_Template_v1.docx?d=w51e0ac2131ac440bae53e96d7b665735&csf=1&web=1&e=XaWVRP
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.067
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.067


CPO Process Guide v. 1.2 Page 69 
Rev. 8/30/2023 

4.2.10.4 Sole Source 

When writing the Sole Source Justification Memo, the following questions must be addressed: 

1. Is there absolutely no other equipment that can perform the same function? 
2. What unique design/performance feature(s) does this equipment have 

which is essential to your requirements? 
3. Why is this feature essential? 
4. What other suppliers/users were contacted? Was their product/service 

considered  to have similar capabilities? 
5. Is this product an integral repair part or accessory that must be compatible 

with  existing equipment? 
6. Why is it the only part that can be used? 

Additionally, the Procurement Lead must obtain a letter from the vendor stating that 
they are the only source for the product or service. This assertion must be verifiable by 
the Procurement Department. 

Examples of Sole Source Purchases: 

1. An item for which competition is precluded because of the existence of a patent, 
copyright, secret process, or monopoly for which the holder of such states that it 
is the sole source; 

2. Films, manuscripts, or books available from only one (1) source; 
3. Utility services; or 
4. A captive replacement part or component for equipment, which is already 

owned or leased by DIR. 

4.2.11 Direct Publications 

Direct publications are publications only available from a single source (the publisher) and 
include books, subscriptions, and software. Any publication that could be purchased using a 
competitive process is not considered a direct publication. For example, publications that are 
available through subscription services are not direct publications. There is no dollar limit on 
direct publications. 

4.2.11.1 Direct Publication Purchases 

When purchasing a direct publication with a PO, the PO must contain the following statement: 

“Direct Publication – Not available from any other source” 

Purchasing rules require that the Bid be taken from the publisher (34 TAC 20.82). Use of the 
CMBL is not required. Non-direct publication purchases shall be handled as a small purchase. 
Purchases estimated to be in excess of $10,000 require one (1) formal Bid. If the purchase 
exceeds $25,000, the Solicitation and Award must be posted on the ESBD. 

Direct publications include, but are not limited to: 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/ProprietarySole%20Source%20Memo_Template_v1.docx?d=w51e0ac2131ac440bae53e96d7b665735&csf=1&web=1&e=XaWVRP
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=82
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1. Books available only from the publisher; 
2. Subscriptions available only from the publisher; 
3. Electronic data service directly from the provider, such as OPIS, real estate sites; 
4. Foreign publications; 
5. Back issues of magazines, journals, and newspapers; 
6. Publications produced by professional societies; 
7. Prepared videos, films, audio tapes, DVDs and CDs that are only available from 

the publisher; 
8. Computer software which is not available on a DIR contract, and which is 

only available from the publisher (see section 3.6.9, regarding Request for 
Offer); 

9. Microfilm or microfiche copies of original documents held by an organization; 
10. Library of Congress cards; 
11. Theses, dissertations, research findings and academic publications, from colleges 

and universities; or 
12. Collections or any of the above items. 

Direct publications are not: 

1. Publications that can be purchased competitively; 
2. Publications available at bookstores; 
3. Subscription services that manage subscriptions for various publishers; or 
4. Internet Service Providers (ISP). 

4.2.11.2 CPA Term Contracts 

There is an automated term contract for general reference books, dictionaries, secretarial 
handbooks, etc., and a non-automated term contract for books, legal publications, and 
audiovisual materials. The procurement lead should utilize these contracts if the contract meets 
user needs. 

4.2.11.3 Prepayment of Governmental Publications 

To obtain publications from government entities that require prepayment, the Purchaser shall 
use the P-Card. 

4.2.11.4 Requesting Publications and Subscriptions 

The user request must contain the following: 

1. Title/version; 
2. Author/publisher; 
3. Source 
4. Quantity 
5. Estimated unit price; and 
6. Subscription period, renewal date, or extension period 
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Special pricing may be offered on advertisements, renewal notices or invoices. If special pricing 
is not identified at the time the order is placed, the special pricing may not apply. 

4.2.12 Emergency Purchases 

Authority: 

1. Gov’t Code Section 2155.137 
2. 34 TAC 20.210 

4.2.12.1 Definition 

An emergency purchase is defined as “a purchase of goods or services so badly needed that an 
agency will suffer financial or operational damage unless they are secured immediately” (Gov't 
Code Section 2157.137, 34 TAC 20.210). 

An emergency purchase is a restricted method of procurement used when time does not permit 
normal methods to be used. It is the procurement of goods or services that are needed 
immediately to prevent the agency from suffering operational or financial damage or to ensure 
the safety of the general public. 

4.2.12.2 Determination of Emergency 

An emergency is an unexpected and pressing situation requiring swift purchasing action apart 
from regular procedures. Emergency purchases occur as the result of unforeseeable 
circumstances and may require an immediate response to advert an actual or potential public 
threat. If a situation arises in which compliance with normal procurement practice is 
impracticable or contrary to the public interest, an emergency purchase may be warranted to 
prevent a hazard to life, health, safety, welfare, property or to avoid undue additional cost to the 
state. The decision to declare an “emergency” is the sole responsibility of the ordering division. 

An explanation of the need is fundamental to justifying an emergency purchase. The justification 
must include a detailed explanation of the emergency circumstances. It is essential that the use 
of emergency purchases be held to an absolute minimum. 

Emergencies may be caused by: 

1. Breakdown of essential equipment; 
2. Damage from storms; 
3. Inclement weather; or 
4. Accidents 

Emergency purchases are not allowed for: 

1. Preventing funds from reverting at the end of a fiscal year; 
2. Replenishing inventory stock; 
3. Circumventing regular procurement methods; or 
4. Satisfying preferences or convenience. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.137
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=T&app=9&p_dir=N&p_rloc=182520&p_tloc=&p_ploc=1&pg=5&p_tac=&ti=34&pt=1&ch=20&rl=206
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.137
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.137
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=T&app=9&p_dir=N&p_rloc=182520&p_tloc=&p_ploc=1&pg=5&p_tac=&ti=34&pt=1&ch=20&rl=206
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The justification must be included in the Request for Approval memo. A request without  
sufficient justification may be rejected. 

4.2.12.3 Obtaining Bids for an Emergency 

CPA has delegated to all state agencies the authority to make emergency purchases. DIR is 
encouraged to use standard informal Bid procedures including obtaining the required number 
of Bids. 

Select a source to ensure that the required goods or services are procured in time to meet the 
emergency need. Given this constraint, obtain such competitive bidding as is feasible. 

Emergency purchases over $25,000 must be posted on the Electronic State Business Daily 
(ESBD); however, the minimum posting requirements do not apply. An award should be made 
based on best value, considering the type of emergency. 

4.2.12.4 Emergency Purchases that Include Materials and Labor 

If it is necessary to issue an emergency PO for labor and materials, the amount for materials and 
labor must be itemized and shown as separate line items on the order. 

4.2.12.5 Required Audit Documentation 

Emergency purchases require a letter of justification documenting the emergency which must be 
signed by the Chief Procurement Officer or an authorized representative. Following is a list of 
the documentation required to be included in the procurement file: 

1. Copy of signed PO; 
2. Copy of signed bid or quote from awarded vendor; 
3. Beginning and ending date of service (if applicable); 
4. Bid tabulation sheet (if applicable); 
5. Emergency justification documenting: 

a. the reason for the emergency by explaining what unforeseeable circumstances 
forced the agency into an emergency procurement situation, 

b. the financial or operational damage that will occur if needs are not satisfied 
immediately, 

c. why needs were not or could not be anticipated, and regular procurement 
procedures followed; and 

d. verification of ESBD posting (for purchases greater than $25,000). 
e. Attestation letter filed within five (5) days of contract award 

Note: CPA audits emergency purchase of goods and services over $25,000 prior to payment. 

4.3 Statewide and Complex Solicitation Projects 

Projects that establish statewide enterprise or cooperative contracts or contracts that support 
complex internal projects are formal procurements that include major (a total contract value of 
$10 million) contracts, statewide solicitations with zero-dollar contract value, and complex 
solicitations, regardless of dollar value. 

https://dir1.sharepoint.com/:x:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Bid_Tab_Template_v1.xlsx?d=wf5bf06921243406b8dde10b94d395c23&csf=1&web=1&e=MMkhkA
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Attestation_Letter_Template_v1.docx?d=wc5aec4b4a2ff4e13a4d6340eccc34218&csf=1&web=1&e=YxldPN
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Formal procurements require increased expertise and often involve a group effort such as a 
solicitation team and evaluation team. Depending on the complexity, value, novelty and impact 
of a technology, certain SOW projects and master cooperative contracts projects may also use 
this framework. 

Telecommunications services contracts that are established for statewide use (refer to Gov’t 
Code Section 2170.051). 

Procurement Oversight is dependent on the stakeholders involved and will be established for 
each planned procurement; Enterprise procurement oversight utilized the established Source 
Evaluation Board (SEB) and Source Selection Authority (SSA). 

4.3.1 Cooperative Procurements 

Cooperative contracts are for IT products and services that have zero-dollar value, that are 
established for use by in-state and out-of-state government and public education entities and 
other eligible customers (refer to Gov’t Code Section 2157.068). 

Cooperative Procurements follow a more streamlined process because they are $0 and 
represent less risk generally. Templates are subject to periodic review by the Contract Advisory 
Team to determine compliance with the PCMG and all applicable state laws and rules. 

For cooperative procurements, the procurement lead is responsible for updating Salesforce with 
RFO-specific information including, but not limited to the RFO description, posting date, pre-
solicitation conference information, response due date, reference form due date, and applicable 
NIPG codes. In addition, each procurement lead is responsible for setting up all new contracts 
awarded from the RFO in Salesforce and the initial contract information, including, but not 
limited to the contract overview description, contract execution date, initial contract term, 
renewal terms, new cost avoidance, administrative fee, awarded brands, awarded NIGP codes, 
subcontractor and reseller information, vendor contact information, and product and service 
types. 

4.3.1.1 Procurement Planning 

Cooperative Procurement utilizes the RFO methodology and Cooperative procurements are 
planned on a yearly basis. Procurements are typically based on previous years’ procurements 
and on customer demand. During the annual planning process, decisions are made regarding 
the needs identified in the previous year, the workload associated with each proposed 
procurement, and the high-level schedule of each procurement. 

4.3.1.2 Assess Risk 

The procurement lead should identify, document, and evaluate solicitation project risk factors, 
beginning with procurement objectives, project organization and requirements development. By 
conducting an assessment of current or anticipated risk and determining the probability and the 
impact should a failure occur, the solicitation team can develop a risk response that frames the 
solicitation and contracting strategy. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2170.htm#2170.051
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2170.htm#2170.051
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2157.htm#2157.068
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2157.htm#2157.068
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For cooperative contracts, the risk management plan may be standardized for all contracts 
awarded through the same solicitation as a whole rather than for each individual contract. The 
risk management plan may be updated at any time if issues are experienced with a specific 
contract. 

In addition to risks associated with procurement requirements, other factors that must be 
considered in evaluating and selecting a vendor for award include: 

1. The vendor’s previous experience with the type of work to be performed; 
2. The vendor’s past performance (and past performance of similar vendors); 
3. The dollar value of the contract; 
4. Acquisition involves (agency or vendor) confidential or propriety information; 
5. Acquisition involves products or services that are relatively new in the marketplace; 
6. Acquisition has an interdependency with other contracts; and 
7. Acquisition has statewide impact. 

4.3.1.3 Establishment of Procurement Oversight 

Cooperative Procurements utilizes the following Procurement Oversight. During the Research 
and Pre-solicitation phase, the specific stakeholders are identified, and the names are roles are 
captured in the Procurement Project Management Plan (PPMP). 

Chief Procurement 
Officer or Delegate

Procurement Oversight
Coop Procurement Director

Chief Technology Office
Business Area Owner

General Counsel

Procurement Lead

Procurement Team
Evaluators

Subject Matter Experts
Administrative 

Reviewers  
The roles and responsibilities of Cooperative Procurement teams may include: 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20PMP_Template_v1.1.docx?d=wabf0e5216b35450e9075a53c4b677825&csf=1&web=1&e=kCDgd7
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1. Advisors: Offer insight to specific areas (technical, financial, security, etc.); they may 
serve as the bridge between the SEB and evaluators, but function with SEB oversight 
when advising evaluators. 

2. Evaluators: SMEs may also be called upon to serve as evaluators/reviewers to weigh a 
respondent’s response against the requirements of the solicitation. When serving as 
evaluators, each response is scored against specific criteria, scores of evaluators on 
consolidated and an overall score is determined for each response. In role of a reviewer 
is largely the same, except that instead of scoring each response, the reviewer will read 
and rank each response and have a facilitated meeting with the rest of the project 
team to agree-upon the ranking before completing their duties. 

3. Executive Management, made up of DIR’s Executive Director and Deputy Executive 
Director, makes the final determination regarding items escalated from the SSA and is 
ultimately responsible for any award decisions made. 

4. Project Manager: On some projects, a project manager may be assigned to help with 
scheduling of events and to generally manage the project. The procurement may be 
part of a larger agency initiative that the Project Management Office is tracking or may 
be requested by the procurement lead/CPO to assist on projects that have a tight turn-
around or are particularly sensitive. 

5. Stakeholders: Stakeholders represent sections that will be impacted by the solicitation 
project or resulting contracts. Stakeholders comment on project scope, review work 
products, participate in vendor demonstrations, provide information, and perform 
other activities that help ensure that the stakeholders’ needs are known to the 
solicitation team. 

6. Subject Matter Experts: Subject matter experts (SMEs) are designated resources who 
provide expert knowledge and a variety of skills, disciplines, or functional experiences 
applicable to the project. SMEs for Coop Procurement may be a part of the evaluation 
team. An outside entity to be selected to serve as a SME in projects requiring 
specialized expertise not available within DIR.  

4.3.1.4 Research and Post Pre-Solicitation Notice 

Conduct Initial 
Research

Kick-off 
Meeting?

Conduct Kick-off 
Meeting

Additional 
Information 
Required?

Conduct additional 
research, meetings 

as required

Close out Research 
and Document in 
Procurement File

Create Pre-
solicitation notice 

and Route for 
Approvals to Post

Start End ProcessYes

Yes

No

No

 
During the Research and Post of the Pre-Solicitation Notice phase, the procurement lead works 
to gather and document the products/services being procured, noting anything of significance 
in the market, any changes or new technologies available, and any customer or vendor concerns 
regarding the products or services. This research may be accomplished through web searches, 
customer or vendor surveys, request for information, or other means as determined by the 



CPO Process Guide v. 1.2 Page 76 
Rev. 8/30/2023 

procurement lead and procurement oversight. This may include issuance of a Request for 
Information and/or vendor showcases. 

While this research is on-going, the procurement lead creates the Pre-solicitation Notice for 
posting to the DIR website and on the ESBD. The pre-solicitation notice contains the high-level 
detail regarding the type of products and/or services being procured, an estimate of when the 
RFO will be released, and the procurement lead’s contact information. 

4.3.1.5 Draft RFO and Conduct Pre-solicitation Conference 

Start Solicitation 
Drafting Soft Review Approved? Final Review

(DocuSign)

Update 
Information in 

Salesforce

Place Approved 
Documents in 

BidStamp

Approved?Yes

Make requested 
edits

Make requested 
edits

Yes

Post to ESBD
Hold Pre-

solicitation 
Conference

Addendum 
DraftingSoft Review

No No

Approved?Final Review
(DocuSign)Approved?

Make requested 
edits

Make requested 
edits

RFO Due Date 
Reached? EndYes

Update 
information in 
Salesforce (if 
necessary)

Update 
information in 

Saleforce

Place approved 
documents in 

BidStamp

Post Addendum to 
ESBD

Yes

No

No

Yes

 
Using the templates available in BidStamp, the following documents are created during the 
solicitation drafting phase, as applicable: 

1. Cooperative Procurement Management Plan; 
2. The HUB Opportunities Form; 
3. RFO Scope Statement Memo; 
4. RFO; 
5. Contract Sample; 
6. Standard Terms and Conditions; 
7. HSP Sample Form; 
8. Sample SOW; 
9. Sample SLAs (if applicable); 
10. Sample Service Agreement (if applicable); 
11. Respondent Information; 
12. Respondent Experience; 
13. Contract Marketing and Customer Support Plan; 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Request_for_Information_Template_v1.docx?d=w482f789f6e9444b3a88e5c18510d00b2&csf=1&web=1&e=BXbKNT
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Request_for_Information_Template_v1.docx?d=w482f789f6e9444b3a88e5c18510d00b2&csf=1&web=1&e=BXbKNT
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Pre-SolicitationNotice_Template_v1.docx?d=wffa3d728e32142e180fded923dfe9753&csf=1&web=1&e=FLRzsW
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Procurement%20PMP_Template_v1.1.docx?d=w6850c60f823a431fa9b43e35a6d0258f&csf=1&web=1&e=5NGrRn
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Request_for_Offer_Template_v1.2.docx?d=wf876aef0e46b4c4d85b0ee9ea5e5fa30&csf=1&web=1&e=PaLj4f
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Attachment_1_Sample_Contract_Template_v1.docx?d=w3879f933613f45ad8de3291718a6d9bc&csf=1&web=1&e=5fcYsL
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Exhibit%20D%20HSP%20Sample%20Form.pdf?csf=1&web=1&e=G0Gr0B
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Service%20Agreement_Template_v1.1.docx?d=w75c1dec7f0fb47fabfbd0569eb422ccd&csf=1&web=1&e=3uC5kM
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Exhibit%20A%20RespondentInfo_Template_v1.docx?d=w42e659cdcda34e41a7b7fe6867b7fe3e&csf=1&web=1&e=XNrbba
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Exhibit%20B%20Respondent%20Exp_Template_v1.docx?d=w3ed646f3489b4af9953e3a19287408c5&csf=1&web=1&e=FT40hf
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Exhibit%20C%20ContractMarketCustSupportPlan_Template_v1.docx?d=wb738a04e1eee444fae24dc6436d5b52a&csf=1&web=1&e=BKX2Uq
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14. Reference Form; 
15. Respondent Release of Liability; 
16. VADSIR (if applicable); 
17. PDAA (if applicable); and 
18. VPAT (if applicable). 

4.3.1.5.1 Soft Review 

Once all documents are completed, the complete package is routed for soft review to all 
interested parties. Those typically include: 

1. Contract Management (CTCM review of materials); 
2. CFO (financial review/validate the administrative fee); 
3. General Counsel (Standard terms and conditions, verification that scope/RFO package is 

in compliance with state law.); 
4. CTO( if applicable) (review of scope); 
5. Accessibility Coordinator; and 
6. HUB Coordinator/HUB, Outreach and Training (review of HSP/ the time/date of the pre-

solicitation conference). 
If a necessary change is noted during soft review, the procurement lead is notified and makes 
any adjustments to the affected document(s). Depending on the nature of the changes, the soft 
review will be re-routed for soft review approval or the document set will be routed for formal 
approval to post. 

4.3.1.5.2 Formal Approval and Posting 

The procurement lead routes the final, complete RFO documents for sign-off, utilizing the most 
recent version of DIR Signature Authority Matrix. Once the approval is received, the document 
set is updated in BidStamp and posted on the ESBD.  

NOTE: Sections 4.3.1.5.1 and 4.3.1.5.2 are used for each subsequent addendum. 

https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
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4.3.1.6 Evaluation and Establishment of Competitive Breaks 
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Offers are received through the BidStamp system unless approved alternate arrangements have 
been made with the RFO point of contact. Each offer that is received by the due date and time is 
routed to Administrative Review, the HUB Coordinator, and the Financial Reviewer for the 
preliminary administrative reviews. This process can be concurrent or sequential, depending on 
the nature of the RFO and the specific requirement for the solicitation. 

For offers not received timely, the procurement lead verifies with DIR IT that no technical issues 
occurred at the time of submission. If it is believed that a technical issue did occur, the 
procurement lead notifies the DIR Cooperative  Procurement Director, the CPO, and the 
assigned general counsel of the issue, and seeks guidance on next steps in order to rectify the 
situation and ensure vendor parity is maintained. 

4.3.1.6.1 Receipt through Procurement System 

BidStamp provides a date/time stamp indicating when the response was received. This stamp 
must be maintained with the response in the procurement file. 

Upon submission, the responding vendor receives a confirmation email that contains the 
response record ID. BidStamp also provides a responder the ability to withdraw a previously 
submitted response (refer to BidStamp Training Guide) 

4.3.1.6.2 Administrative Reviews and Evaluation of Responses 

Responses that pass the administrative review, or those that are in clarifications pending a final 
determination from HUB, or Finance reviews, move to evaluation. During the evaluation process, 

https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/BidStamp%20Training%20Guide_ConvergePoint_Sensecorp.docx
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the evaluation team of at least three (3) evaluators read all written responses and assess how 
well the response meets the stated requirements. Using a quantitative scale established 
concurrently with the solicitation and documented in the evaluation plan, each response is 
scored. 

4.3.1.6.3 Discrepancy Review 

When all evaluators have scored all responses, the procurement lead compiles the scores and 
conducts a discrepancy review, identifying any outliers (scores that deviate from the median 
score by a specified amount). If outliers are identified, the procurement lead consults with the 
assigned  general counsel and/or the division director. A meeting is held with the evaluators to 
review the outliers. Each evaluator is provided an opportunity to update their scoring prior to 
finalizing the scores. Once the scores are finalized, the procurement lead generates the final 
scoring document from BidStamp which includes the calculated scoring for the pricing 
component. 

4.3.1.6.4 Establishment of Competitive Breaks 

The procurement lead ranks each response in numerical order according to the finalized 
evaluation scores. A competitive break is the natural break point between respondents’ overall 
scores. Where more than two (2) responses are being considered, the break point(s) is where the 
variance exceeds the average variance between two (2) adjacent scores, for all responses scored. 

The competitive range represents the respondent(s) who may receive a contract award based on 
the natural break point(s). Depending on the products or services being awarded, it may be 
appropriate to expand the competitive range to one (1) or more subsequent logical breakpoints 
– to ensure sufficient availability and competition for offerings within the relevant category. 

The procurement lead presents the competitive breaks to the Procurement Oversight. The 
Procurement Lead recommends the competitive range of respondents to be advanced to 
negotiation. To determine the competitive break, all responses must be scored and the 
discrepancy review must be completed. 

The Procurement Lead must: 

1. Combine individual scores to calculate the total response score for each response; 

2. Rank the total score of each response from the highest to lowest;; 

3. Calculate the score variance between adjacent scores; and 

4. Determine the Competitive Break(s) as described above. The overall break point is 
determined as the best value to the State and must be approved by Procurement 
Oversight. 

The procurement lead meets with the DIR-A Procurement Director, the CPO, and the assigned 
general counsel to review the break points and determine the number of vendors that will be 
invited to negotiations. Once an agreement is reached on the competitive breaks and the 
vendors who will be invited to attend negotiations, the procurement lead documents the results 
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in a memo and routes to Procurement Oversight for approval to move to the next phase (the 
negotiations phase). This approval is then saved to the procurement file. 

4.3.1.7 Negotiation and Award 
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Upon approval of the Recommendation for Negotiation Memo, the procurement lead sends the 
list of respondents that advanced to negotiations to the Accessibility Reviewer to complete the 
accessibility documentation reviews. Any HUB Subcontracting Plans that are still “in clarification” 
are addressed during the initial negotiation phase. 

All respondents to the RFO receive emailed notification of their status. 

Respondents that have been approved to move to negotiations will receive a Negotiation Kick-
Off Packet with a deadline for responding to the negotiation notification and provide all 
requested documentation needed during the negotiations. Failure to respond to the 
Negotiation Kick-Off notification by the due date may result in a Cease to Negotiate with no 
additional consideration of the respondent’s proposal. 

Respondents that did not advance to the negotiation round will receive a notification that either: 

1. The response was not selected to move to negotiations as the response did not make 
the competitive break, or 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Recommendation%20for%20Negotiations_Template_v1.docx?d=wc80b5bcbf7b945c2ae288e2565403ef6&csf=1&web=1&e=kOqkOY
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2. The was not selected to move to negotiations as the response was disqualified from the 
process and the reason for the disqualification.  

The procurement lead works through the list of vendors in the established competitive range in 
order, unless other factors cause one vendor to be prioritized ahead of another. Reasons may 
include: 

1. Timeliness of vendor’s response to the negotiation kick-off packet; 
2. Criticality of services for DIR customers; 
3. Number and nature of exceptions to DIR’s standard terms and conditions; and 
4. For incumbent vendors where a lapse of offerings would cause a disruption to existing 

customers, the expiration date of the current contract. 
As each contract is awarded, the procurement lead updates the information in Salesforce and 
notifies the assigned contract manager of the contract award, either through inclusion on the 
DocuSign or an email. This continues until all vendors in the competitive range have received an 
award or had negotiations ceased. 

4.3.1.7.1 Cease to Negotiate 

If DIR is unable to reach an agreement with any of the vendors in the established competitive 
range, the procurement lead seeks to cease negotiations. In consultation in the Cooperative 
Procurement Director, the assigned Assistant General Counsel, and the CPO, the procurement 
lead presents the justification for the termination of contract negotiations. If the justification is 
sufficient, the procurement lead routes for review and approval a documented timeline of the 
negotiation efforts, which may include any communication attempts with the respondent and a 
Cease to Negotiate letter. These are saved to the procurement file. A signed copy of the Cease 
to Negotiate letter is emailed to the vendor. The Salesforce Response Record for the associated 
vendor is updated to “Cease to Negotiate” and the date the letter was sent is entered into the 
Response Record. 

4.3.1.7.2 Conduct Vendor Debrief 

For Cooperative contracts, once all awards have been made, the procurement lead will host a 
group debriefing for all respondents to that solicitation. Using the Debrief Webinar Template, 
the procurement lead prepares for the webinar and notifies all respondents of the time and date 
of the webinar. After the conclusion of the webinar, the procurement lead is responsible for 
answering any questions submitted by vendors. The procurement lead will escalate any vendor 
expressing a grievance about the procurement process or scoring to the Director and the CPO. 

4.3.1.7.3 Procurement Close-out and Transition to Contract Management 

Throughout the negotiation and award process, the procurement lead will transition each 
awarded contract to the assigned contract manager, who will verify the information entered into 
Salesforce and change the contract from draft to active once the information has been 
validated.  
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Once all eligible contracts are awarded, the procurement lead will close out the procurement 
file. Any remaining correspondence is copied the procurement file, all signed contracts are 
downloaded from DocuSign, and each procurement file is reviewed for completeness. The 
procurement lead schedules and documents any requested vendor debriefs and Salesforce 
initial data entry is completed by the procurement lead. 

The procurement lead will post a notice of award to the ESBD, complete the Procurement File 
Checklist, Respondent Selection Report, and, if time permits, oversee gathering Lessons Learned 
so that the process can be improved for the next procurement. 

4.3.1.7.4 Close-out Procurement File and Initiate Data Check 

The contract manager, in coordination with the compliance analyst, conducts a review of the 
contents of the procurement file to ensure that all data is correctly entered into Salesforce and 
the procurement file is complete. 

4.3.2 Enterprise Procurements 

Enterprise Procurements focuses on high-dollar, multi-stakeholder procurements. The 
procurement vehicles used are primarily RFOs and SOWs, although other procurement types 
may be used as required. Contract Advisory Team (CAT) and Major Information Resource Project 
(MIRP) reviews may be required. 

For enterprise procurements, the procurement lead is responsible for setting up and maintaining 
the procurement file, setting the project schedule (in coordination with the Project Management 
Office if a project manager is assigned), and managing access to the procurement 
documentation. The procurement lead is also responsible for updating Salesforce with RFO-
specific information including, but not limited to the RFO description, posting date, pre-
solicitation conference information, response due date, reference form due date, and applicable 
NIPG codes. 

4.3.2.1 Procurement Planning 

Enterprise Procurement are planned on a yearly basis, looking out multiple years to existing 
Shared Technology Services contract end dates. Since these are highly complex projects, the 
procurement process can take up to two (2) years or more to achieve contract award. During the 
annual planning process, decisions are made regarding the needs identified in the previous year, 
the workload associated with each proposed procurement, and the high-level schedule of each 
procurement. 

4.3.2.2 Assess Risk 

The procurement lead should identify, document, and evaluate solicitation project risk factors, 
beginning with procurement objectives, project organization and requirements development. By 
conducting an assessment of current or anticipated risk and determining the probability and the 
impact should a failure occur, the solicitation team can develop a risk response that frames the 
solicitation and contracting strategy. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20File%20Checklist_Template_v1.1.docx?d=w23acbc17707c4f4791bcac71bf8bc91c&csf=1&web=1&e=B4gncP
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20File%20Checklist_Template_v1.1.docx?d=w23acbc17707c4f4791bcac71bf8bc91c&csf=1&web=1&e=B4gncP
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Respondent_Selection_Report_Template_v1.docx?d=w4708ffcd094b42a095925455280d8fd5&csf=1&web=1&e=hc6IYH
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In addition to risks associated with procurement requirements, other factors that must be 
considered in evaluating and selecting a vendor for award include: 

1. The vendor’s previous experience with the type of work to be performed; 
2. The vendor’s past performance (and past performance of similar vendors); 
3. The dollar value of the contract; 
4. The existence of confidential or propriety information, either with DIR or vendors; 
5. The relative newness of products or services in the marketplace; 
6. Interdependency with other contracts; and 
7. The statewide impact. 

4.3.2.3 Procurement Start-up 
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4.3.2.3.1 Validate Funding, Authority and Resources 

Once assigned, the procurement lead reviews any state oversight requirements to determine 
which, if any, are applicable to the solicitation project. As the procurement lead develops the 
project schedule, the tasks and timelines related to oversight requirements must be factored 
into the schedule. 
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State oversight entities may include: 

1. Contract Advisory Team (CAT); 
2. Quality Assurance Team (QAT); and 
3. Texas Office of the Governor (if using consulting services). 

The procurement lead validates oversight requirements in the planning stage and throughout 
the solicitation project with the Enterprise Procurement Director and general counsel. 

In some cases, DIR may elect to use outside consultants or staff to augment Enterprise 
procurement projects. State law requires DIR to develop clear criteria for the appropriate use of 
consultants and outside staff to temporarily augment existing staff. In conjunction with its 
budget process, the agency’s program areas must annually assess staffing needs and the need 
for and cost-effectiveness of contracting for consultants and outside staff. This analysis is 
provided to the DIR Board for approval and a program area may not hire or train any 
consultants or outside staff unless approved during this budget process (refer to Gov't Code 
Section 2054.061). 

4.3.2.3.2 Determine Procurement Method 

The Enterprise Procurement Director, in conjunction with the CPO and Office of General Counsel 
or SEB, reviews the information gathered through the statement of need, requirements 
development, and market research, and validates the procurement method. In most cases, an 
RFO or SOW will be utilized. 

4.3.2.3.3 CAT Submission Procedure 

No authority exists to issue a solicitation over an anticipated $5 million total contract value until 
CAT review has concluded. The procurement lead is responsible for submitting any solicitation 
to CAT that exceeds the $5 million threshold and for coordinating the with the business owner 
or solicitation team to ensure that all recommended changes stemming from the CAT review are 
considered, accepted changes are incorporated, and formal response to CAT is issued. 

To obtain the estimated contract value required for CAT submittal, contact finance for 
assistance. 

Publishing a solicitation without receiving a letter from CAT may result in an audit finding. 
Requests for expedited CAT reviews must be sent to spd.oversight@cpa.texas.gov. 

At the time of posting, the official “black out” period regarding the procurement begins. At 
this time, only the official point of contact should have any direct communications with a 
vendor regarding the procurement. 

4.3.2.4 Establishment of Procurement Oversight and Team Structure 

The procurement lead has primary responsibility for the functions described in this section and 
may work in coordination with a DIR business unit or program area project manager to develop 
and implement a Procurement Project Management Plan to direct the work. 

https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.061
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.061
mailto:spd.oversight@cpa.texas.gov
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20PMP_Template_v1.1.docx?d=wabf0e5216b35450e9075a53c4b677825&csf=1&web=1&e=kCDgd7
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For high dollar procurements, or those procurements that executive management deems are 
strategically important, the procurement lead serves as a liaison between the Enterprise 
Procurements Director and the solicitation team, and is accountable to the project owner, 
project sponsor, Source Evaluation Board (SEB), Source Selection Authority (SSA), and Executive 
Management for the successful award of a contract. Below is an example of the organization 
chart when the SEB/SSA is used.7 
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Deputy Executive 

Director
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COO
CTO

OCISO
CFO

Procurement Lead

Procurement Team
Advisors
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For projects that include both a procurement lead and project manager, the role of the project 
manager is to work with the procurement lead to manage the procurement effort and 
coordinate the efforts of the solicitation team. 

4.3.2.4.1 Implement Procurement Project Management Plan 

After the kickoff meeting the procurement lead develops a schedule that considers meeting 
outcomes, development of relevant procurement documents and deliverables, the need for a 
solicitation conference, and applicable review and approval cycles. 

 

 

7 Gov’t Section 2261.202 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.202
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The procurement lead completes the PPMP, which should include the results of an analysis 
conducted on a procurement, including the procurement authority, anticipated cost, 
procurement method, market research and requirements of the product or service. 

The procurement lead confers with the Director and the established procurement oversight to 
finalize the PPMP and baseline the project schedule. After finalizing, the procurement lead sends 
the PPMP to the Enterprise Procurement Director and procurement oversight for review and 
approval. 

When the procurement is advanced to the Procure stage, the plan should be updated with this 
information and included in the procurement file. 

4.3.2.4.2 Assign Team Roles and Responsibilities 

The role of the procurement lead is to work with the requesting DIR program area or business 
unit to establish a project, form a solicitation team, develop, and implement a planning, 
communication, and reporting structure, and proceed to develop requirements and solicitation 
documents. 

The procurement lead monitors and oversees the work of the procurement team members, 
including generating project and solicitation requirements, development of pricing structures, 
evaluation strategies, contract award, and transition to the program area and to contract 
management. If the price criterion is to be evaluated using a mathematical formula, such as for 
an RFO with an approved pricing evaluation tool, then it may be scored using such tool. Unless 
expressly prohibited in the solicitation evaluation strategy, the evaluation team may review the 
entire response, including the price component, to ensure that the proposed pricing aligns with 
the proposed products and services. The evaluation plan should always be followed. 

The procurement lead coordinates with the procurement oversight, other procurement leads, 
and the Enterprise Procurements Director to recommend and assemble a matrixed solicitation 
team. 

The procurement lead, in coordination with other project team members, identifies and 
recommends additional project stakeholders that either participate on the solicitation team or as 
resources to the solicitation. Stakeholders should be selected based on their knowledge and 
experience and their ability to assist in identifying critical business requirements within a 
procurement. Solicitation team members generally consist of an assigned member of the Office 
of General Counsel, the proposed or assigned contract manager, a business area subject matter 
expert, and may also include the accessibility coordinator, and a member of the CFO. 

Stakeholders are familiar with the specific needs of a program and have a clear understanding of 
how to ensure that procurement activities support a program. They may be heavily involved in 
developing policies and procedures, or implementing changes, to facilitate the project and may 
also provide the subject matter expertise required on a project. The roles and responsibilities of 
procurement teams include: 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20PMP_Template_v1.1.docx?d=wabf0e5216b35450e9075a53c4b677825&csf=1&web=1&e=kCDgd7
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20PMP_Template_v1.1.docx?d=wabf0e5216b35450e9075a53c4b677825&csf=1&web=1&e=kCDgd7
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Procurement%20PMP_Template_v1.1.docx?d=wabf0e5216b35450e9075a53c4b677825&csf=1&web=1&e=kCDgd7
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1. Advisors: Offer insight to specific areas (technical, financial, security, etc.); they may 
serve as the bridge between the SEB and evaluators, but function with SEB oversight 
when advising evaluators. 

2. Evaluator/Reviewers: SMEs may also be called upon to serve as evaluators/reviewers 
to weigh a respondent’s response against the requirements of the solicitation. When 
serving as evaluators, each response is scored against specific criteria, scores of 
evaluators on consolidated and an overall score is determined for each response. In 
role of a reviewer is largely the same, except that instead of scoring each response, the 
reviewer will read and rank each response and have a facilitated meeting with the rest 
of the project team to agree-upon the ranking before completing their duties. 

3. Executive Management: made up of DIR’s Executive Director and Deputy Executive 
Director, makes the final determination regarding items escalated from the SSA and is 
ultimately responsible for any award decisions made. 

4. Project Manager: On some projects, a project manager may be assigned to help with 
scheduling of events and to generally manage the project. The procurement may be 
part of a larger agency initiative that the Project Management Office is tracking or may 
be requested by the procurement lead/CPO to assist on projects that have a tight turn-
around or are particularly sensitive. 

5. Source Evaluation Board: made up of director-level staff from DIR’s major business 
areas and provides strategic direction and oversight to the procurement process. This 
is a permanent group and is made up of a representative from the Chief Procurement 
Office as the chair, the Chief Operations Office, the Chief Technology Office, with 
advisor from the Chief Financial Office, the Transition Director, the CPO Contract 
Manager and the Office of Chief Information Security Officer. They serve as 
procurement oversight for STS and related projects and are responsible for reviewing 
and approving solicitation materials at all phases in the project. The SEB is accountable 
to the Source Selection Authority.  

6. Source Selection Authority: made up of senior-level staff from DIR’s major business 
areas. They serve as a point of escalation for the SEB. They are responsible for 
approving solicitation materials for external review, posting, and signing off on 
evaluation and award decisions. 

7. Stakeholders: Stakeholders represent sections that will be impacted by the solicitation 
project or resulting contracts. Stakeholders comment on project scope, review work 
products, participate in vendor demonstrations, provide information, and perform 
other activities that help ensure that the stakeholders’ needs are known to the 
solicitation team. 

8. Subject Matter Experts: Subject matter experts (SMEs) are designated resources who 
provide expert knowledge and a variety of skills, disciplines, or functional experiences 
applicable to the project. An outside entity to me be selected to serve as a SME in 
projects requiring specialized expertise not available within DIR. In addition to SME’s 
participating as non-voting members on the review team, the procurement lead may 
assign project-related tasks to SMEs. 
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9. Administrative Reviewer(s): Personnel whose primary procurement responsibilities 
are a review of the pass/fail components related to the requirements of the solicitation. 
They include, but are not limited to, the HUB Coordinator(s), Accessibility Coordinator, 
Financial Reviewer. And the purchaser. 

Throughout this process, the procurement team develops the work and performance 
requirements, technical specifications, written procedures, executive summaries, background 
statements and infrastructure details that support the solicitation. Additionally, the procurement 
team assists in developing evaluation criteria, scoring methodologies, contract terms and 
conditions and the contractor’s insurance requirements. 

Tools and metrics used for contract administration are also developed or identified by the 
solicitation team, which may include performance management, service level management and 
quality management, among others. 

4.3.2.4.3 Establish Project Management Structure 

The procurement lead, or project manager in coordination with the procurement lead, as 
applicable: 

1. Develops and manages the Procurement Project Management Plan (PPMP) using the 
PPMP Template 

2. Selects the appropriate tools and templates and performs initial analysis and planning 
to manage the project, including a project schedule, a communications plan, an action 
item log, a risk register, and an issue log. 

The PPMP describes: 

1. Project scope; 
2. Project deliverables (for the procurement, not the resulting project); 
3. Critical business requirements; 
4. Method of procurement; 
5. Contract type; 
6. Estimated schedule; 
7. Estimated cost, budget, and administrative fees, if any; 
8. Performance measures (if applicable); 
9. Constraints and risks including the risk assessment matrix; and 
10. Team assignments and procurement deadlines. 

The procurement lead must document the information that supports a procurement and the 
decisions that are made during the planning stage that will frame the procurement strategy. This 
information should be included or referenced in the PPMP. 

For less complex SOW projects, the procurement lead may tailor the PPMP to define, manage 
and track key activities and milestones associated with the project, which should include a 
statement of scope, project deliverables, solicitation project schedule, a description of the 
project’s roles and responsibilities and other relevant planning factors. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/_layouts/15/Doc.aspx?sourcedoc=%7B733989B4-BCCF-4E67-AFE0-B986E292A93A%7D&file=Procurement%20Project%20Management%20Plan%20Template.docx&action=default&mobileredirect=true
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4.3.2.4.4 Conduct Kick-off Meeting (optional) 

The procurement lead facilitates the project kickoff meeting and communicates the 
procurement goals and objectives to the procurement team. The procurement lead provides a 
high-level overview of the project schedule, including the estimated amount of time required of 
the SMEs. 

The assistant general counsel advises procurement team members of their ethical 
responsibilities throughout the solicitation project and provides examples of changes in 
circumstance to avoid a conflict of interest, including: 

1. A new financial interest in a vendor; and 
2. A spouse or family member taking a management position with a vendor. 

Other kick-off meeting topics include a discussion of the project’s organizational structure, roles 
and responsibilities, background information related to the solicitation, initial planning for the 
solicitation type, and external services and resources that may be acquired to support the 
solicitation project. 

4.3.2.5 Research and Post Notice of Intent to Procure/Pre-Solicitation Notice 

Conduct Initial 
Research

Kick-off 
Meeting?

Conduct Kick-off 
Meeting

Additional 
Information 
Required?

Conduct additional 
research, meetings 

as required

Close out Research 
and Document in 
Procurement File

Create Pre-
solicitation notice 

and Route for 
Approvals to Post

Start End ProcessYes

Yes

No

No

 
4.3.2.5.1 Market Research 

During this phase, the procurement lead works to gather and document the products/services 
being procured, noting anything of significance in the market, any changes or new technologies 
available, and any customer or vendor concerns regarding the products or services. This 
research may be accomplished through web searches, customer or vendor surveys, request for 
information, or other means as determined by the procurement lead and procurement 
oversight. This may include issuance of a Request for Information and/or vendor showcases. 

Based on capabilities available in the market, the results of market research and analysis may 
initiate a procurement project. Market research projects may result in a limited pilot and may or 
may not result in a procurement event. Further, the market research approach may include 
vendor outreach and engagement and/or customer outreach and engagement. Typically, market 
engagement lasts three (3) months. Market research lasts six (6) months. Schedules may vary 
based on procurement priority/urgency, need to better understand market capabilities, budget, 
staffing, or other factors. 

For major procurements, CPO leadership will work with CTO leadership, other divisions, and 
agency executive management to develop a market research strategy, budget, schedule, and 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Request_for_Information_Template_v1.docx?d=w482f789f6e9444b3a88e5c18510d00b2&csf=1&web=1&e=BXbKNT
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assignments. For other procurements, less formal market research may be conducted. Decisions 
regarding market research direction will be made as part of the procurement planning phase of 
any procurement. Through its market research, the market analysis team provides results to 
inform the procurement strategy and high-level requirements (refer to Market Research and 
Analysis). 

In consultation with the business areas, the CPO, and/or executive leadership, the procurement 
lead will determine the market research approach which may include vendor outreach and 
engagement and/or customer outreach and engagement. Typically, market engagements last 
three (3) months. Market research can last up to six (6) months or beyond. Schedules may vary 
based on the depth of the research and availability of staff. 

4.3.2.5.2 Post Notice of Intent to Procure 

If the estimated total contract value will exceed $20 million, the procurement lead is responsible 
for posting a Notice of Intent to Procure at least two (2) calendar months prior to the 
solicitation. This notice must include a description of the goods or services to be procured and 
the applicable NIGP class and item codes. This notice is subject to review and approval of the 
SEB and SSA prior to posting. This serves as the pre-solicitation notice for the procurement. 

A Pre-solicitation Notice is posted in advance of the solicitation to put all interested vendors on 
notice that a solicitation is forthcoming. This is a voluntary step for solicitations less than $20 
million dollars and is done in advance of the solicitation. 

4.3.2.6 Draft Solicitation Scope of Work and Specifications 

Start Solicitation 
Drafting Soft Review Approved? Final Review

(DocuSign)

Update 
Information in 

Salesforce

Place Approved 
Documents in 

BidStamp

Approved?Yes

Make requested 
edits

Make requested 
edits

Yes

Post to ESBD
Hold Pre-

solicitation 
Conference

Addendum 
DraftingSoft Review

No No

Approved?Final Review
(DocuSign)Approved?

Make requested 
edits

Make requested 
edits

RFO Due Date 
Reached? EndYes

Update 
information in 
Salesforce (if 
necessary)

Update 
information in 

Saleforce

Place approved 
documents in 

BidStamp

Post Addendum to 
ESBD

Yes

No

No

Yes

 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Pre-SolicitationNotice_Template_v1.docx?d=wffa3d728e32142e180fded923dfe9753&csf=1&web=1&e=FLRzsW
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4.3.2.6.1 Draft Solicitation Scope of Work and Specifications 

The procurement lead, in coordination with the procurement team, develops the scope of work 
and creates initial drafts of the solicitation documents. The procurement lead should structure 
the requirements in a manner that allows respondents to present innovative solutions to stated 
business problems. The scope of work or specifications should address the following elements: 

1. Performance expectations; 
2. Deliverables; 
3. Response Instructions and Submission Requirements; 
4. Evaluation Approach; 
5. Attachments, Forms, and Exhibits; 
6. Pricing Structure; 
7. HUB Opportunities; and 
8. Contract Terms and Conditions. 

Additionally, the procurement lead and procurement team should determine a duration for the 
contract, taking into account such factors as length of time to procure, length of time to 
transition to a new provider, and infrastructure or sunk costs that may need to be defrayed 
during the life of the contract, etc. The term must be reasonable and in determining the 
duration, an effort should be made to keep the maximum length of a contract to four (4) years 
without reissuing a competitive solicitation, including contract renewals and extensions. This 
duration must be included in the solicitation. Under no circumstances may DIR enter into a 
contract with an indefinite term. 

4.3.2.6.1.1 Performance Expectations 

The procurement lead facilitates a review of the requirements to consider and establish: 

1. A method to incorporate technology and innovative solutions or industry best 
practices (market research). 

2. The minimum requirements that must be met by a contract holder to demonstrate the 
capacity and experience required to successfully perform the work. These requirements 
must be met for a respondent to be eligible to continue in the evaluation process. 

3. Information required from the respondent for evaluators to make informed decisions 
(response instructions). 

4. The best way to price the goods or services requested (pricing form). 
5. A method to differentiate “needs” versus “wants” or “would like to haves” (cost drivers). 
6. Measures of performance and methods of monitoring progress (performance 

measures). 
7. The possible consequences of the contract holder not meeting requirements 

(remedies). 

Throughout the development of the requirements, the solicitation team identifies vendor work 
performance requirements and/or acceptance criteria that are critical to the overall objective of 
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the contract. The main goal of this effort is to ensure that the non-performance remedies align 
with the specified business goals and objectives. The procurement lead ensures that all relevant 
parties, including general counsel and the contract manager, are involved in the developing 
these requirements. 

4.3.2.6.1.2 Deliverables 

When deliverables are defined, each deliverable described in a solicitation should include the 
following elements, as applicable: 

1. A description of the work, expectations, or desired outcomes as applicable; 
1. Performance standards; 
2. Test conditions, methods, or procedures to verify that the deliverable meets 

performance standards; 
3. A method or process to monitor or ensure quality in the deliverable; 
4. An acceptance process; 
5. A compensation structure that is consistent with the types and value of work 

performed; and 
6. A contractual remedy, where appropriate. 

The solicitation may specify that one or more deliverables require the development of a 
Deliverable Expectation Document (DED) which provides a blueprint for the development of a 
deliverable to ensure that agreed-upon expectations are clearly defined before the deliverable is 
developed. A DED is typically a short document that identifies the scope, content, method for 
receiving, acceptance criteria, and development schedule for each deliverable. A DED provides a 
valuable framework to manage the review and acceptance process for the contract owner and 
contract manager. 

Additionally, the procurement lead guides the solicitation team to assess which of the 
requirements warrant specific explanation by respondents for how they plan to implement the 
requirements. For these requirements, the solicitation team should determine what information 
the respondents should provide to allow the review team to fully analyze the proposed 
approach and determine its effectiveness in meeting DIR’s needs. The submittal of the draft 
transition plan is a common practice. 

4.3.2.6.1.3 Response Instructions and Submission Requirements 

The procurement lead develops response instructions that provide potential respondents with 
clear directions for content, organization, and submittal of responses. Additionally, the 
procurement lead drafts review or evaluation guidance for responses and obtains input and 
feedback from the solicitation team. Response instructions may be included in a single section 
of the solicitation document or may be in-line within the statement of work document. 

4.3.2.6.1.3.1 Response Instructions 
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Response Instructions are contained in a section of the solicitation document that provides 
guidance to potential respondents on preparing their responses. This section contains 
administrative information about the procurement process such as how and where to submit a 
response and a schedule of events including the deadline for submitting a response. Response 
instructions may instruct respondents to respond “in-line” within the statement of work 
document. 

Response instructions are necessary for every requirement that the procurement team wishes to 
consider in making an award decision. These typically include key staff resumes/work history, 
facilities (description/photographs/diagrams/ schematics), and potential training provided by 
respondent. 

4.3.2.6.1.3.2 Submission Requirements 

The section of the solicitation document that includes the minimum qualifications a vendor must 
meet to have their response considered, the required structure and elements of the response 
and the information to be provided for evaluation purposes is the submission requirements 
section. 

To facilitate evaluation and negotiation, solicitation documents should include a response 
template that requires all respondents to submit exceptions in an excel table format to facilitate 
evaluation and negotiation. 

4.3.2.6.1.4 Evaluation Approach 

This section of the RFO/SOW explains the evaluation/review approach including: 

1. Minimum qualifications in order for a response to be considered compliant; 
2. Major evaluation criteria relevant to the procurement such as approach, on-going 

support, respondent team experience, price, etc.; 
3. The specific evaluation criteria within each major criterion and how they will be scored; 

and 
4. Relative importance (in percentages) of each major criterion identified, which should 

align with the posted solicitation document. 

4.3.2.6.1.5 Attachments, Forms, and Exhibits 

The procurement lead develops and compiles all appropriate attachments, forms, and exhibits 
for the solicitation. Attachments, forms, and exhibits should be limited to those providing 
information required by potential respondents to submit a comprehensive response. DIR has 
created a set of templates of standard attachments, forms, and exhibits. Standard attached 
documents include anything requiring vendor signatures, any processes or procedures 
impacting vendor staffing or schedule, and any restrictive policies or procedures requiring 
vendor compliance outside of the normal mode of doing business for that industry. 

4.3.2.6.1.6 Pricing Structure 
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The procurement lead develops an initial draft of the pricing structure with the solicitation team. 
For transaction-based pricing, a key component is developing projections and anticipated 
quantities to be used for pricing evaluation and a description of all assumptions used when 
developing the pricing structure. The procurement lead documents all assumptions in the 
project file. If the solicitation establishes a statewide enterprise contract, the procurement lead 
sends the pricing structure to the Enterprise Procurement Director and SEB for review and 
approval. 

4.3.2.6.1.7 HUB Opportunities 

Once the requirement gathering are mostly complete, the procurement lead reviews the 
required products or services to be received to determine the applicability NIGP codes. The 
procurement lead works with the HUB coordinator and completes the HUB Subcontracting 
Determination Form to determine if subcontracting opportunities exist within the procurement. 
This information is included in the final solicitation document and the completed form is saved 
in the procurement file (refer to Determine HUB Subcontracting Opportunities). 

4.3.2.6.1.8 Contract Terms and Conditions 

The office of general counsel develops the sample contract and legal terms and conditions 
(T&Cs) specific to the solicitation as requirements are being developed and they are finalized 
concurrently with the solicitation documents. The assigned assistant general counsel may elect 
to include the T&Cs in a Master Services Agreement (MSA) or attach the T&Cs to the contract as 
an Appendix. The contract package is included as part of the procurement package to inform a 
potential respondent’s understanding of the intended final agreement. 

An SOW solicitation issued against a DIR cooperative contract requires a reconciliation of any 
additional terms and conditions with those used in the master contract. The SOW solicitation 
T&Cs may enhance, but not lessen, the terms and conditions of the master contract. 

The procurement lead incorporates the appropriate documents into the solicitation package and 
includes any relevant appendices, exhibits or attachments. The solicitation team, in coordination 
with the assigned contract manager, should read and understand the contract terms and all 
associated documents to identify any areas that may be enhanced by previous experience or 
lessons learned and to assess their appropriateness for the scope of work. 

The procurement lead should ensure that considerations and logistics for conducting the 
solicitation are addressed during solicitation drafting and confirm that resource requirements to 
support the solicitation schedule of events are available, reserved, and links to access, as 
applicable, are included and active in the solicitation documents. 

4.3.2.6.1.9 Initiate Contract Monitoring Approach Development 

The procurement lead engages the contract manager to initiate the development of a 
monitoring approach and plan, based on the complexity, value, and risk. The contract manager 

https://comptroller.texas.gov/purchasing/nigp/
https://dir1.sharepoint.com/:w:/r/sites/cpo/_layouts/15/Doc.aspx?sourcedoc=%7B996A4139-BF57-435C-A982-62816E41583A%7D&file=HUB%20Determination%20Form.docx&action=default&mobileredirect=true
https://dir1.sharepoint.com/:w:/r/sites/cpo/_layouts/15/Doc.aspx?sourcedoc=%7B996A4139-BF57-435C-A982-62816E41583A%7D&file=HUB%20Determination%20Form.docx&action=default&mobileredirect=true
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will use and adjust this plan, as needed, to track the status and monitor vendor performance 
over the life of the contract (refer to Establish Contract Monitoring). As necessary, the 
procurement lead will make adjustments to the applicable areas of the solicitation package to 
facilitate any monitoring duties identified by the contract manager. 

Depending on the level of contract complexity, value, and risk, the contract manager should 
coordinate with the business owner (or assigned contract owner), general counsel and Director 
of Contract Management to develop a formal contract management plan to implement after 
award. 

4.3.2.6.2 Plan and Develop Evaluation/Review Guidance 

Complex solicitation projects use either the evaluation team or review team process to 
determine best value based on the criteria described in the solicitation. The procurement lead 
coordinates with the solicitation team to consider and document the strategy and process for 
evaluating or reviewing solicitation responses, including: 

1. Team members and roles; 
2. Details regarding pre-qualification of potential respondents, as applicable; 
3. Approval process, as applicable; 
4. Planned question and answer process; 
5. Areas to be scored and assigned weights for each, as applicable; 
6. Factors to consider when reviewing; and 
7. Tools that will be used to calculate technical and pricing evaluation scores, as 

applicable. 

The evaluation plan and review guidance are internal project documents that provide 
information and consideration items the evaluators should assess in the selection process. 

1. An evaluation plan is used for RFO solicitations where methods to assess, score, and 
select vendors that are advanced to negotiation are described. The plan describes the 
approach to individual and group scoring. The evaluation plan identifies members that 
will participate in negotiation. Other tools provided to evaluators include training 
slides, workbook, and an evaluator guide. 

2. Response review is only used when the scoring methodology is a consensus score. 
methodology, such as the proposed approach, proposed project schedule, pricing 
assumptions, price versus budget, exceptions taken by the vendor, etc. The review 
team uses the guidance to determine which respondents will participate in any 
subsequent discussion, negotiation, or other process. 

The evaluation plan/review team guidance may include the following attachments: 

1. Vendor initial responsiveness screening checklist; 
2. Evaluation tool; 
3. Pricing evaluation tool; 
4. Vendor reference check – past performance, experience, and responsibility 

questionnaire; 

https://dir1.sharepoint.com/:x:/r/sites/cpo/Shared%20Documents/Procurement/Templates/EvaluationToolTemplate_v1.1.xlsx?d=w115f315bd1ec443d82e344768e9c5ba9&csf=1&web=1&e=zBghsd
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5. Vendor reference check – contract cancellation questionnaire; and 
6. Respondent selection report. 

The procurement lead, in coordination with the solicitation team, follows these steps to develop 
an evaluation plan and identify potential members of the review team, based on their roles, 
which may include members of the solicitation team. 

The procurement lead should develop the evaluation plan or review team guidance documents 
and seek to finalize the plan in the procure stage. The plan must be finalized and approved (with 
clear documentation regarding the date of approval) prior to the opening of any responses. 

The procurement lead must finalize the intended evaluation/review plan for any procurement 
that will be evaluated on best value factors other than price meeting stated specifications. 

The procurement lead must route the final evaluation/review plan for review and approval 
according to the established procurement oversight, which may include the SEB and SSA or the 
area business owner and Executive Leadership, as appropriate. The approved DIR Signature 
Authority Matrix must be followed. 

Changes to this plan are allowed until the opening of solicitation responses. However, any 
changes must be approved by the established procurement oversight. 

4.3.2.6.3 Conduct Internal Review of Solicitation Package 

The procurement lead facilitates a solicitation team meeting to obtain feedback on the complete 
procurement package, including: 

1. Scope of work and specifications; 
2. Response instructions; 
3. Attachments, forms, and exhibits; 
4. Pricing structure; 
5. Performance measures and remedies; 
6. HUB opportunities; and 
7. Contract terms and conditions. 

4.3.2.6.3.1 Solicitation Quality Control Review 

When the solicitation document is complete, a member of the CPO conducts a quality control 
review of the solicitation document and all attachments and related documents. The QC 
reviewer notifies the procurement lead of any issues to be resolved. The procurement lead 
responds to the findings. The procurement lead confirms with the SEB the status (e.g., no issues, 
issues resolved). 

The solicitation document and its attachments can only be finalized after the QC review is 
complete and identified issues have been addressed to the satisfaction of the SEB. 

4.3.2.6.3.2 Evaluation Plan Quality Control Review 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Respondent_Selection_Report_Template_v1.docx?d=w4708ffcd094b42a095925455280d8fd5&csf=1&web=1&e=22k1jR
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
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When the evaluation or review plan is complete, the QC reviewer conducts a quality control 
review of the plan. The QC reviewer notifies the procurement lead of any issues to be resolved. 
The procurement lead confirms with the SEB the status (e.g., no issues, issues resolved). 

The evaluation plan can only be finalized after the QC review is complete and issues identified 
have been addressed to the satisfaction of the SEB. 

After QC review is complete, the procurement lead can use the information to create individual 
evaluator worksheets (refer to the Evaluation Plan Template) or the Review Plan documents that 
will be used to determine the best value for the state. 

4.3.2.6.3.3 SEB Solicitation Document Review 

The solicitation document is ready for complete review by the SEB when the draft solicitation 
and evaluation plan quality control reviews are complete. The procurement lead provides the 
solicitation document (and attachments) and the evaluation plan to the SEB for review and 
approval. The procurement lead revises the solicitation document with recommended changes 
from the SEB. Additional reviews may be required before SEB approval is granted. 

The procurement lead reviews any past performance and canceled contract questions with the 
SEB to ensure they are appropriate to the services being requested. 

4.3.2.6.3.4 SSA Solicitation Document Review 

The procurement lead routes the final, complete solicitation documents for sign-off, utilizing the 
most recent version of DIR Signature Authority Matrix. Once sign-off is achieved, the solicitation 
is either sent to CAT for approval to post or, in the case of SOWs, uploaded on the SOW portal. 
CAT review can take up to 30 calendar days, however DIR cannot post until the review is 
complete and feedback has been resolved. For SOW reviews, DIR can take up to 30 business 
days to complete the review. DIR may accept or reject the submitted DIR SOW. An agency shall 
not submit the DIR SOW to vendors until DIR has issued written approval. If rejected, the agency 
may resubmit with required modifications. 

4.3.2.7 Manage Solicitation 

4.3.2.7.1 Overview 

After a solicitation is publicly posted or sent to vendors, any information regarding the 
procurement must be conveyed through the point of contact (POC) designated on the 
solicitation. Posting the solicitation is the start of “black-out” period of the solicitation which 
continues until the contract has been formally awarded. 

The sole exception to the black-out period is the ability for the HUB office to advise vendors 
on completing their HSPs. The HUB office may communicate directly with a vendor but may 
only discuss the requirements of completing the HSP, reviewing a completed HSP, or 
handling a subsequent Progress Assessment Report (PAR). 

https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Evaluation%20Plan%20Template.docx
https://dir1.sharepoint.com/:b:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20Signature%20Authority%204.0%20APPROVED%2012.13.2022.pdf?csf=1&web=1&e=kPAQdG
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A solicited vendor may continue to communicate with agency personnel regarding an existing 
contract held with DIR, however, agency staff must not discuss or exchange information 
regarding the solicitation. If the procurement lead or a member of the solicitation team, or other 
DIR personnel except for the HUB office, is approached regarding the solicitation or the process, 
they should refer all inquiries to the designated procurement lead and notify the procurement 
lead of any attempted contact. Repeated attempts could be grounds to disqualify a vendor from 
responding to the solicitation. 

The procurement lead receives any questions, comments, or potential issues from the vendor 
community. If a response is required, the procurement lead will coordinate any response with 
the solicitation team, SEB, or legal as appropriate. Any response will be provided to the vendor 
or vendor community via the procurement lead. 

To ensure that all vendors are treated equally and fairly, all information – from issuing a 
solicitation, responding to questions, issuing addenda, to conveying information regarding 
discussions and clarification sessions – must be shared equally with all vendors. 

Any response that provides clarification to the intent or requirements of a section of the 
solicitation must be shared with all vendors. For a solicitation posted to the ESBD, the 
solicitation team issues an addendum with the information and the procurement lead instructs 
the requesting vendor to view the publicly posted addendum for a response. For an SOW where 
all potential respondents are known, an addendum may be issued. For a clarification that does 
not alter any requirements in the solicitation, an email notification to each vendor may be 
appropriate. 

The procurement lead should advise the Enterprise Procurement Director or, if necessary, the 
contract attorney immediately, if issues arise after posting or distribution of the solicitation. This 
will ensure the integrity of the procurement and hopefully allow it to proceed to completion. 

The procurement lead, in coordination with the solicitation team, manages the respondent 
conference, formal question and answer (Q&A) period, and addenda issuance. 

4.3.2.7.2 Conduct Solicitation Conference 

A solicitation conference provides a forum for DIR to clarify the procurement process and 
requirements, the intent of the solicitation, and highlight key requirements to potential vendors. 
A solicitation conference provides an information forum, an opportunity for vendors to develop 
subcontracting relationships, and reinforces information gathered through market research 
regarding industry interest in the procurement. 

A solicitation conference allows potential respondents the opportunity to pose questions 
directly to the agency. Information presented, and responses to any questions raised, during the 
conference must not modify the requirements of the solicitation unless the modification is 
stated in a resulting addendum. 

If a solicitation conference is conducted, it must be included in the schedule of events stated in 
the solicitation and must indicate the date, time, and location of the conference. The solicitation 
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must state whether in person attendance is allowed, and if so, where, and how to access the 
conference electronically such as a webinar. 

Enabling online participation allows all vendors to participate equally regardless of their 
location. All attendees, whether in person or remote, their presence must be documented on a 
hard-copy, electronic sign-in sheet, or proof of attendance from webinar event report. These will 
be DIR’s official record to verify vendor attendance. 

A solicitation conference may be designated as either mandatory or non-mandatory for 
prospective respondents. The requirement for a mandatory conference must be clearly stated in 
the solicitation. If the conference is mandatory, the following statement must be included in the 
solicitation: “Failure to attend the solicitation conference will result in disqualification of the 
response.” 

The procurement lead and solicitation team should carefully consider the use of a mandatory 
conference and confer with legal counsel as this may limit competition. Should a vendor who is 
expected to submit a highly competitive response miss a mandatory solicitation conference, any 
response submitted by that vendor to DIR must not be considered. Likewise, if the vendor 
attends the conference but fails to sign in at the conference, the vendor’s attendance has not 
been documented and the solicitation team may not consider a response from the vendor. 

A leading practice is to limit a mandatory conference to circumstances that warrant a 
prospective respondent’s presence, such as a required site visit to have a full understanding of 
the operating environment or when attendance at the conference is critical to fully understand 
the needs and requirements of a highly complex procurement. 

If possible, a solicitation conference should be held no earlier than 10 days after the solicitation 
is issued to allow sufficient time for vendors to receive and review the solicitation prior to the 
conference. 

Additionally, the conference should be held at least one week prior to the deadline for 
submission of questions to allow vendors the opportunity to ask follow-up questions. If a 
mandatory conference is required, the solicitation team should consider if multiple conference 
dates should be provided to allow sufficient opportunity for all potential respondents to attend. 

4.3.2.7.3 Manage Question and Answer Period 

The procurement lead and solicitation team must coordinate to answer all questions received 
prior to the deadline for submitting questions, if possible, including those received during the 
conference. If a question is unclear, the procurement lead may request a clarification if the 
requester and contact information are known. 

At the discretion of the Enterprise Procurement Director, the procurement lead may provide 
response to a question received after the deadline, particularly if it is determined to have a 
critical impact on the solicitation. 
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The procurement lead may issue responses to questions as one addendum at the end of the 
Q&A period; however, for highly complex solicitations or solicitations resulting in a large 
number of questions, the procurement lead may periodically release answers to questions in a 
series of addenda. In this scenario, the procurement lead consolidates a batch of questions after 
answers have been finalized and issues each as a part of the addendum. 

The procurement lead consecutively numbers the questions and answers so that the numbering 
in the second batch continues from the last number in the first batch, avoiding the reuse or 
skipping of numbers. This batch approach continues until the deadline for submitting questions 
occurs. 

The procurement lead coordinated with the solicitation team, SEB, contract attorney, or other 
responsible individual to respond to questions regarding a solicitation. 

4.3.2.7.4 Issue Addenda 

A solicitation addendum must be in writing and must clearly identify the changes being made to 
the solicitation or the additional information being provided. An addendum officially changes or 
modifies the solicitation requirements, including: 

1. Clarifying an ambiguous provision 
2. Correcting an error, omission, or oversight 
3. Extending the response due date 
4. Revising a public opening date 
5. Providing additional information such as questions and answers or information 

stemming from a respondent conference 

A solicitation that includes a solicitation conference requires at least one addendum. This 
addendum includes a list of all vendors and vendor representatives who attended the 
conference, the respondent conference agenda, the respondent conference slide deck, and any 
handouts presented at the conference. 

Each addendum must be sequentially numbered and must be issued in the same manner as the 
original solicitation. The procurement lead should encourage potential respondents to provide 
specific acknowledgement of each addendum made to the solicitation. 

All changes to solicitation documents must clearly identify the document, the particular section 
and item reference, if possible, and the specific change to the requirement. The procurement 
lead may include a revised redlined document with the addendum for a complex solicitation 
involving multiple documents. The redlined document must exactly match the changes stated in 
the addendum. 

In addition to changing or clarifying solicitation requirements, an addendum may provide 
additional documents to the solicited vendors. The procurement lead must identify each 
additional document and the intent behind including the document in the addendum. 
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The procurement lead prepares the addendum for posting, including all necessary exhibits, 
attachments, etc. The addendum is then routed for approval for posting to either the SEB/SSA or 
to the appropriate procurement oversight. 

A procurement lead must allow reasonable time to respond to a solicitation addendum and 
must consider the amount of time remaining until the response due date. Depending on the 
content of the addendum, and the impact to the solicitation, the procurement lead may extend 
the due date for responses. 

If a vendor response has already been submitted when an addendum is issued, the respondent 
may submit a written request to the procurement lead to revise and replace the response. 

4.3.2.7.5 Receive Responses 

For a solicitation response to be considered for award, the response must be received, and its 
receipt documented, on or before the due date and time stated in the solicitation or subsequent 
addendum. While a solicitation may be physically received, this is an exception to the process as 
DIR manages solicitation and contract documents in native electronic form or transmitted 
through electronic means (refer to Gov't Code Section 441.1855). 

4.3.2.7.5.1 Withdrawal of Response 

A vendor may withdraw its response at any time prior to the due date and time for the 
solicitation. A vendor’s request to withdraw its response must be submitted in writing on 
company letterhead, signed by the authorized contact person listed in the response. 

If the vendor’s request to withdraw the response is submitted by mail, email, or other electronic 
mean, the purchaser must determine whether additional documentation is required before 
complying with the request. 

4.3.2.7.5.2 Late Responses 

A late response is any response received after the due date and time stated in the solicitation or 
subsequent addendum. Failure to provide a response by the due date and time lies solely with 
the vendor. Late responses, unless excepted by policy, may not be considered, and will not be 
opened, except to determine contact information for the submitting vendor. 

The only exception to the prohibition against accepting a late response is determined by a 
written internal policy permitting the acceptance. For example, a policy exception for a late 
response due to stated extenuating circumstances, such as an unpreventable event caused 
exclusively by forces of nature, or processes for electronic bid submissions are delayed due to a 
DIR system interruption or failure may provide an exception. In this case, the procurement lead, 
in consultation with legal and the Enterprise Procurement Director, can investigate the cause for 
the late response and determine whether the response should be accepted. They will present 
their reasons to the CPO and ask for a ruling. The CPO is responsible for the ultimate 
determination. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.441.htm#441.1855
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For a late response, the procurement lead should notify the vendor that the response was not 
timely received and has been rejected. On request by the vendor, the procurement lead either 
returns the unopened response to the vendor or disposes of the response according to agency 
policy or other arrangements if specified in the solicitation. 

4.3.2.8 Conduct Administrative, Financial, and HUB Reviews 

For any major solicitation project, once all timely responses to a solicitation have been recorded, 
they must go through additional reviews before being forwarded for evaluation by the 
evaluation team. Each response undergoes an Administrative, Financial, and HUB review. Unless 
exception is granted by the Enterprise Procurement Director or the CPO in the interest of 
increasing competition, a response must pass or be deemed to be in prior to being forwarded 
for evaluation. In some situations, a vendor may be allowed to cure the issue. 

4.3.2.8.1 Conduct Administrative Review 

The administrative review is used to determine if each submitted response has been signed as 
required and the required contents have been provided including the HUB HSP. The purchaser 
identifies issues with the submission items provided and refers those instances to the 
procurement lead. The procurement lead investigates the issues and makes a recommendation 
to the Enterprise Director, contract attorney, or the CPO as appropriate. 

The administrative review is generally completed prior to the financial or HUB reviews as 
responses failing administrative review might not be considered for financial or HUB review. 

Upon completion of the administrative review, the purchaser provides the screened responses 
to the procurement lead who is responsible for securing the responses and ensuring they are 
properly controlled. 

4.3.2.8.2 Conduct Financial and HUB Reviews 

Response to a major solicitation project must undergo both a financial review and HUB review, if 
a determination was made prior to issuing the solicitation that subcontracting was possible on 
the contract. The financial and HUB reviews may be conducted concurrently. A response must 
pass the administrative, financial and HUB reviews prior to being provided to the evaluation 
team. 

The HUB review is used to ensure that the respondent has successfully met all of the 
requirements of the HUB program as required in the solicitation and fulfilled its obligation to 
make a good faith effort towards subcontracting with HUBs. 

The financial and HUB teams forward the results of their reviews to the procurement lead. For 
any reported failure, the procurement lead documents the situation and provides a 
recommendation to the Enterprise Director and informs the CPO. 

4.3.2.8.2.1 Financial Review Procedure 
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The financial reviewer conducts a screening or review of each respondent’s financial viability, as 
documented in the evaluation plan. The determination of whether a financial assurance 
evaluation should be conducted is based on the following factors: 

1. Anticipated total implementation costs and commencement of the income stream. 
2. Business continuity risk of the solicitation to the agency (for example, risk would be 

determined as low if the DIR already had multiple contracts in existence for the 
products or services being procured). 

3. Financial viability of the company, determined by the Dun and Bradstreet number. 
Imminent risk of bankruptcy will result in a fail. 

4. Products or services being contracted. 
The evaluation plan outlines the financial assurance evaluation requirements and process, 
including any need for additional financial evaluations throughout the process, to conduct a 
financial assurance evaluation. 

The financial reviewer completes the financial assurance review using the financial information 
(such as a Dun and Bradstreet report) provided by the respondent. A financial screening is on-
going through contract award and is generally pass/fail. Respondents may be allowed to submit 
additional information for clarification purposes. 

If the respondents’ financials are determined to be inadequate to perform the required services, 
the respondent may be disqualified from further consideration. The financial reviewer identifies 
concerns regarding the respondents’ financial viability and compiles specific questions for 
discussions and provides the information to the procurement lead. The financial reviewer also 
reviews the CPA’s tax status of the vendor(s). 

4.3.2.8.2.2 HUB Review Procedure 

Procurement staff and the HUB coordinator conduct a HUB review of responses to a solicitation 
where subcontract opportunities are found to likely exist. 

Each respondent to a solicitation must successfully meet all of the requirements of the HUB 
program specified in the solicitation and must fulfill its obligation to make a good faith effort 
towards subcontracting with HUBs. 

4.3.2.8.3 Minimum Qualification Review and Determination 

Responses passing administrative, financial and HUB review must be reviewed to ensure they are 
responsive to the minimum qualification requirements described in the solicitation. The 
procurement lead must review the section containing the information on how the respondent 
meets each minimum qualification. 

The procurement lead must confirm that each respondent clearly meets each qualification, 
document any failure to meet a requirement, confer with the Enterprise Procurement Director to 
see if additional information is warranted from the respondent or if the respondent should be 
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eliminated from further consideration. These decisions may require concurrence from the CPO, 
SEB, or contract attorney. 

4.3.2.8.4 Documentation to Move to Next Phase 

When all responses have passed through the administrative review and those vendors who have 
been identified as receiving a “fail” on any of the administrative reviews, the procurement lead 
will seek authorization to move to the next phase, listing those who failed, those in clarifications, 
and those who passed. This will be in the form of an email or a formal memo to file. 

The procurement lead will notify disqualified vendors of their status in the procurement. 

4.3.2.9 Evaluation and Establishment of Competitive Breaks 
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During the evaluation process, the evaluation team of at least three (3) evaluators read all 
written responses and assess how well the response meets the stated requirements. Using a 
quantitative scale established concurrently with the solicitation and documented in the 
evaluation plan, each response is scored. 

4.3.2.9.1 RFO Evaluation 

Evaluations are conducted as described in the evaluation plan and according to the evaluation 
guide. The procurement lead should periodically check-in with each evaluator to answer any 
questions, determine if issues are being encountered, and ensure that the evaluations remain on 
schedule. If issues are encountered that cannot be resolved or that may impact the evaluation 
process, confer with the appropriate procurement oversight. The procurement lead is also 
responsible for coordinating with Contract Services regarding the quality control of the 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
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evaluation tool; both the blank tool and the completed tool must be checked to confirm that the 
formulas are correct and that data entry into the tool was error-free. This process takes about 
three (3) days and time should be built into the schedule to allow for both reviews. 

NOTE: For procurements greater than $20 million, the procurement lead must document the 
reasons for each evaluator selection and the relevant qualifications of each evaluator as 
determined by the agency per Gov’t Code Section 2262.2051(i)(3). 

4.3.2.9.2 Statement of Work Review 

The review team reviews the responses, including pricing and reference check information, 
against the Review Team Guidance document, the SOW and SOW response instructions. Once 
the Review Team reaches a consensus, it completes the Review Team Results Memo listing the 
Respondents in order of recommendation to proceed to discussion and award. 

The identified procurement oversight reviews the memo, including the price data entry and 
reviewer questions/issues (where applicable). After this review, the SEB and procurement lead 
confirm the respondent selected as the first candidate for discussions or award(s) and presents 
the matter to the SSA for consideration. 

Based upon the results of the review and direction provided by the SSA, and assuming that it is 
in the best interest of the state to continue the process, the review team may proceed to 
discussions with the highest recommended respondent to work toward the desired end result of 
issuing a purchase order/contract. If discussions are not successful with the highest ranked 
respondent, the solicitation may begin the negotiation process with the next highest ranked 
respondent and so on, until a PO or contract may be issued or there are no remaining viable 
respondents to consider. 

4.3.2.9.3 Evaluator/Reviewer Kick-Off Briefing 

An evaluation/review kick-off briefing is held prior to distributing any responses to the 
evaluators/reviewers. The briefing is required for all evaluators/reviewers and is scheduled to 
occur prior to releasing any responses for evaluation. 

To prepare for this briefing the procurement lead creates the required Disclosure of Conflicts of 
Interest/NDA for each member of the evaluation team and updates the RFO Evaluation Guide 
(for RFOs) or the Review Team Guidance document (for SOWs) with information specific to the 
responses to be evaluated. 

For a major solicitation project, evaluators are provided with the evaluation guide includes the 
basic information to be presented during the briefing and may be distributed to the evaluation 
team as a resource. This includes: 

1. Information on confidentiality and control of responses; 
2. The evaluation objectives; 
3. Schedule; 
4. Team organization; 
5. Evaluation process; 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2262.htm#2262.051
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6. Responsibilities of evaluators; and 
7. Instructions on scoring responses and providing comments. 

For SOWs, the review team is provided with the Review Team Guidance document which will be 
used in conjunction with the SOW and SOW response instructions to review each response, 
including pricing and reference check information. 

The procurement lead begins the briefing by distributing the Disclosure of Conflict of 
Interest/NDA for signature by each member of the evaluation/review team. No team member 
may be given access to any responses until the form has been signed and submitted to the 
procurement lead. The meeting may be conducted by reviewing the information contained in 
the evaluation or review guide. The lead should also address when and how responses and 
materials will be distributed, how workbooks should be returned when complete, and 
timeframes to complete the evaluations. 

4.3.2.9.4 Score Responses 

The procurement lead compiles evaluator's scores and pricing assessments (where appropriate) 
into a master evaluation tool. The evaluation tool performs calculations and produce final scores 
and ranks, which may or may not include pricing information. In some cases, price is assessed 
and converted to numeric scores or points. In other cases, price might be given consideration 
and a relative ranking may be determined with no direct scoring or assessing of points for 
pricing. It is imperative that each evaluator provides justification for each score. The 
procurement lead will check for compliance and ask any evaluator missing this justification to 
supply it. 

The procurement lead compiles the scores and evaluator issues (as applicable) into a summary 
for briefings with the SEB and SSA or with procurement oversight. 

4.3.2.9.4.1 Company Experience and Qualifications 

The procurement lead should take care to ensure that the vendor qualifications are consistent 
with what was advertised in the solicitation document before evaluations commence. 

Company qualifications evaluators use vendor reference checks, the vendor’s company 
qualifications, and other documented history of known vendor performance to conduct their 
evaluation. The final criteria for this portion of the evaluation are outlined in the award language 
for each solicitation. 

The procurement lead provides the results of any research and all reference checks to the 
company qualification evaluators. Evaluators review one response at a time. This promotes 
evaluator awareness that responses must be evaluated against the requirements outlined in the 
solicitation document and not based on a vendor-to-vendor or response-against-response 
comparison. 

4.3.2.9.4.2 Discrepancy Review and Evaluation Discussion 
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When all evaluators have scored all responses, the procurement lead compiles the scores and 
conducts a discrepancy review, identifying any outliers (scores that deviate from the median 
score by a specified amount). If one (1) or more evaluation team members’ evaluations differ 
significantly from the majority, the procurement lead may schedule a discussion with the 
evaluation team and the contract attorney. 

The evaluation team discusses the fact that there were anomalies without discussing actual 
scores. The team discusses the situation to ensure evaluation criteria were clear and that 
response information was not overlooked or misunderstood. Under no circumstances should 
any evaluation team member attempt to pressure other members to change evaluation scores. 

Following the discussion, team members may, at their own discretion, revise their score(s) and 
notify the procurement lead that scoring has been revised. The procurement lead updates 
combined score sheet according to evaluation team members’ revisions. 

4.3.2.9.4.3 Perform Price Data Entry 

After the evaluations are complete and have undergone QC check, the pricing submission 
information from the respondent(s) is made available to the procurement lead, at which time 
pricing will be assessed, and if applicable, entered into the pricing evaluation tool. The 
procurement lead obtains copies of pricing assumptions and exceptions (which are sent to the 
contract attorney for review) and the pricing evaluation tool (if used) and provides copies to the 
SEB as soon as possible after the completion of the evaluation. If applicable, once the price data 
entry is complete, the QC Reviewer conducts a quality control review of the price data entry and 
the respondents' pricing forms. 

4.3.2.9.4.4 Conduct Quality Control Review 

The QC Reviewer performs a quality check of the evaluation documents including data entry, 
accuracy, and compliance with the evaluation plan. the procurement lead and the SEB review the 
scores to identify discrepancies in scoring between evaluators and justify any discrepancies. 

4.3.2.9.5 Determination of Next Steps 

Based on the responses received, a determination must be made as to the next appropriate 
steps to be taken. If additional information is required to fully under the responses received, 
clarifications may be requested from all or selected respondents. If clarifications are not 
required, a decision may be made to invite one or more respondents to discussions. 

The evaluation team may be asked to recommend the next step and may be asked for opinions 
on any respondent to be carried forward. Respondents are selected according to the process set 
forth in the evaluation plan. The SEB, in consultation with the SSA, determines the next step and 
identifies the respondent(s) to be invited to continue in the process.  
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Any such determination will be documented for the procurement file. This applies to decisions 
regarding clarifications, negotiations, down-selecting respondents, identifying apparent 
awardee(s), or other such action that may be taken by the procurement team.  

A determination may be made to notify respondents that were disqualified at any point in the 
procurement process. Further, a determination may be made to notify or to not notify 
respondents that are not invited to the next phase of the process. 

4.3.2.9.6 Obtain Clarifications 

Clarification meetings are often necessary for respondents to clarify portions of their responses 
to fully understand their proposed solutions and how they fulfill the solicitation requirements. 

For each respondent selected to participate in clarifications, the evaluation team in consultation 
with the SMEs and SEB determines the questions to be asked or the information required from 
each respondent. The SMEs may inform the language in the clarification document. The SEB and 
contract attorney must approve the final language prior to sending a clarification to any 
respondent. 

In order to ensure all respondents are treated equally, a request for clarifications must be sent to 
each selected vendor at the same time. The request must be sent by the procurement lead and 
all respondents must be provided the same amount of time to provide a response. The agency 
should ensure that an appropriate amount of time is provided in which to respond. 

Responses should be held until the deadline for submitting a response. A respondent who 
submitted a response early will still have until the stated deadline to submit a revised response 
or additional information. Withholding distribution of responses until after the deadline ensures 
all information to be considered from a respondent is considered as a total package. 

All responses are provided to the evaluation team, SMEs, and SEB for review. Sufficient time 
should be allowed to complete the reviews. Upon completion of the reviews, a meeting is 
scheduled with the team, SMEs, and SEB to discuss the responses. 

Discussion should focus on whether the information provided enhances or detracts from the 
quality of the original response and its suitability to satisfy the solicitation requirements. The 
team may be asked for opinions on any respondent to be carried forward. Respondents are 
selected in accordance with the process described in the evaluation plan. The SEB, in 
consultation with the SSA, identifies the respondent(s) to be invited to continue in the process. 
No communication is provided at this time to any respondent not selected to move forward. 

4.3.2.9.7 Establishment of Competitive Breaks 

The procurement lead ranks each response in numerical order according to the finalized 
evaluation scores. A competitive break is the natural break point between respondents’ overall 
scores. Where more than two (2) responses are being considered, the break point(s) is where the 
variance exceeds the average variance between two (2) adjacent scores, for all responses scored. 
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The competitive range represents the respondent(s) who may receive a contract award based on 
the natural break point(s). Depending on the products or services being awarded, it may be 
appropriate to expand the competitive range to one (1) or more subsequent logical breakpoints 
– to ensure sufficient availability and competition for offerings within the relevant category. 

The procurement lead presents the competitive breaks to the SEB. The Procurement Lead 
recommends the competitive range of respondents to be advanced to negotiation and the SEB 
makes the determination. Once the SEB confirms the procurements leads recommendation, the 
results are presented the SSA with a recommendation to move to the next phase in the 
procurement. 

4.3.2.10 Review Evaluation Results 

The procurement lead facilitates a meeting with the SEB to review the evaluation results, 
including: 

1. Tabulation results; 
2. Financial assurance summary; 
3. Evaluation detail by category; and 
4. Evaluator issues (where applicable). 

After this review, the SEB and procurement lead may identify one or more respondents for 
discussions or award(s). In such case, the findings will be presented to the SSA for consideration 
in a similar meeting. 

As each round of scoring is finalized, the procurement lead will document the decision in a 
memo to the procurement file. 

4.3.2.11 Documentation to Move to Next Phase 

When all responses have been evaluated and clarifications have concluded, the Procurement 
Lead will seek authorization to move to the next phase, listing those vendors who will move 
forward and documenting those vendors who will not move forward. This will be in the form of 
an email or a formal memo to file. 

4.3.2.12 Conduct Discussions 

Discussions are conducted to enhance the respondent’s understanding of the solicitation 
requirements from the agency’s perspective and to enhance the agency’s understanding of the 
submitted response. The procurement lead prepares a Save the Date letter for each selected 
respondent. The letter is used to set a date, time, and location for discussions between the 
agency and the respondent. Preferably, discussions will be held at an off-site location. This helps 
to preserve the anonymity of respondents invited to discussions. Discussions are held 
individually with each selected respondent. To the greatest extent possible, the letters should be 
identical. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Save_the_Date.docx
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The SEB, in consultation with the SSA, decides the order of meetings with the selected 
respondents and the procurement lead is responsible for determining the meeting schedule for 
the discussion sessions. 

Each letter is reviewed by the SEB and contract attorney. When approved, the procurement lead 
emails the letters to each selected respondent. 

4.3.2.12.1 Prepare for Discussions 

At least one (1) discussion meeting must be held with each respondent in the competitive range. 
Each respondent must be afforded the same amount of time for conducting discussions. If the 
discussions conclude before the allotted time elapses, the respondent may cede the remaining 
time. Discussions, whether completed or not, must conclude when the allotted time has been 
met. However, if discussions with the first respondent require additional time, additional time 
may be granted by the agency if the same amount of additional time is provided to each 
respondent selected for discussions. 

The procurement lead, with assistance from the SEB, prepares the Discussion Plan using the 
Discussion Plan Template. The discussion plan contains the talking points for each item to be 
addressed with each respondent. Any additional information provided to one respondent must 
also be shared with all other invited respondents. The plan also includes any questions that need 
to be asked of each respondent. For each question, a determination should be made whether to 
include the question with the discussion materials sent to the respondent in advance of the 
meeting or if the question is better addressed in person without vendor preparation. 

Questions to be asked in advance of the meeting should be compiled in a shared document. It is 
often useful to require the respondents to provide written responses to the questions in 
advance of the discussion meeting. Each respondent should be given the same amount of time 
from their receipt of the questions to provide a response. 

Based on the plan, the procurement lead prepares an agenda for how the discussions will be 
conducted. To the greatest degree possible, the agenda for each respondent should be the 
same except as necessary to cover all items in the plan. 

After completion of the agenda, the procurement lead prepares the Discussion Letter that will 
be used to convey discussion information, the questions, and the agenda to each respondent. 
To the greatest degree possible, the letter for each respondent should be the identical. The SEB 
and contract attorney reviews each discussion letter, discussion questions, and discussion 
agenda. After SEB and contract attorney approval of all documents, the procurement lead sends 
the documents to the purchaser for email distribution to each respondent. 

Respondents are typically given at least a week to prepare for discussions following receipt of 
the material listed above. Distribution of the discussion documents to the respondents must be 
timed so that each respondent is afforded comparable time from the receipt of the documents 
to prepare for their discussion meeting. 

https://dir1.sharepoint.com/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/DiscussionsNegotations_Plan_Template_v1.docx
https://dir1.sharepoint.com/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/DiscussionNegotiation_Letter_Template_v1.docx
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4.3.2.12.2 Discussions Briefing 

The procurement lead should plan time with the discussion team and SEB prior to conducting 
discussions in order to adequately prepare the group for the discussions in general and each 
respondent’s agenda uniquely. In addition, discussion participants should be briefed about their 
roles in conducting the discussions. 

The CPO or designee, or SEB chair or designee, leads the discussion meetings. The participants 
in the discussions may include: 

1. SEB; 
2. Evaluators; 
3. SMEs; 
4. Implementation team; 
5. SSA; and 
6. Members of DIR's executive leadership team (ELT) (for high-risk projects). 

The executive sponsor(s) or other stakeholders may also be invited to attend discussions. 

Each participant should be provided with the discussion information that was sent to each 
respondent. If ELT member participation is required, the procurement lead should schedule the 
briefing well in advance to ensure their participation. 

4.3.2.12.3 Discussions 

The procurement lead must ensure the meeting space includes a main room large enough to 
hold the expected number of attendees, as well as a separate caucus room to be used if needed. 
Both rooms should have conference phones. Caucus rooms should ensure privacy of 
conversation. It is also recommended that the meeting space include a projector and screen so 
that any document being discussed may be viewed. 

Evaluators, other than those involved in evaluating pricing, should not be present for any 
discussions that focus on pricing. This topic, along with exceptions and assumptions, is typically 
reserved for the afternoon to allow the evaluators to leave during the lunch break. 

Discussions should be conducted as stated on the issued agenda unless a circumstance arises 
that necessitates addressing agenda items out of order. This could occur if a required agency or 
respondent discussion participant will not be available at the required time. To the greatest 
extent possible, the discussion lead should follow the talking points in the discussion plan. 

The procurement lead or designated scribe captures the main ideas and concepts covered 
during the discussions, particularly any assertions made by the respondents. Discussions are 
summarized in the notes and confirmed with the respondent throughout the discussion(s) or 
after the discussion(s) conclude to ensure that from both DIR’s and the respondent’s 
perspectives, the notes accurately reflect promised performance agreements and specific items 
that are to be reflected in a Request for Revised Offer (RFRO) response submitted by the 
respondent. 
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Next steps should be clearly stated and documented during the closing remarks made by the 
agency. The discussion notes are distributed by the procurement lead to the agency discussion 
team and the appropriate respondent at the conclusion of the discussion process. 

4.3.2.12.4 Documentation to Move to Next Phase 

When discussions have concluded, the procurement lead consults with the evaluators and gives 
them the opportunity to re-score. Once it is verified that the scores are finalized, the 
Procurement Lead will seek authorization to move to the next phase, listing those vendors who 
will be moving forward and documenting the reasons for those vendors who will not. This will 
be in the form of an email or a formal memo to file. 

4.3.2.13 Obtain Revised Offers 

Often during discussions, a respondent may offer revisions to, or assurances around, its 
submitted response. Likewise, members of the discussion team may determine that subtle 
changes to the requirements may be in the agency’s best interest. An efficient method to 
incorporate these changes is through the issuance of a RFRO 

After all discussions have been completed, the procurement lead with the assistance of the SEB 
and possibly the SMEs or SSA, assesses the original solicitation requirements to see if any 
necessary changes or new requirements were identified during the course of discussions. If any 
changes are required to the solicitation documents or the respondents’ responses (including 
pricing), the procurement lead prepares an RFRO. The RFRO package consists of a RFRO Letter 
along with any revised solicitation documents showing tracked changes for any changes made. 

The RFRO package consists of a RFRO letter along with any revised solicitation documents 
showing tracked changes for any changes made. Any changes must be in line with the original 
intent of the solicitation. 

The revised documents are labeled as “RFRO” and an RFRO pricing form, with any required 
revisions, is included. Each respondent’s response will be evaluated as a superseding response 
to their original response. The agency may instruct vendors to only revise specified portions of 
their original response which may be enhanced with their increased understanding of the 
agency’s intent and the requirements, or which may require updates based on any revised or 
new requirements. For example, the respondents may be instructed to not make changes to 
References or Experience if nothing brought up in discussions requires any changes to those 
areas. 

The procurement lead assembles the RFRO package, and the solicitation team, if appropriate, 
SMEs, contract attorney, SEB and possibly the SSA review the documents. When the contract 
attorney, SEB, contract attorney, and SSA if involved have approved the package, the 
procurement lead sends the final RFRO package to only those respondents that were invited to 
discussions and are still considered a viable candidate for award. 

To facilitate review and evaluation, respondents should be instructed to show any revisions from 
their initial response using tracked changes so that any changes can be easily identified. Also, 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
https://dir1.sharepoint.com/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/RFRO_Instructions_Template_v1.docx
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respondents should be instructed to resubmit or incorporate any previously submitted forms as 
part of their revised/final response. All respondents should be provided sufficient and 
comparable time to complete and submit their revisions. For a revised response to be 
considered, it must be received prior to the date and time specified in the RFRO letter. 

Responses should be reviewed for compliance, such as verifying an authorizing signature.  

The procurement lead confers with the contract attorney to determine whether an additional 
evaluator briefing is required and conducts one if necessary. The revised responses are 
evaluated and scored using the same process as the original evaluation. However as stated 
above, components of the responses that were identified as not to be revised will not require re-
evaluation or re-scoring. The original evaluation or scoring will remain. 

Upon verification and approval of the re-evaluation results, including any price/solution tradeoff 
analysis by the SEB or SSA, the SSA determines which respondent to invite to negotiations or if 
additional discussions are warranted. Additional discussions follow the processes identified 
above. 

If proceeding to negotiations, only the respondent selected for negotiations is notified. If 
negotiations fail with the first selected respondent, the SSA may decide to enter into 
negotiations with the respondent receiving the next highest score or rating. 

For each respondent in the competitive range, the contract attorney reviews any exceptions 
taken to the terms of the contract. The contract attorney, with assistance from the procurement 
lead, attempts to resolve any issues that would prevent award of a contract. 

4.3.2.13.1 Documentation to Move to Next Phase 

When all responses have been evaluated and clarifications have concluded, the procurement 
lead will seek authorization to move to the next phase, listing those who vendors who will move 
forward and documenting those vendors who will not move forward. This will be in the form of 
an email or a formal memo to file. 

4.3.2.14 Plan and Conduct Negotiations 

The negotiation process provides a means for each party to a contract to come to agreement on 
contract terms and conditions, in a manner that balances risk and benefit and enable both 
parties to achieve their goals in the context of the contractual relationship. 

The outcome of contract negotiation is guided by obtaining the best value for the state and 
depends on the procurement method and the items being negotiated. Negotiation must not 
materially alter a published solicitation’s requirements, scope of services, or specifications. 

The negotiation team must not change the advertised procurement objectives; however, 
negotiations may involve certain trade-offs, such as price, schedule, technical aspects of delivery, 
methodology, innovation, among others. Examples include: 

1. Mandatory versus desirable requirements; 
2. Exceptions to requirements; 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
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3. Tradeoff of schedule; 
4. Vendor proposed funding/payment alternatives; 
5. Service level agreements; 
6. Acceptance criteria and deliverable expectations; 
7. Final project/implementation plans; and 
8. Staff acceptance/subcontractor acceptance. 

A single agency employee is not allowed to negotiate a major contract (greater than $1 million). 
At a minimum, the negotiation team should include the procurement lead and legal counsel. All 
members of the negotiation team are required  

4.3.2.14.1 Assemble the Team 

The first step in planning for negotiations is to assemble the negotiation team. The procurement 
lead should select the right mix of resources, from within and outside of the solicitation team. 

These resources should provide: 

1. Negotiation skills; 
2. Contract management expertise; 
3. Legal expertise; 
4. Subject matter expertise; 
5. Program expertise; 
6. Technical expertise; 
7. Financial expertise; and 
8. Communications expertise. 

All agency staff involved in IT negotiations must take negotiations training provided by DIR. 
Refer to Gov't Code Section 656.050-656.052. 

The negotiation team should also include agency personnel who have decision-making 
authority. The procurement lead should designate a lead negotiator to plan for and establish an 
organized and controlled negotiating environment that supports an efficient, coordinated, and 
unified team effort. The procurement lead should also designate a scribe to document 
negotiation proceedings and mutually agreed changes to the contract. 

The lead negotiator is responsible for: 

1. Coordinating discussions and negotiations with all selected respondents 
2. Outlining criteria and negotiation points for each respondent for negotiation activities 
3. Ensuring that all negotiation results are documented for the selection of potential 

awardees 
4. Coordinating best and final offers with identified respondents to finalize all 

negotiations 
5. Routing all best and final offers to program area or business unit and legal for review 

and concurrence 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.050
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4.3.2.14.2 Develop a Negotiation Plan 

The negotiation team should plan and document the strategy it intends to use to prepare for 
negotiations. To this end, the negotiation team must be familiar with both the solicitation 
documents and the documentation submitted by the respondent. 

The contract attorney must review all respondent issues with the stated terms and conditions 
and any issues with any terms proposed by the respondent. The financial analyst should confirm 
with program staff that the best and most appropriate pricing methodology is being used and 
determine what would be an acceptable cost. 

The negotiation team must be well-versed in the program area’s business requirements, 
constraints, and any applicable overarching agency objectives. 

Planning activities include: 

1. Identifying contract terms which are crucial to the agreement (i.e., terms upon which 
the negotiation team is either unable or unwilling to compromise, as well as contract 
terms that the negotiation team is willing to compromise or relinquish). 

2. Understanding and prioritizing the acceptable trade-offs between the various 
negotiation goals. 

3. Establishing the negotiation team’s settlement range on the items to be negotiated. 
and 

4. Anticipating the positions that will be taken by the respondent during negotiations. 

The plan is a confidential document and is not shared with respondents or made available for 
public review until after award. 

Plan elements include: 

1. The acceptable range of price, the desired “best” price and the highest acceptable 
price; 

2. Adjustments to the scheduled delivery of services that may have an impact on price; 
3. Acceptable modifications in the overall scope of work; 
4. A prioritized list of acceptable changes in services that may result in price reduction; 
5. Option to terminate negotiations with a respondent and enter into negotiations with 

the next highest-ranking respondent, as applicable; and 
6. Timetable for completion of negotiation. 

The negotiation strategy documented in the plan should be tailored to suit the particular facts 
and circumstances of each negotiation. The contract manager, contract attorney, and program 
area or business unit staff should determine any required or desired changes or enhancements. 
Refer to Section 4.3.2.14.4 Conduct Negotiations. 

4.3.2.14.3 Prepare for Negotiation 

Preparation is the key to successful contract negotiation. The negotiation lead should convene 
the team to review and refine the plan, as needed to ensure procurement goals and objectives, 
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and their relative priorities, are reflected in the strategy. Additionally, individual team member’s 
roles and responsibilities during the upcoming formal negotiating session should be clarified. 

The team should develop an agenda, which includes: 

1. An issues list for discussion in priority order 
2. Designated time to spend on each issue 
3. A crosswalk of the team’s negotiation positions to the agenda 

Environment plays a role in the negotiation. Generally, physical presence is ideal, and 
negotiation should be scheduled at an off-site neutral location, with a main conference room 
and dedicated rooms for each team to caucus, or privately assemble, its team members during 
the course of negotiation. 

Whether physical or virtual, the meeting space should allow private breakout capabilities to 
caucus. A physical space should include a main room large enough to hold the expected 
number of attendees, as well as a separate caucus room to be used if needed. Both rooms 
should have conference phones. For virtual negotiation, break-out rooms should be created. 

The negotiation team should request that the respondent’s team include the presence, either in 
person or online, of a person with decision making authority. In person attendance is preferred 
for the decision maker. 

4.3.2.14.4 Conduct Negotiations 

A key objective in contract negotiation is to arrive at an agreement that meets the agency’s 
needs and is a beneficial to both sides. The contract should be viewed as a partnership by both 
sides where the highest degree of success is attained when both sides succeed. 

The negotiation team may terminate negotiations with a respondent and enter into negotiations 
with the next highest-ranking respondent. The negotiation team may take this action after a 
time period established in the RFO or SOW if it believes the respondent is not negotiating in 
good faith or if the negotiation team has determined that further negotiations will not result in 
the parties agreeing to the terms and conditions of a contract in a timely manner. 

For multiple award contracts, the negotiation team should seek to keep the terms and 
conditions as uniform as possible. Any modification to standard terms and conditions should be 
thoughtfully considered and approved by the SEB/SSA. Any deviation of terms and conditions 
must be within the scope of the solicitation and must not materially conflict with the applicable 
contractual terms and conditions. 

Points to consider when scheduling negotiation sessions: 

1. Not all team members need to attend all negotiation sessions. For example, 
negotiation of contract terms and conditions may occur within a subset of the team or 
could occur between general counsel staff and respondent attorneys. 

2. Discussion and negotiation regarding contract performance should include all team 
members, and specifically the contract manager assigned to monitor performance. 
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3. The presence of respondent business personnel to help explain the requirements or 
nuances of the contract to their attorney can help overcome the respondent attorney’s 
reluctance to accept or cede on terms. 

Negotiations, even those conducted by the most skilled teams, are challenging and can be 
highly stressful. The negotiation team must remain professional and cordial at all times. Through 
patience, effective listening, and empathy, the team can establish goodwill and leverage 
bargaining from a position of strength. 

Caucusing is important in negotiation as it allows both sides to examine their position and their 
options in reaching an agreement. Caucusing may also be effective when negotiations become 
stressful or take an unexpected turn. This allows both sides the opportunity to rethink their 
positions, evaluate a counter proposal, interrupt the other party’s momentum, or interrupt 
disruptive behavior. When a caucus has been requested, either DIR or the respondent’s team 
should be directed to the caucus room and a preliminary time limit set for the caucus. Either 
side may request additional time if required. 

When both sides have seemingly reached agreement on all matters, the negotiation teams, or 
an appropriate subcomponent, including the assigned contract manager and contract attorney, 
should conduct a joint walk through, with a shared visual image of the final proposed contract 
documents, to verify mutual agreement. 

4.3.2.14.5 Cease to Negotiate 

If, in the course of the negotiation process, the procurement lead determines that a potential 
awardee cannot be brought into alignment with DIR priorities or is otherwise unresponsive to 
DIR, they may recommend that contract negotiations be terminated. In order to proceed with a 
cease to negotiate, the procurement lead must demonstrate one (1) or more of the following: 

1. A continuing pattern of non-responsive behavior; this can include emails sent to 
multiple vendor agents and a record of phone calls to the vendor’s designated point of 
contact with little or no response from the vendor 

2. A refusal to comply with or negotiate on terms and conditions validated by legal 
counsel; 

3. A failure to satisfy DIR on the company’s financial viability; and/or 
4. Failure to register as an entity permitted to do business in the state of Texas by the 

time of contract award. 

Once the procurement lead compiles the necessary documentation, they must create a Cease to 
Negotiate Letter detailing the circumstances for the cessation. 

This letter is routed to the Enterprise Procurement Director, general counsel, and the CPO for 
signature. 

Once the Cease to Negotiate Letter is approved by all parties, the procurement lead sends a 
copy of the letter to the vendor and retains all documentation in the procurement file. 
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4.3.2.14.6 Documentation to Move to Next Phase 

When all negotiations have concluded and an award determination has been made, the 
procurement lead will seek authorization to move to the next phase. This will be in the form of 
an email or a formal memo to file. 

4.3.2.15 Develop Award Recommendation 

After negotiations conclude, the solicitation team documents its award recommendation of one 
or more responsible vendors with offers that provide the best value to the state. The 
documentation of an award recommendation should include: 

1. The complete evaluation of the proposals; 
2. Written justification for any rejection of higher scoring proposals; 
3. Written documentation of any discussions, clarification, negotiations or RFRO; and 
4. Written documentation of any other procedures used to select the anticipated 

awardee(s). 

The procurement lead summarizes the process, documenting the date RFO issued, number of 
responses received, number of discussions held, RFRO information (if conducted), and final 
scores and pricing of each respondent. 

The SEB notifies the SSA, if not already aware, that negotiations were successfully concluded. 
The SSA, CPO, or designee coordinates a briefing with the ELT and a member of the DIR 
governing board, as applicable, to provide the results of the solicitation project. The 
procurement lead (or a member of the ELT) may provide a briefing on what is being acquired 
and how it will be used in daily operations. The contract attorney may provide a briefing on 
contents of the contract. If the contract value exceeds $1 million, the DIR Board must approve 
award in an open meeting. 

The procurement lead prepares final contract documents to distribute for review and approval. 
Each document must correctly reference the vendor’s name and contract number and the 
contents must be in accordance with the negotiated document. Additionally, all documents 
must be made fully accessible according to the Accessibility and Contract Naming Conventions. 
If applicable, the procurement lead notifies the CFO, and the finance representative prepares an 
encumbrance for the contract award amount. 

4.3.2.16 Execute Contract 

After award determinations have been made, the procurement lead: 

1. Customizes the contract template for each awarded respondent and includes any 
mutually accepted exceptions to the stated terms and conditions. 

2. Initiates contract execution, according to the contract type and value. 

Each DIR contract will include the following essential contract provisions unless otherwise 
documented in a memorandum to the file: 

1. Legal authority; 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Memo_ApprovalToMovePhase_Template_v1.docx?d=w838d496969a44feba6a8d2dbce4cafff&csf=1&web=1&e=UN8Avg
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2. Statement of work or requirements; 
3. Indemnification or damage clause; 
4. Consideration; 
5. Specifications; 
6. Funding out clause; 
7. Antitrust; 
8. Payment; 
9. Dispute resolution; 
10. Term of contract; 
11. Confidential information; 
12. Abandonment or default; 
13. Right to audit; 
14. Force majeure; 
15. Independent contractor; and  
16. Termination. 

4.3.2.16.1 Review, Approve and Sign Contract 

Once all agreed-to language is incorporated into a contract, the procurement lead routes the 
contract for review, approval, and signature. 

Prior to contract award, Gov’t Code Section 2261.0525 requires an procurement director or 
designee to review the process and all documents used by the agency to assess each vendor 
who responded to the solicitation. The reviewer must provide written certification, stored in the 
procurement file, that 1) each vendor's response to the solicitation was evaluated using the 
criteria published in the solicitation or, if applicable, the written evaluation criteria established by 
the agency; 2) the final calculation of scoring of responses was accurate; and 3) written 
justification for any change in the scoring of a vendor that occurs following the initial 
assessment and scoring of responses is present in the file. If the contract value is greater than $5 
million, the CPO or designee must verify in writing that the solicitation and purchasing methods 
and the contractor selection process comply with state law and agency policy and make the DIR 
board aware of any potential issues that may arise in the solicitation, purchasing, or contractor 
selection process. 

For contracts not competitively awarded greater than $1 million and all contracts greater than 
$10 million, an Attestation letter must be included in the contract routing and signed by the 
executive director or his/her designee. 

4.3.2.16.2 Contract Package Assembly and Routing 

The procurement lead follows these steps to assemble and route a contract and supporting 
documents for draft review and final approval, by the assigned contract manager, contract 
attorney, and other reviewers and approvers, as identified in the procurement project 
management plan. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.0525
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Once internal reviews and approvals are obtained, the procurement lead routes the final 
contract package for signature by vendor, contract attorney, and executive director (or 
designee), based on contract dollar value. Refer to Review, Approve and Sign Contract. 

4.3.2.17 Set Up Contract 

After a contract is fully executed, the procurement lead transfers all applicable documents from 
the DocuSign envelope to the contract file according to the documentation setup structure 
established by Contract Management: 

4.3.2.18 Closeout Procurement 

The procurement lead is responsible for closing out the procurement file and process for each 
awarded contract and continued coordination with the assigned contract manager, project 
manager, and compliance analyst to facilitate a smooth contract transition. 

4.3.2.18.1 Transition to Contract Management 

The procurement lead, in coordination with the contract manager and project manager, if 
applicable, facilitates the formal transition of documents and transfer of knowledge following 
contract setup and no more than five (5) days after contract execution. 

4.3.2.18.2 Post Contract Award to ESBD 

The procurement lead posts a notice of contract award, or non-award, on the ESBD. The 
procurement lead is responsible for saving such documentation to the procurement file. 

4.3.2.18.3 Conduct Vendor Debrief 

Debriefing meetings are limited to a discussion of the vendor’s response. The procurement lead 
must not disclose confidential information regarding another respondent. When providing 
scores, use the final weighted scores if applicable. For STS contracts, complete the Vendor 
Debrief Template. The procurement lead is responsible for offering a debrief to each vendor 
who submitted a response to the solicitation. When preparing for the debrief, if any weighting is 
applied to the scores, the procurement lead should present both the raw and the weighted 
scores to the vendor involved in the debrief. 

4.3.2.18.4 Conduct Lessons Learned 

The Contract Manager and any key SMEs should be invited to provide their input on what 
worked and didn’t work regarding the start-up, posting, question and answer period, evaluation, 
and contract award. The procurement lead documents the results of the lessons learned and 
saves it in the procurement file as well as the designated folder. 

4.3.3 Telecommunications Procurement 

DIR telecommunications procurements are conducted collaboratively between DIR-A and 
Enterprise Procurements. The teams conduct market research, and established procurement 
governance through the Communications Technology Services (CTS) Oversight Governance 
Board (OGB), in conjunction with the SEB, and the SSA. These procurements are made through 

https://dir1.sharepoint.com/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Debrief_Template_v1.docx
https://dir1.sharepoint.com/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Debrief_Template_v1.docx
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the RFO procurement method. The purpose of the collaborative procurement process is to 
ensure the outsourced telecom services, managed by DIR, are administered in a similar fashion 
to the outsourced STS services. 

4.3.3.1 Governance Oversight 

The CTS OGB meets weekly as needed to review telecom projects, telecom business operations, 
and related contract management and compliance.  Services provided by the CTS program are 
provisioned through the telecom contracts.  These services include, but are not limited to, the 
State’s communication network for all state agencies, the Capitol Complex Telephone System 
(CCTS), and various Telecom Managed Services statements of work (SOW) to support the state’s 
network. The OGB reviews and provides guidance as necessary on these topics as well as any 
other topics of importance related to Telecom. 

4.3.3.2 Contract Terms and Conditions 

TEX-AN contracts use a variation of the MSA referred to as the Communication Technology 
Service Agreement (CTSA). The contract package is included as part of the procurement package 
to inform a potential respondent’s understanding of the intended final agreement. 

5 CONTRACT SERVICES 

5.1 Overview 

The Contract Services team coordinates with CPO teams and DIR program areas to conduct 
market research and analysis; analyze and report on customer usage, demand, and spend; and 
manage systems and confer with contract managers to track, report on, and manage vendor and 
contract performance and compliance. The work of the team encompasses procurement cycle 
and contract management cycle support. 

The primary functions of the Contract Services team include: 

1. Assists with market research and analysis; 
2. Administer vendor sales reporting, portal, and audit vendor sales reports; 
3. Manage vendor administrative fees and review outstanding account balances; 
4. Produce standard and ad hoc reporting; 
5. Coordinate with CPO teams to capture systematic issues and develop projects; 
6. Conduct Quality Control (QC) Reviews of Procurement process, including QC of 

Evaluation Plans and Evaluation Tools for, at a minimum, Statewide or Complex 
solicitation projects; 

7. Coordinate with CPO teams regarding Public Information Requests; and 
8. Responsible for reviewing changes to the NIGP Commodity Codes regarding the 

application of the AIS marker on the CPA’s website. Changes may come in from 
Customers, Vendors, or DIR staff. 
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5.2 Market Research and Analysis 

As appropriate, the Contract Services team coordinates with Chief Technology Office and other 
DIR staff (collectively, market analysis team) to conduct market research and analysis (refer to 
Conduct Market Research). 

Through its research, the market analysis team provides results of its research to inform 
procurement strategy and high-level requirements. 

5.3 Vendor Sales Reporting 

Contract services staff are responsible for collecting vendor sales reports, ensuring proper 
administrative fee calculation, verifying contract compliance, performing contract monitoring, 
reporting, conducting performance analytics, coordinating with ITS to resolve issues with the 
portal, and corresponding with vendors. The contract services team coordinates with the 
contract management team throughout the contract management cycle to report and monitor 
vendor performance and compliance. 

The team coordinates routine administration and oversight activities that are described 
throughout this section. Additionally, contract performance compliance monitoring activities are 
conducted on a periodic basis, such as at contract renewal or amendment and contract closeout. 

A contract vendor must submit a Vendor Sales Report (VSR) to DIR each month, by the contract-
specified date, whether or not any contract sales occurred during that reporting period. The 
Administrative Fee is calculated based on eligible contract sales reported by a vendor each 
month. The vendor is required to submit fee payment to DIR by the 25th of the month following 
submission of the report. 

Cooperative contracts administrative fees vary by contract according to sales volume. The fee is 
capped at 2.0% of the invoiced amount (refer to GAA, Article I, 87th Legislature (2021)), and 
currently averages approximately 0.69%. 

A vendor sales report is not considered received until it is accepted in the portal and is not 
accepted until all errors are corrected. A vendor with more than three (3) late reports in a rolling 
three-month period may be subject to a late fee for all future late reports. 

5.3.1 Maintain the VSR Mailbox 

A contract vendor must submit a VSR on a monthly basis by the date specified in the contract 
(15th or 30th). 

The sourcing analytics specialist receives and archives communications through the vendor sales 
reporting mailbox. 

5.3.2 Conduct Pre-Closing Activities 

Each month, cooperative contract vendors begin loading their monthly VSR beginning the 1st 
day following the invoice month. Salesforce generates and sends a Late Notice VSR email to 

https://dir1.sharepoint.com/:b:/r/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Market%20Research.pdf?csf=1&web=1&e=m5Fx3t
https://www.lbb.state.tx.us/Documents/GAA/General_Appropriations_Act_2020_2021.pdf
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those DIR cooperative contract vendors whose report is not “Accepted,” or have not submitted 
their monthly sales reports on time (refer to VSR User Guide). 

Vendors are responsible for downloading the appropriate template (Coop, ITSAC, or Telecom) 
from the website, completing the template with prior month sales data, and uploading it to the 
VSR Portal by the applicable due date specified in the contract. For example, on February 16, a 
vendor receives a notice that their monthly sales report is late and to provide sales data for the 
January 1st-31st period. 

The VSR portal indicates an “Accepted” status upon successful submission of a VSR. A vendor 
must correct any errors and resubmit a VSR that is rejected. Salesforce generates and sends a 
late notice, beginning on the first business day after the reporting due date is missed for all 
VSRs that are not submitted and accepted. 

The sourcing analytics specialist manages the process to collect, review and correct vendor sales 
reports each month. 

Vendors are allowed three (3) business days to correct errors in their VSR, per the Appendix A 
Standard Terms and Conditions for Cooperative Contracts (in accordance with Gov’t Code 
Section 2157.068 as amended). In cases where incorrect discounts were applied to customer 
sales, corrective action may include a refund or charge back to the customer. In those cases, 
vendors must provide a corrective action plan to the contract manager. The corrective action 
plan must include a target date when refunds or charge backs will be issued to customers. 

5.3.3 Conduct Closing and Post-Closing Activities 

Contract Services begins conducting closing-related activities starting the 3rd week of the 
month. The VSR portal is locked on the last day of the month so that reports for the next report 
period (that start loading on the 1st of the following month) are held in the warehouse until the 
previous month is officially closed (refer to Running Close). 

During this period, the sourcing analytics specialist reviews the list of new customers and verifies 
eligibility. After initial review, the sourcing analytics specialist sends the list to the data analytics 
administrator to verify before the updates are loaded into the Data Management Console. 

The sourcing analytics specialist and the data analytics administrator review the ineligible and 
other eligible sales during the month’s closing process. If changes are required, the sourcing 
analytics specialist submits a help desk ticket for IT to make the necessary changes to the data 
warehouse. Reports will also fail due to “oops” errors that arise from data mismatch issues with 
the Data Warehouse. The sourcing analytics specialist will submit Help Desk tickets and work 
with ITS Database Administrators.  

The sourcing analytics specialist works with the data analytics administrator to close monthly 
sales reporting and create related post-closing reports and documentation. 

https://dir.texas.gov/sites/default/files/2021-08/VSR%20Portal%20User%20Guide.pdf
https://dir.texas.gov/Portal_Landing.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm
https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Running%20Close%20rev.docx
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5.4 Monthly Admin Fee Management 

Administrative fee rates are unique to each vendor contract. The amount of fees owed are based 
on approved sales of eligible products or services to eligible customers. The Contract Services 
team must assess reported sales to determine sales that are ineligible for reporting. Sales 
attributed to ineligible products or services or sales to an ineligible customer are removed from 
the report prior to calculating the administrative fee due from each vendor. 

Additionally, the Contract Services team determines contracts subject to late fee assessments 
and calculates late fee payments that require follow-up actions based on late or missing VSR 
submissions. A mechanism exists for vendors to report sales from a prior reporting period; 
however, DIR reserves the right to implement a corrective plan of action or additional measures 
for repeated reporting of past sales. 

VSRs provide data for analytics including the total contract spend, types of products and 
services purchased, primary customers, cost recovery for DIR, cost savings through the contracts, 
and more. This information is used to create reports useful to the contract managers, DIR 
management, Legislative Budget Board, and state government. 

5.4.1 Conduct Admin Fee Billing 

After cleansing, identifying, and adjusting ineligible data contained in vendor sales reports, 
Contract Services produces a final Total Sales and Administrative Fee Report to initiate the 
administrative fee billing process. 

The data analytics administrator works with CPO accounts receivable staff, the contract manager, 
and other Contract Services staff to ensure that administrative fees due from vendors are 
reported to CFO in a timely manner to support invoicing and payment processing. 

5.4.2 Conduct Late Fee Reconciliation 

Contract Services identifies contracts subject to late fee assessments and late fee payments that 
require follow-up actions based on late or missing VSR submissions. Late fee reconciliation 
processes begin on the first business day after the VSR due date each month. 

The sourcing analytics specialist works with the contract manager and other Contract Services 
staff to ensure that late fees for contract non-compliance are tracked and collected in a timely 
manner. 

5.4.3 Determine Monthly Admin Fees 

The data analytics administrator creates a report on admin fee amounts for entry into CAPPS by 
CFO division for the purpose of monthly billing. 

The data analytics administrator follows these steps to determine monthly admin fees. Refer to 
Conduct Closing and Post-Closing Activities for more information on closing processes. 
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5.4.4 Determine Late Fees 

The data analytics administrator reports on late admin fee amounts for entry into CAPPS for the 
purpose of monthly billing. 

5.4.5 Create Total Sales and Admin Fee Report 

The data analytics administrator compiles a report on total sales and admin fee amounts for 
approval by the Director of Contract Services and entry into CAPPS by CFO. 

5.5 Reporting and Payment Compliance 

Contract Services tracks, monitors, and conducts follow-up actions, in coordination with the 
contract manager and other CPO and CFO staff, where contracts are determined to be out of 
compliance and late fees are assessed. 

5.5.1 Manage Reporting Compliance 

The sourcing analytics specialist must take specific actions to ensure vendor compliance with the 
requirements for timely submission of VSRs. 

5.5.2 Perform Admin Fee Payment Compliance 

The vendor compliance analyst, in conjunction with the contract manager, and with support of 
the process compliance analyst, follows these steps to perform the account status review, 
including the Admin Fee Compliance Check. Refer to Contract Monitoring Tool and Admin Fee 
Payment Monitoring and Review. 

The vendor compliance analyst identifies vendors that have submitted payments earlier than 
when the month close email has been sent and sends email notifications to these vendors 
(Vendor Contract Manager and contact that submitted the month’s report). 

5.5.3 Escalate Non-Compliant Reporting 

The vendor compliance analyst, in conjunction with the contract manager, monitor non-
compliant reporting. Contract managers are responsible for resolving late reporting compliance 
issues. 

5.6 Reporting Schedules and Standards 

Contract services reports on and manages contract performance through information stored in 
the data warehouse and the operational systems and applications that feed the data warehouse. 

5.6.1 Update Reporting Schedule 

The sourcing analytics specialist manages periodic updates to reports as required to ensure 
scheduled standard reports are run and distributed. 

5.7 Set Up New Contracts in CAPPS 

When the Contract Manager changes contract status in Salesforce from “Draft” to “Active,” 
Salesforce sends an email alert to the vendor compliance analyst to set up the contract in CAPPS 

https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Admin%20Fee%20Compliance%20Check%2020180319.docx
https://dir1.sharepoint.com/:b:/r/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Contract%20Monitoring%20Tool.pdf?csf=1&web=1&e=7uGAhW
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for the purpose of billing monthly admin fees and receiving payments from the vendor. Contract 
setup in CAPPS ensures that sales reporting and the most current contract-related information 
are uniformly updated in CAPPS and the Business Objects data warehouse. 

The vendor compliance analyst will: 

1. Verify the CAPPS ID entered by the contract manager; 

2. If the CAPPS ID exists, attach the new contract number to the account; and 

3. Add contract lines in order for funds to be charged to the account, either as 
administrative fees or late fees. 

In cases where the CAPPS ID is not entered by the contract manager prior to activation, the 
vendor compliance analyst will contact the Chief Finance Office to provide a CAPPS ID. 

Once these steps are complete, the vendor compliance analyst will notify the contract manager 
that the record is ready to activate and contract documents can be uploaded. 

5.8 Public Information Requests 

Contract Services is the central consolidation point for CPO’s Public Information Requests (PIRs). 
The public information officer will coordinate development of the response, consult general 
counsel and coordinate with Contract Services to provide appropriate response to the requester. 
Requestors may come from anywhere in CPO. As these are time-sensitive, statutorily required 
timelines apply. 

5.9 Manage Standard and Ad Hoc Reporting Requests 

Contract services manages requests for information or reports from within the CPO or other DIR 
program areas. 

The Contract Services team receives periodic requests for ad hoc reports or information relevant 
to an open records request. To ensure that requests are documented and fulfilled in a timely 
manner, they are managed through DIR’s Public Information Management and Tracking System. 

5.10 Process and Statute Compliance Review 

Contract Services reviews procurement and contracts for compliance with processes, best 
practices, and statutes. 

5.11 Conduct Quality Control (QC) Review 

At various stages of the procurement process, the Procurement lead will contact Contract 
Services to conduct quality control checks. These checks include reviewing evaluation sheets to 
ensure that scores were transcribed and calculated correctly. 

5.12 Manage and Coordinate System Updates 

Contract Services will independently and in conjunction with ITS develop changes to 
applications (such as Business Objects Contract Monitoring Tool, Salesforce, BidStamp, VSR, 
Website, SharePoint). These changes may be done based on feedback from CPO staff or from 

https://texasdir.mycusthelp.com/WEBAPP/_rs/(S(g3cjkb4rph21yenhqtpmhmup))/supporthome.aspx
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known audit challenges. CS will create desk top aids, conduct trainings, and coordinate 
deployments for systems or tools used by CPO staff. 

6 HUB, OUTREACH, AND TRAINING 

6.1 HUB Program 

AUTHORITY 

1. Gov't Code Chapter 2161 
2. 34 TAC 20, Subchapter D 

6.1.1 Overview 

DIR is committed to promoting contracting opportunities for historically underutilized 
businesses. DIR strongly encourages Historically Underutilized Business (HUB) vendors, including 
Minority and Women Business Enterprises (MWBE), to compete for all DIR procurement 
opportunities. To this end, the HUB program has a dual role designed to increase HUB 
participation through both DIR internal procurement and cooperative contracts. 

The CPO’s HUB, Outreach, and Training (HOT) team makes a good faith effort to ensure HUB 
vendors are included in all opportunities for competitively bid procurements and whenever 
possible on non-competitive procurements. The HUB coordinator documents and reports the 
agency’s efforts to include HUBs in procurements as well as the usage of HUB vendors for both 
prime and subcontractor and reseller opportunities. The HUB team provides education, 
communication, training, awareness, and outreach to HUBs to promote and encourage full and 
equal state contracting opportunities for small and minority businesses. 

DIR policy is to achieve annual HUB Program goals by contracting with HUBs directly and 
indirectly through subcontracting opportunities. The agency requires a HUB Subcontracting Plan 
(HSP) on all procurements with an expected value of $100,000 or more when HUB 
subcontracting opportunities are probable. An HSP is also included when feasible for 
procurements with a total value less than $100,000. 

The HUB team is responsible for: 

1. Administering DIR's HUB Program initiatives, including contract and purchase order 
reviews for HUB compliance, and to ensure that HUB subcontracting requirements are 
met both pre and post award; 

2. Developing policies, procedures, schedules, priorities, and standards for achieving the 
HUB goals and coordinating and evaluating HUB Program activities; 

3. Performing assessments and evaluating good faith efforts of vendors doing business 
with the DIR to ensure subcontracting opportunities for HUBs; 

4. Monitoring and reporting DIR’s HUB utilization; 
5. Implementing a HUB Mentor Protégé Program to foster relationships between vendors 

with proven success and HUB vendors; 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2161.htm
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=34&pt=1&ch=20&sch=D&div=1&rl=Y
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6. Complying with internal and external reporting requirements; 
7. Encouraging vendors that are HUB eligible to become certified by the Statewide HUB 

Program; 
8. Providing internal and external training regarding HUB Program initiatives and 

requirements as well as coordinating Program activities with internal divisions, external 
governmental agencies, community organizations, and the general public; and 

9. Participating in HUB and Economic Opportunity Forums and other events that benefit 
the HUB Program. 

6.1.2 Manage HUB Utilization 

Texas administrative rule (34 TAC 20.284) describes statewide HUB goals established in six 
procurement categories relating to heavy and all building construction, special trade services, 
professional services, all other services, and commodities purchases. Not all of these categories 
are applicable to DIR. Current goals for procurement categories that apply to DIR are: 

1. Special Trades – 32.9% 
2. Professional Services – 23.7% 
3. Other Services – 26.0% 
4. Commodities – 21.1% 

No later than the 60th calendar day of each fiscal year, DIR establishes goals for its HUB 
Program in each relevant procurement category. These goals are based on clearly documented 
fiscal year expenditures, availability of HUB vendors in each procurement category, and other 
relevant factors. 

The Director of HUB, Outreach, and Training determines the proposed goals with information 
from the CPO, Texas Comptroller’s HUB office, the most current HUB Disparity Study and the 
agency’s previously submitted annual HUB report. 

The Director makes a recommendation to the Executive Director or designee for approval of the 
proposed goals. Once approved, DIR publishes the agency’s goals in the Legislative 
Appropriation Request (LAR) and Agency Strategic Plan, as applicable. 

6.1.2.1 Determine HUB Subcontracting Opportunities 

The HUB team makes a formal determination of probable subcontracting opportunities for all 
procurements with an expected value of $100,000 or more over the lifetime of the contract. 
Subcontracting determinations are also made whenever feasible on contracts with a total value 
of less than $100,000. 

Statewide cooperative and telecommunications contracts are awarded with no quantity 
guarantees. Each solicitation for a product or service master contract established through these 
programs includes a determination of probable HUB subcontracting opportunities through 
subcontractor or order fulfillment (reseller). 

https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=284
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6.1.3 Review HUB Subcontracting Plans 

For any procurement that includes an HSP, the plan will remain a living document throughout 
the life of the procurement. HSP reviews may be required throughout the procurement cycle 
including prior to the solicitation response due date, submitted with a solicitation response, and 
during the life of the resulting contract if any changes are made to a vendor’s subcontractors. 

6.1.3.1 Review Pre-Solicitation Response HSP 

To ensure maximum competition, and as a courtesy to vendors, DIR allows vendors to contact 
the HUB office with questions regarding the HSP and to submit their HSP for review prior to 
formally submitting their HSP as part of their response to a solicitation. Prior to the solicitation 
response due date, the HUB team may communicate directly with a vendor, but only for the 
purpose of answering HSP related questions or providing a courtesy review of the HSP and 
respond to the vendor with any clarification requests or confirmation the HSP has been 
completed correctly. 

6.1.3.2 Review Solicitation Response HSP 

HSP review occurs following the administrative review of all responses that successfully pass 
review. An HSP review documents whether the solicitation response has successfully met all of 
the requirements of the HSP and whether the response is eligible for evaluation and award 
consideration. 

The amount of time required to review all HSPs depends on the number of responses received. 
Once complete, the HUB team emails the results of the HSP review to the procurement lead, 
identifying the number of responses that have passed, number of responses that need 
clarification, and number of responses that have failed. 

Responses that have failed HSP review do not move forward in the evaluation and negotiation 
process. 

After the evaluation process is completed, the procurement lead must provide the list of 
vendors that successfully passed evaluation and are identified for negotiation to the HUB team. 
The HUB coordinator will review to see if any of those vendors’ HSPs need clarification, and will 
seek clarification, as applicable. Once approved, the HUB coordinator will forward the HSP to 
procurement lead to be used with award. 

6.1.3.3 Review Post Award HSP Updates 

A vendor’s HSP is a living document that extends the entire life of an awarded contract. Over 
time, a vendor may need to revise its HSP to reflect changes in subcontracting partnerships or 
changes to the vendor’s need to subcontract. If changes to an HSP are required, the vendor 
emails the updated HSP to the HUB mailbox for review. 

6.1.4 Assess HSP Progress 

As a condition of payment for an internally awarded contract, a vendor must submit a Progress 
Assessment Report (PAR) each month, whether payment is issued to HSP subcontractors or not. 
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The PAR must include subcontracting payments the prime vendor paid to each subcontractor 
for the reporting (month) period. The PAR: 

1. Reports the identity of the subcontractors on a project 
2. Reports the amount being paid to the subcontractors on a monthly basis 

The PAR is required to monitor the vendor’s HSP to ensure the vendor is using only the 
subcontractors stated on the approved plan, and that new subcontractors are not being used 
without prior approval from the HUB coordinator and in compliance with the good faith effort 
requirements for subcontracting. 

All vendors are required to submit a PAR on a monthly basis, regardless of whether they are 
subcontracting or have no sales to report. When tracking changes on an HSP, the HUB and 
contract management team use the PAR as a reporting tool throughout the life of the contract. 

For contracts awarded for statewide use, DIR uses the Vendor Sales Reporting (VSR) process, 
consistent with SPD approval, to capture PAR data as part of the monthly sales reporting 
information submitted to DIR from cooperative and telecommunications contract vendors. VSR 
reporting instruments identify subcontractor and reseller sales by product or service and 
customer, which enables a roll-up of statewide reporting of HUB vendors and subcontractors 
participating in statewide cooperative and telecommunications contracts. 

6.1.4.1 Manage Progress Assessment Reporting 

HUB staff must ensure that each vendor required to submit a monthly PAR is complying with 
this requirement. This includes a PAR required by a new contract award or an update to a 
vendor’s HSP, resulting in a new requirement or removal of a requirement for reporting. 

6.1.4.1.1 Internal or Statewide Enterprise Contract HSP Reporting 

The HUB coordinator, in conjunction with the contract manager, receives and reviews monthly 
progress assessment reporting submitted for DIR internal contracts. 

6.1.4.1.2 Cooperative or Telecommunications Contract HSP Reporting 

The HUB coordinator, in conjunction with the contract manager, receives and reviews monthly 
progress assessment reporting through the VSR process. 

6.1.5 Review and Report on HUB Program 

The HOT team seeks to strengthen and improve agency and statewide HUB utilization and 
performance through data and analytics, reporting, and an extensive outreach program, among 
other initiatives. 

Program requirements are continuously reviewed and acted on by the Texas Legislature. 
Administrative rule changes are promulgated by the CPA, resulting from legislative actions, 
commission of a new disparity study by the CPA, as applicable, or other data source or study. 

The Director of HUB, Outreach, and Training must review the impact all potential HUB program 
changes to assess the impact to the agency. The director reports to the CPO any impact and any 
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recommended changes to DIR rules or processes to address the impact. With CPO concurrence, 
the Director of HUB, Outreach, and Training coordinates any rule changes with DIR’s legal 
counsel. After adoption, the HOT team updates the CPO Guide or DIR’s HUB Strategic Plan, as 
applicable. 

HUB Program reporting covers internal and external reporting. 

6.1.5.1 Manage Internal Reporting 

The Director of HUB, Outreach, and Training, or designee, prepares and submits the following 
reports for internal review. 

1. Weekly Status Report 
2. Monthly HUB Outreach and Training Report 
3. Quarterly HUB Outreach and Training Report 

6.1.5.2 Manage External Reporting 

The Director of HUB, Outreach, and Training, or designee, prepares and submits the following 
reports for external review. 

1. Annual and Semi-Annual Reports 
2. HUB Progress Report 
3. HUB Performance Report 
4. HUB Assessment Report 
5. HUB Compliance Report 
6. HUB Plan 

6.1.6 Mentor Protégé Program 

Authority 

1. Gov't Code Chapter 2161 
2. 34 TAC 20.298 

Texas state government initiated a Mentor Protégé Program designed to foster relationships 
between prime contractors and HUBs. Each state agency with a biennial appropriation that 
exceeds $10 million, must implement a Mentor Protégé Program. Agencies serve as sponsors of 
the mentor-protégé agreements and may elect to implement a Mentor Protégé Program 
individually or cooperatively and are encouraged to address the needs of protégé businesses in 
critical areas of state procurement. 

The DIR Mentor Protégé Program seeks to provide professional guidance and support to the 
protégé to facilitate their development and growth and increase HUB contracts and 
subcontracts with DIR and the State of Texas. This is achieved by building effective working 
relationships and joint ventures between leaders of mature established companies and HUBs, in 
an effort to help HUBs benefit from the knowledge and experience of the established firms. DIR 
is dedicated to assisting HUBs and has developed and adopted this program to promote 
mentoring opportunities for HUBs. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2161.htm
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=298
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The mentor-protégé relationship is mutually beneficial since mentors can use their protégés to 
fulfill HUB subcontracting requirements when bidding on state contracts with expected values of 
$100,000 or more. It is advantageous to build a partnership prior to a solicitation or contract 
award to establish confidence in performance. 

Vendor participation in the mentor protégé program is completely voluntary and is neither a 
guarantee of any contract opportunity nor a promise of business. Participation requires the 
protégé be State of Texas HUB certified and the Mentor Protégé Agreement must be sponsored 
by a state agency. 

6.1.6.1 Program Objectives 

Program objectives include: 

1. Fostering long-term relationships between prime contractors and HUBs 
2. Increasing the ability of HUBs to contract with DIR or other agencies as prime 

contractors or receive subcontracts under a contract 
3. Increase the overall participation of HUBs in state procurements 

6.1.6.2 Program Benefits 

Program benefits include: 

1. Vendor may use their protégé as a subcontractor without having to complete an HSP 
search for those services that will be provided by the protégé 

2. DIR considers participation in the program when evaluating a vendor’s good-faith 
efforts related to HSPs 

3. Protégé may find additional subcontracting opportunities through the mentor 
4. Protégé cultivates knowledge and skills to grow their business and enhance their 

contracting capabilities 

6.1.7 Roles and Responsibilities 

6.1.7.1 Mentor Roles and Responsibilities 

The mentor is an established business organization meeting eligibility criterion and selected to 
participate in the program as a mentor. The mentor should have extensive work experience and 
be able to provide developmental guidance in areas that meet the needs of the protégé, 
including business, financial, and personnel management, technical matters such as production, 
inventory control and quality assurance, marketing, insurance, equipment and facilities, or other 
related resources. Mentor responsibilities include: 

1. Apply to participate in the program 
2. Disclose information requested in the application process 
3. Maintain good standing with the State of Texas and not be in violation of any state 

statutes, rules, or governing policies 
4. Name a contact to meet with the other participants 
5. Choose a protégé from the applications forwarded by DIR 
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6. Execute a written agreement with the protégé and DIR 
7. Provide professional guidance and support in areas that meet the needs of the protégé 
8. Report progress of the relationship to the DIR 
9. Notify the other participants if the mentor intends to withdraw from the agreement 
10. Maintain confidentiality of protégé information 

6.1.7.2 Protégé Roles and Responsibilities 

The protégé must be eligible and willing to become certified as a HUB and is selected to 
participate in the program as a protégé. Protégé responsibilities include: 

1. Apply to participate in the program 
2. Obtain HUB certification and maintain HUB certification for the duration of the 

agreement 
3. Disclose information requested in the application process 
4. Maintain good standing with the State of Texas and not be in violation of any state 

statutes, rules, or governing policies 
5. Name a contact to meet with the other participants 
6. Execute a written agreement with the mentor and DIR 
7. Identify areas in which the protégé needs guidance 
8. Report progress of the relationship to the DIR 
9. Notify the other participants if the protégé intends to withdraw from the agreement 
10. Maintain confidentiality of mentor information 

6.1.7.3 DIR HUB coordinator Roles and Responsibilities 

DIR serves as the sponsor for a mentor protégé agreement. The HUB coordinator’s role is to 
facilitate the pairing of the mentor and protégé, monitor the progress of the relationship, and 
ensure compliance with the program requirements. HUB coordinator’s responsibilities include: 

1. Evaluate mentor and protégé applications and verify eligibility 
2. Refer suitable protégé candidates to mentor candidates for consideration 
3. Notify applicants of selection status 
4. Inform applicants that participation is voluntary and is neither a guarantee for a 

contract opportunity nor a promise of business 
5. Maintain confidentiality of information 
6. Name a contact to meet with the other participants 
7. Facilitate the execution of a written Mentor-Protégé Agreement between the mentor 

and the protégé 
8. Report Mentor-Protégé Agreement to the CPA 
9. Conduct orientation meeting and periodic monitoring meetings with the mentor and 

protégé 
10. Compile information provided through the mentor and protégé progress reporting 
11. Monitor compliance with the Agreement and report program performance to the CPA 
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12. Notify the other participants if the mentor or protégé intends to withdraw from the 
Agreement 

6.1.8 Recruit, Evaluate, and Pair Applicants 

In order to achieve a successful mentor-protégé relationship, it is important that there be a 
suitable pairing between the mentor and the protégé. The mentor should be able to provide 
guidance and skills relevant to the areas of need of the protégé. Likewise, the protégé should be 
able to provide services in areas of need beneficial to the mentor. The greater the number of 
mentor and protégé applicants, the higher the likelihood of finding a suitable and successful 
match. Therefore, recruiting participants for the program should be an on-going process. DIR 
promotes the program and recruits program applicants by: 

1. Coordinating an annual HUB forum and DIR Connect 
2. Participating in economic opportunity forums conducted by other government entities, 

minority organizations, etc. 
3. Routinely corresponding with vendors in the IT industry 
4. Posting the program instructions and forms on the DIR website 

6.1.8.1 Evaluate Applicants 

Vendors wishing to participate in the program must complete and submit to DIR a Mentor-
Protégé Application available on the CPA website and through the DIR website HUB page. The 
application collects relevant information regarding the vendor including their interest in 
participating as a mentor or protégé, vendor’s areas of expertise, skills that can be brought to or 
are desired from the relationship, and the vendor’s goals in participating. 

6.1.8.2 Pair Applicants 

When a mentor-protégé application has been accepted, it must be reviewed against, as 
appropriate, the existing pool of mentor or protégé applications to determine if a suitable 
match exists. 

6.1.8.3 Establish Mentor Protégé Relationships 

It is important to ensure that all parties in the relationship have a clear and full understanding of 
the intent of the relationship and their responsibilities and reporting requirements. 

6.1.8.4 Maintain and Report on Mentor Protégé Relationships 

To ensure a successful mentor protégé relationship, it is important to mentor the progress of 
the relationship and ensure that issues are brought forward and resolved. Performance 
reporting and monitoring meetings are tools in monitoring performance. 

6.1.8.5 Terminate the Agreement 

If either party intends to withdraw from the agreement, notify the other participants 
immediately. 

https://comptroller.texas.gov/purchasing/vendor/hub/mentor.php
https://comptroller.texas.gov/purchasing/vendor/hub/mentor.php
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Termination of the agreement may have effects outside of the immediate mentor protégé 
relationship. Approved Mentor Protégé Agreements are valid for all state agencies in 
determining good faith effort for the particular area of subcontracting to be performed by the 
protégé as identified in the HUB Subcontracting Plan. 

In the event that the Mentor Protégé Agreement is terminated by either party or the Protégé’s 
HUB certification expires, the mentor no longer has a valid HSP regarding the awarded contract. 
In this instance, the mentor will need to enter into a new Agreement with a certified HUB 
Protégé and have the new protégé provide the subcontracted services or the mentor must 
comply with the requirements to develop and submit a revised HSP. 

6.1.8.6 Report on Mentor Protégé Participation 

Participation in the program, the number and progress of the relationships should be included 
in the Semi-Annual HUB Supplemental Report and as part of DIR’s request for legislative 
appropriations. 

6.1.9 Support Procurement and Contract Management Functions 

HOT team staff regularly participate in some activities in direct support of Procurement and 
Contract Management. These are addressed below. 

6.1.9.1 Pre-solicitation Conference 

A pre-solicitation conference is conducted by Procurement as part of most competitive 
procurements. This affords procurement staff the opportunity to familiarize potential vendors 
and subcontractors with the requirements of the procurement and required elements of any 
submitted response. 

Outreach and Training staff may provide the following services: 

1. Schedule the conference including obtaining the necessary webinar link; 
2. Assist Procurement Manager with designing/compiling the slide deck; 
3. Schedule and facilitate practice sessions with key speakers or panelists; 
4. Send notice of the procurement posting and pre-solicitation conference to minority 

trade organizations and HUBs to advertise the procurement opportunity; 
5. Conduct the necessary online activities in support of the conference; 
6. Document online attendees of the conference using the feature provided by the 

webinar provider; 
7. Record the webinar if required. If recorded, the recording is provided to the 

Procurement Manager following the conference for inclusion in the procurement file; 
and 

8. Run the slide deck during the conference. 

For procurements in which subcontracting opportunities have been determined to exist, the 
HUB Coordinator will participate in the conference to present information applicable to the HUB 
requirements. The HUB Coordinator will: 
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1. Prepare and submit the applicable HUB slides to the procurement lead for inclusion in 
the conference slide deck; and 

2. Discuss the intent and requirements of the HUB program including: 

a. Successfully completing and submitting the HSP; 
b. Courtesy review of a vendor’s HSP prior to response submission; 
c. Requirements related to the Progress Assessment Report (PAR); and 
d. Participate in the question-and-answer portion of the conference. 

6.1.9.2 Vendor Debriefs 

Vendors who did not receive a contract award from their submitted solicitation response may 
request a debriefing to determine the reasons they did not receive an award and how a future 
response might be improved. These debriefs are often conducted directly with a sole vendor. 
However, when a number of vendors request a debriefing on the same solicitation, Procurement 
may determine that a group debriefing is required. In these instances, Procurement will request 
the assistance of Outreach and Training staff to assist in conducting an online debriefing. 

The procurement lead will be responsible for developing the debriefing materials including the 
slide deck. Outreach and Training staff may be required to provide the following services: 

1. Schedule the conference including obtaining the necessary webinar link; 
2. Conduct the necessary online activities in support of the conference; 
3. Document online attendees of the conference using the feature provided by the 

webinar provider; 
4. Record the webinar if required. If recorded, the recording is provided to the 

Procurement Manager following the conference for inclusion in the procurement file; 
and 

5. Run the slide deck during the debriefing. 

6.1.9.3 Conduct Vendor Orientation/Contract Initiation 

When award determinations have been made, the procurement lead provides to HOT a list of 
contacts for the vendors receiving contract awards. As required, the HOT team, in collaboration 
with the contract manager or contract owner, schedules a contract initiation meeting with the 
vendor and related DIR stakeholders. The meeting is an orientation for the vendor to ensure a 
clear and mutual understanding of all contract terms and conditions and the respective 
responsibilities of the parties. 

Not every contract requires a formal post award conference. In general, the more critical the 
products or services being provided or the more complex the requirements, the greater the 
need for a formal contract initiation meeting. The contract manager will determine the need for 
a formal initiation meeting. 

When required, the contract initiation meeting should be conducted as soon as possible, but no 
more than fifteen (15) business days after contract execution. The initiation meeting may be 
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conducted with a single vendor or a group of vendors who are subject to the same initiation 
requirements. 

While the vendor and DIR personnel should already be fully aware of the contract requirements, 
the contract initiation meeting ensures that everyone involved directly in the contract 
administration process understands all contract performance requirements. During the meeting, 
DIR should review with the vendor(s) the major points of the contract such as any start up 
responsibilities that must be completed before products or services can be provided, major 
performance milestones, deliverables, reports, meetings, etc. All instructions given to a vendor at 
the meeting must be within the scope of the contract. 

Vendors should be encouraged to record the orientation webinar for their future viewing. This 
may require the use of a third-party software or other means if the platform used by DIR does 
not allow recording by participants. This will allow the vendor to retain the information for 
reference or for new employees assisting with the DIR contract. 

6.2 Outreach 

The HOT team’s Outreach and Training programs are closely aligned. Their initiatives and 
activities complement and support each other, other CPO teams, and the agency as a whole. A 
focus of the Outreach program is to identify and connect with existing, new, or potential 
customers, vendors, HUBs, and agencies. The role of outreach is to identify these groups, 
understand their current and future needs and determine how DIR may be able to assist in 
meeting those needs. 

1. The outreach team works with DIR’s customer base to enrich their knowledge or skill 
sets to advance successful contracting efforts. DIR is directed by statute to provide this 
assistance to the CPA and state agencies, the HOT team extends this assistance to 
other eligible customers. 

2. The outreach team connects with eligible customers who may be unaware of their 
ability to use DIR contracts for their IT needs. For customers already using DIR 
contracts, the outreach team seeks to keep them informed of new and enhanced 
contracts for their use and processes to obtain needed products or services, whether a 
state agency, local government, education, or eligible out of state entity. 

3. The outreach team engages vendors and HUBs to ensure they are aware of contracting 
and business opportunities available through DIR as both a prime vendor and reseller 
or subcontractor. Through strengthened awareness of the statewide HUB program, 
enhanced knowledge of the business processes that must be followed to qualify for 
contracting opportunities, and an understanding of the tools and resources available 
to these businesses, the outreach team works to expand program participation and 
vendor capabilities to earn business opportunities with DIR, and all eligible customers. 

Outreach is an on-going process to build relationships and increase awareness of DIR and state 
technology procurement and contract. The HOT team uses a number of methods and platforms 
to reach customer and vendor communities. 
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Effective outreach is an on-going process of supporting existing communities, identifying new 
communities, and adopting effective means of communicating within the ecosystem. All 
outreach activities undertaken by DIR should be documented. 

6.2.1 Outreach Events 

Through outreach events, the HOT team creates opportunities to present and market DIR’s 
contracts, both as contracting opportunities for the vendor community and as a contracting 
vehicle for state, local, education, and other eligible customers including use of the contracts by 
eligible out of state entities. These events also allow DIR to promote: 

1. Statewide HUB program and DIR’s participation in it; 
2. Mentor protégé program; 
3. Vendor opportunities with DIR as both prime vendors and subcontractors; 
4. Opportunities for customers to use DIR contracts and increase their HUB usage; 
5. Training opportunities available to vendors, HUBS, and customers; and 
6. Partnering with other entities and resources to assist DIR in providing outreach to 

vendors, HUBs, and customers. 

6.2.1.1 Manage Participation at Outreach Forums 

HUB forums and economic opportunity forums (EOF) are outreach events for HUB vendors and 
other small businesses that may be eligible to become a HUB through the statewide program. 
These events, most often sponsored by one or more state agencies or by a member of the Texas 
legislature, are held throughout the state. Additionally, these forums may be hosted by 
educational entities, local governments, or minority and trade organizations. 

The CPA maintains an Economic Opportunity Forums (EOF) Calendar that provides a schedule of 
various vendor fairs, spot bid fairs, conventions, conferences, workshops, seminars, among 
others, held throughout the state. A number of these events may be targeted to industry-
specific procurement and contracting categories, such as a building and construction forum. 
More general forums or IT-specific forums, at which DIR may participate in discussion groups or 
make a presentation, allows DIR to connect with vendors more capable of obtaining a DIR 
contract. 

Both HUB forums and EOFs seek to educate vendors and increase contracting opportunities for 
them. However, EOFs additionally seek to incentivize vendor attendance by including bidding 
and contracting opportunities that may be awarded on site. 

6.2.1.1.1 Participate in Economic Opportunity Forums 

Outreach staff are tasked with identify an upcoming purchasing or contracting opportunity that 
may be suitable to include at the EOF. 

http://www.txsmartbuy.com/eof/index.html
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6.2.1.1.2 Present at Economic Opportunity Forums 

Outreach staff, in coordination with the Program Development Office (PDO) attend EOFs to 
identify an upcoming purchasing or contracting opportunity that may be suitable to include at 
the EOF. 

6.2.1.2 Manage DIR-Hosted Forums 

6.2.1.2.1 DIR HUB Forum 

DIR hosts its own HUB forum annually. This may be conducted in coordination with another 
agency. Planning activities, conducted in coordination with the PDO, includes: 

1. Event space; 
2. Booth space and table for each registered exhibitor; 
3. Speaking area and seating, if including speakers; 
4. Any refreshments to be provided to attendees; 
5. Soliciting speakers; 
6. Soliciting and registering exhibitors; 
7. Soliciting and registering vendor and HUB participants; 
8. Facilitating the event; 
9. Managing a DIR booth; 
10. Soliciting feedback from attendees; and 
11. Cleaning up after the event. 

6.2.1.2.2 DIR Connect 

DIR hosts the Texas DIR Connect Technology Expo (DIR Connect). DIR Connect brings DIR 
contracted technology vendors together with IT and purchasing staff from state agencies, local 
and county government, hospitals, emergency response entities, K-12 and higher education to 
raise awareness about DIR statewide enterprise and cooperative contract programs. Only 
vendors (both HUB certified and non-HUB) who hold a DIR contract may exhibit at DIR Connect. 

Vendors may not attend without a booth unless they are a certified HUB vendor. Certified HUB 
vendors who are non-exhibitors may only attend the HUB Roundtable. 

HOT staff may be tasked to: 

1. Coordinate with event planner if one has been retained; 
2. Assist with exhibitor and agency registration; 
3. Assign exhibitor booths; 
4. Arrange speakers and breakout sessions and developing agendas; 
5. Identify moderators for sessions; 
6. Facilitate breakout sessions, including HUB roundtable, or providing logistical support; 
7. Create and produce handout materials; 
8. Solicit and compile post-event feedback; and 
9. Other activities to assist in conducting the event. 
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6.2.1.2.3 Cross-Agency Events 

Cross-agency events are typically put on by one or more state or local agencies. These events 
may be intended to inform the customer and vendor communities. At the agency level, these 
are opportunities to educate attendees on the types of contracts available for use and the 
processes to access these contracts. At the vendor level, these are opportunities to discuss 
contracting and subcontracting opportunities for vendors and HUBs as well as the HUB 
program, its goals, and processes. The host of the event instructs participants on the type of 
information to share. 

6.2.1.3 Participate in Local, Regional, and National Conferences 

6.2.1.3.1 Minority Trade Organizations and Development Centers 

Minority trade organizations, including women business trade organizations, and development 
centers circulate information related to contracting opportunities to participating vendors. These 
organizations present the opportunity to provide information regarding DIR contracts and 
contracting opportunities, subcontracting opportunities, DIR contracting processes, state HUB 
certification, and resources that the DIR HUB program maintains. 

These organizations are often organized at the city or county level or may be directed at a 
particular segment of the population. The CPA maintains a list of Small, Minority and Women 
Business Trade Organizations and Development Centers that have worked with and expressed 
interest in working with the Statewide HUB program. Additionally, many public Texas entities 
also maintain online lists of these organizations and contact information that can be readily 
found through web searches. 

6.2.1.3.2 National and Regional Technology and Procurement Events 

National and regional technology and procurement conferences may present the opportunity to 
educate a potential new base of customers and vendors on the opportunities available through 
DIR contracts. These conferences may include government customers and vendors outside of 
the state of Texas who are not familiar with DIR contract opportunities and the ability for public 
agencies outside of Texas to use them. 

For Texas vendors, this may include information on how to become HUB certified. But for all 
vendors, information on opportunities as prime- and sub-contractors may be addressed as well 
as contracting requirements particularly as they relate to the state HUB program. For public 
entities, this may include information on the goods and services available through DIR contracts 
and the contracting processes applicable to the entities including the execution of inter-state 
agreements for public entities outside of Texas. 

These conference opportunities can be difficult to identify. They may be found by visiting event 
aggregation websites and procurement association and related websites. The following 
organizations and associations are active in providing resources, best practices, and research on 
innovative procurement strategies, collaboration opportunities, and public sector technology 
and procurement advances: 

https://comptroller.texas.gov/purchasing/vendor/hub/resources.php
https://comptroller.texas.gov/purchasing/vendor/hub/resources.php
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1. Consumer Technology Group; 
2. Gartner, Inc.; 
3. National Association of State Chief Information Officers; 
4. National Association of State Procurement Officials; and 
5. National Institute of Governmental Purchasers. 

6.2.2 Additional Outreach Activities 

Effective marketing is key to driving attendance of a webinar and to its success. 

Marketing must be targeted to the desired audience and should be multi-faceted to incorporate 
as many of the outreach tools as possible and appropriate. Marketing may include the following: 

1. Posting notice on the HUB, Outreach and Training, or another DIR web page; 
2. Posting on the DIR Calendar; 
3. Posting on DIR News; 
4. Email to vendor contacts and email Minority Trade Organizations and Development 

Centers as appropriate; 
5. Inclusion in the DIR Vendor Newsletter for vendor-centered webinars; and 
6. Notification on DIR social media platforms to include the original announcement and a 

reminder the day before. 

6.2.2.1 Manage Webinars 

The HOT team creates informational webinars to reach a large audience with less cost and effort 
than hosting an in-person event. These webinars may be intended for internal purposes like a 
pre-bid conference, vendor orientation, or a group procurement debriefing. They may also be 
intended as part of an awareness campaign for potential external customers. 

Webinars may be one-time events such as a procurement-specific event, or they may be 
ongoing, such as the HUB Talk series, or instruction-focused, such as how to complete an HSP. 
To the extent possible, webinars not intended for a one-time event should be recorded for 
future viewing either directly through HUB or Outreach and Training web pages or through the 
DIR YouTube channels. If recording a webinar, all participants should be advised at the start of 
the webinar that it is being recorded. Refer to DIR-Led Training for information on producing a 
webinar. The HOT team may also partner with another agency or DIR team in producing a 
webinar on its behalf. 

6.2.2.2 Manage HUB, Outreach, and Training Website Content 

To inform the vendor and customer communities, the HOT team maintains both HUB and 
Outreach and Training web pages. These web pages present information to their targeted 
audiences. Information posted on these websites must approved by the Director of HUB and 
Outreach and Training and submitted to the PDO for publishing. 

https://dir.texas.gov/View-About-DIR/Calendar-List.aspx
https://dir.texas.gov/View-About-DIR/News-Article-List.aspx
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6.2.2.3 Manage HOT Mailbox 

Both the HUB and Outreach and Training web pages include team-specific email addresses to 
submit inquiries or other feedback. On a daily basis or more often, the teams must monitor their 
mailboxes for requests for information, participation in educational activities and notification of 
outreach opportunities. 

6.2.2.4 Manage Other Communication Channels 

The HOT team, in coordination with the PDO, as applicable, uses multiple platforms (or 
channels) to communicate across customer and vendor communities. 

6.2.2.5 Participate in Community Collaboration Forums 

Professional development organizations work to strengthen the knowledge and skills of 
members to employ current and emerging practices that lead to success in their fields. Other 
coordinating bodies exist to share best practices across state agencies and administration and 
procurement professionals. 

1. State Agency Coordinating Committee (SACC); 
2. HUB Discussion Work Group (HDWG); and 
3. Professional development organizations. 

6.2.2.6 Receive and Respond to Outreach Requests 

Outreach and Training staff may be requested to provide outreach assistance to other CPO 
teams or other DIR divisions. Requests for assistance should be made to cpo@dir.texas.gov or 
dir.hub@dir.texas.gov. However, staff outside of CPO may also request assistance via email or 
other means. 

6.2.3 Provide ADA Accommodations 

Outreach and Training staff must ensure in-person or online events, and materials available on a 
public facing website, comply with requirements of the Americans with Disabilities Act (ADA). 
Staff must determine a need and plan for ADA accommodations when scheduling an event. This 
determination must be made no less than five days prior to the event so that any required 
resources may be obtained. 

6.3 Training 

The HOT team participates in training development and delivery in conjunction with other CPO 
teams and DIR staff and in response to statutory requirements and customer needs. The 
Outreach and Training team coordinates with internal DIR programs to develop outreach and 
training materials to integrate with agency outreach programs. In coordination with the PDO, 
the team develops a training schedule to offer a variety of in-person and virtual courses, based 
on staff needs and training program resources. The team also develops and updates training 
materials for internal distribution, as needed. 

Additionally under Gov’t Code Sections 656.050-656.052, DIR is required to assist CPA and other 
agencies in providing training in specified areas to state agencies, institutions of higher 

mailto:cpo@dir.texas.gov
mailto:dir.hub@dir.texas.gov
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.050
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education and other eligible customers. Through this training, the CPO seeks to expand and 
promote the proper use of its contracts and provide guidance on the negotiation of AIS 
contracts. 

6.3.1 Instructional Videos 

Instructional videos are an effective means to provide both overview and process specific 
information to customers and vendors on demand. By posting these videos to the appropriate 
YouTube page, the videos can be the first stop for customers and vendors to learn about DIR 
and DIR processes. The videos serve as self-help resources for customers and vendors, provide 
basic information, address common issues, and answer common questions, thus reducing the 
volume of inquiries received by staff. Instructional videos must be ADA compliant, with closed 
captioning provided whenever possible (refer to Provide ADA Accommodations) and provide a 
DIR contact as a resource. 

DIR customer videos cover topics for instate and out of state users, including: 

1. What are DIR contracts and who can use them? 
2. How to search and use DIR coop contracts 
3. The SOW process and state agency requirements 
4. How to use DIR STS contracts 
5. The interstate agreement process for out of state customers 
6. Understanding the exemption process for state agencies 

DIR vendor videos cover topics such as: 

1. Overview of DIR contracts, how they’re advertised, and who can use them 
2. How to respond to a DIR solicitation 
3. How to complete a HUB Subcontracting Plan 
4. How customers issue orders against DIR coop contracts 
5. How to complete and submit Vendor Sales Reports 
6. How to complete and submit Progress Assessment Reports 

6.3.1.1 Post Instructional Videos 

Unless a specific need dictates otherwise, instructional videos should be posted to the 
appropriate YouTube page for either customers or vendors with a link added as appropriate to 
either the HUB or Outreach and Training web page. 

6.3.2 Participate in CPA Led Training 

SPD has primary responsibility for state of Texas procurements. This includes policies and 
processes to which state agencies must adhere. This includes requirements for training and 
certification of procurement and contract management staff as well as managing the statewide 
HUB Program. DIR provides direct support to SPD for these efforts. 

Authority 

1. Gov’t Code Section 656.051 (procurement) 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.051
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2. Gov't Code Section 656.052 (contract managers) 

Texas statute directs DIR to assist the CPA in providing training to state procurement and 
contract management personnel as part of the CPA’s Statewide Procurement Training Program. 
The CPA hosts and facilitates the training with DIR participating in the role of a guest speaker. 
The Director of HUB, Outreach, and Training approves the training content and the related slide 
deck. 

Currently, DIR assists with three (3) CPA training areas: 

1. Basic Texas Purchaser (BTP) Course; 
2. Certified Texas Contract Developer (CTCD) Course; and 
3. Certified Texas Contract Manager (CTCM) Course. 

Content for each of the courses is customized for the target audiences. Both the basic purchaser 
and contract developer courses focus primarily on procurement information such as types of 
DIR contracts, the intent, and the processes associated with each. The contract manager course 
primarily focuses on topics related to managing contracts rather than procurement 
requirements. 

DIR’s training content areas include: 

1. Navigating the DIR website; 
2. Searching for products and services; 
3. Using DIR contracts; 
4. SOW development and review process for state agencies; 
5. Exemption submission and review process for state agencies; 
6. Requesting addition of new contracts and items; 
7. Bulk purchase process; 
8. HSP evaluation; 
9. HSP compliance, including Progress Assessment Reports (PARs); 
10. Contract reporting; 
11. Contract monitoring; and 
12. Required cyber-security training for vendors and contractors. 

6.3.3 Participate in CPA Led HUB Talk Series 

Authority 

1. Gov't Code Chapter 2161 
2. 34 TAC 20, Subchapter D, Division 1 

The HUB Talk Series is an on-going webinar series produced by the CPA statewide HUB 
coordinator in coordination with DIR. The series is intended to strengthen small business 
awareness and participation in statewide procurement opportunities, and share topics and 
resources such as: 

1. Planning and procurement; 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.052
https://comptroller.texas.gov/purchasing/training/
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2161.htm
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=34&pt=1&ch=20&sch=D&div=1&rl=Y
https://dir.texas.gov/View-Information-For-Vendors/Pages/Content.aspx?id=18#series
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2. Small business resources; and 
3. Business development and marketing tips. 

The CPA arranges the speakers and topics. DIR facilitates producing the webinar including 
scheduling the event and webinar link, working with speakers to develop the slide deck, and 
conducting the event and running the slides. Recordings of each webinar and the associated 
slide deck are posted to the HUB web page in coordination with the PDO. 

6.3.4 Host Vendor and HUB Training Webinars 

In addition to presentations at HUB forums and EOFs, the HUB Talk series, DIR Vendor 
Newsletter and emails, and instructional videos, DIR supports the vendor and HUB communities 
by hosting vendor and HUB training webinars as the need is determined. This may be to address 
changes in the HUB program or processes or as a refresher to ensure compliance with program 
requirements. This may also include educating vendors on new procurement processes being 
instituted by DIR. 

6.3.5 DIR Led Training and Webinars 

DIR led training includes training to DIR staff, staff of other agencies, customers, and vendors 
including HUBs. This includes training provided directly by Outreach and Training staff and 
training provided by staff outside of the CPO for which Outreach and Training staff provide 
assistance in delivering the training. This assistance includes registering attendees and 
documenting those in attendance. 

Recipients of DIR led training may be eligible to receive Continuing Education Hours (CEH) from 
the SPD. Refer to Section 6.3.5.7 Submit Eligibility Determination for Continuing Education. 

While in person training may be preferred by some, webinars present a convenient, effective and 
cost-efficient means to provide training. This eliminates the need for travel, facilities for 
conducting the training, and, in many instances, printed materials. While in person training may 
be held as appropriate or upon request, webinars are now the primary means of providing 
training. The Outreach and Training team is a valuable DIR resource in conducting training and 
producing webinars. 

6.3.5.1 Webinar Training Development or Production 

Outreach and training staff may host an event or may receive a request from another DIR 
program area or another agency to co-host an event and to provide assistance with training or 
producing a webinar. Examples of such events include: 

1. DIR All Hands Meetings; 
2. CPO All Hands Meetings; 
3. HUB Talk Series; 
4. HUB Discussion Workgroup; and 
5. DIR CTO Technology Series. 
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The group putting on the training is responsible for developing the content, any materials and 
the slide deck. This may be members of the HOT team, Procurement, another division within 
DIR, or the CPA. Regardless of who is providing the training, Outreach and Training staff may 
provide the skills necessary to administrate and run the training particularly in the instances of 
webinars. 

Outreach and Training staff may be called upon to: 

1. Scheduling the training including providing a webinar link if applicable; 
2. Attendee registration and documentation of attendance; 
3. Running the slide deck; 
4. Assisting with ADA compliance such as closed captioning (Refer to Section 6.2.3 

Provide ADA Accommodations) 
5. Or any other function required in producing the training event 

6.3.5.2 Internal DIR Training 

The HOT team may directly provide or assist in providing training to CPO or other DIR staff as 
requested. This may be in support of CPO or another DIR division and include responsibilities as 
discussed in Assistance in Training and Producing Webinars. Internal training includes: 

1. Annual Procurement and HUB training 
2. CPO All Hands Meetings 
3. DIR All Hands Meetings 

6.3.5.3 Customer Training and Webinars 

Customer training may be scheduled and provided periodically and intended for all DIR 
customers in general or a targeted sub-group such as local government or education customers. 
Customer training may also be provided to one or more specific customers upon request. 
Training provided to state agency staff may be eligible for Continuing Education Hours from the 
SPD. Refer to Section 6.3.5.7 Submit Eligibility Determination for Continuing Education. 

6.3.5.4 Schedule, Develop and Conduct a Webinar 

Scheduled training and webinars should be used when new information or a new process needs 
to be disseminated to DIR customers or a specific subgroup. It may also be used if a 
determination is made that one or more customer groups are experiencing a particular issue or 
question with DIR contracts or processes. This need may be determined by questions received 
by or issues directed to the contract managers or the HOT team, AskDIR, or by similar means. 
Training could include either external or internal DIR customers. 

Based on the perceived need, a determination should be made as to the best way to address the 
issue. For topics for which it is anticipated that the attendees are likely to have questions 
requiring a response, one or more live webinars should be scheduled. Multiple webinars will 
allow customers to attend a webinar that meets their schedule. Topics that are more straight-
forward, for which few if any questions are anticipated, may be best addressed with an 
instructional video posted to the customer YouTube channel. See HOT Webinar Checklist. 

https://dir1.sharepoint.com/:b:/r/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/HOT%20Webinar%20Checklist.pdf?csf=1&web=1&e=ruBvsO
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6.3.5.5 Support Customer Requested Training 

The outreach and training team should identify opportunities to provide customer requested 
training. For this reason, instructions for a customer to request training are provided on the 
Outreach and Training web page. The outreach and training team monitors the Outreach and 
Training mailbox for such inquiries. Additionally, staff contact eligible customers directly via 
email or telephone to make these opportunities known. 

Topics of training may include: 

1. Use of DIR contracts and required processes; 
2. Use of SOWs; 
3. Exemption process for state agencies; 
4. Effective contract monitoring; 
5. Evaluating HSPs; and 
6. Reviewing PARs including the reporting of subcontracting dollars and HSP compliance 

issues. 

When training has been requested by a customer, training and outreach staff assesses the need 
and determine the feasibility in providing the training according using the Customer Training 
Request Checklist. 

6.3.5.6 Train on IT Negotiation Methods 

As required under Gov’t Code Section 656.050, DIR has developed a program to train state 
agency personnel in effectively negotiating contracts for the purchase of information resources 
technologies. This training is made available to state agency personnel who are directly or 
indirectly involved in contract negotiations, such as senior or operational management, 
purchasers, users of the purchased technologies, and personnel with relevant technical, legal, or 
financial knowledge. Training is required for agency personnel directly involved in contract 
negotiations for the purchase of information resources technologies. 

The HOT team staff may assist in support activities such as: 

1. Providing expertise to produce a webinar for the training. Refer to Section 6.2.2.1 
Manage Webinars. 

2. Coordinating with CPA to obtain continuing education credits for procurement and 
contracting staff who receive the training; and 

3. Assisting Procurement with designing/compiling slide deck. 

6.3.5.7 Submit Eligibility Determination for Continuing Education 

Training provided to procurement or contract management staff of DIR or other state of Texas 
agencies may be eligible for Continuing Education Hours (CEH) from the SPD. This includes staff 
holding Certified Texas Contract Developer (CTCD) and Certified Texas Contract Manager 
(CTCM) certifications. Training must be specific to procurement or contract management 
activities including use of DIR contracts, negotiations, and requirements of the HUB program. 

https://dir1.sharepoint.com/:b:/r/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Customer%20Training%20Request%20Checklist.pdf?csf=1&web=1&e=9d1mks
https://dir1.sharepoint.com/:b:/r/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Customer%20Training%20Request%20Checklist.pdf?csf=1&web=1&e=9d1mks
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.656.htm#656.050
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After reviewing the training outline and prior to the training being conducted, the Director of 
HUB, Outreach, and Training determines if the training is likely to qualify for CEH. If so, the 
director emails the SPD Director of Training requesting a determination. The director includes: 

1. A description of the training to be provided including the course outline; 
2. The number of hours of training to be provided including the dates and time; 
3. The intended audience; and 
4. Any other information required by the SPD. 

The director documents the SPD determination in the SharePoint folder for the training being 
provided. If eligible for CEH, the outreach and training team prepare a certificate to be signed by 
the director and issued to all staff who have successfully completed the training. After training 
has been completed, the director emails to the SPD Director of Training a list of all personnel 
who successfully completed the training. 

6.3.6 Outreach and Training Material Development 

The HOT team is primarily responsible for creating and maintaining written materials and 
brochures on DIR contracts, their use, and required processes. This includes outreach materials 
to customers and vendors and training materials developed by the team. The team may also be 
requested to provide assistance to other DIR divisions. 

6.3.6.1 Create and Approve Materials 

Materials created by the Outreach and Training staff must be approved by the Director of the 
HOT prior to use. Additionally, if materials are created on behalf of another internal or external 
entity, the materials must also be submitted to the requester for approval prior to use or 
distribution. 

Outreach and Training staff should determine: 

1. Topics to be covered; 
2. Intended audience; 
3. How the information is to be presented; 
4. One time or on-going use; and 
5. Criteria used to determine if the materials meet the stated needs. 

Materials intended for external posting and distribution, such as to social media or DIR website, 
must be submitted to the PDO for review and processing. 

6.3.6.2 Maintain Materials 

All materials created for outreach and training are maintained on the HOT team SharePoint site 
with drafts saved to the Draft folder in an event specific sub-folder and the final, approved 
version saved in the Final folder. All materials intended for o-going use should be reviewed on 
an annual basis to ensure all information provided is correct and up to date. Materials should 
also be reviewed and updated on an as needed basis when program or legislative changes 
dictate the need for immediate changes or enhancements. 
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6.3.6.3 Retain Materials According to Retention Schedule 

Under Gov’t Code Chapter 441, information in any format, including materials in a physical or an 
electronic format, that is produced by the authority of or at the total or partial expense of a state 
agency and is publicly distributed outside the agency by or for the agency may require 
submission to the Texas State Library and Archives Commission (Archives Commission). This 
requirement does not apply to information created for: 

1. Contractors with or grantees of the agency 
2. Persons within the agency or within other government agencies 

Publications subject to this statute must submitted to the agency’s publications liaison who 
must maintain a record of the agency's state publications and must furnish to the Archives 
Commission a list of the agency's new state publications as they become available as well as 
copies of the publication. 

Publications that exist in a physical format must be provided to the Archives Commission in the 
number specified by commission rules. On the release of a publication in an electronic format 
and for the purpose of further distribution of the publication, an agency must provide the 
Archives Commission either one of the following: 

1. online access to the publication 
2. copies of the publication on an electronic external storage device in the number of 

copies prescribed by the Texas State Library 

Additionally, each publication must clearly reflect the date that the state publication was 
produced or initially distributed by a state agency in a conspicuous location at or near the 
beginning of the publication. For any publications available on the internet, identifying and 
descriptive information about the publication as specified by the Archives Commission and 
Department of Information Resources rules. 

6.3.7 Produce Educational Outreach and Training Report 

On an on-going basis, HOT team staff must document in SharePoint their participation in any 
outreach or training activity whether as host, participant, or support. This includes: 

1. Meetings with HUBs 
2. Participation in HUB and Economic Opportunity Forum events 
3. Presentations to customers, vendors, or related groups 
4. Training provided to customers, vendors, or related groups 

Documentation must include: 

1. Name and type of event 
2. Sponsoring organization 
3. Date, time, and location of event 
4. Intended audience and number of participants 
5. Type of participation by HOT Team staff 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.441.htm
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At the start of each month, all outreach and training activities for the preceding month must be 
documented in the monthly Educational Outreach and Training Report. 

7 CONTRACT MANAGEMENT FUNDAMENTALS 

7.1 Overview 

The Contract Management team administers contracts established for DIR and use by state 
agencies and other eligible entities. The Contract Management team is charged to ensure the 
responsibilities of the contractor are properly discharged. Made up of Cooperative Contract 
Management, STS Contract Management, Telecommunication Contract Management, and DIR-A 
Contract Management, DIR contract management staff adhere to the guidelines set forth in the 
PCMG while focusing on the particular nature of their contracts. 

An assigned contract manager participates in procurement cycle activities to guide contract 
formation. After contract execution and transition, the contract manager establishes and 
implements methods to ensure contract requirements are satisfied, products and services are 
delivered according to the contract, and financial interests of the agency and the state are 
protected. 

The contract manager is the designated contact and lead for any DIR contract and is responsible 
for the timely initiation and execution of an assigned contract. For each DIR contract established, 
the contract manager confers and coordinates with the contract owner within the DIR program 
area or business unit, general 
counsel staff, CFO staff, 
executive management team, 
and others to administer the 
contract. This assignment of 
roles is documented and 
maintain the contract file. 

The contract manager formally 
initiates administration and 
contract management 
functions. These include the 
implementation of contract 
plans to monitor contract 
performance, risk, 
communication, and 
procedures to receive, review 
and accept deliverables; 
manage contract changes, 
extensions, renewals, and 
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amendments; and manage issues and disputes, among other activities. 

The Contract Manager is responsible for ensuring that the contract requirements are satisfied, 
that the products and services are delivered in a timely manner, and that the financial interests 
of the agency are protected. The contract manager works in conjunction with each CPO team, 
DIR program areas and business units and operations, and Office of General Counsel, to ensure 
successful management of DIR contracts. 

The Contract Manager must have a thorough understanding of all components of the 
solicitation and contract. The Contract Manager should also be experienced with the type and 
size of the purchase. The extent of contract administration will not be the same for all contracts. 

The level of contract administration should be consistent with the complexity and level of risk of 
the contract, the contract term, and dollar value. All guidance provided to a contractor must be 
within the scope of the contract. DIR must be careful to not impose additional requirements 
upon the contractor or manage the vendor’s operations to the extent that the contractor is 
relieved of its responsibility to perform. 

Contract management leverages the resources of Contract Services and HOT Teams to 
support the contract management activities. The CMO is supported by the Contract Services 
team through reports on information stored in the data warehouse and the operational systems 
and applications that feed the data warehouse. The HOT team assists with vendor trainings and 
ensuring compliance with HUB requirements. 

7.2 Partnership with Procurement 

The contract manager may participate in procurement phases through a collaborative process to 
provide relevant information from a contract management perspective and assurances for 
quality control. The roles contract managers conduct may include scope reviews, CTCM reviews, 
ensuring appropriate terms and conditions are addressed, serving as an evaluator, and assisting 
in the formation of contract documents. 

In addition to participating in procurement phases, contract manager responsibilities may 
include the development of contract monitoring plans, contract performance plans, risk 
management plans, communication plans, deliverable acceptance, and vendor onboarding, as 
applicable. 

7.2.1 Transition from Procurement to Contracts 

In coordination with Procurement, the Contract Manager will take ownership of the electronic 
files of the contract. The procurement lead works with the contract manager to establish the 
timeline for transition and ensures all required documentation is received.  

The Contract Manager will review the entire contract to examine and review the contract, terms 
and conditions, appendices, cost avoidance, deliverables, contractor compliance requirements 
and any other terms that may need to be monitored and tracked on as part of contract 
monitoring. 
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During the transition process and for each subsequent contract amendment (as appropriate), a 
risk assessment is required in conformance with Gov't Code Section 2261.256. A contract 
manager should perform a risk assessment utilizing the Risk Assessment Matrix, which identifies 
the contract risk of low, medium, or high rating for determining routine and enhanced 
monitoring requirements. Refer to the Contract Management Handbook and Risk Analysis 
for detailed steps for this process. 

The contract manager in coordination with the procurement lead and business or contract 
owner, as applicable, follows these steps, to initiate and formalize an approach to monitoring 
contract, based on contract risk. 

7.2.2 Contract Setup and Procurement Closeout 

During this phase, the contract manager works with the procurement lead to gather and 
organize the required documentation for the contract file and review the contract record in 
Salesforce. The contract manager also coordinates finalization of the contract file setup with 
Contract Services for verification. 

As part of the contract setup, the contract manager will utilize the Contract Fie Checklist to set 
up or assume new contracts and verify to complete the contract setup. Additional Contract 
Setup details are available in Contract Document Set Folder Structure and Accessibility and 
Contract Naming Conventions. 

7.3 Setup New Contract in Salesforce and CAPPS 

When the Cooperative Contract Manager changes contract status in Salesforce from “Draft” to 
“Active,” Salesforce sends an email alert to the vendor compliance analyst to set up the contract 
in CAPPS for the purpose of billing monthly admin fees and receiving payments from the 
vendor. Contract setup in CAPPS ensures that sales reporting and the most current contract-
related information are uniformly updated in CAPPS and the Business Objects data warehouse. 
When this is completed Contract Services will notify the contract manager, the contract manager 
can then load the solicitation documents, the evaluation criteria, and an explanation of why the 
vendor was selected by the department, as well as the contract documents into CAPPS.8 If the 
contract was awarded based on best value to the state, a list of the factors considered in 
determining best value with the weight given each factor and a statement regarding how the 
vendor awarded the contract provides the best value to the state in relation to other vendors 
who bid or otherwise responded to the contract solicitation should also be included. This 
reporting requirement may be satisfied by the solicitation evaluation plan. Other reporting 
requirements include statements of work and work orders prepared for or under the contract, 
the proposed budget for the contract, and conflicts of interest documents signed by state 
agency purchasing personnel participating in the planning, soliciting, or monitoring of the 

 

 

8 TGC 2054.067, TGC 2101.041 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.256
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Risk_Assessment_Matrix_Template_v1.docx?d=w58936facfc61421589773030b890f0a0&csf=1&web=1&e=QRkhdB
https://dir1.sharepoint.com/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Contract%20Management%20Handbook%20and%20Risk%20Analysis.docx
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Contract%20File%20Checklist_Template_v1.docx?d=w732d09a7e8cc46239094ab42a9ff520d&csf=1&web=1&e=kLMDOU
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Templates/Contract%20Doc%20Set%20Folder%20Struct.docx?d=w171824d4c69345c492db658da23cb021&csf=1&web=1&e=p1f93L
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Accessibility%20and%20Contract%20Naming%20Conventions.docx?d=wffab26a38fdb453bbea56d474239d3d9&csf=1&web=1&e=brcq7B
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/Accessibility%20and%20Contract%20Naming%20Conventions.docx?d=wffab26a38fdb453bbea56d474239d3d9&csf=1&web=1&e=brcq7B
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054.067
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2101.htm#2101.041
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contract, criteria used or to be used by the state agency in monitoring the contract and vendor 
performance under the contract, a justification for each change order, contract amendment, 
contract renewal or extension, or other proposed action that would result in an increase in the 
monetary value of a contract with an initial value exceeding $10 million and additional 
supporting documentation and justification for a change order, contract amendment, contract 
renewal or extension or other proposed action of a contract described by that would result in an 
increase in the contract’s monetary value by more than twenty percent (20%).  

7.4 Posting Contracts to the Legislative Budget Board 

Per statute, all contract types greater than $50,000 must be reported to the Legislative Budget 
Board (LBB) within five (5) to thirty (30) days of award depending on the nature and dollar value 
of the contract. The image below details the procurement types and thresholds required for LBB 
reporting. 

 

7.5 Attestation Letters 

Attestation letters must be completed for contracts greater than $10M or greater than $1M if 
not competitively awarded. The Attestation Letter Template will be completed as part of the 
contract award process and may be routed by the procurement lead or the contract manager for 
approval. 

7.6 Posting Contracts to the DIR website 

On its website, DIR posts each contract into which the agency enters, including contracts 
entered into without requiring competition, until the contract expires or is completed; the 
statutory or other authority under which the contract was awarded, and the solicitation related 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Attestation_Letter_Template_v1.docx?d=wc5aec4b4a2ff4e13a4d6340eccc34218&csf=1&web=1&e=gVhe4C
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to a competitively bid contract until the contract expires or is completed.9 The Contract 
Manager will prepare the contract documents for upload to DIR Contract Repository in 
SharePoint for posting on the DIR website. For more detail regarding the posting of contract 
information, see DIR CPO Document Approval-Upload User Guide. 

This includes verifying all documents are fully accessible. Refer to the Accessibility and Contract 
Naming Conventions for information for these requirements. All content posted to DIR’s 
website must be accessible and comply with state law and administrative rule (refer to Gov’t 
Code Section 2054.451 and 1 TAC 206). 

7.7 Contract Kickoff Meetings 

Multiple CPO teams participate in contract kick-off or vendor orientation activities. The contract 
manager in collaboration with the contract owner (s) and HOT team schedules a contract kick-
off meeting with the vendor and related DIR stakeholders. 

The meeting is an orientation for the vendor to ensure a clear and mutual understanding of all 
contract terms and conditions and the respective responsibilities of the parties. All instructions 
given to a vendor at the meeting must be within the scope of the contract. 

The contract kick-off meeting should be conducted as soon as possible, and as a best practice, 
most are held within six (6) weeks of contract award. The contract kick-off meeting underscores 
responsibilities for everyone who is directly involved in contract administration and performance 
requirements. 

The contract manager determines the appropriate format for the meeting. The vendor may be 
invited to attend a regularly scheduled vendor orientation, which offers a detailed presentation 
of all vendor responsibilities and expectations. For less complex, low risk, low-dollar value 
contracts, a telephone call with the vendor may be sufficient. More complex, higher risk 
contracts may require specific and direct meetings with additional participants from vendor, DIR, 
or other associated parties or contractors. 

7.8 Roles & Responsibilities 

The contract manager, contract owner, and general counsel all have roles and responsibilities 
within the area of contract management. For example, a program area or business unit may 
operationally manage an outsourced service and is responsible for the contracted service 
operations, but the CPO’s contract management team is responsible for contract management. 

The contract manager serves as the primary point of contact between a DIR contract owner, if 
established outside of the CPO, and the contract vendors who provide products and services for 
use by the agency and all agency customers. The contract manager is responsible for: 

 

 

9 TGC 2261.253 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Processes%20and%20Procedures/DIR%20CPO%20Document%20Approval-Upload%20User%20Guide%20-%2021.08.30.docx?d=wabdda2dd53f641fcbed9a96501275782&csf=1&web=1&e=Wib2Ux
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Attestation_Letter_Template_v1.docx?d=wc5aec4b4a2ff4e13a4d6340eccc34218&csf=1&web=1&e=gVhe4C
https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Attestation_Letter_Template_v1.docx?d=wc5aec4b4a2ff4e13a4d6340eccc34218&csf=1&web=1&e=gVhe4C
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.451
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.451
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=10&ch=206
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.253
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1. Engaging with responsible staff across each stage of the procurement and contract 
management cycle; 

2. Conducting risk assessments and determining methodology and frequency of 
monitoring activities; 

3. Understanding and advising on contract terms, including, scope, requirements, 
specifications, deliverables, and milestones; 

4. Establishing specific, time-bound performance measures and requirements to ensure 
vendor is performing within the terms and conditions of the contract and is held 
accountable for performance; 

5. Hosting a post award vendor conference, in conjunction with HUB Coordinator to 
ensure all parties are aware of the performance requirements and administrative 
procedures agreed in the contract; 

6. Formulating a contract monitoring approach and developing a contract management 
plan for each applicable contract assigned; 

7. Ensuring roles and responsibilities are designated for evaluation, testing, and review of 
deliverables, when applicable; 

8. Facilitating the review of deliverables, products or services and obtaining written 
approval from the end users responsible for receipt, inspection, and approvals, when 
applicable; 

9. Managing the coordination of, and documenting contract changes, such as renewals, 
amendments or other changes authorized by the terms of the contract; 

10. Assisting contract owners to identify and resolve contract compliance issues, disputes, 
and escalations with the vendor, including follow-up actions to ensure resolution, if 
applicable; 

11. Providing corrective action recommendations and managing activities until resolved; 
12. Exercising contract remedies, as appropriate, when a vendor’s performance is deficient; 
13. Elevating to management, and consulting with general counsel in a timely manner, to 

address any unresolved disputes or deficiencies with the vendor's performance; 
14. Coordinating with contract owners or customers for the collection of vendor 

performance information for reporting into the Vendor Performance Tracking System 
(VPTS); 

15. Maintaining contract documents and filing within the contract repository and keeping 
timely records of any findings; 

16. Managing, approving, and documenting changes to the contract through the 
amendment process authorized by the terms of the contract; 

17. Identifying and resolving disputes with the vendor in a timely manner; 
18. Exercising remedies, as appropriate, when a vendor’s performance is deficient; 
19. Confirming services and deliverables are complete prior to the expiration date of the 

contract or in accordance with the terms; 
20. Monitoring HUB Subcontracting Plan, if applicable; 
21. Completing contract closeout processes to include, as applicable, submission of a 

vendor performance report; 

https://comptroller.texas.gov/purchasing/programs/vendor-performance-tracking/
https://comptroller.texas.gov/purchasing/programs/vendor-performance-tracking/
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22. Complying with record retention requirements, including maintaining in a central 
location all contracts for DIR; 

23. Maintaining a comprehensive list of all DIR contracts. 

7.9 Contract Administration 

7.9.1 Management of Contract Records 

All contract records and documents are subject to examination and audit by the Comptroller of 
Public Accounts, the State Auditor's Office, and DIR Internal Audit. 

7.9.1.1 Contract Records Disclosure 

DIR contract documents are public and must be released upon request unless disclosure is 
expressly prohibited or confidential under law. All requests for public information must be 
handled in a timely fashion, and specific, formal protocols apply to public information requests 
(refer to Gov’t Code Chapter 552 and the Attorney General’s Open Records Division). 

DIR’s public information officer coordinates the agency’s response to a public information 
request. CPO staff should direct any request received to DIR’s Public Information Act Request 
website. The public information officer will coordinate development of the response, consult 
general counsel, and release the response to the requester. It is CPO’s staff responsibility to 
timely provide responsive documentation to all PIRs. 

7.9.1.2 Contract Records Retention 

The contract manager must maintain and document contract records and must ensure that: 

1. All contracts and supporting contract documents are entered or uploaded into the 
contract management system and any physical files are stored and retained according 
to statutory requirements. 

2. Any protected information, if applicable, is redacted. 
3. The vendor has access to, and will retain, all its related contract documents according 

to the terms of the contract. 

7.9.1.3 Vendor Contract Records 

Vendors must also adhere to the seven-year contract retention requirement and should notify 
the contract manager should a record be determined missing before the retention period has 
been met. A missing contract record can be due to loss, destruction by fire, natural disaster, or 
other cause, damaged beyond access or use, or no longer in the vendor’s possession for any 
other reason (e.g., stolen). 

A contract manager, if notified of this situation, must obtain the following from the vendor: 

1. A summary of the circumstances causing the missing records. 
2. If applicable, copies of relevant photographs or other documentation that support the 

claim (e.g., claim filed with vendor’s insurance carrier). 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.552.htm
https://www.texasattorneygeneral.gov/open-government
https://texasdir.mycusthelp.com/WEBAPP/_rs/(S(rdt53wobgkfgmigdlbahj0c4))/supporthome.aspx
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3. A complete listing of the missing records to include a description of the records’ 
contents and the time-period covered by the missing records. 

4. A statement by an individual with authority to act on behalf of the vendor certifying 
that the report of missing information is true, complete, and correct. 

5. Confirmation from the vendor that it followed all contract requirements and generally 
accepted practices for safeguarding and storage of the records. 

6. Acknowledgement from the vendor that, if it determines that records previously 
reported as destroyed were instead lost, stolen, or otherwise misplaced and still exist, it 
will provide notification to DIR within forty-eight (48) hours of discovery and disclose if 
vendor subsequently obtains copies of the missing records. 

7.9.2 Management of Formal Communications 

A Contract Notification (CN) is a form of formal communications used to clarify the intent of an 
existing requirement or provide formal contract communications such as a directive or 
identifying a contract or performance issue. A CN is intended to provide notice to the vendor of 
a developing issue or lack of compliance with a contract requirement. For STS Contracts, refer 
to How to Process a New CN for detailed steps on receiving or sending CNs. 

7.9.3 Contract Monitoring Plan 

The contract manager must develop an approach and plan for monitoring the contract based on 
the overall risk rating. The extent of contract monitoring is not the same for all contracts. The 
level of contract monitoring should be consistent with the complexity and level of risk of the 
contract, its term, and dollar value. During the pre-solicitation process, the contract manager 
coordinates with the procurement lead to review and assess risk and begins developing a 
monitoring approach commensurate with initial risk identified in the procurement. 

The monitoring approach should be assessed and updated as needed, any time a contract risk 
assessment indicates a significant change in risk or if issues are experienced with a specific 
contract. 

At a minimum (when applicable) the routine contract monitoring plan should include details for: 

1. Determining the sequence of activities, dependencies, required outcomes, and 
acceptable performance levels; 

2. Developing a plan, including start and end dates for each performance component, 
including milestones with accompanying timeframes, monitoring, and reporting 
requirements; 

3. Establishing clear lines of communication, reporting specific individuals who may 
interact directly with the vendor; 

4. Providing access to state facilities, equipment, data, staff, materials, and information 
5. Monitoring vendor activity on a specified frequency to identify problem areas; 
6. Communicating with the vendor and contract owner on a regular basis to review 

progress, discuss problems and necessary changes; 
7. Addressing actual problems and resolutions; 
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8. Maintaining documentation of monitoring activities and resolution of identified 
defaults; 

9. Verifying receipt of specified services, artifacts, and reports; and 
10. Verifying all performance measures and reports are completed in a satisfactory manner 

in accordance with the contract. 

For contracts with a value greater than $1 million, DIR will develop and implement contract 
reporting requirements that provide the following information: 

1. How the contract complies with the financial provisions and delivery schedule 
established in the contract; 

2. Any corrective action plans required under the contract and their status; and 
3. Any liquidated damages assessed under the contract. 

Additionally, DIR will verify the accuracy of contractor-provided information and the delivery 
time of the good/services scheduled for delivery under the contract. 10 

7.9.4 Enhanced Contract Monitoring 

Enhanced contract monitoring is established at contract award and entails an increased level of 
monitoring for high dollar and high-risk contracts required by state law (refer to Gov’t Code 
Section 2261.253). Additionally, state law requires agencies to: 

1. Establish by rule a procedure to identify each contract that requires enhanced 
contract or performance monitoring and submit information on each for governing 
board or governing official approval and reporting. 

2. Immediately notify the agency’s governing body or governing official, as 
appropriate, of any serious issue or risk that is identified with respect to a 
contract monitored under this process. 

DIR has identified the following contract types that require enhanced contract monitoring (refer 
to 1 TAC 201.6): 

1. Major outsourced contracts of any value, to include MIRPs; a major outsourced 
contract is one that involves more than one business area, is deemed to require 
heightened security by the OCISO, or is otherwise designated by the CPO. MIRPs may 
also include customer projects under an STS contract 

2. State electronic internet portal project (refer to Gov’t Code Chapter 2054, Subchapter I) 
3. Statewide technology centers (refer to Gov't Code Chapter 2054, Subchapter L) 
4. Telecommunications services (refer to Gov’t Code Chapter 2170) 

Information about contracts subject to enhanced contract monitoring must be regularly 
presented to the DIR Board and the executive director. 

 

 

10 TGC 2261.254 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.253
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.253
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=1&pt=10&ch=201&rl=6
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2170.htm#2170
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.254
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If any serious issue or risk is identified with respect to a contract monitored under this process, 
the Director or Chief Procurement Officer must immediately notify the DIR Board. 

A contract manager may select from various methods to monitor vendor performance including 
desk reviews, site visits, and third-party monitoring which are discussed in more detail in this 
section. Written documentation of these reviews must be recorded and maintained as part of 
the contract file. Documentation of meetings or correspondence with the vendor should include 
the date and time, the individuals who were party to any discussion, the topics discussed, any 
decisions made and any pending action items. 

7.9.4.1 Monitoring Contract Performance 

A contract manager must consistently monitor contract performance to ensure requirements by 
both the vendor and the agency are met. Contract monitoring is an on-going process to identify 
existing or potential contract issues. Through the established contract monitoring method, a 
contract manager tracks progress on each of the key performance measures defined in the 
contract to determine the impact on scope, schedule, and budget if a performance measure is 
not met. 

Performance monitoring must provide visibility into vendor performance in real-time for analysis 
and appropriate action. It must also ensure that the agency is fulfilling its obligations regarding 
the contract. This approach enables a contract manager to proactively identify and address 
issues with the goal of mitigating the potential for claims and disputes. More complex contracts 
and contracts for services that present a higher degree of risk may require additional resources, 
such as a contract management plan. 

As a part of monitoring, a contract manager should conduct a contract compliance review at 
specified intervals to determine adherence to all contract terms and conditions. A compliance 
review ensures that all required deliverables or documentation have been provided according to 
the contract and ensures full performance of the contracted requirements by both parties. 

Depending on the contract type, a contract manager may work with the contract owner within a 
DIR program area to ensure the selected monitoring methods provide a record that 
demonstrates adequate management practices are followed. For some contracts, monitoring 
tasks may take place in different program areas and a contract manager may work with the 
contract owner within a DIR program area to ensure the selected monitoring method provides a 
record that demonstrates adequate management practices are followed. For STS contracts, DIR 
Finance, the Multi-Sourcing Integrator (MSI), and the Chief Operations Office (COO) all have a 
role in monitoring activities.  

Throughout the course of the contract, the contract manager shall ensure that the contractor’s 
performance is periodically reviewed. The contract manager is responsible for coordinating the 
ongoing communication between executive management staff, contract managements staff, 
and program staff regarding periodic contract reviews, specifically highlighting those contracts 
that are anticipated to be completed later than estimated or expected to cost more than the 
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amount budgeted. The contract manager will communicate to the Director any potential cost or 
schedule overruns to be consolidated in a report of all contracts. 

For multi-award contracts, like statewide cooperative or telecommunications contracts, the 
contract manager performs monitoring activities in conjunction with Contract Services staff to 
review and validate compliance throughout the contract life. 

Monitoring activities should be performed on an ongoing basis, and compliance should be 
reviewed and validated at: 

1. Defined intervals appropriate to the contract can be quarterly, bi-annually, or annually. 
2. Administration Fee Payment Monitoring and Reviews (Reference the Account Status 

Review Process for additional details). 
3. Deliverable Reviews and Invoicing. 
4. When an escalation or potential issue is identified with a contract, vendor, or project. 
5. When renewing or amending a contract. 
6. When preparing to close out or terminate a contract. 

7.9.5 Deliverable Reviews 

The contract deliverable review process defines the methods and controls for accepting 
deliverables. This process includes receiving, documenting, reviewing, and approving or 
rejecting delivered products or services against established criteria to ensure they meet the 
requirements stated in the contract. 

The contract manager may utilize the DIR Deliverable Review Form for facilitating deliverable 
reviews for accepting and/or rejecting deliverables according to the acceptance criteria. 

Requirements and criteria for evaluation or testing may be further elaborated in a deliverable 
expectation document (DED). If a DED is created, evaluation or testing must occur as described 
in the DED. 

A contract manager, in coordination with the review team, follows specific steps to properly 
document and process (artifacts) for monitoring contracts, deliverables, and project milestones. 

STS Deliverables are processed in accordance with Process and Procedure Document PRO-
203-01 Contract Deliverables Management in the STS Program Service Management 
Manual (SMM). Additional work instructions may be found in STS Contracts Deliverables 
Processing Procedures, STS Deliverables Reporting Procedures, and STS Contracts Deliverables 
Monitoring Procedures. 

7.9.6 Budgeting and Invoicing 

The contract manager is responsible for monitoring budgets and working with the customers for 
invoice reviews to ensure the work invoiced is being performed, deliverables or services have 
been rendered and approved, budget matches the payments outlined in the contract. The 
contract manager is responsible for familiarity with timelines for invoice processing according to 
the 30-Day Prompt Payment Act and handling any inquiries or disputes. 
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For STS contracts, the contract manager works with DIR Finance and the COO to ensure services 
are approved and billed in accordance with the contract. 

DIR requires that payments made under the contract are linked to clear and measurable 
achievements, such as length of time of work, contract deliverables, or performance measures. 
DIR will not make a final payment under the contract unless all deliverables have been received 
and verified. 

7.9.7 Vendor Sales Reports 

For Cooperative Contracts and Telecom contracts, the Vendor’s Contract Manager works with 
Contract Services for submitting monthly Vendor Sales Reports. Reports are due the 15th 
calendar day of the month following sales. 

7.9.8 Compliance Checks 

All contract amendments are subject to vendor compliance checks prior to execution. At a 
minimum, the following checks will be performed: 

1. CPA Debarred Vendor List check; 
2. SAM Vendor check: must be completed no more than seven (7) days prior to contract 

execution; 
3. Iran, Sudan, & Foreign Terrorist Organization checks; 
4. Boycott Israel check; 
5. Energy Company Boycott check; 
6. Warrant Hold Status check: must be completed no more than seven (7) days prior to 

contract execution in compliance with statute; and 
7. Franchise Tax Status check. 

If a vendor appears on a check for items 1-5, the contract amendment will not be executed and 
contract termination will begin. 

It a vendor appears on the Warrant Hold Status check, DIR will notify the vendor of the hold and 
will proceed with the amendment. 

If a vendor appears on the Franchise Tax Status check, DIR may notify the vendor and give them 
a reasonable amount of time to cure the deficiency subject to approval of the CPO. 

7.10 Change Management 

Changes to a contract may be necessary at any point during the contract term. A contract 
manager must act on a potential change once the need is identified by documenting and 
tracking the item through disposition. Failure to manage and control change can result in an 
unintentional modification to scope or schedule, increase in contract cost, bypassing 
management controls, diminished contractor accountability, or unintentional end to the 
contract. 

A contract modification is any written change, or amendment, to the terms, conditions, or 
requirements of a contract. Contract modifications may be minor administrative changes such as 
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a change of address or they can be substantive changes that affect the price, services, or 
delivery. It may even involve the assignment of the contract from one entity to another. 

Depending on the nature of the contract, a formal change control process may be included 
within the contract. Whether or not a process is expressly stated in the contract, a contract 
manager can follow the processes outlined in this section. 

An effective change management process includes: 

1. Formal, written approval of all changes is required prior to the change taking place. No 
change may be verbally authorized prior to the change being authorized in writing as 
specified below. 

2. Documentation of all changes, no matter how small to avoid any informal 
undocumented change process. 

3. Establishment of a single point of contact to consider, recommend and authorize or 
deny any change. 

4. If a change is approved, document the change and the impact to the scope of work 
using the appropriate contract change method. 

7.10.1 Types of Contract Changes 

There are four (4) types of changes that may be required during the life of a contract. 

7.10.1.1 Administrative Changes 

Administrative changes occur within the scope of the contract and do not affect or alter the 
rights of the parties. This informal process may include changes to billing instructions, address, 
correcting typographical errors, changes to personnel, product substitutions of equal or greater 
value, or adding or removing products/services. These changes only require agency approval 
and are executed via controlled correspondence or a Contract Change Order (CCO). 

STS contract changes are processed in accordance with Process and Procedure Document 
PRO-202-01 Contract Change Control in the STS Program Service Management Manual. 
Additional how-to documents for administrative changes may be found in the STS Contract 
Change Request Procedures. 

7.10.1.2 Substantive Changes 

Substantive changes are contractual changes that affect the rights of both parties. Such changes 
require a formal amendment for documenting the changes and approval by both the agency 
and the vendor. These changes require a contract change order, contract amendment or a 
purchase order change notice. Types of substantive changes include changes in pricing, 
deliverables, quantities, terms and conditions, mergers, or acquisitions, or other contract 
components. 

STS contract changes are processed in accordance with Process and Procedure Document 
PRO-202-01 Contract Change Control in the STS Program Service Management Manual. 
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Additional how-to documents for formal amendment changes may be found in the STS 
Amendment Procedures and related documentation. 

7.10.1.3 Constructive Changes 

Constructive changes are changes beyond the scope of the contract that may affect how the 
vendor performs the work. Constructive changes may require additional compensation be paid 
to the vendor. These changes require a formal amendment for documenting the changes and 
approval by both the agency and the vendor and are executed via a contract amendment. 

Examples of constructive changes include accelerated delivery schedule, modifications to the 
scope of work, delays in deliverables or performance issues.  

STS contract changes are processed in accordance with Process and Procedure Document 
PRO-202-01 Contract Change Control in the STS Program Service Management Manual. 
Additional how-to documents for formal amendment changes may be found in the STS 
Amendment Procedures and related documentation. 

7.10.1.4 Contract Transfer Through Assignment 

A contract assignment encompasses the legal means to transfer the responsibilities fulfilling any 
duties, rights, or obligations from one party (assignor) to another party (assignee). Upon 
contract assignment, the assignee assumes the duties, rights, or obligations due to the agency 
or institution under a contract. 

DIR may assign a contract: 

1. To a successor in interest (for DIR, another state agency as designated by the Texas 
Legislature), or 

2. As necessary to satisfy a regulatory requirement imposed upon the agency by a 
governing body with the appropriate authority. 

3. A vendor may only assign a contract to a subsidiary, parent company, affiliate or 
successor with prior written approval by the DIR. DIR requires written notification from 
the vendor to consider a contract assignment. 

If the contract is a services contract and the contract is for a major information resources project 
or it involves the storing, receiving, processing, transmitting, disposing of, or accessing sensitive 
personal information in a foreign country, at least fourteen (14) days before the approval or 
rejection of the vendor’s proposed assignment, the CPO will notify the LBB. 

A contract manager must keep DIR’s interests in mind when considering the assignment. The 
proposed assignee must be responsible and able to adequately perform the contract 
requirements. The contract manager must perform all due diligence to evaluate the proposed 
new vendor’s eligibility and ability to perform. Contract manager should request and review the 
documents executed by the vendor and proposed assignee that constitute the transaction 
underlying the proposed assignment. If the proposed assignee is acceptable, the old and new 
contractors must sign an Assignment Agreement (a mechanism where one party transfers all its 
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obligations and rights under a contract to a third party, with the consent of the original 
counterparty, transferring all rights and responsibilities under the contract to the assignee). 

7.10.2 Contract Amendments 

The contract manager is responsible for the preparation, routing, and execution of contract 
amendments. Based on the type of contract change required for scope, budget or time, the 
contract manager will complete the various tasks for routing, reviewing, obtaining approvals, 
consulting with legal, communicating with the appropriate Director, and communicating with 
stakeholders. The contract manager is responsible for managing amendments for these steps 
after it is determined that a contract amendment is required. 

STS contract changes are processed in accordance with Process and Procedure Document 
PRO-202-01 Contract Change Control in the STS Program Service Management Manual. 
Additional how-to documents for formal amendment changes may be found in the STS 
Amendment Procedures and related documentation. 

7.10.3 Contract Amendment Analysis 

Prior to amending a contract, an analysis must be performed to ensure that any change to be 
made to the contract is within the scope or stated parameters of both the solicitation and 
awarded contract. A significant difference in the scope or quantity of work from what was stated 
in the solicitation or awarded contract should not be allowed. Allowing such a change after 
contract award is contrary to ensuring fair competition. 

Changes to the contract must also be analyzed to determine the effect the changes may have 
on performance or delivery under the contract. Changes causing a detriment to vendor 
performance or customer satisfaction should be avoided if possible. Additionally, a 
determination must be made of any contract reporting requirements that may apply to any 
change to the contract including extension or renewal. Reporting may be required both prior to 
and after amending the contract, as well as board approval for certain contract amendments 
that exceed $1 million. 

7.11 Issues, Disputes and Escalations 

7.11.1 Issues Management 

A contract manager may encounter two (2) types of issues with a contract: performance issues 
and contract issues. Each of these issues requires a different approach to resolve. Additionally, 
each type of issue may have more direct or indirect effects on a customer or contract owner. 

1. Performance issues are related to the vendor’s performance under the terms of the 
agreement with the customer or contract owner. These issues can be related to 
deliverables, or the services being provided. 

2. Contract issues are related to the vendor’s failure to meet contractual obligations as 
stated in the contract. While contract issues may only have an indirect effect on a 
customer or contract owner, they must still be resolved in timely manner. 
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Due to DIR’s unique role as the steward and manager of the statewide cooperative and 
enterprise contracts, a contract manager may receive issues from internal DIR customers as well 
external customers, including in-state and out-of-state. DIR’s Cooperative Contracts contain a 
section regarding dispute resolution, which can be leveraged in these instances. 

The contract manager is responsible, in either instance, for resolving the issue as quickly and 
amicably as possible given the circumstances. For STS contracts, performance issues are handled 
in coordination with the STS Vendor Management team. Additionally, a contract manager must 
also manage vendor performance regarding requirements and obligations. 

A contract manager must make every effort to resolve issues at the lowest level and as quickly 
and effectively as possible while maintaining a positive relationship. By maintaining a 
cooperative working relationship among all parties, the contract manager can advance positive 
contract outcomes and reduce the costs associated with managing contract issues. 

The contract manager must quickly address an issue when it arises in a contract. Minor issues 
could escalate or compound to become significant issues or recurring issues if left unaddressed. 
In some instances, issues may be characterized by a disagreement that could escalate and lead 
to a dispute between the contracted parties. In other instances, an issue may be characterized as 
a failure of the vendor to perform a contractual obligation. These latter issues are collectively 
termed a breach of contract. 

When an issue or dispute has been identified or appears likely, the contract manager should: 

 
1. Identify the problem – many times what may appear to be a problem can be resolved 

by providing the vendor with additional information or clarification or a temporary 
accommodation that may be in the best interest of both parties. The contract manager 
must follow the appropriate internal escalation points. 

2. Research the facts – the contract manager must obtain all the information regarding 
the potential problem from all relevant sources, including the customer, project 
manager, contract owner, and the vendor. 

Identify the 
Problem

Research

Perform an 
AnalysisEvaluate

Resolve & 
Document
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3. Evaluation – the contract manager must review all facts in conjunction with the 
requirements and terms and conditions of the contract. The contract manager must 
then determine or make recommendations on the appropriate course of action. This 
may be done in consultation with the Director of Contract Management, Chief 
Procurement Officer, contract owner, or contract attorney. 

4. Documentation – proper documentation may be the key to resolving a dispute in 
DIR’s favor. All written communication must be maintained in the contract file and all 
conversations must be documented in writing and also maintained in the contract file. 
Documentation of conversations should include the method of conversation (in person 
or telephone), date and time, people participating in the conversation, points made 
during the conversation and who made them. At a minimum, the latter should include 
any issues, causes, concerns, confounding factors, thoughts on resolution and 
timeframes. 

Regardless of whether the dispute or issue will be addressed informally or formally, the above 
information may be critical to a resolution in DIR’s favor. 

7.11.2 Types of Escalations 

There are many types of escalations the contract manager may need to utilize to determine the 
path for resolution. The various contract types include, but not limited to the following: 

7.11.2.1 Non-Compliance Escalation 

The contract management team is responsible for ensuring contract compliance and escalating 
all issues of non-compliance, including but not limited to lack of timely reporting and failure to 
submit payment of late fees. The contract manager must take specific actions anytime a vendor 
has a continuing issue with submitting a VSR or admin fee payment. 

The contract manager follows these steps to perform the non-compliance escalation procedure 
and documents findings collectively and comprehensively in the contract file (Salesforce). 

7.11.2.2 Informal Contract Issues and Dispute Resolution 

The Contract Manager is responsible for handling contract issues and escalations at the lowest 
level possible. In the event the contract manager is unable to handle, there are multiple levels of 
escalations available to consider prior to invoking a formal dispute resolution process. This 
includes escalations to the Director-level staff, , Office of General Counsel, Chief Procurement 
Officer, and Executive Leadership. Issues and escalations may require corrective action plans and 
dispute resolution plans. 

7.11.2.3 Corrective Action Plans 

A Corrective Action Plan (CAP) is intended to address and resolve a breach of contract by the 
vendor. A vendor commits a breach of contract if it fails to fulfill a contractual obligation. The 
obligation could be a provision affecting the overall contract or a portion of the contract such as 
failure to abide by accessibility standards or the accurate and timely submission of reports. A 
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CAP is a written document that identifies specific activities that must be performed by the 
vendor to restore compliance with the contract. 

A contract manager should review the terms and conditions of the contract to determine any 
requirements applicable to a CAP. The contract manager must ensure that the CAP is tailored to 
address each identified deficiency, clearly state the desired outcome(s), and establish a 
timeframe for the vendor to demonstrate improved performance. 

A contract manager should implement a CAP when a prior informal attempt at resolution, such 
as a contract notification, corrective action plan or resolution plan, has failed or the nature of the 
issue(s) requires a formal response. A CAP is often implemented prior to taking more drastic 
action such as a contract suspension, cure notice, or contract termination. 

7.11.2.4 Resolution Plan 

A resolution plan is the least formal remediation tool to reach compliance with the contract. A 
resolution plan is generally used to correct vendor performance in providing a deliverable or 
service. It can also be used to resolve issues when both the vendor and the customer (or 
contract owner) have mutually failed to fulfill their contractual obligations. 

The contract manager identifies each issue to be addressed and instructs the vendor, and 
customer if a shared deficiency, to provide a plan to address each issue and ensure the issue is 
satisfactorily resolved. The plan identifies each issue and documents the steps, tasks, or 
milestones, including applicable timelines, that must be accomplished to successfully resolve 
each issue. The contract manager follows these steps in initiating a resolution plan. 

7.11.3 Enforcement of Formal Contract and Dispute Resolution 

Some contract issues that arise during performance of a contract performance are difficult to 
resolve and may result in a contract dispute. A dispute is a disagreement that is not resolvable 
between the parties to the contract. The contract manager should try to resolve all differences 
between the parties to a contract through mutual agreement without litigation, in the least 
formal and most collaborative method possible. Under Gov’t Code Chapter 2260, when a 
dispute cannot be resolved in the normal course of business, the dispute resolution process is 
required. 

DIR administrative rule (refer to 1 TAC 201.7) prescribes alternative dispute resolution (ADR), 
that conforms with Gov’t Code Chapter 2009 and State Office of Administrative Hearings’ model 
guidelines, where practical. For breach of contract claims brought by a contractor, ADR 
conforms to the requirements to Gov’t Code Chapter 2260 and has adopted by reference the 
Office of the Attorney General's rules regarding the negotiation and mediation of certain 
contract disputes (refer to 1 TAC Chapter 68). 

The contract manager must review the terms and conditions of a contract to determine the 
correct actions to be taken and the proper order to take them in. For instance, termination for 
cause may require DIR and the vendor to comply with the requirements of Gov’t Code Chapter 
2260 in an attempt to resolve the dispute prior to initiating termination. Additionally, dispute 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2260.htm
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=1&pt=10&ch=201&rl=7
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2009.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2260.htm
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=3&ch=68
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2260.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2260.htm
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resolution may be a required step prior to issuing a cure Notice if termination for cause will 
result from a failure to cure. Any such requirements will be stated in the contract. 

7.11.4 Remedies for Non-Compliance 

A contract manager can use a number of tools to bring a contract back into compliance. A 
contract manager’s tool selection depends on the severity of the issue and whether prior 
attempts have been made to resolve the issue. If a first time or non-critical issue, the contract 
manager may opt to discuss the issue with the vendor or send a Contract Notification to the 
vendor to formally document the issue. On an informal level, the vendor, or customer if a shared 
deficiency, may be required to provide a resolution plan. 

If prior attempts have been made to resolve the issue, or the issue is of a critical nature, a more 
formal tool such as a corrective action plan, cure notice, liquidated damages, contract 
suspension, or contract termination may be required. The nature and circumstances of the issue 
generally dictate the appropriate method. A contract manager should confirm a course of action 
with their Director and consult with the Office of General Counsel on any decision made to 
suspend or terminate a contract. The contract owner should be apprised and consulted for any 
issues affecting their contracts. 

7.11.4.1 Contract Suspension 

Contract Suspension is a potential remedy if a vendor fails to comply with the contract terms 
and conditions. A contract manager should use this option as an incentive to encourage full 
cooperation and resolve an otherwise outstanding issue. Contract suspension is used when prior 
attempts to resolve the issue have failed and there is a need or desire, in the best interest of DIR 
or the state, for the contract to continue. 

The contract manager must review the terms and conditions of the contract to determine any 
requirements that may apply to suspending a contract. For instance, a cooperative contract, may 
specifically be suspended for failure to comply with the accurate and timely submission of 
reports or if DIR receives notice or knowledge of potentially criminal violations by vendor, order 
fulfiller, or reseller. 

Additionally, vendor notification requirements may apply.  

7.11.4.2 Cure Notice 

A cure notice is a letter provided to the vendor that specifies a period of time, such as 30 days, 
to correct or “cure” an identified contract deficiency or violation. A notice to cure is generally the 
last resort before terminating a contract, particularly termination for cause, and is primarily used 
to correct a contract issue, but may also be used to escalate a performance issue. 

A cure notice is usually a required step prior to terminating a contract for cause. If the intent is 
to proceed to termination for cause should the contract issue not be cured, the contract 
manager must review the termination language in the contract for any additional requirements 
prior to issuing the cure notice. For a cooperative contract, efforts to resolve the contract under 
Gov’t Code Chapter 2260 may be required prior to issuing a cure notice. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2260.htm
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Not all issues can be cured. If the vendor fails to cure the deficiency or provide satisfactory 
explanation, if requested, the contract manager may terminate the contract. Reference the Cure 
Notice Guide for details on this process. 

7.12 Contract Extensions and Renewals 

A contract may include options to extend or renew the contract. These options, including the 
number and length of time, will be specifically stated within the contract document.  

While a contract should only be extended or renewed as explicitly stated in the contract, it may 
be extended beyond the contract term contemplated, in accordance with the Texas Procurement 
and Contract Management Guide. Renewals or extensions beyond the period contemplated in 
the contract require certain additional process steps. The Contract Manager must work with the 
appropriate governance group (e.g., SEB/SSA, OGB) to determine if the extension is in the 
agency’s best interest. If so, the Contract Manager will work with the Office of the General 
Counsel to determine the appropriate actions, including but not limited to the creation of an 
Immediate Operational or Service Delivery (IOSD) memo to the file. Depending on the nature of 
the contract and contract value, additional steps may need to be taken, including but not limited 
to providing advance notice to the Legislative Budget Board. Refer to the Texas Procurement 
and Contract Management Guide and consult with OGC for additional direction. 

For any renewal or extension, the Contract Manager must assess whether the contract will be 
extended prior to the expiration of the current contract period. Extensions and renewals require 
approval by both the agency and the vendor and are executed via a contract amendment and 
should be fully executed before the current contract term expires.  

For contracts that include auto-renewal terms, the Contract Manager must take action in 
accordance with the contract to prevent or allow the auto-renewal. Generally, the contract will 
require advance notification (e.g., thirty (30) or sixty (60) days prior to contract termination) to 
the vendor. Further, if the intent is for the contract to auto-renew, the Contract Manager will 
review the contract sales and assess contract compliance (e.g., compliance with vendor sales 
reporting and administrative fees requirements). See Amendment Renewal Checklist Template. 

Option Year Extensions for STS contracts are processed in accordance with Process and 
Procedure Document PRO-202-01 Contract Change Control in the STS Program Service 
Management Manual. Additional how-to documents for formal amendment changes may be 
found in the STS Amendment Procedures and related documentation. 

7.13 Contract Terminations 

A termination for cause occurs when a party concludes that the other party has failed to perform 
or make progress, or in any way has breached the contract. An agency is not required to 
terminate a contract even though the circumstances permit such action. An agency may 
determine that it is in its best interest to pursue other alternatives and work with the contractor 
in getting the contract back on track. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Amendment%20Renewal%20Checklist%20Template_v1.docx?d=w255a8aec405943c2b0c58e57b111a101&csf=1&web=1&e=VJA800
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Examples of such alternatives include extending the delivery or completion date, allowing the 
contractor to continue performance under the contract, or working with the contractor’s written 
assurance to complete the outstanding work. 

Factors to consider prior to making a termination for cause decision include: 

1. Whether the agency has assisted the contractor in curing a default, if applicable. 
2. The provisions of the contract and applicable regulations. 
3. The specific contractual failures and the explanation provided for the failures. 
4. Vendor was put on a corrective action plan and did not meet the stated deadline or 

performance expected or is unresponsive. 
5. The urgency of the need for the contracted supplies or services. The agency may need 

to weigh the respective benefits and disadvantages of allowing a delinquent contractor 
to continue performance or re-soliciting for a new contractor. 

6. The availability of the supplies or services from other sources and the time required to 
obtain them (compared to the additional time the current contractor requests to 
complete the work). 

7. The availability of funds and resources to re-purchase if such costs cannot be 
recovered from the delinquent contractor. Under a termination for cause, the agency is 
generally within its rights to demand re-procurement costs from the defaulting 
contractor. Nevertheless, the contractor may not be financially capable to finance the 
re-purchase, or such demand may result in protracted legal action. 

If a contract is terminated for cause, the contractor is liable for actual damages and costs 
incurred by the State unless otherwise stated in the contract. The contractor may be liable for 
costs associated with re-procuring the goods or services by the agency. 

The termination notice must be carefully drafted to state the facts pertinent to the cause for 
termination prior to issuing a termination notice, the agency should carefully review the contract 
and applicable law to ensure compliance with any prerequisites to termination adequate notice, 
opportunity to cure). 

7.13.1 Types of Contract Terminations 

Most contracts expire at the end of their stated contract terms without any action taken on the 
part of DIR. However, under certain circumstances, DIR may need to end a contract before the 
contractual period of performance has ended. 

Whenever early termination is contemplated, the contract manager should review the 
termination language in the contract to determine the rights of the agency and the vendor, as 
well as any specific terms associated with the termination. This may include a timeframe of prior 
notice or obligations of the agency or vendor that will remain in effect even after termination of 
the contract. Examples of on-going vendor obligations include survivability and survivability of 
terms including confidentiality, indemnification, and records retention requirements. Refer to 
the Appendix A Terms and Conditions for notification term for taking action. For STS 
contracts, termination language can be found in the Master Services Agreement (MSA). 
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Early contract termination generally falls under one of the following options: 

7.13.1.1 Termination for Convenience 

 Also referred to as no-fault termination. Allows either party to terminate a contract, with prior 
notice (refer to contract for notice time frame requirement), at any time in its sole discretion. 

7.13.1.2 Termination for Cause 

Also referred to as termination for default. Allows either party the right to cancel the contract 
due to failure of the other party to meet the contract requirements. (refer to requirements 
outlined in contract) 

7.13.1.3 Termination for Absolute Right 

Occurs when a vendor becomes listed on the federal prohibited vendors list, is suspended or 
debarred from doing business with the federal government, or is found in violation of Gov’t 
Code Section 2155.006. 

7.13.1.4 Termination for Non-Appropriation 

Also referred to as a funding-out clause. Allows the agency to cancel the contract if funds 
sufficient to pay its obligations under the contract are not appropriated. (Refer to the contract 
for requirements or explanations). 
Prior to beginning termination proceedings, the contract manager must consult with the 
Director of Contract Management, contract attorney, and contract owner if applicable. 

7.13.1.5 Early Termination 

Early termination occurs when both parties agree that it is in the state’s best interest for the 
contract not to continue. In the case of early termination, DIR may waive the 30 day notice 
required by the parties and begin termination proceedings immediately. 

7.14 Contract Reporting Requirements 

Entities Criteria for Reporting Requirements 

DIR Board 

Gov’t Code Section 2054.021 

Gov’t Code Section 2054.0346 

Gov’t Code Section 2054.064 

Contract Amendment that exceeds the $1M 
threshold or that causes the contract to exceed 
$1M. Consult the DIR Signature Approval Matrix. 
Approval required for review and approval by Chief 
Procurement Officer, DIR Board and Executive 
Director.  

Agency Website Postings 

Gov’t Code Section 2054.067 

DIR must post contracts for each private vendor. 
This includes DIR Statements of Work, Enterprise 
Contracts, and contracts that exceed $100K.  

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.006
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.006
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.021
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.0346
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.064
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.067


CPO Process Guide v. 1.2 Page 172 
Rev. 8/30/2023 

 

 

11 TGC 2254.0301 

Entities Criteria for Reporting Requirements 

Legislative Budget Board 

Reference the LBB User Guide for 
Instructions: 
https://www.lbb.state.tx.us/Documents/Ins
tructions/Contracts/Agency_User_Guide_20
22-2023.pdf 

Note: Posting Deadlines vary from within 5 
days of contract award or within 30 days of 
award or contract modification. 

Contracts valued: 

Over $50K for all contract types within 5 to 30 days 
of award or modification. 

Greater than $1M for Non-competitive, emergency, 
or sole source within 15 days of contract award or 
within 5 days of contract award for emergency 
procurements. 

Greater than $10M for all contract types within 15 
days of contract award. 

Legislative Budget Board 

Total Contract Value 

The formula for calculating total contract value 
(TCV) is the actual cost to date plus the estimated 
cost to complete which equals the estimate at 
completion. Each time a change is made to the 
TCV (for example, through an amendment, 
increased consumption, and/or decreased scope) 
or at least annually, the TCV should be recalculated 
and reported to the DIR Board Procurement and 
Contracting Subcommittee and then reported to 
the LBB as a contract amendment. 

Additionally, DIR will provide written notice to the 
LBB if a contract for consulting services, including 
an amendment, modification, renewal, or 
extension, exceeds $50,000.11 

Major Information Resources Project 
Notification 

Reference Citation: Gov't Code Section 
2054.003(10), Gov't Code Section 2054.160(c), 
GAA, Article IX § 9.01 (e) (f) (g) (h) (i) 

An agency must notify QAT within 10 business 
days when the agency awards a contract for major 
information systems project that is equal to or 
greater than $10M. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2254.htm#2254.0301
https://www.lbb.state.tx.us/Documents/Instructions/Contracts/Agency_User_Guide_2022-2023.pdf
https://www.lbb.state.tx.us/Documents/Instructions/Contracts/Agency_User_Guide_2022-2023.pdf
https://www.lbb.state.tx.us/Documents/Instructions/Contracts/Agency_User_Guide_2022-2023.pdf
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054.003
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054.003
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054.160
https://www.lbb.state.tx.us/Documents/GAA/General_Appropriations_Act_2020_2021.pdf
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A contract manager should review applicable contract reporting requirements prior to 
amending a contract.  

Depending on the contract value and nature of the procurement, the contract manager may 
need to provide reporting notification of the amendment to either an internal or external party. 
Some contracts will require notification prior to amending the contract and others will require 
notification after amendment. Some contracts may require both. 

7.15 Contract Closeout 

7.15.1 Overview 

The purpose of closeout activities is to verify that both parties to the contract have fulfilled their 
contractual obligations and no outstanding issues remain. Additionally, contract closeout 
includes assessing the success of the contract and identifying any lessons learned for future 
contracting. 

During contract formation, the contract manager works in coordination with the procurement 
lead and solicitation team. The contract manager develops an understanding of program area or 
statewide requirements for the product or service and the factors that influence contract 
development, such as performance requirements and remedies for failure to perform, risk 
factors and response strategies, terms and conditions, and acceptance criteria, among others. 

Contract closeout, the final stage of the contract management lifecycle, this marks the 
completion of the contract. 

7.15.2 Initiating Contract Close-out 

The contract manager is responsible for verifying completion of the contract requirements, this 
includes the following activities: 

1. Ensure that all work required in the contract has been completed and accepted, if 
applicable. 

2. Determine that work performed by the vendor was done in a satisfactory manner. 
Receive a final Vendor Performance Report, from the contract owner. Gov’t Code 
Section 2155.0755 and Gov’t Code Section 2155.089 require that an agency review a 
vendor’s performance in the VPTS after a contract exceeding $25,000 is completed or 

Entities Criteria for Reporting Requirements 

Vendor Performance Reporting Tracking 
System (VTPS) 

http://www.txsmartbuy.com/vpts 

Vendor reporting is a contract requirement for 
contracts with a value greater than $25K is 
completed or terminated. If the value of the 
contract is >$5M, the performance must be 
reviewed at least once each year and at each key 
milestone identified for the contract. 

https://dir1.sharepoint.com/:b:/r/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Vendor%20Performance%20Tracking%20Procedures.pdf?csf=1&web=1&e=5plHKH
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.0755
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.0755
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2155.htm#2155.089
https://comptroller.texas.gov/purchasing/programs/vendor-performance-tracking/
http://www.txsmartbuy.com/vpts
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terminated through other means. Refer to the Vendor Performance Reporting Guide 
for process details. 
a. Ensure all deliverables have been received and accepted. 
b. Determine the contract is ready for closeout pending final payment. 
c. Generate Contract Closeout Notification to the Vendor. Reference the Contract 

Closeout Letter Template and Contract Closeout Checklist for additional details on 
this process 

To confirm that a contract is ready for closeout the contract manager should coordinate with the 
contract owner to ensure all required actions have been successfully completed and with the 
CFO to ensure all approved invoices, or sales reports, or administrative fees have been paid and 
final payment made. 

After verifying completion of the contract, the contract manager should initiate closeout 
activities, including a lessons learned review for major contracts. The contract manager must 
initiate contract closeout as soon as possible to formally end the contract relationship between 
DIR and the vendor after determining that the contract is complete. 

Similar to contract initiation tasks, the closeout process requires the contract manager to review 
the contract, procurement files, and other relevant documents to ensure all necessary 
requirements of the contract have been met. The contract manager must formally document the 
completion of contract performance in a correspondence to the vendor stating that all products 
or services have been accepted, final payment made and the contract is physically complete. 

7.15.3 Vendor Performance Reporting 

Agencies are required to report vendor performance using the Vendor Performance Tracking 
System (VPTS) maintained by SPD. Accurately reporting contractor performance allows agencies 
to share vendor information and facilitates better oversight of state contracts (e.g., aid in 
identifying vendors that have exceptional performance, protect the State from vendors with 
unethical business practices). 

A contractor’s performance must be reported to VPTS once a contract with a value greater than 
$25,000 is completed or otherwise terminated.12 If the value of the contract exceeds $5 million, 
the contract manager must review the contractor's performance at least once each year during 
the term of the contract and at each key milestone. The contract manager is responsible for 
soliciting and collecting feedback with regards to completing the vendor performance reports. 
This process should be completed within 30 days of contract closeout. Refer to the Vendor 
Performance Reporting Guide for details on this process. 

 

 

12 TGC 2261.204 

https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Draft%20Archive%20-%20For%20Reference%20Only/Appendix%2036%20Termination%20Expiration%20Letter%20(from%20BS).docx
https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/Draft%20Archive%20-%20For%20Reference%20Only/Appendix%2036%20Termination%20Expiration%20Letter%20(from%20BS).docx
https://dir1.sharepoint.com/sites/cpo/Special%20Projects/CPO%20Procedures/Tools%20and%20Templates/PPP%20Contract%20Closeout%20CheckList_DRAFT-.docx
https://comptroller.texas.gov/purchasing/programs/vendor-performance-tracking/
https://comptroller.texas.gov/purchasing/programs/vendor-performance-tracking/
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2261.htm#2261.204
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7.16 Lessons Learned 

7.16.1 Overview 

The purpose of assessing and reporting on lessons learned is to identify, share and document 
experiences gained from the contract management cycle. Process outcomes, whether adverse or 
constructive, contribute to the contract management team’s ability to strengthen and improve 
its practices. Through process improvement techniques, such as lessons learned, the team can 
enhance future contract performance and avoid potential obstacles by exercising alternate 
strategies and adopting leading practices. The contract manager, in coordination with the 
procurement lead, follows these steps to review and contribute to lessons learned within thirty 
(30) days of procurement closeout to inform future procurement processes. 

7.16.2 Lessons Learned Process 

The contract manager should conduct a review of lessons learned for all major contracts. As a 
final step of the contract closeout process, the contract manager should glean feedback from 
the contract owner, other key stakeholders, and the vendor to retrospectively evaluate the 
success of the contract and document the positive and negative aspects of the contract. The 
information gathered through the process of collecting, sharing, and disseminating lessons 
learned is invaluable to continuous improvement. 

In general, the lessons learned process involves five steps: 

1. Review the contract to refresh familiarity with all of the requirements 
2. Collect lessons learned by identifying successes, mistakes, deficiencies, and 

suggestions for improvements. 
3. Research best practices 
4. Review and analyze applicability of the best practices and research 
5. Apply lessons learned so the mistakes can be averted going forward. 

7.16.3 Lessons Learned Reports 

Based on the input from the lessons learned meeting(s), the contract manager must compile a 
report that captures the discussions and discoveries. The report must identify any action items, 
assign responsibility for completion, and schedule due date(s) for completion. 

The contract manager must prepare two (2) reports: 

1. Detailed Lessons Learned Report, organized by topic 
2. Summary Lessons Learned Report, summarizing the findings and recommendations for 

improvement, generally one (1) or two (2) pages long 

Both the detailed and the summary reports should: 

1. Assess the goals and objectives 
2. Identify the processes done well that should be repeated or expanded 
3. Identify the processes that hindered the success of the contract that should improved 
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When complete, the detailed report should be submitted to the contract stakeholders who 
participated in the lessons learned review for their review and comment. The summary report 
should be provided to the CPO and executive leadership team, as applicable. 

8 CONTRACT MANAGEMENT 

DIR manages three (3) major types of contracts split into five (5) grouping areas. Contract types 
are: products (commodities), services, or a mixture of both products and services. For all service 
contracts, DIR follows Gov’t Code Section 2262.056 when the vendor awarded the contract 
wishes to assign the rights to a third party. 

8.1 DIR-A (Internal Customer Contracts) 

DIR-A contract management is responsible for managing internal contracts established for use 
by DIR program areas. This includes DIR-A statements of work13, service agreements, service 
POs, interagency agreements (IACs), memorandums of understanding (MOU), proof of concepts 
(POC) and telecom managed services. Other offerings include Enterprise Contracts for event 
planning services, outside legal counsel, internal audit services and computer-assisted legal and 
research services. 

8.2 Telecommunications Contracts (Telecom) and Interstate Cooperation 
Contracts (ICCs) 

CPO provides oversight to statewide communications contracts that provide voice, video, and 
data, including integrated voice response, telephony, wide area network, virtual private network, 
and call center solutions to more than 600 state and local government agencies. 
Telecommunications Services, in coordination with the program’s oversight authority, DIR’s 
Communications Technology Services (CTS). These services include, but not limited to Capital 
Complex Telephone System for agencies in the Capital Complex, Texas Agency Network (TEX-
AN) for voice and data offerings and other services, such as wireless, conferencing, and 
managed services. DIR leverages the state’s volume-buying power through its TEX-AN program 
to drive down cost while reducing the barriers often associated with seeking such services, 
including the lengthy competitive procurement process. 

An Interstate Cooperation Contract (ICC) contract is authorized when an out-of-state public 
entity wishes to purchase off a DIR cooperative contract (Gov’t Code Section 2054.0565). These 
contracts define the parameters of what entities within the state are eligible conduct the 
purchase. If an ICC exists, these customers are eligible by statute and may order directly from a 

 

 

13 Statements of Work that require an Enterprise approach for the solicitation will be managed by 
Enterprise Procurement/Contract Management. 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2262.htm#2262.056
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cooperative contract vendor without executing a cooperative agreement with DIR. Refer to 
Eligibility Overview and Interstate Cooperation Contract Guide for more information. 

8.2.1 Contract Management 

Telecom contracts are a hybrid of sorts, with some services being ordered directly by customer 
from vendor, and other services being ordered through, and billed by, DIR. For the latter, DIR 
manages these outsourced services through Service Level Agreements (SLA), monthly report 
deliverables of activities, and quarterly vendor performance meetings. The direct billed service 
between customer and vendor are handled just like orders through the Cooperative contracts, 
with the customer administering the purchase and the vendors reporting monthly sales. 

DIR Contract managers support the Service Delivery Team, the Billing Team and the operations 
team through vendor management, and contract compliance. The contract managers support 
customers experiencing order or billing issues and provide training from time to time as 
requested. 

Contract Managers also oversee and administers the Customer Service Agreements (CSA) 
required of all discretionary customers. These agreements templates are owned and managed 
by the contract managers through collaboration with the Service Delivery Team, and Office of 
General counsel. 

Contract Managers administer the management plans which stem from approximately ten (10) 
plan templates that are reviewed and negotiated as part of contract award of the master 
contract. 

8.2.2 Managed Customer Contracts 

Customer contracts are used to structure procurement and contracting activities between DIR, 
eligible customers as provided in statute, or other governmental entities from whom DIR wishes 
to obtain products or services: 

Telecommunications Contract Management is responsible for CSAs, ICCs, IACs, Interagency 
Agreements and Rental Agreements. 

8.3 Shared Technology Services (STS) Contracts 

The Shared Technology Services (STS) Program includes a set of managed IT services that Texas 
government organizations can use to accelerate service delivery. STS administers and manages 
activities using a multi-vendor model that includes contracts for service component delivery, to 
include Data Center Services (DCS), Managed Security Services (MSS), Texas.gov, and the Texas 
Open Data Portal (ODP), and the multi-sourcing service integrator (MSI) to integrate and 
manage the services of the Service Component Providers (SCPs). Other offerings include 
Enterprise Contracts for event planning services, outside legal counsel, internal audit services 
and computer-assisted legal and research services. 
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8.4 Change Management 

8.4.1 Types of Contract Changes 

There are four (4) types of changes that may be required during the life of a contract. 

8.4.1.1 Administrative Changes 

Administrative changes occur within the scope of the contract and do not affect or alter the 
rights of the parties. This informal process may include changes to billing instructions, address, 
correcting typographical errors, changes to personnel, product substitutions of equal or greater 
value, or adding or removing products/services. These changes only require agency approval 
and are executed via controlled correspondence or a Contract Change Order (CCO). 

STS contract changes are processed in accordance with Process and Procedure Document 
PRO-202-01 Contract Change Control in the STS Program Service Management Manual. 
Additional how-to documents for administrative changes may be found in the STS Contract 
Change Request Procedures. 

8.4.1.2 Substantive Changes 

Substantive changes are contractual changes that affect the rights of both parties. Such changes 
require a formal amendment for documenting the changes and approval by both the agency 
and the vendor. These changes require a contract change order, contract amendment or a 
purchase order change notice. Types of substantive changes include changes in pricing, 
deliverables, quantities, terms and conditions, mergers, or acquisitions, or other contract 
components. 

STS contract changes are processed in accordance with Process and Procedure Document 
PRO-202-01 Contract Change Control in the STS Program Service Management Manual. 
Additional how-to documents for formal amendment changes may be found in the STS 
Amendment Procedures and related documentation. 

8.4.1.3 Constructive Changes 

Constructive changes are changes beyond the scope of the contract that may affect how the 
vendor performs the work. Constructive changes may require additional compensation be paid 
to the vendor. These changes require a formal amendment for documenting the changes and 
approval by both the agency and the vendor and are executed via a contract amendment. 

Examples of constructive changes include accelerated delivery schedule, modifications to the 
scope of work, delays in deliverables or performance issues.  

STS contract changes are processed in accordance with Process and Procedure Document 
PRO-202-01 Contract Change Control in the STS Program Service Management Manual. 
Additional how-to documents for formal amendment changes may be found in the STS 
Amendment Procedures and related documentation. 
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8.4.1.4 Contract Transfer Through Assignment 

A contract assignment encompasses the legal means to transfer the responsibilities fulfilling any 
duties, rights, or obligations from one party (assignor) to another party (assignee). Upon 
contract assignment, the assignee assumes the duties, rights, or obligations due to the agency 
or institution under a contract. 

DIR may assign a contract: 

1. To a successor in interest (for DIR, another state agency as designated by the Texas 
Legislature), or 

2. As necessary to satisfy a regulatory requirement imposed upon the agency by a 
governing body with the appropriate authority. 

3. A vendor may only assign a contract to a subsidiary, parent company, affiliate or 
successor with prior written approval by the DIR. DIR requires written notification from 
the vendor to consider a contract assignment. 

If the contract is a services contract and the contract is for a major information resources project 
or it involves the storing, receiving, processing, transmitting, disposing of, or accessing sensitive 
personal information in a foreign country, at least fourteen (14) days before the approval or 
rejection of the vendor’s proposed assignment, the CPO will notify the LBB. 

A contract manager must keep DIR’s interests in mind when considering the assignment. The 
proposed assignee must be responsible and able to adequately perform the contract 
requirements. The contract manager must perform all due diligence to evaluate the proposed 
new vendor’s eligibility and ability to perform. Contract manager should request and review the 
documents executed by the vendor and proposed assignee that constitute the transaction 
underlying the proposed assignment. If the proposed assignee is acceptable, the old and new 
contractors must sign an Assignment Agreement (a mechanism where one party transfers all its 
obligations and rights under a contract to a third party, with the consent of the original 
counterparty, transferring all rights and responsibilities under the contract to the assignee). 

8.4.2 Contract Amendments 

The contract manager is responsible for the preparation, routing, and execution of contract 
amendments. Based on the type of contract change required for scope, budget or time, the 
contract manager will complete the various tasks for routing, reviewing, obtaining approvals, 
consulting with legal, communicating with the appropriate Director, and communicating with 
stakeholders. The contract manager is responsible for managing amendments for these steps 
after it is determined that a contract amendment is required. 

STS contract changes are processed in accordance with Process and Procedure Document 
PRO-202-01 Contract Change Control in the STS Program Service Management Manual. 
Additional how-to documents for formal amendment changes may be found in the STS 
Amendment Procedures and related documentation. 
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8.4.3 Compliance Checks 

All contract amendments are subject to vendor compliance checks prior to execution. At a 
minimum, the following checks will be performed: 

1. CPA Debarred Vendor List check; 
2. SAM Vendor check: must be completed no more than seven (7) days prior to execution; 
3. Iran, Sudan, & Foreign Terrorist Organization checks; 
4. Boycott Israel check; 
5. Energy Company Boycott check; 
6. Warrant Hold Status check: must be completed no more than seven (7) days prior to 

execution award in compliance with statute; and 
7. Franchise Tax Status check. 

If a vendor appears on a check for items 1-5, the contract amendment will not be executed and 
contract termination will begin. 

It a vendor appears on the Warrant Hold Status check, DIR will notify the vendor of the hold and 
will proceed with the amendment. 

If a vendor appears on the Franchise Tax Status check, DIR may notify the vendor and give them 
a reasonable amount of time to cure the deficiency subject to approval of the CPO. 

8.4.4 Contract Amendment Analysis 

Prior to amending a contract, an analysis must be performed to ensure that any change to be 
made to the contract is within the scope or stated parameters of both the solicitation and 
awarded contract. A significant difference in the scope or quantity of work from what was stated 
in the solicitation or awarded contract should not be allowed. Allowing such a change after 
contract award is contrary to ensuring fair competition. 

Changes to the contract must also be analyzed to determine the effect the changes may have 
on performance or delivery under the contract. Changes causing a detriment to vendor 
performance or customer satisfaction should be avoided if possible. Additionally, a 
determination must be made of any contract reporting requirements that may apply to any 
change to the contract including extension or renewal. Reporting may be required both prior to 
and after amending the contract, as well as board approval for certain contract amendments 
that exceed $1 million. 

8.4.5 Data Center Services (DCS) 

The Texas Data Center Services program (DCS) allows state and local governmental entities 
(customers) to outsource management of technology infrastructure services. Program offerings 
include Technology Solution Services (TSS) which includes Solution Services, Application 
Services, and Strategy Management, Texas Public Cloud (TPC), Public Cloud Manager (PCM), , 
Mainframe Services (MFS), Print, Mail and Digitization (PMD) and Security Operations. 
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8.4.6 Managed Security Services (MSS) 

MSS offerings within the STS program provide management of state security data. MSS includes 
Security Monitoring and Device Management Services, Incident Response Services and Risk and 
Compliance Services. 

8.4.7 Texas.gov 

The Texas.gov contracts offer portal and payment services to Texas State Agencies and eligible 
local governments organizations for conducting online business services with their customers. 
The program leverages enterprise-wide services and infrastructure to provide solutions 
mandated requirements regarding accessibility, security, privacy, and integration with Texas 
Comptroller of Public Accounts. These services cover online, digital government, identity 
solution, constituent application development and web design services. 

8.4.8 Open Data Portal (ODP) 

This contract provides a State of Texas repository for publicly accessible open data sets that 
allows State agencies and other eligible DIR customers to publish, open and data sharing 
catalogues on a publicly accessible website. This is a free service to Texas governmental entities. 
CPO manages this contract on behalf of the Chief Data Office (CDO). CPO maintains the master 
contract file while the CDO has vendor management responsibilities. 

8.4.9 Collaboration with Procurement 

8.4.9.1 Participation in Pre-solicitation and Solicitation Activities 

With experience managing similar contracts, and as a primary communication link between the 
vendor community and agency, the contract manager can provide valuable insight into 
capabilities needed in the contract vehicle to effectively deliver the desired outcomes and 
manage vendor performance. 

8.4.9.2 Review of Solicitation Materials 

A contract manager provides input into draft solicitation documents, including the scope of 
services and contract provisions described in the solicitation to ensure alignment with possible 
knowledge gained or shared from subsequent contracts. The contract manager may: 

1. Review and provide input to solicitation document(s); 
2. Review and advise on performance requirements and non-performance remedies; 
3. Validate that a program area or business unit’s business objectives and priorities can 

be upheld and effectively delivered through contract provisions; 
4. Gain an understanding of the factors assessed in the procurement risk analysis, the 

impact to ongoing contract management, and identify provisions needed to allocate 
risk and specify remedies; and 

5. Ensure deliverables are defined in manner they can be measured and aligned with 
work requirements described in the solicitation scope of work. 
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The contract manager should review the draft contract including, but not limited to, comparing 
to information outlined in the solicitation as it relates to the scope and terms, but also to be 
aware of the evaluation criteria. When applicable, the statement of work should also be 
reviewed to ensure it is unambiguous, complete, accurate and logical enough to be understood 
by a prospective vendor during the solicitation process, all parties to the subsequent contract, 
and all prospective individuals who may read and interpret the SOW, including program and 
project staff, financial staff, and oversight entities. 

The contract manager applies the following criteria to review and provide input and feedback on 
draft solicitation documents to Procurement The contract manager is also responsible for 
providing input as a part of the internal (soft) review (peer review).  

8.4.9.3 Participation in Negotiations 

After the negotiation team is formed, the Enterprise contract manager provides resource 
support to the team’s negotiation strategy development. This strategy outlines the negotiation 
team’s process of coming to agreement with selected vendors on the contract scope of services, 
and other provisions, including terms, schedule, and pricing. 

The contract manager may participate during vendor negotiations. The goal of this effort is for 
all parties to a contract to come to agreement on the scope of services, and other provisions, 
including terms, schedule, and pricing. 

8.4.9.4 Participation in Contract Formation 

Through the negotiation process, the contract manager develops an understanding of program 
area or statewide requirements for the product or service and the factors that influence contract 
development, such as performance requirements and remedies for failure to perform, risk 
factors and response strategies, terms and conditions, and acceptance criteria, among others. 

Prior to routing a contract for approval and signature, the contract manager participates in 
conducting an internal review of the contract package for completeness of contract elements 
and accuracy. The contract manager follows the Salesforce Contract Record Checklist steps to 
conduct a quality and through review of the contract materials. 

8.4.9.5 Participation in Contract Award and Execution 

The contract manager participates in the contract award and execution processes by providing 
input and conducting quality check reviews for accuracy and necessary elements of the contract 
materials. 

After contract award, the contract manager coordinates with the procurement lead to complete 
setup for the contract record and files and with the compliance analyst to complete the 
verification process for assuring data entry and requisite details are documented to the contract 
file. Knowledge transfer should be conducted throughout the contract development phase. 

During contract execution, the contract manager continues to work in collaboration with the 
procurement lead and solicitation team to support contract award, execution, and transition to 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/SaleforceContractRecordChecklist_Template_v1.docx?d=w3fad2c51c94a4030a257821465c8b1d4&csf=1&web=1&e=Nafd3A
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contract management. The contract manager participates in the contract award and execution 
processes by providing input and conducting quality check reviews for accuracy and necessary 
elements of the contract materials. 

After contract award, the procurement lead provides the necessary documentation to the 
contract manager to complete setup for the contract record and files. The contract manager 
coordinates with the procurement lead and Contract Services to complete the verification 
process for assuring data entry and requisite details are documented to the contract file. 

8.4.10 Managed Customer Contracts 

Customer contracts are used to structure procurement and contracting activities between DIR, 
eligible customers as provided in statute, or other governmental entities from whom DIR wishes 
to obtain products or services: 

1. An Interagency Contract (IAC) is required for an agency to contract with another 
agency for the provision of necessary and authorized services, including technical 
services and materials and equipment. Competitive bidding requirements do not apply 
to IACs (Gov’t Code Chapter 771.002(1)). Eligible state agency customers must execute 
an IAC with DIR prior to accessing shared technology services, as well as a services 
agreement for a particular STS. Refer to STS Customer Contracts – IAC and ILC 
Development Procedures. 

2. An Interlocal Contract (ILC) is authorized when a purchase can be completed by 
contracting between local government entities or between a local government entity 
and a state agency (Gov’t Code Chapter 791). Customers other than a state agency 
must execute an ILC with DIR prior to accessing shared technology services, as well as 
service agreements for STS. Refer to STS Customer Contracts – IAC and ILC 
Development Procedures. 

3. The Texas Statewide Data Exchange Compact was established by Gov’t Code 2060 
to improve the coordination of interagency data sharing through Memorandum of 
Understanding (MOU) established when agencies are sharing data with each other for 
the first time. 

If an interagency exchange is exempt from the requirements of a written contract, then DIR 
documents the exchange through an informal memorandum of understanding (MOU). The 
MOU should provide a general statement that outlines the broad purpose of the agreement, 
names of the parties, point of contact, purpose and responsibilities or activities performed by 
each of the parties, the start and end date of the MOU, period for review, and signature by 
authorized parties. 

8.5 Cooperative Contracts 

Gov’t Code Section 2157.068 requires Texas state agencies (refer to Gov’t Code Section 
2054.003(13)) to purchase commodity products and services through DIR. Additionally, Texas 
statutes authorize the following entities, subject to the referenced provisions, to purchase 
commodity products and services through DIR. CPO Contract Managers are responsible for 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.771.htm#771.002
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.791.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2060.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.068
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.003
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm#2054.003
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overseeing the contract management duties of the established master contracts and 
maintaining the contract file. DIR has established more than 700 automated information systems 
(AIS) contracts covering the goods and services that DIR customers require to perform the 
business of the state. 

8.5.1 Contract Setup and Procurement Closeout 

During this phase the contract manager works with the procurement lead to organize the 
contract documents and review the contract record in Salesforce. The contract manager also 
coordinates finalization of the contract file setup with Contract Services for verification. 

As part of the contract setup, the contract manager will utilize the Contract Verification Form to 
set up new contracts and verify to complete the contract setup. Additional Contract Setup 
details available in Contract Document Set Folder Structure. 

8.5.2 Contract Changes 

8.5.2.1 Assignments 

Contracted vendors may request to transition the provisioning of contract services to a third 
party through a contract assignment process. It is the contract manager’s responsibility to keep 
the State’s interest in mind when reviewing requests to assign the contract to a third party. The 
contract manager must perform all due diligence to evaluate the proposed party’s eligibility and 
ability to perform, including the review of the documents that constitute the transaction 
underlying the proposed assignment. If the replacement contractor is acceptable, a contract 
amendment transferring all rights and responsibilities under the contract to the assignee must 
be completed. 

8.5.2.1.1 Notification of Proposed Assignment of Services Contract 

At least fourteen (14) days before an agency rejects or approves a contractor's proposed 
assignment of rights under a services contract, the agency must notify the LBB of the proposed 
assignment if the DIR contract subject to the assignment has any customer contracts that are 
classified as: 

1. a major information resources project; or 

2. a contract involving the storing, receiving, processing, transmitting, disposing of, or 
accessing sensitive personal information (SPI) in a foreign country. 

Contract managers are responsible for notifying the CMO Director, the CPO, and the OGC of any 
pending Assignment request prior to approval. 

8.5.2.2 Name Change 

Any name change requires documentation from the original contractor on company letterhead 
stating the circumstance of the name change and the requested new name. The letter should be 
signed by an authorized representative, showing the change and the effective date. A copy of 
the assumed name certificate filed with the Secretary of State, or a sales tax permit may be 
obtained as proof of name change. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Contract%20File%20Checklist_Template_v1.docx?d=w732d09a7e8cc46239094ab42a9ff520d&csf=1&web=1&e=eHRb3b
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8.5.2.3 Acquisition/Merger/Buyout 

The contactor of record must send the agency a letter stating the circumstances of the buyout 
or sale. If the contractor has already ceased operating as a separate business, the agency should 
obtain a letter indicating the sale of the company to the new contractor.  

8.5.2.4 Complete Amendment 

If the assignment is acceptable, an amendment to change the name or transfer all rights and 
responsibilities under the contract to the assignee must be completed by the contract manager. 
DIR may require the amendment to include signature by all parties to complete the transferring 
of assignor to assignee 

8.5.3 SOW and Exemption Reviews 

8.5.3.1 SOW Reviews 

The CPO manages the SOW review process of state agency-issued SOWs for DBITS, managed 
services and other applicable cooperative contracts. State agency customers must submit and 
receive DIR approval for any solicitation under a DIR cooperative contract that exceeds $50,000. 
A customer must first submit the draft SOW to DIR prior to issuing an SOW solicitation to 
cooperative contracts vendors. After selecting one or more vendors for award, the agency must 
submit the awarded SOW contract, signed by all parties, for DIR review and approval. An SOW 
contract is not considered binding or official until it has received DIR approval. 

An SOW for services available through DIR cooperative contracts must not exceed $10 million, 
across all awarded vendors over the life of the contract, including all allowable renewals and 
extensions. (Refer to Gov’t Code Section 2157.0685 and 1 TAC 212.41-212.43). 

Threshold requirements apply to all SOWs solicitations issued by a state agency to cooperative 
contracts vendors, with the exception of managed services for telecommunications. Additionally, 
these requirements and processes do not apply to DCS contracted services or customer 
agreements with the Texas.gov program. All SOWs administered as a pass-through expense 
within the DCS program are subject to SOW threshold and review requirement (refer to SOW 
Quick Reference Guide). 

Threshold and SOW review and signature processes apply and are limited to state agency 
customers. 

8.5.3.1.1 Submit an SOW for Review 

A state agency customer must submit an SOW through the SOW portal at each of the following 
intervals: 

1. Before issuing an SOW solicitation to DIR cooperative contract vendors; 

2. After awarding, signing, and executing an SOW or SOW amendment, prior to 
authorizing the work, for services procurements falling within threshold ranges for the 
following services: 

a. Deliverables-based information technology services (DBITS); 

https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm#2157.0685
https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=1&pt=10&ch=212&sch=E&rl=Y
https://pubext.dir.texas.gov/portal/internal/resources/DocumentLibrary/Threshold%20and%20SOW%20Quick%20Reference%20Guide.pdf
https://pubext.dir.texas.gov/portal/internal/resources/DocumentLibrary/Threshold%20and%20SOW%20Quick%20Reference%20Guide.pdf
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b. Managed services for information technology; 
c. IT security services; 
d. Cloud services (when an SOW is executed);; 
e. Comprehensive web development; 
f. ITSAC; and 
g. Any other cooperative contract with an established SOW process designated for 

review. 

Using the DIR SOW Portal, state agency customers submit an SOW for DIR review and approval. 
If submitting a draft SOW, the state agency customer will also include a list of vendors they 
intend to receive the SOW. The SOW Portal administrator will assign the SOW to a member of 
CPO to conduct the SOW review. 

8.5.3.1.2 Conduct an SOW Review 

For an initial SOW review (draft SOW review), the SOW reviewer confirms the scope of the SOW, 
reviewing the terms of the master contract and the SOW requirements. Additionally, the DIR 
reviewer checks that essential portions of the SOW are included, such as deliverables and 
performance measures. The SOW reviewers will offer suggestions or required changes and 
communicate these to the state agency customer. Once satisfied that the SOW meets the scope 
of the DIR master contract, that the list of proposed vendors meets statutory competition 
requirements, and that all deficiencies in the SOW have been cured to DIR’s satisfaction, the 
SOW reviewer will give the agency approval to proceed with their procurement process. 

For a final SOW review or for an amendment to an SOW, the SOW reviewer checks to ensure 
that the scope remains in-line with the DIR master contract and that no terms have changed. 

8.5.3.1.3 Complete an SOW Review 

The assigned SOW reviewer enters the result of the review into the portal and includes any 
comments, notes, and communications with the state agency customer. In the case of a draft 
SOW, the state agency can then distribute the SOW to the selected vendors. In the case of a 
final SOW for contract, the Chief Procurement Officer or another representative of the CPO must 
sign off on the contract award or amendment before payment can be legally made to the 
vendor. 

8.5.3.2 DIR Exemption Reviews 

The CPO is responsible for reviewing and either granting or denying approval of state agency 
exemption requests from statutory requirements to procure AIS, including IT commodity 
products and services, through an available DIR cooperative contract. 

A state agency must purchase AIS, including IT commodity products and services, collectively 
termed, IT products and services, through an available DIR cooperative contract if the contract 
value of the procurement is more than $10,000 and less than or equal to $5 million. A state 
agency must procure IT products and services through a contract developed by DIR unless: 
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1. The agency obtains express prior approval from the Legislative Budget Board for the 
expenditure necessary for the purchase. 

2. The agency obtains an exemption from DIR. The exemption may be in the form of: 
a. DIR designates a blanket exemption for the specific product or service, or 
b. The agency requests and receives a one-time exemption from DIR. 

3. DIR certifies in writing that the commodity item is not available for purchase under an 
existing contract developed by the department. 

A state agency may request an exemption to the required use of a cooperative contract or 
contracts related to the DCS program, Texas.gov, or telecommunications. Exemption 
requirements vary according to each program’s statutory authority, and requirements for each 
may be found on the Exemption Overview page. 

If a state agency determines that a product or service available from DIR's cooperative, 
telecommunications, DCS program, or Texas.gov contracts does not meet its procurement need, 
it must complete the online form to request a one-time exemption from the required use of a 
cooperative or telecommunications contract. For Cooperative Contract Exemptions, agencies 
may first check if a Blanket Exemption is available. If not, then a one-time exemption request 
shall be submitted. 

Texas.gov and DCS requests are submitted via email to Txgov@dir.texas.gov or 
datacenterservices@dir.texas.gov mailboxes, respectively. 

A member of CPO staff reviews each one-time request and determine whether to approve or 
deny the request. If the request is for a designated DCS agency (refer to DCS Customers on the 
DIR website) and the IT product or service (for certain NIGP Class/Items) exceeds $25,000. CPO 
staff refers the exemption request to the DCS program prior to the CPO review is approved. 

8.5.3.2.1 Determine Blanket Exemptions 

A state agency is granted a blanket exemption from the requirement to purchase through a DIR 
contract when the contract value of the IT commodity product or service is less than or equal to 
$10,000 or exceeds $5 million. 

In addition to contract value thresholds, DIR issues standing blanket exemptions for certain 
commodity products and services, depending on the nature of the procurement. DIR also issues 
time-limited exemptions for certain NIGP commodity codes, based on other factors related to 
the commodity product or service. Blanket contract exemptions apply to: 

1. Emergency procurement exemption; 
2. Critical need exemption; 
3. WorkQuest set aside exemption; and 
4. Time-specific, NIGP commodity code-specific exemptions. 

Refer to Cooperative Contracts-Blanket Exemptions for more information. The Cooperative 
Contracts Director and the Chief Procurement Officer, in consultation with others as necessary, 
collaborate to determine when a blanket exemption is necessary and work with Contract 

https://dir.texas.gov/View-Contracts-And-Services/Pages/Content.aspx?id=4
mailto:Txgov@dir.texas.gov
mailto:datacenterservices@dir.texas.gov
https://dir.texas.gov/View-About-DIR/Data-Center/Pages/Content.aspx?id=23
https://dir.texas.gov/View-Contracts-And-Services/Pages/Content.aspx?id=3
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Services to submit an IT Help Desk ticket to update the DIR website with the appropriate 
language. 

Additionally, DIR issues standing blanket exemptions for certain commodity products and 
services, depending on the nature of the procurement. DIR also issues time-limited exemptions 
for certain NIGP commodity codes, based on other factors related to the commodity product or 
service. Blanket contract exemptions apply to: 

1. Purchases of $10,000 or less or purchases exceeding $5 million; 
2. Emergency procurement exemption; 
3. WorkQuest set aside exemption; and 
4. Time-specific, NIGP commodity code-specific exemptions. 

8.5.3.2.2 One-Time Exemption Review 

If an agency determines that a blanket exemption does not exist, or that the scope, terms, and 
requirements of an existing contract do not meet its procurement need, then the agency may 
request a one-time exemption from DIR. The agency should describe in its request the factors 
that drive the need for a one-time exemption. These factors may include: 

1. Cost; 
2. Terms and conditions; 
3. Funding source restrictions; 
4. Compatibility with existing technology infrastructure; 
5. Proprietary restrictions; and 
6. Other circumstances or requirements. 

Refer to Cooperative Contracts-One-Time Exemptions for more information. 

8.5.3.2.3 Certify Use of a Local Government Cooperative 

The written certification process can be used in lieu of an exemption request if an agency has 
determined that an IT commodity product or service is available through a local government 
cooperative and is not available under an established DIR contract. Similar to a one-time 
exemption request, the agency must obtain written certification from DIR that product or service 
is not available through a DIR contract before purchasing through a local government 
cooperative. 

Certification does not authorize an agency to purchase directly from a vendor or waive other 
state purchasing requirements. It allows the agency to purchase through a contract developed 
by a local government purchasing cooperative (refer to Gov’t Code Section 2157.068). 

9 CROSS-CYCLE PROCEDURES 

Procedures described in this section are either shared across CPO teams or occur periodically 
across the procurement and contract management cycles. 

https://dir.texas.gov/it-solutions-and-services/state-agencies/exemptions/one-time
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2157.htm#2157.068
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9.1 DIR Board Review 

A contract, contract amendment, service agreement, or statement of work that exceeds $1 
million is subject to DIR Board review and approval. Board meetings occur on a quarterly basis, 
so a contract manager must plan accordingly prior to any action on a contract that meets this 
criterion. 

A contract manager must complete a Board Summary Template to prepare a contract, , service 
agreement, or statement of work that is estimated to exceed $1 million for submission to DIR 
Board for approval. A contract manager must complete a Board Summary Amendment Template 
for contract amendments  

9.2 Cost Avoidance 

DIR’s cost avoidance metrics for cooperative contracts are examined internally and reported to 
the LBB, among other entities through reports generated by Contract Services. Cost avoidance is 
determined, reviewed, and analyzed when a cooperative contract is being awarded and 
executed, renewed, or when new products are added, or pricing is increased. 

9.3 Vendor Status Checks 

Vendors must be in good standing with the state and compliance must be verified prior to 
awarding or amending a contract (refer to PCMG). 

9.4 EDGAR Compliance 

The Education Department of General Administrative Regulations (EDGAR) are the federal 
regulations that govern all federal grants awarded by the U.S. Department of Education on or 
after December 26, 2014. 

DIR uses an open market competitive procurement process to award contracts as required by 
Gov’t Code Chapter 2054 and 2157 and believes that this process satisfies EDGAR regulations.  

DIR competitively procures each contract awarded as well as conducts pricing analysis as each 
contract is established based on the vendor’s top. The pricing analysis is completed at each 
renewal period and is based on the top selling items sold through the DIR contract. 

9.5 EPEAT 

EPEAT is the leading global ecolabel for the IT sector. It is specific to servers, computers and 
displays, imaging equipment, televisions, and mobile phones. As such, it is a perfect 
complement to DIR offerings. The EPEAT program provides independent verification of 
manufacturers’ claims and the EPEAT online Registry lists sustainable products from a broader 
range of manufacturers than any comparable ecolabel. National governments, including the 
United States, and thousands of private and public institutional purchasers around the world use 
EPEAT as part of their sustainable procurement decisions. 

For more information on the EPEAT program, visit the site, located here: 
https://globalelectronicscouncil.org/about-global-electronics-council/. 

https://dir1.sharepoint.com/:w:/r/sites/cpo/Shared%20Documents/Procurement/Templates/Board%20Summary%20Template_v1.docx?d=w3923c39879ac4f4c8102d2c1c9ecd895&csf=1&web=1&e=FsKUGl
https://comptroller.texas.gov/purchasing/publications/procurement-contract.php
https://statutes.capitol.texas.gov/SOTWDocs/GV/htm/GV.2054.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2157.htm
http://www.epeat.net/
https://globalelectronicscouncil.org/about-global-electronics-council/


CPO Process Guide v. 1.2 Page 190 
Rev. 8/30/2023 

9.6 E-Rate 

The CPO administers a simplified procurement process for products and services that qualify for 
E-Rate funding by filing Form 470 with USAC on select Requests for Offer (RFOs). Contracts 
awarded under these RFOs are considered E-Rate Eligible and are designated by the green E-
Rate symbol on the contract detail page on DIR’s website. 
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