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SECTION 1    EXECUTIVE SUMMARY 
 
The Fort Bend County Clerk requires the digitization of historical Case Files. Kofile 
Preservation, Inc. (hereby Kofile) is uniquely qualified to complete Fort Bend County 
Clerk’s modernization goals. We have taken an innovative approach to this project to 
ensure successful digitization. This project includes Case Files from Fort Bend County. 
Services will include assessment of previously scanned images for quality and 
completion and rescanning files if necessary. We will also perform image capture and 
processing, zonal enhancements, image splitting (as needed), and importation into 
Tyler/Odyssey Case Management System.  
 
DO IT RIGHT, DO IT ONCE, DO IT FOREVER 
This philosophy is the driving force placing Kofile above all other competitors. Our 
services are not ’as-is’ or ’scan it and forget it.’ Our basis for success is decades of 
experience, realistic solutions, and professional analysis. We guarantee that all work is 
the highest quality and free of distortion or information loss.  
 
The Fort Bend County Clerk is assured of the survival of the Best Original Image for the 
application of current and future technologies. Kofile understands the need for access 
to public records, and the ease of rapid digital retrieval.   
 
Sections 2 and 3, address the ability of the Kofile solution to meet the County Clerk’s 
requirements, including: 
 Quality Control 
 Image Capture 
 Image Processing 
 Indexing 
 Standards 
 Security 
 

With headquarters located in Dallas, TX, Kofile works side-by-side with Fort Bend County 
Clerk’s key project stakeholders to ensure that the requirements are understood, 
technology is appropriately applied, and the benefits exceed expectations. See 
Section 4 for Project Inventory & Pricing. 
 
Key personnel are identified and introduced in Section 5: Qualifications. With our 
services, clients have access to the world’s foremost experts in public records in Texas.  
 
Kofile appreciates this opportunity and we hope to be of service to the Fort Bend 
County Clerk in this engagement. If we can provide additional information, or if you 
have any questions on this proposal, please contact Billy Gerwick at (214) 351.4800 or 
via email at billy.gerwick@kofile.us. 
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SECTION 2    LOCATION OF PERFORMANCE 
 
LOCATION OF WORK 
Kofile’s corporate headquarters is 
located at 6300 Cedar Springs Road 
in Dallas, TX, see pictured right. Our 
entire facility is contained within a 
fire resistant brick and concrete 
building—which contains structural 
steel support members, fire rated 
walls, ceiling, and flooring.  
 
SECURITY 
Due to the sensitive nature of the 
data, Kofile provides multiple 
security measures. The Kofile facility is designed to ensure the safety of our client’s 
records. A 24/7 on-site security person and electronic surveillance guard our facility.  
  
Kofile works in a secured, directory-based environment. Kofile employees are subjected 
to background checks and extensive interviews. Before they work with confidential 
records, the technician must graduate a series of work-effort tiers. Our operator 
terminals are configured to ensure that no data can leave the facility. Any employee 
who works on a project is issued a username and password to access images. Rights 
are assigned to individual images as “read only.” Only approved employees have the 
passwords to change image permissions. Therefore, no one can delete or modify 
images without authorization. All activity of this nature is logged.  
  
Kofile establishes positive control over each item. Inventory control is continuously 
maintained throughout each step of the conversion process. Our SQL imaging 
database maintains a complete audit trail throughout each step. We have managed a 
large number of projects and have not lost any media or source files. Irreplaceable roll 
film, aperture cards, cartridges, paper files, charts, maps, and microfiche are all 
handled in this manner, without loss. 
  
Kofile’s server architectures allow redundancy of data operations within multiple 
locations. Data is regularly backed up to allow services to resume without interruption. 
Double redundancy is accomplished with off-site backups at alternate. 
  
 
 

FORT BEND COUNTY CLERK 2 I 13  
ARCHIVAL DIGITIZATION OF HISTORICAL CASE FILES 
September 5, 2014 

 



 
VAULTS 
The Dallas facility has 
three vaults. Each 
vault is secured with 
Level 5 vault doors 
with a 4-Hour UL 
Rating of at least 350 
(fire resistance).  
  
Each vault has its own 
independent HVAC 
system, monitors for 
humidity and 
temperature, and 
controls for airborne 
particulates (monitored by analog loggers). Kofile 
actively monitors for micro-organic growth.  
  
Daily protocol requires that records removed from the vault for work be in the custody 
of a technician at all times. When records are not undergoing treatment, they are 
immediately returned to the vault area.  
 
Kofile provides storage services for microfilm, microfiche, and other types of data in its 
Media Vault. Kofile randomly performs spot tests to safeguard against certain 
contagious contaminations, such as Vinegar Syndrome, mold, mildew, and/or Redox 
on microfilm. Acetate Base Film is separated from Polyester Base Film and is stored in 
separate storage boxes to help eliminate film contamination, as Eastman Park 
Micrographics (EPM) recommends.  
  
Kofile can retrieve any or part of the microfilm/data and transmit the requested 
microfilm/data to a customer through electronic or other means. The client owns all of 
the stored microfilm/data, and Kofile will not sell or in any way distribute the 
microfilm/data. 
 
BACK-UPS 
Scanned information is captured on local workstations and processed in batches. After 
capture, the batches are stored on centralized servers with RAID 6 arrays. Index servers 
are also backed up. After indexing, data is batch processed on central servers. These 
are backed up nightly, and the entire group of information is stored on archive servers. 
These data sets are moved to tape with multiple copies maintained offsite and within 
the vault noted above. A backup implementation and rotation schedule is provided 
upon request.  
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SERVICE DELIVERY 
At Kofile, trained personnel handle documents with the utmost care. For projects 
with large inventories, records are transported in our secure 18-foot truck. The 
cargo is held in a climate-controlled environment. This vehicle boasts a 4,000 lb. 
lift gate, air suspension, and air brakes. This truck is also equipped with several 
extra security features, which include 
back-up cameras and an anti-lock 
braking system. With this security 
system, we can monitor cargo in 
transit. Executives monitor 
location, warning signals, and 
environmental conditions during 
transport. 
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SECTION 3   METHODOLOGY 
 
PRODUCTION TRACKING SYSTEM (PTS) 
An integral part of project management relates to the cataloguing of incoming files 
and tracking through stages.  Kofile uses its Production Tracking System (PTS) capability 
to enhance the management of the project by producing unique IDs for each control 
unit.  PTS provides staff with the tools necessary to positively control the project and to 
manage the inventory of images, boxes, and microfilm on an ongoing basis.  Kofile 
employees are able to track the individual status of each document flowing through 
our system and is used further for audit tracking purposes for each employee.   
 
INFORMATION REQUESTS 
"Hot Shots" or Fort Bend County Clerk’s information requests are available via fax or 
email. Upon receipt of a Hot Shot, Kofile will flag the requested record and verify 
inventory control, pull supporting paperwork, and email/fax a response to the requester 
or alternate. The turnaround time for Hot Shots will meet or exceed the requirements of 
the Fort Bend County Clerk’s Office. 
 
IMAGE PROCESSING AND ENHANCEMENTS 
Images are captured at a minimum of 200 dpi at 256 gray levels. This methodology 
ensured the highest image quality for documents with poor contrast and difficult-to-
read information. As a standard process, all images accumulate as Group IV bi-tonal 
images in a standard TIFF format. Single-page images will be stored in .001-.Onn (Page 
Numbers) extensions. For output, images are optimized and scaled according to the 
specifications of the target system.  
 
IMAGE PERFECT is Kofile’s proprietary 
application software. It ensures optimum 
image quality. For documents that vary in 
size and density, this custom programming 
ensures image uniformity. IMAGE PERFECT 
provides proprietary algorithms to achieve 
the highest image quality. The utilization of 
algorithms are critical for capturing 
different densities and quality levels in a 
records collection. 
 
Kofile maintains 100% document integrity 
and image control with exclusive Image 
Locking capabilities. This eliminates the 
possibility of rescanned pages accidentally 
cutting and pasting into incorrect pages. 
IMAGE PERFECT uses custom image clean up Before and after image processing. 
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and enhancements such as deskew, 
despeckle, character repair, and zonal 
processing. Annotations are supported 
to allow the electronic addition of 
Name, Book Type, Volume, and Page 
on the image. 
 
Kofile employs Quality Targets—see 
below right-- to establish the baseline 
digital capture quality of the scanner 
at the time of scanning. This allows 
Kofile to measure the digitization 
physics at the time of capture. The 
Quality Target serves as the foundation 
for our quality assurance analysis. Each 
image is measured for the following 
attributes, at a minimum: 
 Target DPI 
 Target Tone scale and 

correction 
 Color Management 
 Brightness/Contrast Correction 
 Gamma Adjustment 
 White Balancing 
 Page Orientation 
 Exposure uniformity 
 Color reproduction data 
 

During the image repair process, IMAGE PERFECT allows repair of the currently displayed 
image without rescanning. This eliminates the need for rescanning additional images 
that could compromise image integrity. Our procedures and software ensures the 
highest possible quality at each step during the image capture/processing process. 
 
Quality Control 
Image files undergo software auditing and human review—ranging from a sight check 
of every image to a representative sample of the scanned file. Our quality control 
process ensures that all images are certified. We do rely on random sampling. 
 
Kofile provides an image log that notes the steps employed for each book. Image 
quality is checked during scanning to ensure information is not lost during capture. Each 
page is checked to ensure there are no missing pages, double feeds, and to account 
for “A” pages (which may have been added to the original book).  
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Standards and Formatting 
Kofile makes use of gray-scale scanning techniques for documents to ensure the 
optimum resolution of each page. We verify effectiveness and minimum legibility of the 
scanning process through rigorous and systematic quality control. 
  
Security Back-ups 
Upon request, Kofile stores an electronic security back up of all images in case of loss, 
damage, or destruction by fire or natural disaster. 
 
INDEXING 
Our proprietary indexing software 
and keying procedures provides 
proven 99.25% accuracy. Prior to 
beginning any indexing project, 
Kofile conducts a comprehensive 
assessment of the County Clerk 
Office’s indexing specifications.  
 
The assessment process includes 
documenting established methods 
of indexing specific instruments, 
clarifying terminology, and 
determining the standards used for 
entering names, dates, and other basic information required for indexing. This analysis 
produces essential information to ensure the metadata’s accuracy and integrity. 
 
Full consideration is given to all indexing situations, including cross-indexed documents, 
differentiation between individual names and corporation names, government 
departments and agencies, alternate and alias names, the inclusion of abbreviations, 
titles, and consistency in naming format—including hyphens, numbers, spaces, and 
suffixes. Taking the additional time for a thorough examination of the County’s 
particular requirements allows for accurate and consistent indexes, guaranteeing quick 
searches for users. 
 
Our Data Entry Manager, Wanda Gomez, has over 43 years of experience. She excels 
at placing the customer's needs first. Data integrity is essential. Our goal is to provide 
consistently keyed fields. This will improve document retrieval and build a dependable, 
searchable database for staff and patrons.  
 
Kofile performs key entry at least twice for every field. Following the initial field key entry, 
the record displays to a second indexing operator. This individual also keys the field 
(also termed a “blind re-key”). The software compares the entries. If they do not match, 
the record is sent to a supervisor. This supervisor identifies the problem with the field 
entry and determines if it is a one-time keying error or a prevailing issue. The supervisor 
decides if a new keying standard is needed for all operators to follow. The record is then 
sent to another indexing technician and keyed again. With this methodology, each 
field is blind-keyed three times.  
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In our quality control procedures, experienced managers and supervisors internally 
research and answer questions about any problematic process. If the Fort Bend County 
Clerk’s Office is required to provide input, Kofile will contact the District Clerk for a 
clarification and/or decision. Client involvement demonstrates our pride in building 
successful professional relationships with our clients. 
  
TSG ODYSSEY CONVERSION 
Kofile has imaged, indexed, and imported multiple District Clerk and County Clerk case 
files into the Tyler Technologies Odyssey case management system. Our methodology 
allows us to control the importation process, which no other case file imaging company 
can provide.  
 
Kofile has worked closely with the Odyssey development and conversion teams to 
create a customized import application and process. Our specialized process and 
application simplifies the conversion process for Tyler personnel. Our methodology 
enables the following benefits:  
 Faster importation of case file images and indexes into Odyssey 
 Efficient handling of data or image issues after import 
 Reduced number of errors in the conversion process due to improper Odyssey 

formatting 
 Fewer hours and project invoices for Tyler Odyssey technical project assistance 
 Assistance with sign-off and acceptance testing. Clerks are not required to check 

thousands of case files alone 
 
Importation Process 
Kofile’s standard process for importing case files into the Odyssey case management 
system differs depending on whether the files have an existing index in the Odyssey 
system.  
 
The process for importing case files that have a pre-existing index in Odyssey includes 
the export of the existing Odyssey index, matching the existing index with the 
appropriate case files, importing the case file images, and merging images with the 
existing index.  
 
The process for importing case files that do not have an existing index in the Odyssey 
case management system differs in that Kofile indexes the case files by Odyssey 
required fields including Cause Number, Plaintiff, Defendant, Date, etc. The new 
indexes and corresponding images are imported into Odyssey and displayed as 
“Historical Conversion” or “Archived Images” in the “Documents” tab in Odyssey. 
 
Imaging & Individual Events 
While Kofile can load images to custom areas within the Odyssey system (including 
loading individual events into existing or new indexes), we do not recommend 
attaching images to individual events. When images are attached to individual events, 
each imaged document in a case requires separation from the case and indexing by 
event type or document type and date. Often the date and document type will not 
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match the pre-existing index, and technicians must attach mis-matched indexes and 
images manually. This manual attachment process results in additional costs that 
instead could be allocated to more detailed plaintiff/defendant indexing or additional 
imaging of cases.  
 
Our list of references can attest to the level of convenience of having an entire case 
imaged under a single line in the “Documents” tab. Imaging an entire case maximizes 
the number of complete case files imaged; whereas, attaching a smaller percentage 
of case file images to individual events requires a constant need to reference the 
original documents. Eliminating the need to access and re-shelve case files liberates 
Fort Bend County Clerk’s Office employees to perform other tasks. 
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SECTION 4   PROJECT PRICING 
This quote is based on TXMAS Contract No. TXMAS-13-36010, KOFILE Preservation, Inc. 
Please note that for all pricing based on estimates, actual billing will occur on actual 
counts. Prices are good for 90 days from the date of the quote. 
 

FORT BEND COUNTY CLERK 
PROJECT PRICING 

TXMAS  
PART NO. NIGP  TXMAS PART NO.  

DESCRIPTION 
UNIT OF 
MEASURE QUANTITY UNIT PRICE TOTAL PRICE 

IMGP004 92030 Archival Imaging of Tri-
Fold Case File: 
Typescript Record  

Page 2,391,400 $0.21 $502,194.00 

TOTAL  $502,194.00 

 
 
 
 
 
F 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

PRICING INCLUDES: 
 Index 
 Key & Blind Re-Key Verify All Documents 
 Disaster Recovery Electronic Off-Site Backup 

 
Image Capture & Image Processing 
 Document Prep (Staple Removal, etc.) & De-Prep 
 Image Capture 
 Image Processing & Zonal Enhancements: Polarity Reversal, Deskew, 

Despeckle 
 Page Validation (Automated PG. Numbering Software for Validation) 
 Disaster Recovery Electronic Off-Site Backup 

 
Tyler/Odyssey Conversion 
 Indexing Required for Importation 

o Plaintiff/Defendant 
o Case Number 
o File Date 
o Case Type 
o 37 Required Metadata Tyler/Odyssey Fields 

 Provide Intermediate Conversion Database for Importing into Tyler/Odyssey 
upon Completion of Indexing 

 Note: Additional Hourly Charges from Tyler/Odyssey May Apply for the Final 
Import 
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SECTION 5   QUALIFICATIONS 
 
With Kofile, the Fort Bend County Clerk saves money, eliminates exposure of assets at 
multiple locations, and ensures a resulting digital image that is highest quality and free 
of distortion or information loss. Kofile’s projects are managed by true pioneers in 
micrographics, imaging, re-creation, and data entry solutions for government records. 
  
Our projects often continue in multiple phases over many years and administrations. 
With the combination of an experienced Imaging team and technology competence, 
and considering our status as a software developer, our capability to enhance the 
image processing process extends well beyond that of competitors.   
  
RANDY BARNES 
CHIEF OPERATIONS OFFICER 
Barnes designs, implements, and manages the various processes 
employed by the image processing and indexing production 
groups. He has over 15 years of experience in imaging 
technology including imaging hardware, software, and leading 
imaging technologies. Barnes was the project manager for 
successful sovereignty image and indexing projects in some of 
largest Texas and national counties. He has experience in 
Land Record, Criminal, Civil and Appraisal system 
implementations and system training. Randy's technical 
background and in county experience give him a unique 
view into how government records are used by clients and 
their customers.  
 
WANDA GOMEZ 
DATA ENTRY MANAGER 
Gomez brings over 42 years of experience in the field of 
land records management. Wanda’s expertise extends 
into Government and Land Title businesses. Wanda has 
overseen the indexing of both current and historical 
records for District and County Clerks. She has been 
instrumental in developing the indexing standards used in 
the offices of many Clerks today. Wanda was the 
manager of the indexing department of Global 360 BGS. 
She was the manager of the indexing department for 
Government Records Corp. from 1990 to 2005. Prior to 
1990, she was the land records manager for Business 
Records Corporation from 1974 through 1989. Wanda’s 
knowledge, reliability, and pursuit of excellence make her 
an invaluable asset to our customers. 
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JANICE CASEY  
INDEXING SUPERVISOR 
Casey is responsible for overseeing key and verifying locates 
and GFs from the Map Room. She is also responsible for key 
and the verification of legal documents for Title Customers. 
Casey creates and updates the data entry process and 
procedures manual. She directly communicates issues and 
suggestions to the Indexing Manager. She is available to 
answer questions concerning document interpretation. She 
also oversees the transfer of new documents from Daily 
Indexing to Internal Systems, and releases new indexes to 
Daily Indexing from Internal Systems. 
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Texas Multiple Award Schedule (TXMAS) Program 

TXMAS CONTRACT NUMBER TXMAS-13-36010  



http://www.window.state.tx.us/procurement/prog/txmas/


v.09042014 

 STEP THREE 

 STEP TWO 

 STEP ONE 

PROCEDURES TO 

REPORT SALES TO TXMAS 

@MAIN PAGE 

 

Click on the link at the   

top right of the page:  

Agency/CO-OP Sign in 
 

Sign into the system 

 

 

 
 
 

Use the Search Bar at 

the top left of the page 

to enter: Kofile 

 
 

 

@SEARCH RESULTS 

 
Click the blue button:  

Add to cart 

 STEP FOUR 

Go to: http://www.txsmartbuy.com/ 
 

You will need:  1. TxSmartBuy Sign in username and password  

        (usually managed by the County or City’s Purchasing 

        Dept. or Auditor) 

The quote is entered into TxSmartBuy upon purchase.  



v.09042014 

 STEP FIVE 

@ADD ITEM TO CART 

 

 

 

 

 

 

 

 

 

 

 

 
 

Complete the following prompts, if applicable: 
 

   Enter total quote $ amount as the QUANTITY:  
If quote amount is $1,305.89, then enter $1,305.89 into the item quantity. 

 

   If dealers are available, choose dealer from the pull down. 
 

   The quote amount for the non-Incidental fees should be entered as the 

quantity of the $1 item. (Kofile does not quote any non-Incidental fees). 
 

  Add other charges using the Charges tab, if necessary. 
 

  Choose Delivery date. 
 

  Choose Shipping Address. 

 

Internal Tracking No.: Use the County-issued Purchase Order No. 

 
Add to Cart. 

 STEP SIX 

@MY CART 
 

Attach Kofile quote: 

Attach File to Item > 

Choose File 
 

Type in the box ‘Add 

Note to Item’: See 

attached Quote #... 
 

Proceed to checkout. 



 





2.8.1 
 
  Texas Multiple Award Schedule Contracts 
      PCC X 
 
Introduction 
 
The Texas Multiple Award Schedule (TXMAS) Program adapts existing competitively awarded 
government contracts to the procurement needs of the state of Texas. Unlike some other 
purchasing methods, purchases made from TXMAS contracts do not require delegated authority 
from TPASS to make purchases over $25,000 for commodities and $100,000 for services. To be 
considered for the TXMAS Program, an existing contract must be: 
 

• Awarded by the federal government or any other governmental entity in any state. 
• Awarded using a competitive process. 
• Adaptable to the laws of the state of Texas 

 
Each TXMAS contractor is required to provide a TXMAS product catalog. Catalogs must 
contain the following information: 
  
• Item specifications. 
• Ordering procedures. 
• Invoicing procedures. 
• Contact information for making purchases and for customer service. 
 
Terms and Conditions: If any information is needed in reference to the Terms and Conditions, 
please contact the contract holder or the TXMAS Coordinator at (512) 463-3421. 
 
TXMAS contractor catalogs are available on the TXMAS Contracts By Schedule.  
 
General Services Administration Federal Supply Service Contracts 
 
The vast majority of TXMAS contracts are adapted from General Services Administration 
Federal Supply Service (GSA) contracts. For this reason, it is common for a contractor’s 
TXMAS catalog to be nearly identical to its GSA catalog. For contracts adapted from GSA 
contracts, the TXMAS prices must be identical to those on the GSA Schedule. These are the 
"Most Favored Customer" (MFC) prices and are the maximum prices allowed. To learn about 
negotiating lower prices for TXMAS contract items, please see the section entitled "Negotiating 
Price with TXMAS Vendors" below. 
 
 
  

http://portal.cpa.state.tx.us/txmas/txmas_index.asp


Purchasing from TXMAS Contracts 
 
Prior to purchasing the product or service from a TXMAS contract, follow applicable statutes, as 
required, for purchasing from the CCG, TIBH, TCI, the TxSmartBuy term or Managed term 
contracts. 
 
To purchase outside an established TPASS term contract, conduct a search of all TPASS term 
and TXMAS contracts for the product or service required.  It is recommended that a comparison 
be conducted between the contracts for best value and be based upon the exact product’s 
functional specifications or service requirements. 

 
Purchase Orders against TXMAS Contracts must be entered through the TxSmartBuy on-
line ordering system.  
 
Best Value Comparison Documentation: 

 
Price cannot be a factor to not purchase TIBH products.  If the product desired is  
available through TIBH, the purchase order must be issued through the TxSmartBuy  
ordering system.  Products available from TCI should be purchased when meeting the  
functional specifications of the required product. Purchases for services or products available 
through CCG contracts must be processed through those contracts. 

 
1. For products or services other than those available through CCG, TIBH or TCI, 

record the following information in the procurement file:  
a. Description of the product or service  
b. TPASS term contract number(s) and the TXMAS contract number(s) searched. 

NOTE:  If searching a new TXMAS contractor that does not have a listing or link 
to their catalog on the TXMAS Contracts Web Page, request a catalog from that 
contractor with a copy of their TXMAS award notice. 

c. Product manufacturer/brand and model/product number 
d. Pricing printed from the TPASS Term Contracts including any additional charges 

as applicable (freight, inside delivery).  
e. Include pricing from TXMAS contractors that provide the product or service from the 

on-line catalogs or quotations.  If the quoted price is less than the price listed in the 
contractor’s TXMAS on-line catalog, make note that the lower pricing was confirmed 
and list the representative’s name. If the quoted price is higher than the price listed on 
the contractor’s TXMAS on-line catalog, request that the contractor provide a new 
quote with the published price.  

 
Issuing the Best Value Purchase Order 

 
• Document the basis for the best value determination in the procurement file. 
• If the TPASS term contract(s) provide the best value, the purchase order must be 

processed through the TxSmartBuy ordering system, or if available from a Managed 
Term Contract, issue an internal purchase order directly to the contractor.  
 

http://www.window.state.tx.us/procurement/contracts/txmas.php


 
• If the TXMAS contract provides the best value, issue a purchase order to the contractor 

through the TxSmartBuy ordering system or, if to a contractor’s dealer, issue an internal 
purchase order directly to the dealer.  The dealer must be listed on the TXMAS 
contractor’s contract page. A TXMAS contractor is not required to accept orders below 
the minimum order limit shown on its contract page. Orders between the minimum and 
maximum order limits listed on the contract page are subject to TXMAS catalog pricing. 
For orders above the maximum limit, you are entitled to negotiate lower prices than those 
listed in the TXMAS catalog. 

 
 
TXMAS Purchases for Products or Services NOT Available through TPASS 
established contracts: 
 
TXMAS Procurements of $5,000 and Below  

• Prior to purchasing the product or service from a TXMAS contract, follow applicable 
statutes, as required, for purchasing from the TIBH, TCI, the TxSmartBuy term or 
Managed term contracts. See Section 2.5, “Set-aside Purchases.”  
 

• Agencies are required to obtain the “best value” for expenditures of agency funds by 
obtaining multiple quotes (at least three) where possible and document their efforts in the 
procurement file. The quotes may be obtained via telephone or by electronic transmission 
 

• The agency shall issue a purchase order to the selected “best value” TXMAS contractor 
through the TxSmartBuy ordering system or, for contractor’s dealers, issue an internal 
purchase order using internal agency procedures and policies for purchases of $5,000 and 
below. 

 
TXMAS Procurements over $5,000 
 

• Prior to purchasing the product or service from a TXMAS contract, follow applicable 
statutes, as required, for purchasing from the CCG, TIBH, TCI, the TxSmartBuy term or 
Managed term contracts. See Section 2.5, “Set-aside Purchases.”  

• Research the on-line catalog pricing and/or obtain a price quote from as many TXMAS 
contractors as necessary to provide best value to the state. Document all price quotes in 
the procurement file. If the TXMAS contractor’s website is not shown on the TXMAS 
Contracts Web Page, the contractor must include a copy of the TXMAS contract award 
notice with its price quote. 

• For all TXMAS purchase orders that exceed $25,000, the agency must post the Award 
Notice on the ESBD (Electronic State Business Daily). 

• A TXMAS contractor is not required to accept orders below the minimum order limit 
shown on its contract page. Orders between the minimum and maximum order limits 
listed on the contract page are subject to TXMAS catalog pricing. For orders above the 
maximum limit, the purchaser is entitled to negotiate lower prices than those listed in the 
TXMAS catalog.  

http://portal.cpa.state.tx.us/txmas/
http://portal.cpa.state.tx.us/txmas/


 
• Proprietary TXMAS procurements: 

 
If the proprietary product or service is available through a TXMAS Contract, prepare  
documentation (letter or memo to the file) justifying the proprietary purchase in accordance with 
Government Code 2155.067 and obtain the authorized signature of the appropriate agency’s 
personnel as identified in the agency’s Procurement Plan. Retain this document in the 
procurement file. 

 
• Prices for the following may be negotiated with a TXMAS contractor:  

 
1. Incidental, off-schedule items and services, installations, set up or inside delivery if 

necessary for product warranty, system integration or product completeness as 
required to facilitate TXMAS contract purchases. 

2. TXMAS contract goods and services that the contractor is offering through a 
promotional program. 

3. TXMAS contract goods and services in an amount that exceeds the contract’s 
Maximum Order. 

 
Incidental, off-schedule items and services, installation or inside delivery and set up, may 
be purchased as "best value, open market" items provided that they are necessary for 
product warranty, system integration or product completeness. An agency is responsible 
for ensuring that the quoted price for such incidental items is fair and reasonable. These 
incidental items and services may be added to the purchase order if they are clearly 
labeled as "open market, best value" items on the contractor’s quote.  

 
• Purchase orders must be processed through TxSmartBuy. 
• Some TXMAS contract items are loaded into the TxSmartBuy system for purchasing 

directly from a contractor.  Contract items can be searched and added to a shopping cart 
to complete the purchase order through the system.  

• TXMAS contracts provide items for purchase through a quote process.  These orders are 
processed through the system as a single line item for the total amount of the quote.  The 
quote document can be attached to the purchase order in the system and will be sent to 
the contractor with the purchase order.   

• Internal purchase orders following agency policies and procedures can be issued to 
TXMAS contractor dealers.  The dealer must be listed on the TXMAS Contractor’s 
contract page.   
 
The dealer will process the order and is to be paid directly by the customer. These orders 
must contain the following documentation: 
• TXMAS Contract number 
• NIGP Code (Class and Item) for each purchased line item 
• Agency number 
• Best Value Determination 
• Identification of any incidental, off-schedule items and services, installation, set up or 

inside delivery charges. 



Proposing New TXMAS Contracts 
 
 
IF THEN AND 
You have a requirement 
that could be met by a 
competitively awarded 
government contract 

Verify that the requested 
contract is not already 
available as a TXMAS 
Contract 

• Awarded by the federal 
government or any other 
state governmental 
entity   

• Awarded using a 
competitive process 

• Adaptable to the laws of 
the state of Texas 

The potential contract 
meets the above criteria 

contact the TXMAS Program 
at (512) 463-3421 to begin 
the process for a TXMAS 
contract award consideration 

 

 
Texas Government Code §§ 2155.062, 2155.502, 2155.504, 2155.504(b) and Local Government 
Code §271.101 

http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2155.htm#2155.062
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2155.htm#2155.502
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2155.htm#2155.504
http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.271.htm#271.101


http://www.window.state.tx.us/procurement/prog/txmas/
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