
RESOLUTION NUMBER 201 1 -2

A RESOLUTION OF THE CITY COUNCIL OF THE
LAKES, TEXAS, ESTABLISHING PROPERTY
PROCEDURES

CITY OF WESTON
ACCOUNTABILITY

WHEREAS, The City of Weston Lakes has continued to procure office and emergency
management property to facilitate the responsibilities of the City,

WHEREAS, The City of Weston Lakes is required to establish procurement procedures
and to maintain accountability of all equipment purchased with public funds to meet
audit and fiscal responsibilit ies,

WHEREAS, because the City of Weston Lakes, Texas (the "City"), does not currently
have a written policy related to the procurement or accountability of property that has
been obtained on behave of the City,

WHEREAS, failure to maintain the both a policy and approved process for procure and
accountability will impact the City's standing and ability to fulfill the State mandated
audit standards; and therefore

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF WESTON LAKES.
TEXAS:

That the attached property accountability and procurement policy be adopted as the
City of Weston Lakes procedures for property acquisition and accountability.

of May 2011.

ATTEST: APPROVED:

Shannon Purcell
City Secretary Mayor

Attachment: City of Westori Lakes Property Procurement and Accountability
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City of Weston Lakes
PO Box 1082

Fulshear, Texas 77447

City of Weston Lakes Property Procurement and Accountability Policy

1. Pol icv: The fol lowing represents the City of Weston Lake's propeny procurement anclaccountabi l i ty pol icy.

a. ProDertv Procurement: lt is the policy of the City that purchased property tlrat falls into the caregofy
of non expendable, as def ined below, rryi l l  be acquired in a compel i t ive process rvi thin designated dol lar
l i rni ts descr ibed below in paragraplt2(d).  Consurnable and non expendable pfopefty can be procured
without a deflned contpetitive process: ltowever price cornparisons are elrcouragecl and clesired befbre
cot ' t rrn t tntenl.

b. Propertv Accountabilitv. lt is the policy of the City that all purchasecl propefty will be accounted fbr
as consttmable, expenclable attd non expendable. All pelsonnel who use aud retain City propefty are
charged wit l r  i ts plotect iol t  and tnaiulenance whi le in their  possession. Indivic lLrals are colsic lerecl
pecuniary liable for the ncln expendable propefty in theil possessiou. Consuurable property is defined
as that which itt its nonnal use is consunred. Exanrples ol'cotrsunrable property are paper, ink, office
supp l ies .andf i re l .  Expendab leproper ty is tha tproper t ) ,whoseva luec loesnotexceec l  $100.00 .  Non
expendable property is that property that has a value greater than $ 100.00.

2. Procurement:

^. Procurement of Services: The procurelrent of pelsonal, professional, or planuing services does not
necessari ly reqtt i re a conrpet i t ive process; however.  i t  s l rould be the nolmal pract ice that three bids are
obtained l ' ronr t l te provision ol 'services to the City.  Such services include engineering, insurance, legal,
financial, auditing, and otlter consulting services. That such service may ltot require the uolmal tlrree
sol ic i tat ions or bids. the award of such service contracts require the approvalo{ ' the City Counci l .

b. Procurement of Consumable Propertv: The procurement of consumable propefiy (that is, property
that is consumed wlten used in i ts intended purpose) wi l l  be procured usiug the rules as indicated below.
Cottsunrable propefty includes the recurr i rrg ordering ol 'of f ice suppl ies. paper" fuel ,  pr inter sLrppl ies,
postage, emergency nlallagement supplies. and rneclical supplies, and will be expetrsed when purchased.

l)  These suppl ies wi l l  be procured rvi thout requir ing a cornpet i t ive bid process.
2) Prudence dictates that the individual will procure after a suruey of the available sources and

make a f iscal ly responsible decision as to t l re source selected.
3) Pre select iotr  of  consumer sources thoLrgh the establ ishment o1'arr accouut (such as Sam's CIgb.

Oftce Depot, Of1rce Max. and Quill is authorized aud encouraged. )
4) U se o1' petty cash and the C ity Credit Card is llre prel'en'ed ntethod of paymeut for tlrese

consunrables.
5) Fuel. when and if a uthorized as a consunrable should be procured using petty cash or the C ity

Credit  Card.
c. Procurement of Expendable Propefty: The procuremeut of expendable property (that is, an item that

does t to texceed$ i00 incos t r ,v i l l  beprocuredus ing the l 'o l low ingru les .  Anyunbudgetedexpendab le
property iu excess of $xxx.xx shal l reqLrire counci lapproval in advance. Expendable property wi l l  be
expettsed upto aud including $500.00 rvhen purchased. Any propefty in excess of 1N500.00 wi l l  be
capital ized i i r  accordance with the City 's Fixed Asset Capital izat ion procedures



d. Procurement of Non Expendable Propefty:
l) Procurement below $5"000: Tlte procurement of property ancl equipment that does not exceed

the $5,000 atnount wi l l  be procured usingthe fol lorving rur les. lu the procureurerrtof  non
expendable properly under $5,000 a sirnple survey ol .vendors ancl suppl ier.s wi l l  be conductecl
to arrive at a oost effective selection of the vendor. The process is intencled to be informal an6
to simplify procttretnent through the internet, or frorn consunter type conrrnelcial outlel, such as
SAM'S. Wal-Mart. Office Depot, Offlce Max, Best Buy" Fry's. or other outlets that lists the
desirecJ item in an ad or in the store. The intent is to obtain the itern at tlre lowest pr-ice otTer.ed;
howevel', other corrsideratious nray be taken into consideration in the selectiorr. 

' l-he 
payrtrent

tnay be by check or City credit card. Reimbursement of a personal credit card or receipt is
al lowed i l 'approved by the Mayor.  Addit ional ly.  the purchase rnust be supporled by a City
Purchase Oldel signed ancl appr.oved by the Mayor.

2) Procurement below $50.000: The procurement of ecluipment ancl ecluiprnent that cloes not
exceed the $50,000 alnountwi l l  be procured usingthe fbl lowing rules. ' fhe 

rules forthe
procurement of itenrs below the $50.000 threshold rvill follow Chapter 252 of tl.rc Texas Local
Code with the except iorr  that fbnnal publ icat ion and not ice wi l l  not be required. Vendors rvi l l
be direct ly sol ic i ted and wi l l  be requested to submit a Proposal basecl upon a City preparecl
Request for Proposal.  A minimum of three bidders are required, and adcl i t ional veudors/bidders
wi l l  be sol ic i ted unt i l there are at least three vendors/biclders. fhe City wi l l  a l low siLe surveys
attcl technical discussions with the potential vendors/bidders to allow the potential
vendors/bidders to fully understand the requirernents o1'the procurenrerlt and to ensure all
veridors/bidders subntit proposals tlrat are responsive to the requirements aucl comparable to
other potential bids. The proposal will establish a deadline for the bicls to be subrnittecl and a
forntal  openirrg wi l l  be attrrounced by an agenda i tenr on the City Counci l  Agenda as wel las
direct conrtnutt icat iol t  to the vendors/bidders. The bids once opened wi l l  be providecl to a
Council appointed Source Selection Comnrittee toarralyze and assess the bids based upon tlre
proposal recluirelneltts and selection critelia. The Committee will nrake a recommenclation to
theCi tyCot rnc i l fo l thearva ldo f  thecont rac t .  In thecaseof  an  inab i l i t y ton takea
recomttrel tdat ion becausethe bids were insul ' f ic ient in detai lan amended Request lbr Proposal
will be prepared and rereleased to the vendors/bidders requesting thern to refhe their proposal
to satisfy tlte denrattd for corrective action or urore information. Contracts genelally be
awarded to the lowest cost bidder; horvever. or to the bidder who ofTers the best value for the
City. Vendors that have beeu pre approved by the l-louston Galveston Area Councilthrough an
anltual  bid process with that agency do not require a bid process and procurement can proceed
witlroLrt a courpetitive bid process.

3) Procurement above $50.000: The procureureut of equipment that exceecls the 1850.000 amouut
rvi I I  be procttred using t l re lbI lorvirrg ru les. l ' l re rules lbr the procurernent ol '  i terns in excess ol '
$50,000 are dictated by the Chapter' 252.Texas Local Govenlutent Cocle and codify ancl
fbrrnalize tlte procureutent pfocess. The City of Weston Lakes will use tlre cornpetitive sealed
b idd ingprocess lb r th is leve l  o1 'p rocL l renren t .  l ' h isprocessd i f l ' e rs l iomthese lec tedprocess lo r
procul'elrent fbr ulrder $50,000, irr that, tltis process requires that uotice of the recluest fbr
proposals mttst  be publ ished at least once a week fort \ ,vo consecut ive weelcs in the City 's .
official ltewspaper as well as a posting on the City's web site and bulletin boald with the first
publ icat iorr  2 weeks pr ior to the sLrbrnission deadl ine. Addit ional ly,  the announceurelr l  ol ' the
opelt i l tg of ' the sealed bids also l ras to be publ ished again at least once a week fbr two
cousecut ive weeks in the City 's newspaper as wel l  as a post ing ou the City 's web si te and
bu l le t inboardrv i th the f i rs tpub l i ca t ion  l4dayspr io r to theread ing .  Cont lac tsgenera l l ybe
awarded to the lowest cost bidder: however, or to the bidder who offers the best value fol the



City.  Except ions to the sealed bidding process require the City Counci lapprovaland a legal
review by the City Attorney.

4) Non expendable property wi l l  be expensecl up to and inclLrding $500.00 whel plpchased.
5) Sole Source Procurement: In the event tlrat the procuremenl can orrly be accomplished by one

sotlrce thett a contpetitive prooess rnay be avoided if the procurentent falls uncler Chapter
252.022 o1' the Texas Local Governrnent Code, l i t led
General Exenrptions.

e. Citv Purchase Orders: City Purchase Orders will be used fbl all non expenclable itenrs and be
accountable in a subsidiary ledger ( i .e.  Quicl<books).  Mult ip le expenclable i terns thal  apy single
purcltase exceeds $500 rvill also require a City Purchase Olcler approvecl by t6e Mayor. These also will
be accouttted lor in a subsidiary ledger (i.e. Quickbooks). Purchase Orcler.s mav be used for
cottsumables: hclrvever for simplicity of accounting are nclt required.

3. Property Accountability:

a.  Consumable Propertv:  ' fhere 
is t to tut ique account ing proceclure lequired l 'or consurnables. Internal

controls wi l l  be exercised by the Mayol overseeing the ofTice sLrpply avai labi l i ty and off ice supply
Llsage to enstlre proper cottservatiott, prudence, and use is colrsistent with sole use for Citv business and
fiscal responsi bi I ity.

b. Exnendable Pronertv: Expendable property r.vill be distributecl to individuals with functional
responsibility related to the properly. lt u,il l be listed but not hand receipted to those indiviclual. 'T'he

equipnrent although not coltsullable does require tracliing and annual inveutory to ensure proper
disposal and replacenrent.

c. Non Expendnble ProDerty: All non expendable property will be accountecl fbr by hand receipt and
throtrgh the subsidiary ledger ( i .e.  Quict ibool<s) property f i le.  The equipment wi l l  be in the possessigrr
and be t l te responsibi l i ty ol 'an individual at  al l t imes. l t  wi l l  be inventor ied and r.esponsibi l i ry
reval idated or l  arr  anl tr la l  basis.  lndividuals with the responsibi l i ty for the equipment and property wi l l
have pecuniary I iabi l i ty in the circunrstancethat the property rs lost,  stolen or.darnaged through gross
negl igence.

d. Accountins Procedures: The fbllowing accouuting proceclures are to be inrplerneuted. The pufposes
of the procedures are to insure t l te protect ion of City equiprnent 1r 'onr fraud, waste, auclabuse. I t  also
places personnel closest to the Lrse of the property respousible fbr the properly ancl eusures the
availability of the property r,vhen ueeded. Additionally, the ecluiprnent is tracl<ed as a property asset and
proper f.iscal accountability is accomplished. 

'l-he 
financial aspects of property accountability are

sub.ject to audit.
1) Receipt of Propertv: Property is nonnally received by the City Secretary as the property is

delivered to the City. In sorne cases other inclividuals rnay receive ploperty clirectly or go to
pick rrp the property. ln all cases. the pfoperty received will be inventoried. and reported to the
City Secretary so the proper accountability. irrsertion into proper accctunting entries, and fta1d
receipts uray be prepared. The pr imary and ini t ia lpointof property accountabi l i ty starts with
the City Secretary.

2) Financial Statement: Upon processing after receipt o1'the properly the applopriate en1r.y will
be tttade into the City's frnancial records to establish the receipt, cost. date of receipt,
assignnreltt of the property to the user. and the financial accountability of the property as an
additiorral asset or expeltse of the City. At the sante title the properly rvill be postecl to a flxed
assets subsidiary ledger and tagged with a ident i fy ing nurnber.  fagging u, i l l  be useclto:

a) provide atr  accurate methocl of  ident i fy ing individual assets,
b) aid in the taking of physical invenrory, and
c) control the location of all physical assets.



3) Hand Receipts: All rnobile property will be supporlecl by a hand receipt. (Form attached as
Enclosure 2, to this policy). Installed property will not require lJand Receipts; however, will be
assigned to a partictrlar user to oversee and ol operate. Hand receipts rvill describe the property,
the ser ial  nt tmber, the quant i ty,  t l re cost,  the locat ion. the source ol ' funding fbrthe purchase, t6e
date proctlred, and be signed and dated by the individual in whose possessiou the property
resides.

4) Annual Renewal and Annual lnventory: All Hand Receipts will be renewecl annually. ln
addition atr altnttal physical inventory clf all assets rvill be conducted colcurrent wittr the
lenewal o1' Hand Receipts.

5) Record Keepins: The City Secretary r.vill maintain copies of all Hand Receipts. purchase
orders wi l l  be nraintained irr  l rnarrcial  records of the City.  Origirral  Invoices showing purchase
price and date clf procurement will be nraintzrined.

6) Depreciat ion: The City wi l l lecord depreciat ion ou an anuualbasis on al l  f ixed assets as a
lllealls of p|operly reflecting the current value of the asset. Computers. machinery alrd
eqtt ipment rvi l l  have a3 year est imated useful  l i fe and furni ture, f ixtures aud equipr lent wi l l
have a 7 year estirnate life.

lndivitlual Resnonsibilitv (pecuniarv responsibilitv): Each individual that has accepted responsibility
fot 'uotr  expendable eqLt ipment thlough signing a haud receipt incurs the pecuniary respolsibi l i ty for that
equiptnent.  fhat is eqtr ipment that is lost,  or danraged thlough gross neglect or l regl igence is f iuarrcial ly
t'esponsible fbr replacing that itenr after depreciation is takerr. If lost through theft the indiviclual nrust
show that reasottable precautions had been taken to protect the equipment. The final arbiter l 'or these
matters is the Mayor.
Storage and Mainteltance: IndividLrals who have hand receipted property also lrave assumed the
requiremenl for the proper storage and maintenance ol'the property. '[ ' lre 

cost ol'maintelrance nray be
reirrbursed upon approval of the maintenance r.equirecl.
Accessibilitv: An individLral who holds property orr a lrand receipt must have a process establislred to
transfer that property uporr le l ie l 'o l 'duty ol  unavai labi l i ty dur ing a demaud for the use of the equiprnent
or propefty to another person, the City Secretary, or the Ernergency Mernagement Coordinator if the
property is associated with Emergency Management.

4. Accountable ProDertv Assets: Attached as au Enclosure l, is the current listing of the Property owned by
City of Weston Lakes

5. Pol icv Arrnroval:  1- l r is pol icy l ras been approved by City Counci l  Resolut iorr  nurnber 2- l  I  on May 24,2011.

Shaunon Purcel l
City Secretary
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