STATE OF TEXAS

PURCHASE ORDER
9/22/2016 PO has been amended. Service period has been adjusted.
1. Agency Name & No. 4. Purchase Order No. 12. HUB: 13. Order Type:
TEXAS STATE LIBRARY 306 306-17-8061 N/A Service
& ARCHIVES COMMISSION
Tax Exempt agency of the Texas State Government 5.PCC Cc 14. Vendor Identification No: _
2. Agency Billing Address 6. Current Document No. 15. Vendor Address:

*ACCOUNTING DEPARTMENT**
Texas State Library & Archives Commission

PO Box 12516 TIBH Industries

Austin, TX 78711-2516 7. Document (order) amt
Email invoices to: AP@tsl.texas.gov $2,898.00 1011 East 53 1/2 Street
Phone: (512) 463-5473; Fax: (512) 475-0185 BARS Austin, TX 78751
*VENDOR MUST REFERENCE PURCHASE ORDER 8. REF DOC .
NUMBER ON ALL INVOICES OR INVOICE WILL BE 16. Vendor Contact Info:
RETURNED TO VENDOR. THIS PURCHASE HAS BEEN Sergio Pellicano
DETERMINED TO BE THE "BEST VALUE." . .
9.  service Period or Phone: (512) 637-7100 Fax:

3. Destination of goods or service Expected Delivery Date: | Email: Sergio Pellicano@goodwillcentraltexas.org

FOB Destination 9/1/2016 - 9/22/2016
Receiving Hours: 7:30 AM - 4:00 PM
Receiving Dock, Room G-007 10. Agency Contact: Pam Rodriguez Phone: (512) 463-3037
Texas State Library & Archives Commission Email: purchasing@tsl.texas.gov Fax: (512) 475-3393
1201 Brazos Street
Austin, TX 78701 11. TSLAC Project Contact: Jo Ann Ramirez Phone: (512) 463-5473

Email: jramirez@tsl.texas.gov

17. Description

TSLAC will contract with one temporary personnel through TIBH through CPA Contract # 962-M3.
Title: Accounting Technician |; Rate: Experienced Level; Job Class Code # 100; District 14, Pay rate: $24.15/hr; For 120 Hours

Work under this PO is for the period of Thursday, September 1, 2016 - Thursday, August 31, 2017; Work hours: 8:00am - 5:00pm; Work Duties:
Performs routine accounting support work. Work involves, but is not limited to, processing agency invoices, receiving reports, encumbrances, payment
vouchers, and other documents in preparation of payment for agency goods and services. Candidate must be proficient with accurate data entry skills.
Work attire: Business casual. Detailed job description is attached.

Timesheet will be approved by TSLAC Project Contact in Box #11 and Purchasing will also need access to these timesheets. Temp is NOT TO
EXCEED 120 work hours without prior approval from the TSLAC Project Contact in Box #11 and amendment to this PO. Vendor is not to exceed the
total amount listed on the PO without prior approval and amendment to this PO by the TSLAC Purchasing Deparment.

TSLAC Purchase Order Terms & Conditions and Invoicing Instructions ar attached.

18. SFX INDEX AY COBJ AOBJ AMOUNT INVOICE NO.
001 09791 17 7274 7399 $2,898.00
19. Line No 20. Goods & Service 21.NIGP Code 22.Qty 23. Units 24, Unit Price 25. Extended Amt
1. Shannon Coleman will be employed as temporary 962-69 120 Hour(s) $24.15 $2,898.00

personnel for the Accounting Department.

Grand Total $2,898.00

26. Legal Cites: Preference for Products of Persons with Mental Retardation or Physical Disabilities [TIBH] as defined by the Texas Government Code 2155.441
27. Division Tracking Number: ADM 17-026

Per Texas Tax Code 151.309, the Texas State Library and Archives Commission is a tax-exempt agency.
If you need further proof of this, please contact the Agency Contact in box #10.

Confirmation of receipt is required, please sign box #29 and return signed PO via email: purchasing@tsl.texas.gov or fax: (512) 475-3393.

28. Approval Signature Date 29. Vendor Signature Date

Mm CTPM 5f bZlZD, (_p Vendor confirmed via email 9/22/2016
O ) 1
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STATE OF TEXAS
PURCHASE ORDER

8/1/2016 Amended to include the updated rate prices for the temp personnel services. Increase approval is attached.

1. Agency Name & No. 4. Purchase Order No. 12. HUB: 13. Order Type:
TEXAS STATE LIBRARY 306 306-17-8061 N/A Service
& ARCHIVES COMMISSION
Tax Exempt agency of the Texas State Government §.PCC C 14. Vendor Identification No: ]
2. Agency Billing Address 6. Current Document No. | 15- Vendor Address:

**ACCOUNTING DEPARTMENT**
Texas State Library & Archives Commission

PO Box 12516 TIBH Industries

Austin, TX 78711-2516 7. Document (order) amt
Email invoices to: AP@tsl.texas.gov $50,232.00 1011 East 53 1/2 Street
Phone: (512) 463-5473; Fax: (512) 475-0185 nede. Austin, TX 78751
*VENDOR MUST REFERENCE PURCHASE ORDER 8.REF DOC .
NUMBER ON ALL INVOICES OR INVOICE WILL BE 16. Vendor Contact Info:
RETURNED TO VENDOR. THIS PURCHASE HAS BEEN Sergio Pellicano
DETERMINED TO BE THE "BEST VALUE. 9. Phone: (512) 637-7100 Fax:

Service Period or
Expected Delivery Date: | Email: Sergio Pellicano@goodwillcentraltexas.org

3. Destination of goods or service

FOB Destination 9/1/2016 - 8/31/2017
Receiving Hours: 7:30 AM - 4:00 PM
Receiving Dock, Room G-007 10. Agency Contact: Pam Rodriguez Phone: (512) 463-3037
Texas State Library & Archives Commission Email: prodriguez@tsl.texas.gov Fax: (512) 475-3393
1201 Brazos Street
Austin, TX 78701 11. TSLAC Project Contact: Jo Ann Ramirez Phone: (512) 463-5473

Email: jramirez@tsl.texas.gov

17. Description

TSLAC will contract with one temporary personnel through TIBH through CPA Contract # 962-M3.
Title: Accounting Technician |; Rate: Experienced Level; Job Class Code # 100; District 14, Pay rate: $24.15/hr; For 2080 Hours

Work under this PO is for the period of Thursday, September 1, 2016- Wednesday, August 31, 2017; Work hours: 8:00am - 5:00pm; Work Duties:
Performs routine accounting support work. Work involves, but is not limited to, processing agency invoices, receiving reports, encumbrances, payment
vouchers, and other documents in preparation of payment for agency goods and services. Candidate must be proficient with accurate data entry skills.
Work attire: Business casual. Detailed job description is attached.

Timesheet will be approved by TSLAC Project Contact in Box #11 and Purchasing will also need access to these timesheets. Temp is NOT TO

EXCEED 250 work hours without prior approval from the TSLAC Project Contact in Box #11 and amendment to this PO. Vendor is not to exceed the
total amount listed on the PO without prior approval and amendment to this PO by the TSLAC Purchasing Deparment.

TSLAC Purchase Order Terms & Conditions and Invoicing Instructions ar attached.

18. SFX INDEX AY coBJ AOBJ AMOUNT INVOICE NO.
001 09791 17 7274 7399 $50,232.00
19. Line No 20. Goods & Service 21.NIGP Code 22.Qty 23. Units 24, Unit Price 25, Extended Amt
1. Shannon Coleman will be employed as temporary 962-69 2080 Hour(s) $24.15 $50,232.00

personnel for the Accounting Department.
Start Date: 9/1/2016 - End Date: 8/31/2017

Grand Total $50,232.00

26. Legal Cites: Preference for Products of Persons with Mental Retardation or Physical Disabilities [TIBH] as defined by the Texas Government Code 2155.441

27, Division Tracking Number: ADM 17-026

Per Texas Tax Code 151.308, the Texas State Library and Archives Commission is a tax-exempt agency.
If you need further proof of this, please contact the Agency Contact in box #10.

Confirmation of receipt is required, please sign box #29 and return signed PO via email: purchasing@tsl.texas.gov or fax: (512) 475-3393.

28. Approval Signature Date 29. Vendor Signature Date

mﬁm@%m ilool,
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STATE OF TEXAS

PURCHASE ORDER
1. Agency Name & No. 4. Purchase Order No. 12. HUB: 13. Order Type:
TEXAS STATE LIBRARY 306 306-17-8061 N/A Service
& ARCHIVES COMMISSION
Tax Exempt agency of the Texas State Government 5.PCC C 14. Vendor Identification No: ]
2. Agency Billing Address 6. Current Document No. 15. Vendor Address:

*ACCOUNTING DEPARTMENT**
Texas State Library & Archives Commission

PO Box 12516 TIBH Industries

Austin, TX 78711-2516 7. Document (order) amt
Email invoices to: AP@tsl.texas.gov $48.360.00 1011 East 53 1/2 Street
Phone: (512) 463-5473; Fax: (512) 475-0185 e Austin, TX 78751
*VENDOR MUST REFERENCE PURCHASE ORDER 8. REF DOC .
NUMBER ON ALL INVOICES OR INVOICE WILL BE 16. Vendor Contact Info:
RETURNED TO VENDOR. THIS PURCHASE HAS BEEN Sergio Pellicano
DETERMINED TO BE THE "BEST VALUE." . .
9. Service Period or Phone: (512) 637-7100 Fax:

3. Destination of goods or service Expected Delivery Date: | Email: Sergio Pellicano@goodwillcentraltexas.org

FOB Destination 9/1/2016 - 8/31/2017
Receiving Hours: 7:30 AM - 4:00 PM
Receiving Dock, Room G-007 10. Agency Contact: Pam Rodriguez Phone: (512) 463-3037
Texas State Library & Archives Commission Email: prodriguez@tsl.texas.gov Fax: (512) 475-3393
1201 Brazos Street
Austin, TX 78701 11. TSLAC Project Contact: Jo Ann Ramirez Phone: (512) 463-5473

Email: jramirez@tsl.texas.gov

17. Description

TSLAC will contract with one temporary personnel through TIBH through CPA Contract # 962-M3.
Title: Accounting Technician |; Rate: Experienced Level; Job Class Code # 100; District 14, Pay rate: $23.25/hr; For 2080 Hours

Work under this PO is for the period of Thursday, September 1, 2016- Wednesday, August 31, 2017; Work hours: 8:00am - 5:00pm; Work Duties:
Performs routine accounting support work. Work involves, but is not limited to, processing agency invoices, receiving reports, encumbrances, payment
vouchers, and other documents in preparation of payment for agency goods and services. Candidate must be proficient with accurate data entry skills.
Work attire: Business casual. Detailed job description is attached.

Timesheet will be approved by TSLAC Project Contact in Box #11 and Purchasing will also need access to these timesheets. Temp is NOT TO
EXCEED 250 work hours without prior approval from the TSLAC Project Contact in Box #11 and amendment to this PO. Vendor is not to exceed the
total amount listed on the PO without prior approval and amendment to this PO by the TSLAC Purchasing Deparment.

TSLAC Purchase Order Terms & Conditions and Invoicing Instructions ar attached.

18. SFX INDEX AY COBJ AOBJ AMOUNT INVOICE NO.
001 09791 17 7274 7399 $48,360.00
19. Line No 20. Goods & Service 21.NIGP Code 22.Qty 23. Units 24. Unit Price 25. Extended Amt
1. Shannon Coleman will be employed as temporary personnel 962-69 2080 Hour(s) $23.25 $48,360.00

for the Accounting Department.
Start Date: 9/1/2016 - End Date: 8/31/2017

Grand Total $48,360.00

26. Legal Cites: Preference for Products of Persons with Mental Retardation or Physical Disabilities [TIBH] as defined by the Texas Government Code 2155.441
27. Division Tracking Number: ADM 17-026

Per Texas Tax Code 151.309, the Texas State Library and Archives Commission is a tax-exempt agency.
If you need further proof of this, please contact the Agency Contact in box #10.

Confirmation of receipt is required, please sign box #29 and return signed PO via email: purchasing@tsl.texas.gov or fax: (512) 475-3393.

28. Approval Signature Date 29. Vendor Signature Date

X m&%m 1pal20l6
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Revised: 07/11/2016

TEXAS STATE LIBRARY & ARCHIVES COMMISSION
JOB DESCRIPTION

WORKING TITLE: Accounts Payable Accounting Technician - Temporary DIVISION: Administrativew Services
CLASSIFICATION TITLE: Accounting Technician | CLASS NO: 1000 PAY GROUP: A-11
JOB SUMMARY

Performs routine (journey-level) accounting support work. Work involves, but is not limited to, processing agency
invoices, receiving reports, encumbrances, payment vouchers, and other documents in preparation of payment for
agency goods and services. Coordinates with internal purchasing staff, divisional purchasing liaisons, and external
vendors to resolve disputed invoices. This position will use specific procedures and guidelines to complete work.
Works under moderate supervision, with limited latitude for the use of initiative and independent judgment.

ESSENTIAL FUNCTIONS

Data enter vouchers and other documents in the Uniform Statewide Accounting System (USAS)
Process mail and other incoming documents daily

May Process invoices, receiving reports, and other related documents to reconcile payments to purchase orders
May Work with purchasing liaisons and vendors to research and resolve invoice discrepancies

May assist with creating payment vouchers

Create electronic scan for each paid voucher and make available to internal divisions

May Perform encumbrance research and maintain encumbrance data in USAS

Create and maintain vendor information in the Texas Identification Number System (TINS)

Record payment data and distribute payments

Attend work regularly in accordance with agency leave and attendance policies

Comply with all applicable agency policies and procedures including safety and standards of conduct
Perform other duties as assigned

MINIMUM QUALIFICATIONS

Graduation from high school/GED with: one year full-time accounting experience OR nine (9) semester hours
of college coursework in Accounting, Finance, or related field

AND

One year full-time accounting work experience processing vendor payments

One year full-time work experience using a personal computer, adding machine, and related office equipment
One year full-time work experience performing data entry and using spreadsheets on a personal computer
Knowledge of generally accepted accounting principles

Ability to work accurately with numerical data

Ability to communicate effectively orally and in writing

Ability to plan and manage own duties, work under pressure and meet deadlines

Ability to maintain confidentiality and security of information

Ability to maintain effective working relationships and have a customer-service orientation

PREFERRED QUALIFICATIONS

Bachelor’s Degree in accounting, finance, or related field

Experience with State of Texas Uniform Statewide Accounting System (USAS)

Experience using Microsoft Office Suite Software; Word, Excel, Access and Outlook

Experience processing mail

Experience working with financial documents including invoices, bank and credit card statements and related
documentsKnowledge of Prompt Payment Law

OTHER REQUIREMENTS

College transcript required if claiming college credit (at time of application)

In-basket exercise will be given at the time of interview to determine mathematical, logistical and proofreading ability
Criminal history check is required upon contingent job offer

SUPERVISION
Has no supervisory responsibility
Reports to the Accounting and Grants Manager



CPA CONTRACT NO. 962-M3
TIBH TEMPORARY PERSONNEL

FISCAL YEAR 2016
SEPTEMBER 1, 2015 THROUGH AUGUST 31, 2016

NOTE: SERVICES ARE NOT AVAILABLE FOR THE
FOLLOWING HIGHWAY DISTRICTS: 11, 21, 23, 25

District 14
NIGP Class/Item 962-69 Hourly Rate
o k5
TIBH Job . E §
toicode TIBH Job Class Title (Current) s, T
& g
0630 Statistician IV 39.13 47.03
0640 Economist | 29.85 36.57
0642 Economist Il 34.18 41.04
0644 Economist I} 39.13 47.03
0646 Economist IV 44.79 51.76
0812 Teacher Aide | 17.04 20.42
0813 Teacher Aide Il 19.19 23.25
0814 Teacher Aide Il 21.81 26.31
0820 Education Specialist | 27.90 33.47
0821 Education Specialist Il 31.95 37.57
0822 Education Specialist il 36.57 43.93
0823 Education Specialist IV 41.86 50.34
0824 Education Specialist V 47.93 55.66
% 1000 Accounting Technician | 19.19 =
1002 Accounting Technician Il 21.81 26.31
1012 Accountant | 23.23 27.93
1014 Accountant II 24.74 29.71
1016 Accountant HI 27.90 33.47
1018 Accountant IV 31.95 37.57
1020 Accountant V 36.57 43.93
1022 Accountant VI 41.86 50.34
1024 Accountant VII 47.93 55.66
1042 Auditor | 24.74 29.71
1044 Auditor Il 27.90 33.47
1046 Auditor Il 31.95 37.57
1048 Auditor IV 36.57 43.93
1050 Auditor V . 41.86 50.34
1052 Auditor VI 47.93 55.66
1059 Taxpayer Compliance Officer | 19.19 23.25
1060 Taxpayer Compliance Officer Ii 21.81 26.29
1061 Taxpayer Compliance Officer Il 24.74 29.71
1062 Taxpayer Compliance Officer IV 27.90 33.47
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