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Agenda
Session 1 – July 21, 2025 - Completed

• Purchasing Functions
• Procurement & Sourcing Policy Overview

Session 2 – August 4, 2025
• Procurement Process Overview

Session 3 – August 18, 2025
• Contract Administration 

• Vendor Performance Report
• Vendor Outreach

• Supply El Paso
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Why is it important?

1. Ensures project success
2. Minimizes disputes
3. Protects financial Interests
4. Shapes good business relationships
5. Manages risks
6. Improves compliance
7. Facilitates communication
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Contract Administration Cycle
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Who’s the Contract 
Administrator? 

Each user department selects the contract administrator for each of its
contracts.
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Contract Administrator 
Responsibilities
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1. Maintaining adequate and appropriate records.
2. Ensures contract compliance with scope, schedule and budget.
3. Primary level for conflict resolution:

• After proper consideration reports persistent contract
compliance issues to Purchasing & Strategic Sourcing for Cure
Process and potential termination for default.
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Contract Administrator 
Responsibilities
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4. Reviews and approves/denies deliverables as to their adherence to
the contract terms and conditions.

5. Reconciles expenditures and ensures correct invoicing and payment.
6. Document and monitor contract modifications/change orders.
7. Contract close-out to ensure all contract requirements were fulfilled. 
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Contract Administrator:
Actions NOT Delegated
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1. Allow the contractor to begin work before a contract is fully executed.

2. Approve contract modifications/change orders.

3. Request contractor to incur costs not covered by the contract
with expectations that the City will reimburse such costs.

4. Terminate or threaten to terminate for any cause the contractor’s right
to proceed.
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Vendor 
Performance
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Vendor Performance Tracking 
System
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The Vendor Performance Tracking System (VPTS) provides the City with
a comprehensive tool for evaluating vendor performance to reduce risk in
the award and performance of contracts.
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Vendor Performance Tracking 
System
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1.Electronically tracks vendor performance on all contracts.
2.Provide performance ratings (0-10) in five measurable categories for City 
vendors; and
3.Provides a central repository for Vendor Performance Reports (VRP).
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VPR Rating System Overview
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Excellent: 10
Performance significantly exceeds contractual requirements to the City’s
benefit. For example, the Vendor completed the contract either below budget
and/or completed the contract ahead of schedule which resulted in added
value to the City. The contractual performance of the Vendor being assessed
was accomplished in full compliance of all material terms of the contract and
with complete customer satisfaction.
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VPR Rating System Overview

14

Good: 9
Performance meets contractual requirements and exceeds in some
area(s) to the City’s benefit. The contractual performance of the Vendor
being assessed was accomplished with goods or services in compliance
with all the terms and conditions of the contract, promptly remedied any
instance of non-compliance with the material terms of the contract; and
corrective actions were satisfactory.
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VPR Rating System Overview
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Fair: 7 – 8
Performance meets contractual requirements. The contractual
performance of the Vendor complied with all the terms and conditions of the
contract and remedied the majority of the instances of non-compliance with
the material terms of the contract with fair customer satisfaction.
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VPR Rating System Overview
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Poor: 5 – 6
Performance does not meet some contractual requirements. The
contractual performance of the Vendor being assessed reflects a serious
problem because it did not comply with some terms and conditions of the
contract; or was non-compliant of material terms of the contract and failed to
remedy the majority of instances of non-compliance with the material terms
of the contract.
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VPR Rating System Overview
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Unsatisfactory: 0 – 4
Performance does not meet contractual requirements. The goods or
services did not comply with all specifications and evaluation criteria
identified in the contract documents; or was non-compliant of material terms
of the contract and failed to remedy the majority of instances of
noncompliance with the material terms of the contract; in a manner that
subjects the vendor to be deemed not eligible to award future contracts by
the City.
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Rating System and Performance 
Measures
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Responsibility Check
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1. A responsible bidder is defined as a qualified bidder with the lowest or
best bid price, and whose business and financial capabilities and past
performance and reputation meet the required standards.

2. Responsible bidders/offerors will be considered for future response to
solicitations.

3. For multi-year contracts, contract may be extended for additional terms, 
if extensions were approved at the award of the contract.
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Vendor Performance Reporting
Scores and Averages: 
Central Repository
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Contract 
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Change Orders
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When?
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Regulation
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Conflict 
Resolution
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Key Elements
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1. Continuous communication 
2. Identify the issue
3. Review contract
4. Open dialogue 
5. Proper consideration 
6. Document resolution
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Cure Process 
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1. Performance has not improved 
2. Cure Letter documenting the non-compliance items
3. Corrective Action Plan
4. Corrective Action Plan implementation evaluation 
5. Default Termination determination
6. Supplier is placed in the ineligible sourcing list 
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Vendor Outreach
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Supply El Paso
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Supply El Paso Procurement 
Playbook
Unlocking the Procurement Economy
for Local Businesses in El Paso
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• Supply El Paso is market-making
initiative to help local businesses
compete for contracts and grow

• El Paso can serve as a national model
for fostering local enterprise growth
through effective procurement, focusing
on key sectors like defense, energy and
manufacturing.
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Supply El Paso Procurement 
Playbook
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Supply El Paso Pledge of Support
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PRESENTATION IS FINALIZED.We, the stakeholders, take this pledge to support

Supply El Paso, with the upmost sincerity, as a
network that empowers local businesses to
compete for contracts by providing access to
procurement education and opportunities for
growth.
We pledge to support and collaborate as a network of agencies and
resources to enhance the economy of our region.

As leaders we will work to promote our local businesses and foster an
environment where they can flourish.
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Workshops & 
Expo
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Workshops
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• Trainings/Workshops coordinated with
Strategic Partners, hosted online and in
person.

• El Paso Hispanic Chamber of
Commerce Winning Wednesday-
Supplier trainings​ bimonthly.

• Contract Opportunity Center (COC)
Doing Business with the City



Annual Cooperative
Purchasing Expo
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Premier event designed to help local businesses expand their knowledge and
learn how to obtain cooperative contracts used by government agencies
nationwide.

Event Highlights
• Free Admission
• Networking Opportunities
• Valuable Resources



Annual Cooperative
Purchasing Expo
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Who Should Attend?
• Suppliers seeking growth opportunities
• Businesses interested in understanding cooperative contracts
• Those looking to network with government agencies and other businesses



Annual Cooperative Purchasing 
Expo
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the ASL translator service. Do NOT 

add any info in this space.

REMOVE THIS BOX ONCE THE 
PRESENTATION IS FINALIZED.The distinguished award is earned by public and

non-profit organizations that obtain a high
application score based on innovation,
professionalism, e-procurement
procedures, productivity, and leadership
through excellence and
continuous organizational improvement.

The City of El Paso joins Austin and San Antonio
as one of three large cities in Texas and one of
87 cities in the United States and Canada to
receive this award.

11th Award

Achievement of Excellence in 
Procurement Award
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