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4. Emergency Purchase Order (Any Value): 

 

An emergency is defined as the need of supplies and/or services by a 

requisitioner to the extent that if not procured immediately, serious financial 

or operational loss will occur.  Emergencies can be caused by breakdown of 

essential equipment, weather damage, sudden illness, epidemics, etc. 

 

Carelessness or negligence by a department or its employees can also cause 

emergencies.  Such cases are subject to question, review, potential rejection of 

emergency handling, and possible refusal of payment by the Texas Building and 

Procurement Commission.  Any invoice resulting from an emergency purchase 

payable from funds held by the State Treasurer must be approved by the Texas 

Building and Procurement Commission before the State Comptroller will issue a 

warrant for payment. 

 

UTD Purchasing should be contacted immediately (see "Emergency Coverage" for 

contacts during other than normal hours of operation). 

 

The following events will then take place dependent upon the monetary value of 

the purchase requisition which must be submitted to Purchasing by the 

requisitioner as soon as is feasible: 

 

a. Up to $25,000 - UTD Purchasing must attempt to secure at least three (3) 

competitive bids whenever possible.  These bids may be obtained verbally.  

Included in the bidding shall be a minimum of one woman-owned and one 

minority-owned HUB certified businesses. 

b. $25,000 or more - UTD Purchasing must attempt to secure at least three (3) 

written bids on the prescribed bid form with proper signatures from the 

bidders and have Texas Building and Procurement Commission approval prior 

to an order being placed on a confirmation basis.  The emergency purchase 

file, when forwarded to the Texas Building and Procurement Commission, 

must contain a full written explanation stating why the emergency exists 

and why requirements were not anticipated. 
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