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Estimate
Date

8/25/2021

Estimate #

1--5230

Name / Address

Winnie Stowell Hospital District

Texas Media Corp

P.O.Box 1389
Winnie, Tx 77665

Project

Total

Subtotal

Sales Tax  (8.125%)

Description Qty Cost Total

1 oz. bottle of citrus scented hand sanitizing gel with customization
of one color imprint

10,000 0.80 8,000.00

Adult size 3-Ply Cotton mask. Soft material for comfort. Reusable &
washable with one color imprint
 

Material: 3Ply soft cotton (95% cotton & 5% spandex)
Size: 7.5" x 5"
Imprint Area: Left or right side: 2" x 2", Center: 4" x 2"
Available Color: Black
Children size also available

10,000 2.00 20,000.00

Labels for gallon jugs of hand sanitizer 100 2.00 200.00
Labels for boxes of gloves 100 2.00 200.00
100 per box large nitrile gloves 100 12.00 1,200.00

$29,600.00

$29,600.00

$0.00


	Item 4-Rice Festival PPE Proposal and Memo to the Board.pdf
	2021.8.26 E-mail regarding Purchases bw $5k and $50k.
	wshd1-5230
	2018.12.12-Adopted-Purchasing-Policies-and-Procedures
	SECTION I – GENERAL
	I. POLICY
	II. PURPOSE
	III. OBJECTIVES

	SECTION 2 - DEFINITIONS
	I. DEFINITIONS
	A. Accounts Payable Copy – The copy of the purchase order which is sent to accounts payable for processing.
	B. Blanket Purchase Order – Refers to an unspecified request for supplies usually for contracted services and supplies.
	C. Budget Authorization – The budget is the document through which allocations for various expenditures are authorized by the Board Members.  The Administrator and Assistant Administrator shall insure that funds are allocated in the budget before any ...
	D. Board Member Authorization – Any purchase in excess of $5,000 must have Board Member approval before the goods or services are ordered except in case of emergency.  In case of an emergency, the Board Member will be advised of the purchase as quickl...
	E. Contractual Agreement – Refers to any contract for purchase of goods or services and may include several classes of items.
	F. Departmental Copy – The copy of the purchase order which gives the applicable department a copy of purchases may also be used for vendor copy.
	G. Insurance Requirements – Before any individual or company can enter into a contract for performance of a specified service for the District, proof of commercial general liability insurance and workers’ compensation insurance, in the amount specifie...
	H. Purchasing – The process through which materials, supplies, and services are obtained for operations and organizations.
	I. Purchase Order – The document used to initiate and control purchases.
	J. Received Copy – The copy of the purchase order that allows the department and accounts payable to ascertain whether the supplies, materials and/or services have been delivered or rendered will be stamped with a "Received" stamp and dated.
	K. Request for Proposal (RFP) – As authorized by State Purchasing Law, Ch. 252 of the Local Government Code.  Requests for Proposal shall be evaluated based on relevant criteria on a case by case basis.  This section shall not apply to procurement exe...
	L. Purchase Order Number – The computer-generated number issued upon the encumbrance of budgeted funds.
	M. Sole Source Procurement – An award for a commodity or service to the only known capable supplier, occasioned by the unique nature of the requirement, the supplier, or market conditions.


	SECTION 3 – RESPONSIBILITIES
	I. RESPONSIBILITIES
	A. The Administrator and/or her authorized designee has the responsibility for the procurement of all goods and services and to either provide the services for such procurement and processing or give functional directions to others delegated the autho...
	B. The Administrator has the responsibility for obligating the Board Members and for making determination of source of supply, quantities purchased, and delivery schedule and price negotiations, except where others are so authorized.
	C. The Administrator and/or her authorized designee shall insure that the billing/invoice address provided to any and all vendors shall be: Winnie Stowell Hospital District – Attention: Accounts Payable, P.O. Box 1997, Winnie, Texas 77665.
	D. The Administrator and/or her authorized designee must originate all purchases of goods and services with an issued Purchase Order Number or other approved document.
	E. The Administrator and/or her authorized designee is responsible to assure that all commitments to a vendor or service provider are stated in writing by purchase order, contract or letter with appropriate terms.


	SECTION 4 – PURCHASES $2500.00 OR LESS
	II. GUIDELINES
	III. PROCEDURES
	A. The Administrator and/or their authorized designee shall complete a Purchase Order form prior to acquisition of the item(s) being purchased.
	B. All necessary information is required to be noted on the Purchase Order.  This shall include information regarding the competitive quotations with vendors and pricing noted.
	C. The District accountant verifies that sufficient funds are available for the purchase and account coding is proper.
	D. The Purchase Order is sent to the vendor if requested.
	E. The Administrator and/or her authorized designee shall place the order for the item(s).
	F. The vendor will deliver the item(s) to the specified location.  The fire department representative receiving the item(s) shall sign the receiving slip.
	G. The Administrator and/or her authorized designee shall ensure that the receiving slip and   invoice are all properly executed before payment is made.


	SECTION 5 – PURCHASES $2500.00 to $5000.00
	I. GUIDELINES
	A. The Administrator and/or their authorized designee shall complete a Purchase Order form prior to acquisition of the item(s) being purchased.
	B. The Administrator and/or their authorized designee shall obtain, whenever possible, three (3) competitive quotations.  The Administrator shall retain and have available documentation verifying each quotation.  The District Board Members have the au...
	C. All necessary information is required to be noted on the Purchase Order.  This shall include information regarding the competitive quotations with vendors and pricing noted.
	D. The District Accountant verifies that sufficient funds are available for the purchase and account coding is proper.
	E. Once approved by the Administrator, the request shall be placed on a Board Members agenda for consideration and approval.
	F. The Purchase Order is sent to the vendor if requested.
	G. The Purchase Order is sent to the Accountant.
	H. The Administrator and/or her authorized designee shall place the order for the item(s).
	I. The vendor will deliver the item(s) to the specified location.  The fire department representative receiving the item(s) shall sign the receiving slip.
	J. The Administrator and/or her authorized designee shall ensure that the receiving slip and invoice are all properly executed before payment is made.


	SECTION 6 – PURCHASES $5000.00 or over
	I. GUIDELINES
	II. PROCEDURES
	A. The Administrator and/or their authorized designee shall place the item on the agenda and justify the purchase either in writing or verbal communication. Board Members will vote on major purchases. Votes will be tabulated and awarded by majority vo...
	B. The Administrator and/or their authorized designee shall obtain, whenever possible, three (3) competitive quotations.  The Administrator shall retain and have available documentation verifying each quotation.  The Board Members maintain the authori...
	C. All necessary information is required to be noted on the Purchase Order.  This shall include information regarding the competitive quotations with vendors and pricing noted.
	D. The Accounting Department verifies that sufficient funds are available for the purchase and account coding is proper.
	E. The Purchase Order is submitted to the Board President for approval.
	F. The Board President shall grant permission to the Administrator in writing or verbal communication to order the item(s).
	G. The purchase order is sent to vendor.
	H. The purchase order is sent the Accountant.
	I. The Administrator and/or her authorized designee shall place the order for the item(s).
	J. The vendor will deliver the item(s) to the specified location.  The fire department representative receiving the item(s) shall sign the receiving slip.
	K. The Administrator and/or her authorized designee shall ensure that the receiving slip and invoice are all properly executed before payment is made.


	SECTION 7 – PURCHASES $50,000.00 OR MORE
	I. GUIDELINES
	II. EXCEPTIONS
	III. PROCEDURES
	A. The Board Members shall authorize the initiation of the bid process or purchase of the item through a purchasing cooperative.  In certain situations, the Administrator may request that the Board Members authorize the bid process.
	B. The Administrator or Designee shall prepare the necessary bid specifications or documents.
	C. The bid notice dates and opening date shall be coordinated with the Board Member's Legal Counsel to ensure compliance with State statute.
	D. The Administrator and/or authorized designee shall be responsible for the distribution of bid packets to interested vendors.
	E. Bids shall be opened in accordance with State statute and a bid tabulation prepared.
	F. The Administrator and/or her authorized designee shall complete a Purchase Order form prior to acquisition of the item(s) being purchased.
	G. All necessary information is required to be noted on the Purchase Order.  This shall include information regarding the competitive quotations with vendors and pricing noted.
	H. The Accounting Department verifies that sufficient funds are available for the purchase and account coding is proper.
	I. The Purchase Order is submitted to the Board Members for approval.
	J. The Board Members shall grant permission to the Administrator in writing or verbal communication to order the item(s).
	K. The purchase order is sent to vendor.
	L. The purchase order is sent the Accountant.
	M. The Administrator and/or her authorized designee shall place the order for the item(s).
	N. The vendor will deliver the item(s) to the specified location.  The fire department representative receiving the item(s) shall sign the receiving slip.
	O. The Administrator and/or her authorized designee shall ensure that the receiving slip and invoice are all properly executed before payment is made.


	IV. IDENTICAL BIDS
	SECTION 8 – CONTRACTS FOR PROFESSIONAL SERVICES
	I. GUIDELINES
	II. PROCEDURES
	A. Professional services cannot be awarded on the basis of bids.  Professional services are awarded on the basis of demonstrated competence and qualifications.  Professional fees should be consistent with recommended fees of the professions and cannot...
	B. The District Board Members shall be responsible for negotiating necessary contracts.
	C. The Board Members shall authorize contracts with costs in excess of $5,000.00.
	D. When awarding contracts for professional services the following procedures should be followed:


	SECTION 9 – STATE EXCEPTIONS
	SECTION 10 – EMERGENCY PURCHASES
	I. GUIDELINES
	II. PROCEDURES
	A. Competitive bidding or proposal requirements do not apply in this situation.
	B. The Administrator or designee shall attempt to contact the Board President and one (1) Board Member for authorization of the purchase; however, if the Board President or Board Member is unavailable, the Administrator has the authority to purchase n...
	C. The Administrator shall make the necessary purchases and note on all Purchase Orders and other documentation that they are emergency purchases.
	D. Depending upon the circumstance, Board Member's approval may be required prior to authorization of an emergency purchase.







