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applicable), the required delivery date, the last date quotations will be 
accepted, and the terms and conditions of purchase.  The vendor shall be 
informed that the price quotations are required to be honored during the 
stated period. 

8.04.02. Information obtained from the prospective vendor must include the name, 
address and telephone/telecopier numbers of the vendor, the total or unit 
price, as specified, the date through which the quoted price will be effective, 
the name of the representative providing the quote, and the specific (i.e.,  
name brand and model number) product offered.  For written quotations, this 
information must be included on the face of the written proposal. 

 
8.05. Selection of Vendor.  In selecting the most responsible vendor, the Purchasing Agent 

will consider such matters as price (all other factors being equal, the lowest price should always be 
taken), relative quality of good or service (if more than one vendor can deliver at an acceptable 
price, the relative quality should be considered), reliability of vendor (based on actual, documented 
experience of purchasing agent, not on intuition or rumor), ability to service items purchased, other 
relevant factors as determined by the Purchasing Agent. 
 
IX.  Emergency and Sole Source Purchases, Other Exempt Purchases. 
 

9.01. Emergency Defined, Procedures. 
9.01.01. Emergency (Priority One) purchases are governed by Tex. Loc. Govt. Code § 

262.024(a)(1), (2) & (3) and are not utilized at all, except: 
a. In the case of public calamity if it is necessary to make the purchase 

promptly to relieve the necessity of the citizens or to preserve the 
property of the County; 

b. To purchase an item necessary to preserve or protect the public health 
or safety of the residents of the County; or 

c. To purchase an item necessary because of unforeseen damage to 
public property. 

9.01.02. The following procedures must be followed for Priority One purchases: 
a. Qualification.  The purchase must qualify as an emergency purchase 

under the definition in Procedure 9.01.01, or in Tex. Loc. Govt. Code 
§ 262.024. 

b. Designation.  The designation of Priority One indicates a situation of 
such urgency that the normal purchasing procedure must be modified 
in the interest of speed, and therefore no competitive bids or 
quotations are required. 

c. Normal Working Hours.  All emergency purchases occurring during 
normal working hours are processed through the Purchasing 
Department as follows: 
i. The using department will notify the purchasing office by 

telephone immediately, with as much information as possible 
about the emergency purchase required, so that the 
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purchasing action can be initiated immediately. 
ii. Simultaneously, a purchasing requisition is prepared and hand 

carried through the normal channels. 
iii. The Purchasing Department or using department head 

contacts as many vendors as are necessary to arrange the 
emergency purchase.  If time permits, the PO is completed in 
accordance with Procedure 6.04.06.  Otherwise, the purchase 
is completed by telephone, and the PO is completed after the 
fact and delivered to the vendor. 

iv. The buyer requests expedited delivery, and if not available, 
the using department or Purchasing arranges to pick up the 
emergency purchase from the vendor. 

b. Evenings, Weekends and Holidays.  For other than normal working 
hours, when purchasing support is unavailable, emergency purchases 
shall be processed as follows: 
i. The responsible official of the using department takes 

whatever steps are necessary to procure needed supplies, 
services or equipment to relieve the emergency situation.  If 
possible, only those goods or services needed during the 
evening, weekend or holiday are procured. 

ii. On the first working day following the emergency, the 
responsible official prepares a requisition and hand-carries it 
to the purchasing office, as described in Procedure 9.01.02 
(d)(ii), above, attaching the invoices, bills for materials, 
receipts or other documents related to the purchase. 

c. Certification.  The official in charge of the using department must 
certify in writing on the next business day, or as soon thereafter as 
possible, that the purchase involved was necessary because of one of 
the reasons listed in Procedure 9.01.01. 

d. Commissioners Court Approval.  If a competitive bid would normally 
have been required under Article VII hereof to accomplish the 
purchase, the Commissioners Court must, by order, accept the 
certification of the official and enter it into the minutes of the 
Commissioners Court at its next meeting, together with authorization 
of the exception from the requirements of Article VII. 

 
9.02. Sole Source Defined, Procedures. 
9.02.01. A purchase qualifies as a “Sole Source” purchase when the item or service 

requested can only be obtained from one source, including: 
a. items for which competition is precluded because of the existence of 

patents, copyrights, secret processes, or monopolies; 
b. films, manuscripts or books; 
c. electric power, gas or other utility services; 
d. captive replacement parts or components for equipment. 


