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Executive Summary 

T h e H a r r i s C o u n t y D e p a r t m e n t o f E d u c a t i o n ( H C D E ) 
I n t e r n a l P u r c h a s i n g D i v i s i o n i s p l e a s e d t o p r o v i d e t h i s 
A n n u a l B o a r d R e p o r t w h i c h o f f e r s a n o p p o r t u n i t y t o 
s h a r e a n o v e r v i e w o f t h e d i v i s i o n ’ s m e a s u r e s , p r o j e c t s , 
a n d a c c o m p l i s h m e n t s . 
T h e P u r c h a s i n g D i v i s i o n s t r i v e s t o p r o v i d e t h e h i g h e s t 
l e v e l o f s e r v i c e a n d r e f l e c t s t h i s t h r o u g h i t s f o c u s o n 
c u s t o m e r s e r v i c e a n d i t s c o m m i t m e n t t o p r o v i d e 
e x c e l l e n t p u r c h a s i n g s u p p o r t t o s t a f f , d i v i s i o n s , 
a d m i n i s t r a t i o n a n d v e n d o r s . 
T h i s r e p o r t h i g h l i g h t s i n f o r m a t i o n o f t h e D i v i s i o n , 
i n c l u d i n g : 
· S t a f f a n d R e s p o n s i b i l i t i e s 
· S t a f f T r a i n i n g a n d C e r t i f i c a t i o n s 
· O t h e r D i v i s i o n H i g h l i g h t s 
· U p c o m i n g P r o j e c t s 
· S W O T A n a l y s i s 

Mission Statement 

To exceed client expectations by maximizing fiscal resources and 
providing quality support services. 

Purpose 

The Purchasing Division is responsible for purchasing-related 
activities for HCDE in accordance with the authority delegated by 
the Superintendent, the Board of Trustees, and all federal and state 
laws. HCDE’s Purchasing Division ensures that all purchasing 
transactions are in compliance with all state, local and federal 
regulations. 
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Director of 
Purchasing 

Kendra Jackson 

AScsistant Director 
Vacant 

Procurement 
Coordinator 

Inga Ash 

Quality Assurance 
Specialist 

Whitney Coachman 

Contract Manager 
Yaritza Roman 

I 
Purchasing 

Specialist Charisma 
Tolbert 

Quality Assurance 
Specialist 

Deisy Rubio 

D R . J E S U S A M E Z C U A , Y A R I T Z A R O M A N , I N G A A S H , K E N D R A J A C K S O N , 
C H A R I S M A T O L B E R T , W H I T N E Y C O A C H M A N , A N D D E I S Y R U B I O ( N O T S H O W N ) 

T h e H C D E P u r c h a s i n g D i v i s i o n i s p a r t o f t h e B u s i n e s s S e r v i c e s D i v i s i o n , u n d e r t h e 
a d m i n i s t r a t i o n o f J e s u s A m e z c u a , P h .D . , C P A , R T S B A , A s s i s t a n t S u p e r i n t e n d e n t f o r B u s i n e s s 
S e r v i c e s . 
T h e P u r c h a s i n g D e p a r t m e n t s t a f f i n c l u d e s : 

·D i r e c t o r , K e n d r a J a c k s o n , R T S B A 
·A s s i s t a n t D i r e c t o r , V a c a n t 
·C o n t r a c t M a n a g e r , Y a r i t z a R o m a n , R T S B A 
·P r o c u r e m e n t C o o r d i n a t o r , I n g a A s h , C T S B S 
·P u r c h a s i n g S p e c i a l i s t , C h a r i s m a T o l b e r t , C T S B S 
·Q u a l i t y A s s u r a n c e S p e c i a l i s t , W h i t n e y C o a c h m a n , C T S B S 
·Q u a l i t y A s s u r a n c e S p e c i a l i s t , D e i s y R u b i o , C T S B S 

Meet the Team 
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Functions 

T h e f u n c t i o n o f t h e P u r c h a s i n g D i v i s i o n i s t o p r o c u r e g o o d s 
a n d s e r v i c e s t h a t w i l l s u p p o r t t h e v a r i o u s d i v i s i o n s o f H C D E . 
T h e p r o c u r e m e n t o f t h e s e g o o d s a n d s e r v i c e s e n s u r e s t h a t 
H C D E i s s p e n d i n g t a x d o l l a r s i n a c o s t -e f f e c t i v e m a n n e r . 
I n t e r n a l P u r c h a s i n g s e r v e s a l l H C D E d i v i s i o n s . 

S o m e o f t h e f u n c t i o n s t h a t I n t e r n a l P u r c h a s i n g p e r f o r m s f o r 
t h e D e p a r t m e n t i n c l u d e : 
· D e v e l o p m e n t o f p r o p o s a l s ( I s s u i n g b i d s / p r o p o s a l s ) 
· A s s i s t i n t h e d e v e l o p m e n t o f s p e c i f i c a t i o n s a n d s c o p e o f 

s e r v i c e s 
· A s s i s t i n t h e C h o i c e P a r t n e r s C o o p e r a t i v e p r o p o s a l p r o c e s s 
· R e q u i s i t i o n , p u r c h a s e o r d e r , a n d c h a n g e o r d e r p r o c e s s i n g 
· C o n t r a c t d e v e l o p m e n t a n d m a n a g e m e n t 
· P r e p a r a t i o n a n d p r o c e s s i n g a g e n d a i t e m s f o r m o n t h l y B o a r d 

o f T r u s t e e s m e e t i n g s 
· A d m i n i s t r a t i o n o f t h e P r o c u r e m e n t C a r d ( P -C a r d ) P r o g r a m 
· S t a f f t r a i n i n g 
· P r o c e s s i n g v e n d o r p a c k e t s 

F L O W C H A R T U S E D F O R P R O C E S S I N G R E Q U I S I T I O N S , P O S , S O L I C I T A T I O N S 
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Purchasing Division Training and 
Certifications 

T h e H C D E P u r c h a s i n g D i v i s i o n i s c o m m i t t e d t o p r o v i d i n g c o n t i n u o u s 
e d u c a t i o n t o s t a f f . H e l p i n g o u r s t a f f m e m b e r s b e c o m e T A S B O c e r t i f i e d 
g i v e s H C D E a c o m p e t i t i v e e d g e . 
K e n d r a J a c k s o n a n d Y a r i t z a R o m a n a r e a l l c e r t i f i e d a s a T A S B O 
R e g i s t e r e d T e x a s S c h o o l B u s i n e s s A d m i n i s t r a t o r ( R T S B A ) . 
I n g a A s h , C h a r i s m a T o l b e r t , W h i t n e y C o a c h m a n , a n d D e i s y R u b i o a l l 
h a v e t h e i r C e r t i f i e d T e x a s S c h o o l B u s i n e s s S p e c i a l i s t ( C T S B S ) 
c e r t i f i c a t i o n s . 
H C D E w o r k s w i t h T A S B O t o p r o v i d e c e r t i f i c a t i o n c o u r s e s o n s i t e a t 
H C D E a n d m a k i n g t h e s e c o u r s e s a v a i l a b l e t o H C D E a n d s u r r o u n d i n g 
d i s t r i c t s , t h e r e b y a s s i s t i n g o u r d i v i s i o n s a n d m e m b e r s i n s a v i n g s c o s t s 
r e l a t e d w i t h e m p l o y e e t r a v e l . 

T A S B O C e r t i f i c a t i o n s a n d C o n f e r e n c e s 

S c h o o l F i n a n c e C o u n c i l – S t a f f a t t e n d s t h e m o n t h l y S F C m e e t i n g s t o 
k e e p u p t o d a t e o n p u r c h a s i n g a n d r e l a t e d p o l i c i e s a n d m a i n t a i n t h e 
c o n t i n u i n g e d u c a t i o n r e q u i r e m e n t f o r c e r t i f i c a t i o n s . 
N u m e r o u s i n -h o u s e t r a i n i n g s : s o m e o f w h i c h w e r e d e l i v e r e d b y t h e 
B u s i n e s s S e r v i c e s a n d H u m a n R e s o u r c e s d i v i s i o n s . 

O t h e r T r a i n i n g , C o n f e r e n c e s a n d C e r t i f i c a t i o n s 

D i v i s i o n e m p l o y e e s r e c e i v e o n g o i n g p r o f e s s i o n a l d e v e l o p m e n t i n c l u d i n g 
b u t n o t l i m i t e d t o 

HCDE Staff Training 

T h e P u r c h a s i n g D i v i s i o n o f f e r s t r a i n i n g o n s t a t e , l o c a l a n d 
f e d e r a l r e g u l a t i o n u p d a t e s , e s t a b l i s h e d e x p e n d i t u r e l i m i t s , 
r e q u i s i t i o n p r o c e s s i n g , a p p r o v e d v e n d o r s , f i l i n g n e w v e n d o r 
p a c k e t s , a n d t h e H C D E e B i d S y s t e m , c o o r d i n a t i n g r e q u e s t s f o r 
p r o p o s a l s , c o n t r a c t d e v e l o p m e n t a n d t h e P -c a r d p r o g r a m , a s p a r t 
o f t h e a n n u a l t r a i n i n g o n F i n a n c i a l O p e r a t i n g G u i d e l i n e s ( F O G ) . 
T h e t r a i n i n g i s o f f e r e d a n n u a l l y a n d i s m a n d a t o r y f o r a l l 
e m p l o y e e s w h o a r e r e s p o n s i b l e f o r b u d g e t , p u r c h a s i n g , p a y r o l l , 
a c c o u n t s p a y a b l e , a c c o u n t s r e c e i v a b l e , p r o c u r e m e n t c a r d , o r 
g e n e r a l b u s i n e s s o f f i c e t r a n s a c t i o n s . A l l d i v i s i o n d i r e c t o r s , 
m a n a g e r s , a n d s u p e r v i s o r s a r e a l s o r e q u i r e d t o a t t e n d . 
T h e F i n a n c i a l O p e r a t i n g G u i d e l i n e s a r e a v a i l a b l e o n t h e H C D E 
w e b s i t e a n d t h e B u s i n e s s S e r v i c e s a n d P u r c h a s i n g i n t e r n a l 
p o r t a l s . 

F i n a n c i a l O p e r a t i n g G u i d e l i n e s 

P -C a r d T r a i n i n g 

U s e r s w h o r e c o n c i l e P -C a r d s a r e i n v i t e d t o t r a i n i n i n t e r a c t i v e 
s e s s i o n s . I n a d d i t i o n , a m a n d a t o r y t r a i n i n g i s o f f e r e d t h r o u g h o u t 
t h e y e a r t o a n y n e w P -C a r d h o l d e r a s a p r e -r e q u i s i t e t o o b t a i n i n g a 
P -C a r d . Page 5 
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P--card lCP0fts mus,: be r~ in Pureh;JsJng 
l'rom D\lisJont by 4 p.m. or, WedncSd.ay, 0::-tobet , , , ic,1. 

TASBOCertil'iedct.iss, MGT" 303A,oproaches 
to Pea der.i.hp, October 16. -2017 9 a.m. 

The- Oerobe, Board meetil')g la. SChCduh)d lo, 
Wednc&day, Ocro~r 18. 201 1 at 1 P.m 

Agonc:1a items for lho Novornber 28, 201 7 
Boani 01Cetirti r1"k.l$l be- te(eivf'Q by 
Pul"CJ'laaing trom Division by 4 p.m on 
Monday. November 6. 20 l 7 (nol sJ<ao..._,, on 
October ealendar). 

P<.ard Deadlines 
P-c.lU ~ ,,. dve • Purcn..s.n.; frurn ~ 

ct.1a1ori,0nortiitrore•P.m..;11-1~ 
Weo~, Crclow,-1 1.2017 
Ffdl-,, ,.,.._,bl, fO. 2017 

Mooo..y, O.cerne;w 11. 2011 
Thursdtr. JanllMJ' 11, 20,s 
Aaellda Deadlines 

AoMcairMJs.,•ciu. ~Purct.nll'l)tromrn. 

Procurement 
Internal News 

11m ...iil1il·llll'II . 
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' . . ,_ 
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,0 

" ,, 
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I 

Board M€?et1ngs 

WtcJ~)' ~ l!I, 2tll'T 
w~,..~tv2ti. 2011 
Wtot.tcl'ii)'. 0.0.mbit, 13, 2011' 
'Wednetd.r, Jan~.y 24 .-01a 
W~r, F•t:n,<lry28, 20t8 

We<frlt$(1ay, A~ 18, 201-8-
W~r. ~r 18. 20ra 
w~ . .Ar~20. 201e 
Wt11nesaay_ Juty 11:1. 2018 

Subscribe lo the PIN 

' 
" 
' ,. 

~onorbe~4P"L.s t~ 
Molltlty ~s.20,.,. 

Morw,,~20.20, , 
Thu11111y, O.C.mtiw 21. 2017 

'-'onc!ay. F~ 5, 1014. 101t 
Mon.:sar. Marcn25, zo1e 
Monmr. April1s. io 1s 
Tu!Mdar, ¼ir2e, 20,a 
~T..Jiaw~. 2018 

Senef us YOUr qUNliont •nd Contrnentsl 

HCDE P"Chat.,g O,.,isio,, - Procu'"'II ou, 
chlkfre,r, future loday, 

HCOE Purchas ing OlvJ.c. ion j Vl&Jt ua or, the- HtJa1 

_ j Harris Co1..1nty 
~ O""J>art~enroJ 
~ Education 

Octabc, 2017 

■ . 
" ,_ 

" 

New Director Training 

Purchasing provides a one-on-one session that includes 
CH Local and Legal updates, vendor packages, agenda 
item requirements and deadlines, contract 
requirements and signatures, information on 
purchasing cooperatives and approved vendors, and 
electronic requisitions to all newly -hired directors 
within HCDE. 

O T H E R D i v i s i o n H i g h l i g h t s 
T h e P I N (P r o c u r e m e n t I n t e r n a l 
N e w s ) 
P u r c h a s i n g i s s u e s a m o n t h l y 
n e w s l e t t e r t o a l l i n t e r n a l 
c u s t o m e r s i n v o l v e d i n 
p r o c u r e m e n t o p e r a t i o n s , 
i n c l u d i n g P -C a r d h o l d e r s , s t a f f 
w h o e n t e r r e q u i s i t i o n s o r 
i n v o l v e d i n t h e v e n d o r 
s e l e c t i o n p r o c e s s , s t a f f i n v o l v e d 
i n p r o c e s s i n g c o n t r a c t s , 
m a n a g e r s , s u p e r v i s o r s a n d 
d i r e c t o r s . 
T h e “P I N ” i s i n t e n d e d t o p r o v i d e 
P u r c h a s i n g D i v i s i o n u p d a t e s 
o n c e a m o n t h . I t i n c l u d e s 
u s e f u l a n d t i m e l y i n f o r m a t i o n 
r e g a r d i n g c h a n g e s i n t h e l a w 
a n d /o r p r o c e s s e s , t i p s , P -C a r d 
a n d b o a r d a g e n d a d e a d l i n e s , 
n e w v e n d o r a n n o u n c e m e n t s , 
a n s w e r s t o q u e s t i o n s , e t c . a s i t 
r e l a t e s t o a l l p r o c u r e m e n t 
f u n c t i o n s , i n c l u d i n g 
r e q u i s i t i o n /p u r c h a s e o r d e r 
p r o c e s s i n g , c h a n g e o r d e r s , 
c o n t r a c t p r o c e s s i n g , P -c a r d 
p r o g r a m , a n d t h e p r o c u r e m e n t 
o f g o o d s a n d /o r s e r v i c e s . 
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Purchasing 

IPUJrcilacSing 

The Internal P1.1rchasing Qjvisi:on is responsible for converting approved reqUJisitions into purchase orders, creating 

RFP, RFQ. and RFI documents for the form a I procurement proces"S, training rnqu i sition generators, proc-essi ng 

HCOE contracts, o,verseelngthe P Card program and advf,sing HCDE staff on c-0.mpliance with pu rchasing laws. 

The 1nanagementof the Purnlila~ingdivision is dedicated to making ethica l and lawful choices by providing a 

structured oode ofe~hics for its pe;rsonnel to follow. Purchasing divisiori employees shall mode l and prmnote ethical 

!behavior to all HCDE employees through their behavior. View t he Code of Eth Jes for Business 511,1 pport Services and 

Purchasing DMsion EmRJQ~-

HCOE oontinues to improve t ra nsparency. We have created public information on our webpage which inc~udes the 

fol low,lng: 

1. The total value of oontiracts per business sector 

2:. The total authorizations ve rsus actual expenditures for the I as five years per capita 

3 . The listing of a ll purchase orders to include vendor, category, PO Amount Check Amou nt and Account Code 

(for t he last seven fiscal years). 
4. A link to Current bids and proposals 

5. A link to aw.mled bids and pr~osals 
6. A link to closed bids and proposals 

7. Chec-k Resis1:ers (Accounts Payable) Link 

8. The Vendor Packet 

9. A link. to appll ca b!e p rocu remimt statutes 

10. A link to the annual budget 

11, A llnk to the Fin.a rnclal Operations Guldellnes 

,l Harris Cournty 
~ Department of 
~ Education 

Harris County Department of Education 

I-ICOE uses the H COE eBld System; a web-base<!, e· Procurement system tlhat inc:tl.!ldes an e'ledronic process for 
vendor regjs!iratiion.s, automatic vendo notification of bid opportuni ies, and elec~ronicvendor biddi'ng. 

Existing and poten~1all supp1lers wsh1ng to do busl ness wl h HCDE an regis er Ol'I 11 me in ihe HCOf eBI d System. 

Please note that aill veridorshu ppliers must reglster onllne Tn this system ,vhetlrier or rio hey are cu rr-entty aw · rded 
vendors or have formerly re-gf s ered with H CDE. 

D a t a o n t h e H C D E W e b s i t e 

H C D E e B i d S y s t e m 

Page 8 



    

  

   

The Int ernal Purchasing Division is responsible for convert ing approved requisit ions into purchase orders, creat ing 

RFP, RFQ. and RFI documents for t he forma l procurement process, t raining requisit ion generators, processing 

HCDE contracts, overseeing t he P Card program and advising HCDE staff on comp I iance w it h pu rchasing laws. 

The management of t he Purchasing div ision is ded icated to making ethical and lawfu l choices by providing a 

struct ured code of ethics for its personnel to fo llow. Purchasing div ision employees shall model and promot e ethical 

behavior t o al l HCDE employees t hrough t heir behav ior. V iew t he Code of Ethics for Business Sui;igort Services and 

Purchasing Division Emglo')'ees. 

HCDE cont inues to improve t ransparency. We have creat ed public infor mat ion on our w ebpage w hich includes t he 

fo llow ing: 

1. The t ot al value of cont racts per business sector 

2. The t otal aut hor izat ions versus actual expendit ures for t he last fi ve years per capita 

3. The l ist ing of all purchase orders to include vendor, cat egory, PO Amount, Check Amount and Account Code 

(for t he last seven fi sca l yea rs). 

4. A li nk to Current bids and proposals 

5. A li nk to aw arded bids and proposals 

6. A li nk to closed bids and proposa ls 

7. Check Registers (Accounts Payable) Li nk 

8. The Vendor Packet 

9. A li nk to applicab le procu rement st at utes 

10. A li nk to t he annual budget 

11. A li nk to t he Financi al Operations Guidelines 

HCDE uses t he HCDE eBid System; a web-based, e-Procu rement syst em t hat includes an electronic process for 

vendor regist rations, automat ic vendor not ificat ion of bid opportunit ies, and electronic vendor bidding. 

Exist ing and potent ial suppliers w ishing to do business w it h HCDE can regist er on line in the HCDE eBid System. 

Please not e t hat all vendors/suppliers must register on line in t his system w het her or not t hey are current ly awarded 

vendors or have former ly registered w it h HCDE. 

Fo rmal so licita t ions are advertised in t he H ouston Ch ro nicle in t he Lega l Notice sect io n of t he C lass ified s. If you 

wou Id I ike a copy of any of t he so lici tatio ns I1 sted, cl ick on t he links below, stop by t he Purchasing Office at t he 

add ress indicated above, o r call (713) 6 94-6300. 

i Ha1Tis County 
~ Department of 
~ Education 

Harris County Department of Education 

I Home Instructional Programs Support Services Superintendent Board Financial Transparency Careers About 

D a t a o n t h e H C D E W e b s i t e 

H C D E e B i d S y s t e m 

C u r r e n t A d v e r t i s e m e n t s f o r B i d s / P r o p o s a l s 

P u r c h a s i n g 
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RFPs POs Co·ntracts V,endor Pa,ckets Agenda1 hiems 

18 1966 814 301 295 

2014-15 2,303 $24.0 Million 

2015-16 2,211 $19.0 Million 

2016-17 2,216 $17 .2 Million 

20:17-18 2,221 $21.0 Million 

2018-19 2,531 $19.4 Million 

20:19-2020 1,966 $20.4 Million 

Processes Completed in FY 2020 

P u r c h a s e O r d e r P r o c e s s i n g 

I n t e r n a l P u r c h a s i n g s u p p o r t s a l l d i v i s i o n s w i t h t h e i r n e e d s 
f o r g o o d s a n d s e r v i c e s . P u r c h a s i n g u s e s t h e P e n t a t i o n 
p u r c h a s i n g m o d u l e . C h a r i s m a T o l b e r t , P u r c h a s i n g 
S p e c i a l i s t , p r o c e s s e s r e q u i s i t i o n s u n d e r $ 1 0 ,0 0 0 , Y a r i t z a 
R o m a n , C o n t r a c t M a n a g e r a n d I n g a A s h , P r o c u r e m e n t 
C o o r d i n a t o r , p r o c e s s r e q u i s i t i o n s $ 1 0 ,0 0 0 a n d o v e r . A l l 
r e q u i s i t i o n s a r e s u b j e c t t o B u d g e t M a n a g e r , P u r c h a s i n g 
D i r e c t o r , C h i e f A c c o u n t i n g O f f i c e r , a n d A s s i s t a n t 
S u p e r i n t e n d e n t f o r B u s i n e s s S e r v i c e s a p p r o v a l . 
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ADULT EmlUCA TION 49 S5fi3,2ll 

ALTHINA TIVllE CERTmCATION ]l,8 552,,944 

ADMINISTiliCA 110ml 4 SS.988 

BUS~NESS SERVICES jJ._16111. 52..876,590 

CASE 395 $5.,200,140 

CHOICE PARTl'IIJERS 41IJ S415,0116 

CTR FOR GRANT & DEVEl OP ll'9 S12~645.1 

CLIENT DEVH.OPMIENT 2111. 533,431 

COMMl.ll rNIIICAllONS 25 S615,860 

f .AOlll!.JflES 1.]12 $3,;650.,256 

CErl/JTER SAlCE & SECURE Sa-tOOLS zo S225,899 

HEADSTAff ifiOO S3 .. 007 ,11.91 

HUMA/N RESOURCES 47 St12;.M31 

TEACHER AN[) LEARl'IIJ~ OOG CENTBI ,85 $35.8.,644 

Pl.llRCHASING ll,8 S-2S~0(22 

RJECO liCD MANAGIEMEl'//JrT 35 5264.99(51 

RJESEARCH &. EVALUATION llll S25,885.1 

SPECIAL SCHOOts 1.11 S2 .. 156, 130 

TIEHiNOLOGV Ul3 SL280.,191 

liHERAPV SllE!RVICES 25 Sfi1,3.79 

GRANDTOTAL L,955 S10A07.,920 

P u r c h a s e O r d e r B y D i v i s i o n 
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Fis,cal Number of Tota I Do Illar Average Amount p1er 
Year Tra nsactiions Amount Transaction 

2014 4,240 $681K $161 

2015 4,506 $694K $154 

2016 4 753 1 $733K $154 

2017 5,352 $841K $157 

2018 5,899 $1M $170 

201'9 7,354 $L3M $ 17fi 

2020 6,066 $1.lM $180 

HCDE Procurement Card Program 
T h e P u r c h a s i n g D i v i s i o n m a n a g e s t h e H a r r i s C o u n t y D e p a r t m e n t o f 
E d u c a t i o n ( H C D E ) P r o c u r e m e n t C a r d P r o g r a m ( “ P -C a r d P r o g r a m ” ) . 
T h e p u r p o s e o f t h e P -c a r d P r o g r a m i s t o e s t a b l i s h a n e f f i c i e n t , c o s t -
e f f e c t i v e m e t h o d o f p u r c h a s i n g a n d p a y i n g f o r s m a l l d o l l a r 
t r a n s a c t i o n s . T h e P -C a r d i s a M a s t e r C a r d i s s u e d i n t h e e m p l o y e e ’ s 
n a m e b y J P M o r g a n C h a s e B a n k a n d c a n b e u s e d w i t h a n y m e r c h a n t 
t h a t a c c e p t s M a s t e r C a r d a s a f o r m o f p a y m e n t . 
T h e P -C a r d P r o g r a m i s d e s i g n e d t o s u p p l e m e n t o u r p u r c h a s i n g 
p r o g r a m b y a l l o w i n g u s e r s s o m e f l e x i b i l i t y . U s e o f t h e P -C a r d m u s t 
n o t c i r c u m v e n t t h e p u r c h a s i n g p r o c e s s ; a l l p u r c h a s e s m a d e o n t h e 
P -C a r d m u s t b e f o r H C D E b u s i n e s s p u r p o s e s o n l y . T h e e m p l o y e e i s 
r e s p o n s i b l e f o r t h e s e c u r i t y o f t h e P -C a r d a n d f o r t h e t r a n s a c t i o n s 
m a d e w i t h i t . T h e p r o g r a m w a s i m p l e m e n t e d i n 2 0 0 5 ; a s o f A p r i l 
2 0 2 1 , t h e p r o g r a m h a s 9 6 u s e r s w i t h v a r y i n g c r e d i t l i m i t s ( s e e 
c h a r t ) . 
W h i t n e y C o a c h m a n , Q u a l i t y A s s u r a n c e S p e c i a l i s t a n d Y a r i t z a 
R o m a n , C o n t r a c t M a n a g e r , a r e r e s p o n s i b l e f o r e n s u r i n g t h a t a l l P -
C a r d t r a n s a c t i o n s a r e c o n d u c t e d i n c o m p l i a n c e w i t h p u r c h a s i n g 
p o l i c i e s a n d p r o c e d u r e s . T h e a v e r a g e a m o u n t s p e n t p e r t r a n s a c t i o n 
f o r t h e l a s t y e a r i s $ 1 6 5 . 

Transactions per Fiscal Year 
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C edit Limit Numlbe ,of Ca1rds Issued 

1.,500 2 
,$2 000 
' . 4-
$3,000 6 
,$3,400 1 
,$3,500 1 
,$4,000 2.2. 
,$5,000 57 
$7,500 1 
$10,000 2 

Total 96 

Department Cards Department Cards 

AIB East 2 fo rilis Academy 2 

AB West 2 Gu lf Coast Food Coope1rathre 1. 

Administratio I'll 7 !Head Start 6 

Adu It Educ;at ion 3 1H igl, po in t Eillst 2 

Busirness Sup,port Servi:ce.s 2 1H u man Resour,ces 2 

1Coope rative for Aft:e r Sdhool 3 Pur,chasing 0 
En nicl, me rn t 

Cent er for Grants Deveilopment 1. Rem rdls M anagement Services 2 

Cen er for Safe and Secure Schools 4 Reseillrch illnd Ev,aluation 2 

Clien Engagement 3 Special Schools Administ ratio rn 4 

Choice Facility Partners 10 Tea,ching a d Learning Center 9 

Communications & Public Info. 2 Tecln nology 3 

Educator Ce rilificatlion and 1. Texas Vi rtua I Schoo I N ehivort 0 
Professional A,dva ncem ent 

Fa,oilit ies Support Servi eces 21 Therapy Services 2 
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Fi,scal Year 

2014~15 

2015-16 

2016-17 

2017-18 

201S-19 

2019-20 

Contracts Processed 

937 

'1054 

829 

722 

S44 

s1· 

Contracts Processing 

A l l c o n t r a c t s a r e p r o c e s s e d t h r o u g h t h e P u r c h a s i n g D i v i s i o n b y 
K e n d r a J a c k s o n , I n g a A s h , a n d Y a r i t z a R o a n . C o n t r a c t s a r e l o g g e d 
i n t o a m a s t e r d a t a b a s e a n d a r c h i v e d o n t h e H C D E p o r t a l f o r q u i c k 
r e t r i e v a l . H a r d c o p i e s a r e s t o r e d i n a c a b i n e t . S a m p l e t e m p l a t e s a r e 
l o c a t e d o n t h e H C D E p o r t a l a n d h a v e b e e n a p p r o v e d b y l e g a l f o r 
P r o f e s s i o n a l S e r v i c e s , C o n s u l t a n t S e r v i c e s , S p e a k e r A g r e e m e n t s , 
C o n s t r u c t i o n P r o j e c t s , S e r v i c e A g r e e m e n t s , a n d I n t e r l o c a l 
C o n t r a c t s . 

C o n t r a c t t r a i n i n g i s p r e s e n t e d e v e r y y e a r a t t h e F i n a n c i a l O p e r a t i n g 
G u i d e l i n e s t r a i n i n g , p e r i o d i c a l l y d u r i n g t h e y e a r f o r n e w D i r e c t o r 
T r a i n i n g s , a n d o n a n a s n e e d e d b a s i s f o r i n d i v i d u a l s o r d i v i s i o n s 
t h a t s e e k a d d i t i o n a l h e l p . 

T h e t a b l e b e l o w l i s t s t h e n u m b e r o f c o n t r a c t s p r o c e s s e d b y f i s c a l 
y e a r ( s o m e a r e m u l t i -y e a r c o n t r a c t s ) . 

Contracts Processed the last five years 
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Division Contracts Division Contracts 

Administration 3 Marketing 0 

Adult Education 48 P'un:hasing 1 
Educato.r 

Research & 
Certificatio.n & ll 1 

Evaluation 
Advancement 

Business Services 1.6 
Records 
Management 

7 

Cooperative for 
Resource 

After Schoo, 284 1 
Development 

Enrichment 
Center for Safe & 

30 Sc,hools· 100 
Secure Schools 
Choice Facilities 

12 Technology 
Partners 2'1 

Communications & Teaching 
Public Information 

5 
Learning Center 

102 

Facilities 59 
Therapy 
Services 

50 

Head Start 56 

Human Resources 7 

I Total Contracts Processed During FY 2020; 814 

C o n t r a c t s P r o c e s s e d B y D i v i s i o n 
D u r i n g F Y 2 0 2 0 

Page 15 



  

Summa,ry of Objectives 
1. Internal Pu rchasing wHI pro,vide purchasing t1ralnlng iior 20 HCDIE staff durins: the year. 

2. 90% of Ii CDIE dle-nts wi I be sattisfied with pun·ha,slns servi c:e,:s. 

3. ,88% of info mal purchase rrequis"tions will be 1processed with n a two-day ime-periiod after "flna,1 

,approval~. 

4. Internal Purchas·ng Division support expenditures for operations, will not exoeed approved budget. 

200 

150 

100 

so 

0 

100% 

00,,. 

60% 

40lll. 

20% 

°" 

1. Service De iverv 

I •• 
2016 2017 2018 2019 2020 

■ 01:Jjec'I• ■ AChiCvecl 

3. Qu,comes 

~ 

I ,. 
" .. 
I 

" II I I 
2016 2017 2018 2019 2020 

■ Ol)Ji!!-CbVl! ■ Arnli!!-vecl 

100,% 

95% 

90"-

85% 

100% 

00,,. 

60ll. 

4°" 

20% 

°" 

2. Olient Satisfaction 

I I I 
2016 2017 2018 Wl9' 20i20 

■ ObJ,C<li~ ■ Aeil'lie:vc<I 

4. inancial 

2016 2017 2018 2019 20\20 

■ Objeci:,v,e ■ Adtlijl!!Vfed 

*Shotter AC:l't'ic:v~CI I) r is desireel 

Next Year Projects 

Over the next year, the Purchasing Division will continue to assess and 
improve our internal systems and processes to meet our ongoing 
objective of streamlining operations and providing excellent customer 
service and will develop a series of short training sessions that will 
enhance our customers’ understanding of procurement processes. 
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streil!'urths. Wealfm esses 

!Klnowffedg,ea ble a111 d hel pfull s.taff ■ mvisiiom unnecessarily rushing woirt: due ,., 
1■1 Understanding Local Po!icy a11 d 

to upcom ing deadlirnes 
■ I nrnmplete \•mrt serlit t o Purdhasirng i.e., 

procedures 
Agerncfa items, req uisitions, contracts, 

1■1 Strong intern a I controls a rid EDGAJR etc. 
compliance ■ Vendors begin11 ing work bef ore POs 

,. , Cont inuous improvement i11 liUFP a rid issued 
cont ract t empi ates . Agerncfa items ,[placeholders}, 

r,eguisition s., rnntir.acts 

Oi"nolrtil!lmmes Threa1ts 

• lnoreased rnumber of Reque-sts for RFPs from ■ LegjslatiiVe ,action 
ISDs 
• Comirnuous improvement measures-simplifyi rig 
and sp-eedi11g up, pu r,ch~ng· process 
• Comirnuing Edlucartt ion fur staff, incl udirng 
ce.rtt ification courses arnd S:choo'I Finance Council 
meetings. 
• Update □ivis!ions witlh industry 1..1pd!ates, 
legi:slartt ive g~i and int ernal procedure 
,chani.es 

SWOT Analysis 

(Strengths Weaknesses Opportunities Threats) 
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For more info rmation about this HCDE 
Purchas ing Division 

Annua I Board Report pl ease co ntact : 

Kendra Jackson, RTSBA 
Director of Internal Purchasing 

Ha rris County Depart ment of Ed ucation 
Email: kiackson@ hcdle-texas.org 

713-696-0744 

mailto:kiackson@hcdle-texas.org

