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WELCOME 

Thank you for your interest in doing business with the City of Kemah. We are committed to fostering 
positive and productive partnerships with vendors, promoting transparency, fairness, and 
professionalism in all our procurement processes. 

To ensure equitable opportunity for all potential vendors, we encourage fair and open competition 
in alignment with our purchasing standards. 

VENDOR REGISTRATION REQUIREMENT 

All vendors wishing to conduct business with the City are required to complete the Vendor 
Application Packet. Additionally, an authorized representative of your company must review and 
agree to the policy terms outlined below. 

Invoicing and Correspondence 

All invoices, statements, and related correspondence must be submitted either: 

• By Email to: finance@kemahtx.gov

• By Mail to:
City of Kemah
Attn: Accounts Payable
1401 State Highway 146
Kemah, TX 77565

Payments are processed no later than 30 days following the later of (1) the date the invoice is 
received, or (2) the date the goods or services are accepted by an authorized representative of the 
City. 

ETHICAL STANDARDS AND CONFLICTS OF INTEREST 

The City of Kemah maintains the highest ethical standards for both its employees and vendors. City 
employees and their immediate family members are strictly prohibited from soliciting or accepting 
gifts, favors, or any form of compensation from vendors that could be perceived as influencing City 
business. This includes material goods, services, promotional items, and discounts on personal 
purchases. 

Any situation that may present a potential or actual conflict of interest should be reported 
immediately to the Finance Department. 

COOPERATIVE PURCHASING PARTICIPATION 

To maximize value and efficiency in our procurement efforts, the City of Kemah participates in 
various purchasing cooperatives, including: BuyBoard, TXSmartBuy, HGACBuy 

082125



ACKNOWLEDGMENT 

By signing below, you certify that you are an authorized representative of the vendor listed on the 
accompanying W-9 form, and that your company agrees to adhere to all City of Kemah policies 
stated herein, unless otherwise agreed to in writing. 

Signature Date 

Company Name 

GENERAL INFORMATION 

To maintain transparency, efficiency, and compliance with local and state regulations, all vendors 
must complete and submit the required documentation outlined below before conducting any 
business with the City. 

The Packet Includes: 

• Vendor Information Form
• Indemnification Agreement
• Insurance Requirements

Acknowledgment

• IRS Form W-9
• Conflict of Interest Questionnaire
• Local Government Officer Conflicts

Disclosure Statement

Please ensure that all required sections are completed and signed where indicated. Incomplete 
submissions may delay approval and the ability to conduct business with the City. 

We appreciate your cooperation in helping maintain an efficient and accountable procurement 
process. 

WHO QUALIFIES AS A VENDOR? 

A vendor is defined as any individual, company, or organization that sells goods or provides 
services to the City of Kemah. This includes professional services, public works, supplies, and 
contracted labor. 

Important Note: 

Execution of a Professional Services Agreement (PSA), Public Agency Contract, Purchase Order, or 
any other procurement document does not substitute for the requirement to submit a completed 
packet. 
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VENDOR INFORMATION 

Date:_________________________                  NAICS Code: _________________________ 

Vendor Name:_________________________ DBA: _________________________ 

Business Physical Address: _____________________________________________________________ 

City: _________________________ State: _______________ Zip Code: ________________ 

Office Contact: _________________________ Office Contact Title: _________________________ 

Office Contact Email: ________________________________________________________________ 

Office Contact Phone No: _________________________ Ext: _________________________ 

Website Address: _______________________ Fax No: _________________________ 

Description of goods/service provided: ________________________________________________ 

Independent Contractor:  Yes No 

Tax ID/EIN: ________________________________________ 
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INSURANCE REQUIREMENTS 

To protect the interests of the City and ensure adequate risk coverage, vendors may be required to 
provide proof of specific insurance coverage as outlined below. The City of Kemah reserves the 
right to increase these minimum insurance requirements or request additional types of coverage 
depending on the nature and scope of the services or work being performed. 

MINIMUM REQUIRED COVERAGE 

During the term of any agreement with the City, the vendor shall maintain, at their own expense and 
without interruption, the following insurance coverage as applicable: 

• General Liability Insurance

o Comprehensive General Liability or Commercial General Liability

o Minimum limits of $2,000,000 per occurrence and $4,000,000 general aggregate

o Additional Insured Endorsement, naming the City of Kemah as an additional insured
for both completed and ongoing operations

o Primary and Non-Contributory Endorsement for General Liability

o Waiver of Subrogation in favor of the City of Kemah

• Automobile Liability Insurance

o Comprehensive Auto Liability covering all owned, hired, and non-owned vehicles

• Workers’ Compensation and Employer’s Liability Insurance

o Must comply with all statutory requirements

o If exempt, vendor must provide valid documentation of exemption

o Waiver of Subrogation in favor of the City of Kemah

• Professional Liability / Errors & Omissions Insurance

o Minimum of $2,000,000 per occurrence (if applicable to services provided)

• Cyber Liability Insurance

o Minimum of $2,000,000 per occurrence (if applicable to services provided)

• Pollution Liability Insurance

o Minimum of $2,000,000 per occurrence (if applicable to services provided)

CERTIFICATE HOLDER INFORMATION 

All Certificates of Insurance must include the following certificate holder details: 

City of Kemah 

1401 State Highway 146 

Kemah, TX 77565 
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INDEMNITY AGREEMENT 

VENDOR INDEMNIFICATION OF CITY. To the greatest extent allowed by law, VENDOR shall 
indemnify and hold harmless the CITY and its officers, agents and employees against all claims, 
demands or liability for damages to persons or property arising out of or resulting from VENDOR's 
performance under any agreement with the CITY, except for those claims arising from the willful 
misconduct, sole negligence or active negligence of the CITY, its officers, agents, or employees. 
VENDOR'S indemnification shall include any and all costs, expenses, attorney's fees, expert fees 
and liability assessed against or incurred by the CITY, its officers, agents, or employees in 
defending against such claims or lawsuits, whether the same proceeds to judgment or not. Further, 
VENDOR at its own expense shall, upon written request by the CITY, defend any such suit or action 
brought against the CITY, its officers, agents, or employees resulting or arising from the conduct, 
tortious acts, or omissions of the VENDOR. VENDOR'S indemnification of CITY shall not be limited 
by any prior or subsequent declaration by the VENDOR." The undersigned is authorized to, and 
hereby does, agree to the above terms and conditions on behalf of the Vendor. 
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COMPLIANCE WITH TEXAS LOCAL GOVERNMENT CODE – CHAPTER 176 

Chapter 176 of the Texas Local Government Code governs the disclosure of conflicts of interest 
involving local government officers, their family members, and individuals or businesses seeking to 
do business with a local governmental entity, such as the City of Kemah. 

WHO MUST FILE 

• Local Government Officers are required to file a Conflict-of-Interest Disclosure Statement
(Form CIS) if they or a family member have a business or financial relationship with a vendor.

• Vendors and Prospective Vendors must file a Conflict-of-Interest Questionnaire (Form CIQ) if
they:

o Have a business relationship with a local government officer or their family member, or

o Have given, or intend to give, a gift (as defined in Chapter 176) to a local government
officer or their family member.

If any information previously submitted on Form CIQ becomes inaccurate or incomplete, the 
vendor must submit an updated Form CIQ in a timely manner. 

LEGAL REQUIREMENTS & PENALTIES 

Failure to comply with Chapter 176 is considered an offense under Texas law. Compliance is the 
sole responsibility of each: 

• Local government officer

• Vendor or prospective vendor

• Business entity

• Individual agent or representative

Filing deadlines and form requirements are outlined in Chapter 176 and enforced by the Texas 
Ethics Commission. 

REQUIRED FORMS 

The following forms must be completed and submitted as applicable: 

• Form CIS – Conflict of Interest Disclosure Statement - to be completed by local government
officers.

• Form CIQ – Conflict of Interest Questionnaire - to be completed by vendors and prospective
vendors.

• Form W-9 – Request for Taxpayer Identification Number and Certification - to be completed
by vendors for IRS reporting purposes.
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HOW TO SUBMIT 

All completed forms must be submitted to: 

City of Kemah 
Attn: Accounts Payable 
1401 State Highway 146 
Kemah, TX 77565 

Or by email to: finance@kemahtx.gov 

WHERE TO ACCESS FORMS 

All required forms can be accessed: 

• On the City of Kemah website

• Through the Texas Ethics Commission website: www.ethics.state.tx.us

If you have any questions regarding your disclosure obligations, please consult your legal advisor or 
contact the City Finance Department for general guidance. 
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