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Meet the 
Purchasing 

Team

Brazoria County 
Purchasing 
Department

We want to help 
vendors successfully do 

business with the 
County

Main Office Phone: 
(979) 864-1825 or (281) 
756-1825 or (979)-388-

1825



Brazoria County Purchasing Webpage



Brazoria County Purchasing Contacts Page



What We 
Hope You 

Take Away 
From This 

Presentation

Understand how Brazoria County 
typically purchases goods and services

Learn how to successfully compete for 
quote-based purchases

Know when formal solicitations occur 
and how to find them

Understand Purchase Order and 
onboarding requirements

Learn how to avoid common vendor 
mistakes

Know where to register and how to 
stay informed about opportunities



How Most County 
Purchases Are Made

MOST COUNTY PURCHASES ARE LOWER-DOLLAR 
PURCHASES COMPLETED USING QUOTES

DEPARTMENTS SUBMIT REQUESTS TO 
PURCHASING

PURCHASING OR DEPARTMENTS MAY REQUEST 
QUOTES FROM VENDORS

VENDORS COMPETE BY PROVIDING PRICING, 
AVAILABILITY, AND SERVICE DETAILS



How Vendors 
Successfully 
Compete & 

Increase 
Opportunities

Respond quickly when 
contacted for quotes or pricing 
requests

Provide clear and complete 
pricing and specifications

Confirm product availability, 
delivery timelines, or service 
scheduling

Ensure quotes are complete, 
accurate, and easy to 
understand

Communicate clearly and 
provide strong customer service 
and reliability



Vendor Visibility Strategy –
Registrations

• Register as a vendor with the Texas State 
Comptroller’s Office

• Register as a vendor with purchasing 
cooperatives (covered later in the 
presentation)

• Register in Bonfire and select accurate 
NIGP commodity codes

• Maintain updated contact and company 
information in vendor registrations



Texas State 
Comptroller 

Vendor 
Information



Vendor Visibility Strategy –
Business Presence

Make your business easy to find online 
(website and accurate business listings)

Participate in vendor outreach and 
education events

Introduce your business capabilities to 
Purchasing by scheduling an appointment



Purchase Order Requirements

• Only Purchasing can authorize purchases
• Always obtain a valid Purchase Order Number 

before providing goods or services
• Do not begin work without a Purchase Order 

Number or Notice to Proceed
• Read Purchase Orders fully, important notes in 

the comment section; our Terms & Conditions 
link is at the bottom left

• Include PO numbers on invoices to ensure timely 
Net 30 payment



Brazoria 
County 

Purchase 
Order 

Terms and 
Conditions



When Formal 
Solicitations 
Are Required

• Formal solicitations 
typically occur when 
a purchase request 
exceeds $100,000

• When grant funds are 
used for a purchase

• Examples include 
sealed bids or 
proposals

• All formal 
solicitations are 
posted in Bonfire



Bonfire Landing Page



Bonfire Vendor Registration



High-Level Solicitation 
Overview

Solicitations are publicly 
advertised in The Facts 
and the Electronic State 
Business Daily website and 
open to all vendors

Vendors submit 
responses through 
Bonfire

Responses must  be 
complete and meet 
specifications and 
deadlines

Bonds (Bid, Payment, & 
Performance) may be 
required, depending on 
the type of project



Purchasing 
Cooperatives

County may 
purchase using 
cooperative 
contracts

Vendors submit 
responses directly 
to cooperative 
solicitations

Cooperatives can 
provide additional 
public sector 
opportunities



Choice Partners (HCDE Cooperative)



Department 
of 
Information 
Resources 
(DIR)



BuyBoard
Cooperative



Vendor Onboarding 
Requirements

The following 
documents are 
required before a 
Purchase Order is 
issued: 

IRS Form 
W-9

Vendor Data 
Sheet

SAM.gov 
registration

The following 
documents may be 
required before a 
Purchase Order is 
issued:

Certificate of 
Insurance 
(when 
applicable)

Bonds 
(Payment 
and/or 
Performance)



SAM.GOV Registration Page



COI Example



Common 
Vendor 

Mistakes 
to Avoid

• Starting work before 
receiving a Purchase 
Order Number

• Submitting incomplete 
pricing or 
specifications

• Not registering in 
Bonfire or selecting 
NIGP commodity 
codes

• Missing submission 
deadlines

• Not submitting 
invoices timely



Questions?
We are happy 

to help.
What questions 
do you have?
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