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METHODS OF PROCUREMENT

DEFINITIONS:  

Bluebonnet Trails Community Services (BTCS) enters into contracts for the purpose of purchasing services and goods as well as for the purpose of delivering services.  For the purposes of this procedure, the following are definitions regarding our contracting agreements:

Consumer Services Contracts—Contracts through which BTCS purchases professional services from qualified contractors for the purpose of direct care for the consumers and clients served by BTCS.  The BTCS Board of Trustees entrusts with the Executive Director the authorization to execute on behalf of the Board:

· contracts for professional services with persons responsible for the delivery of client-related services up to $85,000.00.

· All contracts exceeding these amounts will be presented to the Board of Trustees for approval.
Professional Services Contract—Contracts through which BTCS provides professional services and receives payment for the provision of those services.  The scope of the delivery of services to be provided by BTCS is defined within the contract established with the purchaser of the services.  
Vendor Contracts—Contracts under which BTCS agrees to purchase goods, equipment, maintenance or professional services from a qualified vendor.  The BTCS Board of Trustees entrusts with the Executive Director the authorization to execute on behalf of the Board:

· contracts for purchases for equipment and associated services up to $25,000.00.

· All contracts exceeding these amounts will be presented to the Board of Trustees for approval.

PURPOSE:   

Bluebonnet Trails Community Services (BTCS) adheres to the Texas Administrative Code contracts management requirements for Local Authorities:  Title 25, Part I, Chapter 412 and Title 40, Part I, Chapter 69.  

BTCS abides by this procedure to:

· ensure that all applicable state and federal laws rules and regulations are strictly maintained when establishing contracts for community-based services;  
· establish guidelines promoting competition to the extent appropriate and allowable by state and federal laws and policies, and to secure services determined to provide best value; 

· provide opportunity and a process for all qualified organizations or persons to apply to do business with the local authority; and

· ensure an appropriate, cost-effective and efficient method for securing community-based services is applied. 

PROCEDURE:
Consumer Services Contracts must be procured competitively unless BTCS determines that the community service:
· can be procured non-competitively; or 

· should be procured through open enrollment.

The BTCS Board of Trustees entrusts with the Executive Director the authorization to execute on behalf of the Board:

· contracts for competitive bid purchases for equipment and associated services up to $25,000.00.

· contracts for professional services with persons responsible for the delivery of client-related services up to $85,000.00.

All contracts exceeding these amounts will be presented to the Board of Trustees for approval.

Competitive Procurement Methods:

Informal Solicitation:  Bluebonnet Trails Community Services may competitively procure community services through informal solicitation if the contract amount does not exceed $25,000.00.

A.  The Network Services will be notified by the Director of Authority Functions or designee of the intent to establish an informal solicitation.

B. BTCS must solicit business entities that provide the type of community service(s) being procured and attempt to obtain at least three (3) responses.  Responses may be oral, written, or electronic.

C. Documentation must include:

1.   the names and telephone number of the business entities contacted and the date of       contact;

2.   the specifications for the community service(s); and

3. all responses.

D.   Award of a contract is based on best value as determined by relevant factors outlined        in the Texas Administrative Code relating to Contract Procurement.

Request for Proposals (RFP):  The RFP method is typically applicable to those situations where

funds greater than $25,000.00 are available to the contracting entity for the provision of a service.  When utilizing this method, the following procedures must be followed:

A. A determination has been made, that in order to establish the “best valued” service in the local authority’s service area an RFP must be issued.

B. Network Services will be notified by the Director of Authority Functions or designee to develop the procurement packet for the specified service.

C.  Network Services will develop a procurement packet within 30 days.  The packet must contain the following elements:

1.   Detailed description of the community-based service to be purchased, the
consumer eligibility criteria, and all other information included in the RFP Notice;

2.   Approximate number of consumers to be serviced pursuant to the contract;

3.   Method of payment;

4.   Detailed description of all information to be included in a respondent’s proposal;

5. Instructions for the submission of questions concerning the procurement by potential respondents;

6. Instructions for the submission of proposals;

7. Requirements that a potential respondent must fulfill to participate in the procurement process;

8. Assurances that:

a. the respondent has no conflict of interest and meets the standards of conduct requirements.

b. the respondent is not currently held in abeyance or barred from the award of a federal or state contract.

c. The respondent is not delinquent in a tax owed the state.

9. The criteria for evaluation of proposals and contract awards.

10. All relevant factors the local authority will use to determine best value.

D. A Notice will be placed in the local newspaper or professional association newsletter or by direct mail to all known providers of the community service for at least 10 days, but not more than 90 calendar days, prior to the due date for the submission of proposals.  An RFP Notice will include:

1.
the contract term;

2.
a general description of the community service(s) to be purchased;

3.   the geographic area to be served;

4. any limitations on who may submit a proposal;

5. the procedures for obtaining an RFP; and

6. the date and time by which proposals must be received by the local authority.

E. Network Services will ensure that any entity requesting a procurement packet is

provided one.

F. Network Services will notify in writing all entities that have received a procurement packet of any changes made to the procurement packet prior to the designated submission to provide a fair opportunity for each entity to respond.

G.  Network Services will ensure that all information submitted in proposals is

confidential until a contract is awarded (except as provided in the Texas
                  Open Records Act, Texas Government Code, Chapter 552).


H. Network Services may validate any information in a proposal by using outside sources or materials when the need arises.

I. Network Services will collect, maintain in a secure location, and provide copies to appropriate Senior Management team members proposals submitted in response to an issued RFP.

J. Network Services will notify in writing to all respondents to an RFP if it is canceled at any time for any reason.

K. Network Services will notify in writing to all respondents to an RFP that the contract was awarded and that the proposal is no longer being considered.  This will be done within 10 business days of contract award.

L. Network Services will respond to all written requests from respondents requesting information concerning why its proposal was not accepted within 30 business days of receiving the written request.  

Evaluation of Proposals:  All proposals submitted in response to an RFP will be evaluated by designated members of the Senior Management Team within the specified timetable indicated in the RFP.  Proposal will be accepted only if the respondent has followed the RFP instructions, submitted the proposal within the established time frame, and included all information requested. A proposal must include, but is not limited to, the following information:

1.  The respondent’s name, address, telephone number, and type of business

entity;

2. A detailed description of information requested in the procurement package to be included in a proposal;

3. The respondent’s eligibility requirements for contract award (e.g. credentials for providing the community service(s), such as applicable certifications, licenses, evidence of compliance or ability to comply with relevant Health and Human Services Commission (HHSC) rules; evidence of accessibility; evidence of financial solvency; evidence of liability insurance);

4. Assurances that:

a. the respondent has no conflict of interest and meets the standards of conduct requirements on Accountability established in the Texas Administrative Code, Contracts Management for Local Authorities;

b. the respondent is not currently held in abeyance or barred from the award of a federal or state contract; and

c. the respondent is not delinquent in a tax owed the state.

Note:   Negotiations may be conducted either to complete the procurement process or to complete an evaluation of an acceptable proposal.   When only one proposal has a reasonable chance of being awarded, contract staff and the potential contractor/subcontractor will negotiate the contract requirements as necessary to complete the procurement process.   When more than one acceptable proposal is received, negotiation is used to further evaluate competitive proposals and to select one or more for award.   In this situation, no potential contractor/subcontractor is given information that will give the contractor/subcontractor a competitive advantage over the other potential providers.

Non-competitive Procurement: 

A.  The non-competitive procurement method is applicable only if:

1.    The services are proprietary to a single source or only one source can or will               provide the service;

2.    The services will be provided by a governmental agency;

3.    There exists an emergency situation in which a delay may result in harm 

       to a consumer who is to receive the community service;

4.    The services are for less than $5,000.00 and the total amount was not divided to
        qualify for a non-competitive procurement; or

5.    A competitive procurement was attempted and either no qualified response or

  only one qualified response was received.

B. Network Services will be notified by the Director of Authority Functions or designee of the intent to establish a non-competitive service contract in a particular

      county or service area.

C. Network Services or person requesting the service to be contracted will document the justification for utilizing the non-competitive method.
Note:  Providers under a non-competitive procurement arrangement are held to the same standards of care as any other provider under contract.  A provider obtained by non-competitive procurement must follow all required rules, regulations, state and federal laws, and quality standards as are expected of all providers doing business with Bluebonnet Trails Community Services.

Open Enrollment: Bluebonnet Trails Community Services may use open enrollment to establish and maintain a provider network for specific services.  The open enrollment method is used to procure qualified contractors for inclusion in the Center’s provider network.  The following procedures must be followed when utilizing the open enrollment method:

A. Network Services will be notified by the Director of Authority Functions or designee of the intent to implement the open enrollment method for a specified service.

B. Network Services will ensure that a solicitation is published in a local paper and/or professional newsletter a request for applications notice to procure qualified providers for inclusion into the Center’s network.   In addition, Network Services will ensure that the notice is posted in a prominent area at the Center’s administrative office.

Note:  The request for applications notice must be published in a local newspaper or professional newsletter every two years at a minimum for as long as the open enrollment method is utilized.

C. Network Services will ensure that the request for applications notice includes, at a minimum, the following information:

1.   A brief description of the types of community services the local authority intends

      to procure through open enrollment;

2.   The geographical area to be served under the contracts;

3.
The procedure for obtaining an application packet;

4. The date and time by which applications must be submitted, if any.

D. Network Services will ensure that all respondents will have an application packet sent to them.  Any potential applicants will receive a packet within seven (7) business days from the date of requesting a packet.

E. Network Services will ensure that all requests for application packets include at a minimum the following information:

1.
A detailed description of each type of community service to be contracted, the consumer eligibility criteria and all information contained in the request for applications notice;

2.
The rate of payment for each specified service to be contracted and method used to determine that rate;

3.
A detailed description of the information to be included in an application;

4.
Instructions for submitting an application;

5.
Eligibility requirements that respondents must meet to be included in the Center’s provider network;

6.
Documented assurances that the respondent: (a) is not currently held in abeyance or barred from the award of federal or state contracts; (b) is currently in good standing for tax owed to the state of Texas; (c) meets the qualifications as outlined in the application packet; (d) agrees to provide the specified service(s) at the stated rate of payment.

7.
The criteria for acceptance of a respondent into the Center’s network.

F. The Director of Network Services will ensure that all applications received from respondents includes the respondent’s name, address, telephone number, type of business entity, and specific services that the respondent will provide.

G. The Director of Network Services or designee will obtain clarification or confirmation of information submitted in an application when the need arises.

H. The Director of Network Services will provide copies of applications received to the members of the senior management team for their review.

I. Bluebonnet Trails Community Services will approve for inclusion into the provider network all respondents that meet qualifications specified in the request for application packets, and who have completed the application as required in the instructions.

J. Credentialing of network providers, if required for the specific service, will be done through the Human Resources Credentialing Coordinator. The Credentialing Coordinator will collect, review, verify, store, and update credentialing information on each network provider.

RECORD MAINTENANCE: 

 The Local Authority will maintain for five (5) years or until the end of any litigation concerning the contract the following documentation:

1. Justification for non-competitive procurement;

2. The solicitation and any modification or revisions made;

3. All responses to the solicitation and any modifications or revisions made;

4. The evaluations of all responses and evidence that the local authority considered all relevant factors;

5. Written correspondence between the local authority and respondents prior to contract award;

6. Optional or required credentials, if any;

7. Written protests, if any, and their disposition;

8. The executed contract;

9. Written correspondence between the local authority and the contractor concerning the contractor’s performance;

10. Copies of any audits performed or required by the local authority.

