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4.

Emer gency Purchase Order (Any Val ue):

An enmergency is defined as the need of supplies and/or services by a
requisitioner to the extent that if not procured i medi ately, serious financia
or operational loss will occur. Energencies can be caused by breakdown of
essential equi pment, weather danmge, sudden illness, epidenics, etc.

Car el essness or negligence by a departnent or its enployees can al so cause
energenci es. Such cases are subject to question, review, potential rejection of
energency handl i ng, and possible refusal of paynent by the Texas Buil di ng and
Procurement Conmmi ssion. Any invoice resulting froman emergency purchase
payable from funds held by the State Treasurer nust be approved by the Texas
Bui | di ng and Procurenent Conmi ssion before the State Conptroller will issue a
warrant for paynent.

UTD Purchasi ng shoul d be contacted i nmedi ately (see "Energency Coverage" for
contacts during other than normal hours of operation).

The following events will then take place dependent upon the nonetary val ue of
t he purchase requisition which nust be submitted to Purchasing by the
requi sitioner as soon as is feasible:

a. Up to $25,000 - UTD Purchasing nust attenpt to secure at least three (3)
conpetitive bids whenever possible. These bids may be obtained verbally.
I ncluded in the bidding shall be a minimum of one wonan-owned and one
m nority-owned HUB certified businesses.

b. $25, 000 or nore - UTID Purchasing nust attenpt to secure at |least three (3)
written bids on the prescribed bid formw th proper signatures fromthe
bi dders and have Texas Buil di ng and Procurenent Conmi ssion approval prior
to an order being placed on a confirnmation basis. The energency purchase
file, when forwarded to the Texas Buil di ng and Procurenent Conmi ssion
nmust contain a full witten explanation stating why the energency exists
and why requirenents were not anticipated
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