
V. PURCHASING – GENERAL PROCEDURES[RC1]  

 

 

3. Since the Purchasing function within Williamson County is neither centralized or 

decentralized, frequent communication and training between individual county departments 

and the Purchasing Department are both vital and necessary to best facilitate the judicious 

expenditure of county dollars.  As such, employees of Williamson County departments conduct 

many purchasing functions under the delegated authority of the county’s Purchasing Agent.  

Responsibility for adherence and compliance to all Purchasing Policies and legal requirements 

rests primarily with the employee, under the supervision of either a Department Head or 

Elected Official who certifies conformance.  Interpretations and clarifications as to legal 

requirements and Purchasing Policies should be addressed by the Purchasing Department and 

legal counsel as necessary.  

 

4. Williamson County uses both Purchase Orders and Procurement Cards (P-cards) for general 

purchases of goods and services.  A good understanding and working knowledge of each 

procurement method is essential before a purchase is requested or conducted by any employee.   

Each method has its own policies that must be strictly followed. 

 

1. The purpose of this section is to facilitate the judicious expenditure of county dollars. This 

policy will provide consistent procedures for the acquisition of materials, supplies, and 

services required by Williamson County. The responsibility to adhere to all Purchasing policies 

rests with the employee, supervisor or department head who certifies conformance to them. 

Any questions related to conformance should be directed to the Purchasing Department prior 

to making a purchase.  

2. County purchasing policies must be strictly adhered to for all purchases and can be located 

on the SharePoint Purchasing Portal at: https://wilco365.sharepoint.com/purchasingportal. 

• County Purchase Requisitions and Purchase Orders must be submitted electronically. All 

Department Heads/County Officials shall ensure Purchase Requisitions are not created and 

approved in Oracle by the same individual. There must be a separation between Requisition 

originators and Requisition approvers. This is to ensure proper segregation of duties to 

prevent error and fraud. 

• All purchases for materials, supplies and services require a Purchase Order prior to placing 

the order.  

o Purchases $2,000 or greater require approval of the County Judge. 

• Requests for a Purchase Order after the order is placed will not be processed except for 
the following items: 

o Repair services (i.e. equipment repairs, vehicle repairs etc., includes purchase 
and/or replacement of any parts). Purchase Requisition must be entered as soon as 
possible after the purchase was made.  

https://wilco365.sharepoint.com/purchasingportal


o Goods and Services purchased during an emergency (i.e. public calamity). Purchase 
Requisition must be entered as soon as possible, after the purchase was made and 
the purchase must be exempted during the next possible Commissioners Court 
meeting 

• Purchases for supplies and materials for which a Purchase Order was not issued prior to 
the purchase must be approved by the County Judge. Please complete the County Judge 
Approval Form located on the Auditor’s Portal for these purchases. 

• Procurement Cards (P-cards) may be utilized as an alternate purchasing method to 
Purchase Orders for small dollar purchases, registration fees, business travel and 
training.  P-card holders must adhere to the Williamson County Procurement Policy 
located in the Procurement Card Manual at the SharePoint Purchasing Portal at 
https://wilco365.sharepoint.com/purchasingportal. 

o Cardholder is responsible to verify budget funds are available before the purchase is 
made.  

o Purchases $2,000 or greater require approval of the County Judge. 

o The procurement card monthly Expense Report and all receipts must be submitted 
to Accounts Payable within 5 days of receipt of statement.  

o Personal charges on the procurement card are strictly prohibited and may result in 
disciplinary action including suspension of card privileges and/or termination of 
employment. 

 

 

5.3. Information for conducting purchases on behalf of Williamson County can be located on the 

intranet Purchasing Portal located at: https://wilco365.sharepoint.com/purchasingportal.   This 

site provides county departments access to: 

a. Policies, Procedures and Manuals 

b. Training Materials 

c. Forms 

d. Guides and other tools to assist in the purchasing process 

 

6.4. Any questions related to conformance of county Purchasing Policies should be directed to the 

Purchasing Department prior to making a purchase. 

 

http://www.wilco.org/CountyDepartments/Purchasing 
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