VENDOR
INFORMATION
AND FORMS

ANDERSON COUNTY
AUDITOR’S OFFICE
703 N. MALLARD ST.
SUITE 110
PALESTINE, TX. 75801

Denise Walding — Asst. Auditor
dwalding@co.anderson.tx.us
903-723-7448

www.co.anderson.tx.us

Page 1


mailto:dwalding@co.anderson.tx.us
http://www.co.anderson.tx.us/

MISSION

The Anderson County Purchasing Department is committed to:

e Ensuring compliance with the County Purchasing Act as well as other federal, state, and
local laws applying to Purchasing.

e Providing equal access to all vendors participating through competitive acquisition of
goods and services.

e Providing and ongoing supply of quality goods and services to all County offices.

e Accounting for all County assets through an effective fixed asset management system.

e Protecting the interests of Anderson County taxpayers without regard to any undue
influence or political pressures.

GOALS OF PUBLIC PURCHASING

Public purchasing has several goals including but not limited to:

e Purchasing the proper goods and services.

e Obtaining the best possible price for goods and services, without sacrificing the quality
needed.

e Ensuring goods and services are available where and when needed and there is a
continuing supply available.

e Guard against the misappropriation of assets that have been acquired through the
procurement process.

ETHICAL STANDARDS AND RELATIONSHIPS

Public employees should conduct themselves in such a manner as to foster public confidence in
the integrity of Anderson County’s purchasing process. To achieve this purpose, it is essential
that person or companies doing business with Anderson County observe the ethical standards
prescribed:

e It shall be a breach of ethics to attempt to realize personal gain through public
employment with Anderson County by any conduct inconsistent with the proper
discharge of the employee’s duties.

e It shall be a breach of ethics to attempt to influence any public employee of Anderson
County to breach the standards of ethical conduct set forth in this code.

e It shall be a breach of ethics for any employee of Anderson County to participate directly
or indirectly in a procurement when the employee knows that:

e The employee or any member of the employee’s immediate family has a
financial interest pertaining to the purchase.

e A business or organization in which the employee or any member of the
employee’s immediate family has a financial interest in the purchase.

e Any other person, business or organization with whom the employee or any
member of the employee’s immediate family is negotiating or has an
arrangement concerning prospective employment and is involved in the
procurement.

e It shall be a breach of ethics to offer, give, or agree to give any employee or former
employee of Anderson County, or for any employee of Anderson County to solicit,
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demand, accept or agree to accept from another person, a gratuity or an offer of
employment in connection with any decision, approval, disapproval, recommendations,
preparation of any part of a program requirement or purchase request, influencing the
content of any other advisory capacity in any proceeding or application, request for
ruling, determination, claim or controversy, or other particular matter pertaining to any
program requirement or a contract or subcontract, or to any solicitations or proposal
therefore pending before this County.

e |t shall be a breach of ethics for any payment, gratuity or offer of employment to be
made by or on behalf of a subcontractor under a contract to the prime contractor or
higher tier subcontractor for any contract for Anderson County, any person associated
therewith, an inducement for the award of a subcontract or order.

e |t shall be a breach of ethics for any employee or former employee of Anderson County
knowingly to use confidential information for actual or anticipated personal gain, or the
actual or anticipated gain of any person.

Note: These common standards of ethics have been reproduced from the Model Procurement
Code for State and Local Governments developed by the Texas State Comptroller’s Office.

STATEMENT OF PURCHASING POLICY

It is the policy of Anderson County that all purchasing shall be conducted strictly on the basis of
economic and business merit to best promote the interests of citizens of Anderson County.
Anderson County encourages free and unrestricted competition on all bid requests and
purchases ensuing the taxpayers the best possible return on each dollar. All contracts and
purchases shall be handled so as to obtain the best value for the County, with bids and quotes
solicited whenever practical. Elected Officials or County Employees shall not purchase supplies,
materials, or equipment of any kind for personal use through Anderson County.

The responsibility of purchasing ultimately rests with the Commissioners Court. The Purchasing
Agent, as an agent of the Commissioners Court, aids in the purchasing process but is subject to
the Court’s direction as to reasonable specifications and maximum prices on items to be
purchased. Purchasing is reviewed by the County Auditor acting as the Purchasing Agent.

The County strives to develop effective relationships with vendors and encourages full and open
competition wherever possible. All vendors are afforded equal opportunity to participate in
public bidding. To accomplish this intent, all contracts between the County and the vendor
should be coordinated through the purchasing department.

The Texas State Legislature has passed and made a part of the Local Government Code, Section
262, more commonly known as the County Purchasing Act. It shall be the policy of Anderson
County to fully comply in all aspects with the rules, regulations, and procedures, as they appear
and are amended from time to time, in that act.

Furthermore, it is the intention of the Anderson County Commissioners Court that all individuals
within each department directly or indirectly involved in the purchasing function shall follow the
purchasing policies and procedures approved and adopted by the Commissions Court as
outlined in this manual.
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DOING BUSINESS WITH ANDERSON COUNTY

BUSINESS
NAME:

PLEASE CIRCLE ONE:
YES | would like to do business with Anderson County
NO I cannot provide Anderson County with goods or services

OWNER/GENERAL MANAGER

PRINT NAME

VENDOR INFORMATION

CONTACT NAME:

MAILING ADDRESS:

CITY, STATE, ZIP:

PHONE:

FAX:

EMAIL:

TAX |ID#:

SERVICES PROVIDED:

***PLEASE COMPLETE THE W9 , CONFLICT OF INTEREST, PAYMENT TERMS
AND REFERENCES ATTACHED. ALSO PLEASE PROVIDE A COPY OF YOUR
CURRENT INSURANCE CERTICATE***
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PAYMENT TERMS

The Prompt Payment Law (Texas Government Code Chapter 2251) establishes when payments
are due. This law stipulates a payment is due for goods or services 30 days from the date
goods/services are completed or a correct invoice is received, whichever is later.

To ensure timely payment, invoices along with appropriate supporting documentation should be
mailed directly to the Anderson County Auditor’s Office, Attn: Accounts Payable, 703 N. Mallard
St., Ste 110, Palestine, Tx. 75801 and not to a department or other location.

I have read and understand that payments from Anderson County will be governed by Texas
Government Code.

Signature & Printed Name

REFERENCES

1. 2.

Name Name

Address Address

City, State, Zip Code City, State, Zip Code
3.

Name

Address

City, State, Zip Code
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CONFLICT OF INTEREST QUESTIONNAIRE

FORM CIQ

For vendor or other person doing business with local governmental entity

This questionnaire is being filed in accordance with chapter 176 of the Local

Government Code by a person doing business with the governmental entity.

By law this questionnaire must be filed with the records administrator of the
local

government not later than the 7" business day after the date the person
becomes aware of facts that require the statement to be filed. See Section

176.006, Local Government Code.

A person commits an offense of the person violates Section 176.006, Local

Government Code. An offense under this section is a Class C
misdemeanor.

OFFICE USE ONLY

1 Name of person doing business with local governmental entity.

Date Received
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a Check this box if you are filing an update to a previously filed questionnaire.

(The law requires that you file an updated completed questionnaire with the appropriate filing authority not
later than September 1 of the year for which an activity described in Section 176.006(a), Local
Government Code, is pending and not later than the 7" business day after the date the originally filed
guestionnaire becomes incomplete or inaccurate.)

Describe each affiliation or business relationship with an employee or contractor of the local governmental entity
who makes recommendations to a local government officer of the local governmental entity with respect to
expenditure of money.

Describe each affiliation or business relationship with a person who is a local government officer and who appoints
or employs a local government officer of the local governmental entity that is the subject of this of this
questionnaire.
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CONFLICT OF INTEREST QUESTIONNAIRE FORM CIQ

For vendor or other person doing business with local governmental entity Page 2

Name of local government officer with whom filer has affiliation or business relationship. (Complete this section only if the
answer to A, B, or Cis YES.)

This section, Item 5 including subparts A, B, C & D, must be completed for each officer with whom the filer has affiliation or
business relationship. Attach additional pages to this Form CIQ as necessary.

A. s the local government officer named in this section receiving or likely to receive taxable income from the filer of the

questionnaire?
a Yes
a No

B. s the filer of the questionnaire receiving or likely to receive taxable income from or at the direction of the local
government officer named in this section AND the taxable income is not from the local governmental entity?

D Yes
D No

C. Isthe filer of this questionnaire affiliated with a corporation or other business entity that the local government office
serves as an officer or director, or holds an ownership of 10 percent or more?

d Yes
Qd  no

D. Describe each affiliation or business relationship.
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Describe any other affiliation or business relationship that might cause a conflict of interest.

Signature of person doing business with the governmental entity

Date
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Request for Taxpayer Give Form '&“.:a
oy S Identification Number and Certification e iy
\marmal Ravanus Saios

Nxma (25 Shown On your RCOMA Sz ety
i [ BOsinaes rama/asregerad entity rame, 1 Gffarnt from Sbove
8
5 Chock appropriats ba for fcaral tax classifcation: Examptions {206 natuctions):
9 | O inavidumsois proprictr [ ccorp [ scop O r w» [0
3 Exampt paysa codo (1 )
3 [ umitad satsny company. Enter 30 tax {C~C corp S8 corp Pepar o) > Examption from FATCA reporting
§ coda §f ay)
[ other s 5>
% munmmmq:wmnn) 'S NAMS and foptionad
; City, staia, and 23 coda
m "m\r 1
X300 Taxpayer identification Number (TIN)
Enter your TIN In the appropriate box. The TIN provided must match the neme given on the “Name” line | Soclal sacurity numbar
1o avokd beckup withhoiding. For Individuals, this Is your social securtty numbar (SSNJ. However, for a
resident allen, sole proprietor, or di entity, see the Part | Instructions on page 3. For other - -
antities, It Is your empioyer identification number (EIN). If you do not have a number, see How D get a
TIN on page 3.
Note. It the account Is In more than ona name, see Me chart on page 4 for guidaines on whose Employer idantiication urmbar
number 10 anter.

Al Certification

Undar panaities of perjury, | certity that:

1. The numbsar shawn on this form Is my comrect taxpayer Identification number {or | am walting for a number to be Issuad to me), and

2. 1am not sudject 1o

because: (8) | am exampt from

withhoiding, or (b} | have not been notifed by the intemal Revenue

backup withhoiding backup
Senice (IRS) that | am subject to backup wethnoiding as a result of 8 fallure 1o report all interest or AVidends, or (c) the IRS has notified me that | am

o Jonger subject to backup withhokiing, and
3. 1am a U.S. cittzan or other U.S. person (defined below), and

4. The FATCA code(s) entered on this form (1f any) indicating that § am exempt from FATCA reporting Is comect.

Certification Instructions. You must croes out Itam 2 above If you have baen notified by the IRS that you are
fransactions,

mmmmmg
Item 2 does not apply. For mortgage

canceflation of debt, contributions 10 an inaividual retirement

proparty, arangement {IRA), end
generally, mmmmmmammmmwmwummmunymrrwprmywwmmu See the

instructions on page 3.

Sign Signature of

Here U.S. parson > Data >

General Instructions o ) R Py o ot ; o

Seation reforencas are 1o the namal Ravanue Codo unicas otharwisa noted.
Futwro mmmm-mmﬂphm

m?n;c:‘%gp"n' .n:’n-oqnnopuunn

on Tat pago.

Purpose of Form

A parson who s required 10 i an information ratum with $ho IS must cbtain your
mp%bymhmwml"” ot o ﬂmmm

morigaga infarost you pald, acquisttion o
proparty, of dabt, or Yyou mado
fomn IRA

Usa Form W-0 onfy f you are a LS. pamon (inciuding & resisent alan), So
provids your comect TIN 10 1ha porson requesting i {iha raqueston) and, whan
eppiicabia, to:

1. Carttty that tho TIN you aro ghving ks oormect (or you aro waiting for a number
10 bo lasuad),

2. Cartty that you are not subjoct 10 backup withholding, o

3. Caim U.E. axampt
w;n&w?m-nugm‘y;:mm.
any partnanship INcome from a ULE. Fada or businass is not subjact 1 tho

4. Cartify that FATCA coda(s) antored on this form (f any) indioating that you are

Gxampt from the FATCA reporting, Is comect.

Noto. If you are a U.S. parson and @ requesion ghves you a form othar than Form

W-9 10 raquest your TIN, you must Usa The requestar's Jomm £ 1t ks substantialy

similar 10 this Form W-0.

Definition of a U.S. parson. For fadaral tnx purposcs, you are considarad a US.

parmon ¥ you ara:

-mwmu.u&mmauamm

«Ap creatod or

urms-narmmmumumsm

« An cetato (othar than a Sorcign Gatato), or

-Ammpmnwmm T701-7).
m” that @ trado o in

the Uniiad Statcs e undar saction

uammympmm' mammdmmm

such businoss. Further, In carain casas whoro a Form W-0 has not bean recsived,

nme

o

w and 0 socson 1440 . Tharaforo, o @ma
U.S. parson that Is o partner in a 2 frad or n
Unitod provica Fom W-9 %0 tha parnarship 1o cstablish your ULS. status

Swe,
and avokd section 1446 withhokding on your sharo of parnarship nooma.

Cat. No. 10221X

Form W-0 Fov. 52013
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