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STRATEGICPROCUREMENTPOLICY

SECTION1 – PURPOSEANDPRINCIPLES

1.1 Purpose

Thepurposeofthispolicyistodetailtheprinciples, procedures, roles, andresponsibilities fortheCity’s
Procurement operations.   

TheCityrecognizes thatthetaxpayers expectandhavetherighttoreceiveahighlevelofservicesatthe
bestvalue. TheCityiscommitted tomaintaining ahighstandardofprofessionalism inthemanagement
ofitspublicresources. Thestrategicobjectives oftheCity’sbusinesspracticesarereflected inthispolicy.  

Thispolicyestablishes theaccountability toensurethateconomically, sociallyandenvironmentally
responsible acquisitions includegoods, services, inventory, vehicles, equipment, infrastructure,  
construction, andcapitalexpenditures.  

TheCitywilltakethenecessary actionstoensureitcomplies withapplicable tradeagreements, legislated
requirements, andbestprocurement practices inthepublicsector. Allcompetitive opportunities willbe
openwhererequired, fair, andtransparent.   

Thispolicyappliestotheprocurement ofallgoods, servicesandconstruction fortheCity. Thispolicyand
itscorresponding Procurement Procedures Manualisadministered bySupplyChainManagement under
thedirectionoftheCAO.   

1.2 Principles – StrategicProcurement PolicyStatement

TheCitybenefitsfromthealignmentofitsadministrative andoperational dutiestomeetitslong-term
objectives. TheCitywantstoensurebestvalueisrealizedinallitsprocurement activities.  

ThispolicyisoneofthemeansbywhichtheCitycanaffectsocialandeconomic development toachieve
bestvalueforitscitizens. Throughprocurement actions, theCitycanachieve bestvalueforitscitizens
whichcanresultinsocial, environmental andeconomicbenefits. Thispolicywillassistinobtainingbest
valueandalignmentwithexistingcorporate plans (includingbutnotlimitedtotheCity’sClimateAction
Plan, Ten-YearStrategicPlanandTen-YearFinancialPlan).  

TheCity iscommitted toconducting itsProcurement operations inaccordance withthefollowing
principles:   

a) compliance andconsistency withapplicable legislation, tradeagreements, policies, and
procedures;   

b) open, fair, andtransparent processes thataffordequalaccesstoallqualifiedSuppliers;  
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c) reciprocal non-discrimination andgeographic neutralitywithrespecttoitstradingpartners in
accordance withtradetreatyobligations;  

d) achievingbestvaluethroughconsideration ofthefullrangeofProcurement Methods andthe
adoptionofcommercially reasonable businesspractices;  

e) effectivebalancebetweenaccountability andefficiency;  
f) ensuringadherence tothehigheststandardsofethicalconduct;  
g) establishing standardization ofgoods, equipment, andtechnology wherever possible torealize

bestvalue;  
h) procuring goodsandserviceswithdueregardtotheuseofresponsible productswithout

compromising ahealthy, safe, relevant, andaesthetically acceptable learningandworking
environment;  

i) procuringthenecessary qualityandquantityofgoodsandservices inanefficient, responsive, and
cost-effectivemanner;  

j) ensuring thatadministrative effortandexpensearetobecommensurate withthevalueofthe
purchase;  

k) ensuring thattheCityisnotundulyexposedtoriskinallprocurement-relatedtransactions;  
l) ensuring business processes areconducted withfairness, integrity, accountability, and

transparency; and
m) ensuring thatallprocurement awardsandcontractsarefreeofanyconflictsofinterestorbias.  

1.3 RoleofSupplyChainManagement

SupplyChainManagement isresponsible forthepurchase ofgoodsandservices, andtheprocurement
ofconstruction contracts forallCitydepartments, exceptfortheprocurement of infrastructure
construction contracts and professional services required byUtilitiesandInfrastructure Services.  
Infrastructure construction contractsandprofessional serviceswillbecoordinated throughtheSupply
ChainManagement department.  

SupplyChainManagement istheCity’slinktothevendorcommunity onallmattersrelated tothe
procurement ofgoods, services andconstruction.  

SupplyChainManagement shallprepare, orassistwiththepreparation of, allbiddocuments, related
reports andrecommendations forconsideration, approval oraward bytheCAO, ordesignate, and/or
CommonCouncilonallprocurement relatedmatters.  

TheCitywillconsiderotherleadingsustainability practicesandmayincorporate theseemerging
strategies intotheCity’spolicieswhereitisdeemedtobeappropriate andalignswiththeCity’sstrategic
objectives.  

SupplyChainManagement oversightandsupportservices include, butarenotlimitedto:  

1. deploying procurement strategies andtacticswhichensurevalueformoneyinalltransactions;  
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2. determining theprocurement methodwhichismostappropriate forthemarketconditions
andfacilitating thecompetitive bidprocesses andprocedures;  

3. ensuringsupplierperformance ismeetingorexceeding theCity’sexpectations;  
4. compliance withallspecifications forallacquisitions;  
5. processing allcontracts asperthesigningauthorities forcontracts;  
6. considering environmental, economic andstrategicvalueswhenmakingrecommendations or

decisions;  
7. supporting otherdepartments withpolicycompliance andbestpractices;  
8. providing professional procurement adviceandservices, including therecommendations on

typeofbidsolicitation method;  
9. monitoring compliancewiththispolicy, theProcurement Procedures Manual andany

applicable legislation andtradeagreements;  
10. notifyingCommissioners orDirectors, ofnon-compliance withthispolicy, theProcurement

Procedures Manualandapplicable legislationandtradeagreements; and
11. notifying theCAOand/orCommonCouncilofnon-compliance.  

Commissioners areresponsible forprocurement activitieswithintheirdepartments anddivisionsandare
accountable forachieving thespecificobjectivesoftheprocurement policy.  

1.4.1Requirement forApproved Funds

Withrespecttosubsection2.3.2theauthority toawardaContract issubjecttotheidentification and
availabilityofsufficient fundsinappropriate accounts withintheBudget(s).  

Where goods and services are routinely purchased or leased on amulti-year basis,   theauthority to
awardaContract issubjecttoallofthefollowingconditions:  

1. theidentification andavailabilityofsufficient fundsinappropriate accountsforthecurrentyear
withintheBudget(s).  

2. therequirement forthegoodsorserviceswillcontinue toexistinsubsequent yearsand, inthe
opinionoftheChiefFinancialOfficer, the required funding canreasonably beexpected tobe
madeavailable, and

3. theContracthasaprovision initthatthesupplyofgoodsorservices insubsequent yearsis
subjecttotheapprovalbyCommonCouncil oftheBudget estimates tomeetthe proposed
expenditures.  

1.4.2Acquisitions OutsideofApproved Budget

Wherearequirement exists toinitiateaproject forwhichDeliverables arerequiredandfundsarenot
contained inappropriate accountswithinCommonCouncil approved Budget(s) tomeettheproposed
expenditure, theCommissioner shall, priortothecommencement ofthepurchasing process, submita
report, throughtheCAO, toCommonCouncilcontaining:  
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1. information surrounding therequirement tocontract;  
2. thetermsandconditionsoftheproposed Contract; and
3. informationontheavailabilityofthefundswithinexistingBudget(s), which wereoriginally

approvedbyCommonCouncil forotherpurposes orontherequirement foradditional funds.  

1.5CommonCouncilApproved Contracts

Notwithstanding anyotherprovisionofthispolicy, thefollowingshallbe subject toCommonCouncil
approval:  

1. anyContractprescribed bylegislation tobemadebyCommonCouncil;  

2. where the Bid price is higher than the approved Budget(s) and the necessary adjustments
cannotbemade;  

3. whereauthoritytoapprovehasnotbeenexpresslydelegated; and

4. where aContract isaresult ofapublic private partnership (“P3”)  opportunity.  

1.6Prohibitions

Thefollowingactivitiesareprohibited:  

1. thedivisionofcontracts, purchases, orchangestothescopeofworktoavoidtherequirements
ofthispolicy.  

2. theawardorapprovalofaContractwithout theappropriate authoritytodoso;  

3. purchasebytheCityofanygoodsorservicesforpersonalusebyoronbehalfofanymemberof
CommonCouncil, appointed officers, employees oftheCityortheirimmediate families unless
specifically authorizedbyCommonCouncil;  

4. purchasebytheCityfromanymemberofCommonCouncil, appointed officers, employees ofthe
Cityortheirimmediate familiesorfromanyothersourcethatcouldresultinaconflictofinterest;  

5. theuseofpersonalcreditcardsforCitypurchases whereaCityPurchasing Cardisavailable;  

6. makingcommitments tootherpartiesoracquiring itemsthroughaContract whichextends
beyondapproved fundingavailability;  

7. theawardofaContractwhereSupplyChainManagement hasdetermined thattheprovisionsof
thispolicyhavenotbeenadheredtoandhassoadvisedthepersonresponsible forthe
procurement;  

8. anytransaction whichcouldresultinthecreationofanemployee - employer relationship.  
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SECTION2 – INTERPRETATIONANDAPPLICATION

2.1 DefinedTerms

TermsusedinthispolicyaredefinedinthefollowingGlossaryofTerms:  

GLOSSARYOFTERMS

insertheadoforganization, CAOdefinition.   

Bid” meansasubmission inresponse toaSolicitation Document, andincludes tenders, proposals,  
quotations, orotherresponses.  

Bidder” meansaSupplier thatsubmitsaBid, andincludesproponents andrespondents.  

Budget(s)” meansaCommonCouncilapproved annualGeneralFundOperating andCapitalBudgetsand
SaintJohnWaterOperating andCapitalBudgets, includingauthorized revisions.  

CAO” meanstheChiefAdministrative OfficeroftheCityofSaintJohn, NewBrunswick.   

City” meanstheCityofSaintJohn, NewBrunswick.   

CommonCouncil” meanstheCityofSaintJohnCommonCouncil.  

Competitive Process” meansthesolicitation ofBidsfrommultipleSuppliers.  

Contract” meansacommitment bytheCityfortheProcurement ofDeliverables fromaSupplier, which
maybeevidenced byanagreement executedbytheSupplierandtheCity, oraPurchaseOrderissuedby
theCitytotheSupplier.   

ContractAdministrator” meansanemployee assignedtothemanagement ofaContract.   

Deliverables” meansanygoods, services, orconstruction, orcombination thereof.  

Invitational Competition” meansaCompetitive Processinwhichaninvitation tosubmitBidsisissuedto
atleastthreeSuppliers.  

LegalServices” meanstheCity’slegaladvisors.  

Low-ValueProcurement” meansanyProcurement ofDeliverables withavaluebelowtheLow-Value
Procurement ThresholdsetoutintheProcurement Policy, exceptwheretheProcurement ismade
throughanexistingStandingOfferorQualifiedSupplierRoster.  
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Low-ValueProcurement Threshold” meansthemaximum valueforaProcurement ofDeliverables that
theCitymayprocurewithoutproceeding withanOpenCompetition.  

MasterFramework Agreement” meansamasteragreement enteredintobetweentheCity andthe
prequalified Suppliers thathavebeenincludedonaQualifiedSupplierRoster.  

Non-StandardProcurement” meanstheacquisition ofDeliverables throughaprocessormethodother
thanthestandardmethod requiredforthetypeandvalueoftheDeliverables. Non-standardProcurement
methods include:  

a) acquiring Deliverables directlyfromaparticular Supplier withoutconducting aCompetitive
Process whenanInvitational Competition oranOpenCompetition wouldnormallyberequired;  
and

b) solicitingBidsfromalimitednumberofSupplierswithoutconducting anopenprequalification
processwhenanOpenCompetition wouldnormallyberequired.  

OpenCompetition” meansthesolicitation ofBidsthroughapubliclypostedSolicitation Document.  

OpenCompetition Threshold” meanstheminimumvalueforaProcurement ofthattheCity must
procureusinganOpenCompetition asprescribed byapplicable ActsandTradeTreaties.  

OpenFramework Competition” meanstheCompetitive Process usedtoestablishaQualifiedSupplier
Rosterandprovideforanongoing application processduringthetermoftheQualifiedSupplierRoster.   

Performance EvaluationReport” meansareportevaluatingaSupplier’sperformance.    

Procurement” meanstheacquisition ofDeliverables bypurchase, rental, orlease.  

Procurement Manager” meanstheindividualofficeroremployee whoisresponsible forSupplyChain
Management.  

Procurement Method” meansthebidsolicitation formatandincludesbutisnotlimitedto:  

Request forQuotations (RFQ)  
Request forProposals (RFP)  
Negotiated Request forProposals (NRFP)  
Invitation toTender (ITT)  

Procurement Oversight Committee” (“ POC”) meansthecommittee established bytheCity underthe
Procurement Policyforthepurposesofconsidering andmakingdeterminations onprocurement-related
matters.   

Procurement Plan” meanstheplandeveloped byaServiceArea attheoutsetofanInvitational
Competition orOpenCompetition.  
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Procurement Procedures Manual” means thecompilationofspecificdetailspertaining tovarious
procurement processes.  

Procurement Value” meansthemaximumtotalvalueoftheDeliverables beingprocured, anditmust
includeallcoststotheCity, including, asapplicable, acquisition, maintenance, replacement, anddisposal;  
training, delivery, andinstallation; andextension options, lessapplicable rebatesordiscounts and
exclusiveofsalestaxes.  

PurchaseOrder” meanstheCity’swrittendocument issuedbyadulyauthorized employeeoftheCityto
aSupplier formalizingallthetermsandconditionsofthepurchaseandsupplyoftheDeliverables
identifiedonthefaceofthePurchaseOrder.  

Purchasing Card” meansacreditcardprovidedbytheCitytoauthorizedofficersandemployees foruse
asapaymentmethodtopurchasedirectly fromSupplierswherepermittedundertheProcurement Policy
andinaccordance withanycardholder agreement andapplicable procedures.   

QualifiedSupplier Roster” meansalistofSuppliers thathaveparticipated inandsuccessfully metthe
requirements ofaRequest forSupplier Qualifications (“RFSQ”) andhavethereforebeenprequalified to
performdiscreteworkassignments involving thedeliveryofaparticular typeofdeliverable. TheSuppliers
thatqualify forinclusionontheQualifiedSupplierRosterwillenterintoaMasterFramework Agreement
andwillbeeligible toparticipate inRosterCompetitions, asandwhenthegoodsorservicesarerequired.  

Request forInformation” or “RFI” meansamarketresearch initiative forthecollectionofdataforthe
purposesoffutureProcurement planning.   

RosterCompetition” meansanexpedited, invitational competition betweenSuppliers thathavebeen
includedonaQualified Supplier RosterfortheselectionofaSupplier toperformadiscretework
assignment duringthetermoftheroster.   

ServiceArea” meansthebranch, department, division, orunitoftheCity thatisrequisitioning the
purchaseoftheDeliverables.  

ServiceArea Head” meansanindividual officeroremployee whoisresponsible foraspecificService
Area.  

ServiceAreaLead” meanstheServiceAreaemployee assignedprimaryresponsibility foraprocurement.  

SocialValue” meansaprocurement outcomewhich hasapositive impactoninclusiveemployment
practices, smalltomedium-sizedbusinesses, supplierdiversity, workforce development and
environmental stewardship.  

Solicitation Document” meansthedocument issuedbytheCitytosolicitBidsfromBidders.  

StandingOffer” meansawrittenofferfromapre-approved Supplier tosupplyDeliverables totheCity,  
uponrequest, throughtheuseofanordering processduringaparticular periodoftime, ata
predetermined priceordiscount, generallywithinapredefined dollarlimit. TheStandingOfferdoesnot
createacontractual commitment fromeitherpartyforadefinedvolumeofbusiness. Thecommitment to
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purchaseagainstaStandingOfferisformedatthetimeaspecificorderisplacedthroughtheissuanceof
aPurchaseOrdertotheSupplier.  

Supplier” meansapersoncarryingonthebusinessofproviding Deliverables.  

SupplyChainManagement” meansthebranch, department, division, orunitresponsible forpurchasing
Deliverables fortheCity.  

2.2 Application

Thispolicy appliestotheProcurement ofallDeliverables withtheexceptionoftheexclusions setout
below:  

SCHEDULEOFEXCLUSIONS

2.2.1. ExcludedAcquisitions andExpenditures

Thispolicydoesnotapplyto:   

a) Contractsoragreements forthesale, purchase, lease, orlicenceoflandorexistingbuildings.  

b) theacquisition ofthefollowingDeliverables:  

i. servicesofexpertwitnessesorfactualwitnesses usedincourtoflegalproceedings;  
ii. goodsintendedforresaletothepublic;  
iii. goodspurchased onacommodity market;  
iv. worksofart; and
v. subscriptions tonewspapers, magazines, orotherperiodicals.  

c) Contracts oragreements relatingtohiringofemployees oremployee compensation or
reimbursement ofemployee expenses.  

Procurement includestheacquisition ofDeliverables bypurchase, rental, orlease.  

2.3.1 SpendingandApprovalAuthorities

Spendingandapprovalauthorities areasfollows (excluding tax):  

Approved Operating Approved Capital
Title Budget Budget

Amount Amount

CommonCouncil Greater than $150,000 Greater than $500,000
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ChiefAdministrative $ 150,000orless $ 500,000orless
Officer

Commissioners $ 100,000orless $ 100,000orless

Directors $ 25,000orless $ 25,000orless

LineManager $ 15,000orless $ 15,000orless

Foreman, Supervisor, $ 7,500orless $ 7,500orless
AdminorDesignate

2.3.2 ContractAwardAuthority Delegation

PursuanttoBy-lawNo. LG-21, a “By-lawRespecting Delegation ofAuthority toAwardorApprove
Contracts”, Councildelegated itsauthority toapproveorawardcontracts toitsCAO, Commissioners and
Directorswithinthespending limitsauthorizedunderthispolicyandsubjecttocompliance withanyother
applicable termsandconditionsofthispolicy.  

2.4 LowValueProcurement Threshold

Asreferredtointhispolicy, theLowValueProcurement Threshold issetat $15,000plustaxes.  

2.5 Emergency Purchases

Notwithstanding anyotherprovisionsofthispolicy, whereanemergency existsandpriorapprovalofthe
Procurement Manager cannotbeobtained, aServiceArea Head, ortheirdesignate, mayauthorizeany
officeroremployee toacquirerequiredDeliverables inanexpeditedmanner.   

Iftheexpenditure isnotwithintheapproved budgetenvelopeand/ortheamountofthepurchase
exceedsthespendingandapprovalauthorities setoutinthispolicytheServiceAreaHeadmustprovide
areporttoCommonCouncilproviding therelevant detailssurrounding theapplication ofthissection.  

Forthepurposesofthispolicy, anemergency existswhenanunforeseeable situationoreventoccursthat
isathreattoanyofthefollowing:  

a) publichealthand/orsafety;  

b) themaintenance ofessential services; or

c) thewelfareofpersonsorpublicproperty;  
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Situationsofurgencyresulting fromthefailuretoproperlyplanforaProcurement donotconstitutean
emergency. Whenusingthissection, theServiceAreaHead, ortheirdelegate, shallensurethataformal
contract (whennecessary) andotherrequiredprocurement recordsarecreatedpriortotheacquisition
ofthegoodsorservices, or, wherenotfeasible incasesofextremeurgency, assoonthereafterasis
reasonably possible. Forgreatercertainty, Section3 – EthicalConductandConflictofInterestshallapply
toemergency purchases andConflictsofInterestmustbeavoidedinrelationtoallpurchases including
emergency purchases.   

2.6RelatedDocuments

Thefollowing documents aretobereadinconjunctionwiththispolicy:  

1. TheCityofSaintJohnProcurement Procedures ManualundertheProcurement Policy
2. TheCityofSaintJohnProcurement CardPolicy
3. TheNewBrunswick Procurement ActandRegulation 2014-93
4. TheAgreement ontheOpeningofPublicProcurement forNewBrunswick andQuebec
5. TheCanadian FreeTradeAgreement
6. TheCanada-European UnionComprehensive Economic andTradeAgreement

SECTION3 – ETHICALCONDUCTANDCONFLICTSOFINTEREST

3.1 ConductandConflictsofInterest

Forthepurposes ofthissection, “ConflictofInterest” includes:   

a) whenappliedtotheactivitiesoftheCity anditsconsultants andserviceproviders: (i) a
conflictbetweenone’sprivateinterestsandone’spublic, fiduciary, orcontractual dutiesin
relationtoanyprocurement activity; or (ii) engaginginanyconduct thatmaygiveanother
partyanunfairadvantage inaprocurement process; or

b) inrelationtoabiddingprocess, aBidderhasanunfairadvantageorengages inconduct,  
directlyorindirectly, thatmaygiveitanunfairadvantage, including, butnotlimitedto: (i)  
having, orhavingaccessto, confidential information oftheCityinthepreparation ofitsBid
thatisnotavailable tootherBidders; (ii) havingbeeninvolved inthedevelopment ofthe
Solicitation Document, includinghavingprovidedadviceorassistance inthedevelopment
oftheSolicitation Document; (iii) receivingadviceorassistance inthepreparation ofits
response fromanyindividualorentitythatwasinvolved inthedevelopment ofthe
Solicitation Document; (iv) communicating withanypersonwithaviewtoinfluencing
preferred treatment inthebiddingprocess (including, butnotlimitedto, thelobbyingof
decision-makers involved inthebiddingprocess); or (v) engaging inconduct that
compromises, orcouldbeseentocompromise, theintegrityoftheopenandcompetitive
biddingprocessorrender thatprocessnon-competitive orunfair; or
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c) inrelationtotheperformance ofitscontractual obligations, aSupplier’sother
commitments, relationships, orfinancial interests: (i) could, orcouldbeseento, exercise
animproper influenceovertheobjective, unbiased, andimpartial exerciseofits
independent judgement; or (ii) could, orcouldbeseento, compromise, impair, orbe
incompatible withtheeffectiveperformance ofitscontractual obligations.  

TheCity’sProcurement activitiesmustbeconducted withintegrity, andallindividuals involved inthe
City’sProcurement activitiesmustactinamanner thatisconsistentwiththeprinciplesandobjectivesof
thispolicyandavoidanyConflictofInterest.  

Allparticipants inaProcurement process, including anyoutsideconsultants orotherserviceproviders
participating onbehalfoftheCity, mustdeclareanyperceived, potential, oractualConflictsofInterest
and, mustrecusethemselves fromparticipating inanymanner inaProcurement Processtowhichthe
perceived, potential, oractualconflictofinterestapplies.   

Forgreaterclarity, itistheresponsibility ofallmembersofCommonCouncil todiscloseanyperceived,  
potentialoractualprocurement-relatedconflictofinterestand, whentheconflict israisedbyamember
ofCommonCouncil, toaddressthatconflict inaccordance withtheprocedures established byCommon
Council.   

3.2 SupplierConductandConflictsofInterest

TheCityrequires itsSuppliers toactwithintegrityandconductbusiness inanethicalmanner.   

AllSuppliersparticipating inaProcurement processorproviding Deliverables totheCitymustdeclareany
perceived, potential, oractualconflictsofinterestandmustconduct themselves inaccordance withthe
SupplierCodeofConductsetoutbelow.   

TheCity mayrefusetodobusinesswithanySupplier thathasengaged inillegalorunethicalbidding
practices, hasanactualorpotential conflictofinterestoranunfairadvantage, orfailstoadheretoethical
businesspractices.   
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SUPPLIERCODEOFCONDUCT

TheCityrequires itsSuppliers toactwithintegrityandconductbusinessinanethicalmanner. TheCity
mayrefusetodobusinesswithanySupplier thathasengaged inillegalorunethicalbiddingpractices,  
hasanactualorpotential conflictofinterestoranunfairadvantage, orfailstoadheretoethical
businesspractices.   

Suppliersareresponsible forensuring thatanyemployees, representatives, agents, orsubcontractors
actingontheirbehalfconduct themselves inaccordance withthisSupplierCodeofConduct. TheCity
mayrequiretheimmediate removalandreplacement ofanyindividualorentityactingonbehalfofa
Supplier thatconducts themselves inamanner inconsistent withthisSupplierCodeofConduct. The
City mayrefusetodobusinesswithanySupplier thatisunwillingorunabletocomplywithsuch
requirement.  

A. ILLEGALORUNETHICAL BIDDING PRACTICES

Illegalorunethicalbiddingpractices include:  

a) bid-rigging, price-fixing, briberyorcollusion, orotherbehaviours orpracticesprohibited by
federalorprovincial statutes;  

b) offeringgiftsorfavourstotheCity’sofficers, employees, appointedorelectedofficials, orany
otherrepresentative oftheCity;  

c) engaging inanyprohibitedcommunications duringaProcurement process;   

d) submitting inaccurateormisleading information inaProcurement process; and

e) engaging inanyotheractivitythatcompromises theCity’sabilitytorunafairProcurement
process.  

TheCity willreportanysuspectedcasesofcollusion, bid-rigging, orotheroffences underthe
Competition ActtotheCompetition Bureauortootherrelevant authorities.   

B. CONFLICTS OFINTEREST

AllSuppliersparticipating inaProcurement processmustdeclareanyperceived, potential, oractual
conflictsofinterest.  

Theterm “conflictofinterest,” whenappliedtoSuppliers, includesanysituationorcircumstance
where:  

a) inthecontextofaProcurement process, theSupplier hasanunfairadvantageorengages in
conduct, directlyorindirectly, thatmaygiveitanunfairadvantage, includingbutnotlimitedto:  
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i. having, orhavingaccessto, confidential information oftheCity thatisnot
available tootherSuppliers;  

ii. havingbeeninvolved inthedevelopment oftheProcurement document, including
havingprovidedadviceorassistance inthedevelopment oftheProcurement
document;   

iii. receiving adviceorassistance inthepreparation ofitsresponse fromany
individualorentitythatwasinvolved inthedevelopment oftheProcurement
document;  

iv. communicating withanypersonwithaviewtoinfluencingpreferred treatment in
theProcurement process (includingbutnotlimitedtothelobbyingofdecision- 
makers involvedintheProcurement process); or

v. engaging inconduct thatcompromises, orcouldbeseentocompromise, the
integrityofanopenandcompetitive Procurement processorrenderthatprocess
non-competitive orunfair; or

b) inthecontextofperformance underapotentialContract, theSupplier’s othercommitments,  
relationships, orfinancial interests:   

i. could, orcouldbeseento, exerciseanimproper influenceovertheobjective,  
unbiased, andimpartial exerciseofitsindependent judgment; or

ii. could, orcouldbeseento, compromise, impair, orbeincompatible withthe
effectiveperformance ofitscontractual obligations.  

WhereaSupplier isretained toparticipate inthedevelopment ofaSolicitation Document orthe
specifications forinclusion inaSolicitation Document, thatSupplier willnotbeallowedtorespond,  
directlyorindirectly, tothatSolicitation Document.  

C. ETHICAL BUSINESS PRACTICES

Inproviding Deliverables totheCity, Suppliersareexpected toadheretoethicalbusinesspractices,  
including:  

a) performing allContracts inaprofessional andcompetentmannerandinaccordance withthe
termsandconditions oftheContractandthedutyofhonestperformance;  

b) complying withallapplicable laws, includingsafetyandlabourcodes (bothdomesticand
international asmaybeapplicable); and

c) providing workplaces thatarefreefromharassment anddiscrimination.  
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SECTION4 – ROLESANDRESPONSIBILITIES

4.1 RoleandResponsibilities ofCommonCouncil

ItistheroleofCommonCouncil toestablishpolicyandapproveexpenditures throughtheCity’sbudget- 
approvalprocess. Throughthispolicy, CommonCouncildelegates totheCity’sofficersandemployees the
authoritytoincurexpenditures inaccordance withapproved budgets throughtheProcurement of
Deliverables inaccordance withtherulesandprocesses setoutinthispolicy. CommonCouncil may
providestrategicdirectionandguidanceonmajorprojectspriortothecommencement ofthe
Procurement process; however, CommonCouncil willnotgenerallybeinvolved in theday-to-day
Procurement operations orindividual Procurement processes, excepttotheextentthattheapprovalof
CommonCouncil isrequiredunderthispolicyorintheeventthatanexception tothispolicyisrequired.  

4.2 RolesandResponsibilities ofOfficersandEmployees

Specific responsibilities pertainingtoallstagesofaProcurement process, fromtheinitialidentification of
requirements throughtothemanagement ofContractswithSuppliers, aredetailed inthispolicy. In
additiontothosespecific responsibilities, thegeneral rolesandresponsibilities delegated totheCity’s
officersandemployees aresetoutbelow.  

4.2.1 Procurement Manager

ItistheroleofSupplyChainManagement toleadtheCity’sProcurement operations. Infulfillingthisrole,  
theProcurement Manager, ordesignate, isresponsible for:  

a) ensuring theconsistent application ofthispolicyandtheprovisionofProcurement services tothe
ServiceAreasefficiently anddiligently;  

b) in collaboration withServiceAreas, developing anannualprocurement plantohelpfacilitate
proactiveprocurement planningacrosstheorganization andtohelpidentifymajorprojects
requiring thecreationofproject-specificoversight steeringcommittees;  

c) developing Procurement strategiesandcontinually analyzing businessrequirements and
spendingpatternstoidentifyopportunities formorestrategicsourcing, including thecreationof
newQualifiedSupplier Rosters toconsolidate purchasing opportunities andtoreduceinstances
ofemergency procurements andNon-StandardProcurements;  

d) monitoring andreportingnon-compliance andconflictsofinterest inaccordance withthispolicy;   

e) researching, developing, maintaining, updating, andcommunicating Procurement procedures,  
andtemplates;  

f) addressing anyissuesorconcerns thatariseinrespectofaProcurement processandseeking
guidance, support, andadviceofLegalServices, asrequired; and
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g) developing anannualprocurement trainingplanfortheorganization andprovidingappropriate
orientation, training, andtoolstoemployees involved inProcurement activities.  

4.2.2 ServiceAreaHeads

ItistheroleoftheServiceAreastoensurethattheirrequirements forDeliverables aremetinaccordance
withtheprinciplesandobjectivesofthispolicy. Infulfillingthisrole, ServiceAreaHeadsareresponsible
forensuring thattheirServiceAreacomplieswiththispolicy, encouraging soundProcurement practices
andensuring theprovisionofappropriate education andtrainingtoemployees involved inProcurement
activities.  

ServiceAreaHeadswillbeheldaccountable foranydecisiontoproceedwithaProcurement processor
transaction thatisnotconducted inaccordance withthispolicyordoesnothavetheapprovalofSupply
ChainManagement.  

4.2.3 ServiceAreaEmployees

Employees ofallServiceAreasareresponsible forcomplying withthispolicy. ServiceArea employees
involved inProcurement activitiesmustunderstand theirobligations andresponsibilities underthispolicy,  
andtheyshouldconsultwithSupplyChainManagement inrespectofanyquestions regarding the
application orinterpretation ofthispolicyoradhering toanyestablished procurement procedures.   

4.2.4 SupplyChainManagement Employees

Employees ofSupplyChainManagement areresponsible forcomplying withthispolicyandensuring this
policy isappliedconsistently. SupplyChainManagement employees mustunderstand theirobligations
andresponsibilities underthispolicy, andtheyshouldconsultwiththeProcurement Manager inrespect
ofanyquestions regarding theirapplication orinterpretation.  

4.2.5 LegalServices

ItistheroleofLegalServicestoprovidelegaladviceandassistance ontheCity’sProcurement activities
anditsrelationships withSuppliers. Infulfillingthisrole, LegalServices isresponsible for:  

a) advising theProcurement ManagerasrequiredonlegalissuesarisingfromProcurement activities
andreviewing andapproving specificSolicitation Documents andrelateddocumentation referred
forlegalreviewbytheProcurement Manager;  

b) providing adviceonthefinalization ofContractsandagreements andreviewing andadvisingon
proposed changestotheCity’sstandard termsandconditions, legalagreements, andSolicitation
Document templates; and

c) providing legaladviceandcounsel totheCityintheeventofaContractdisputeorlegalchallenge
flowingfromaProcurement process.  
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4.3 Procurement Oversight Committee

TheCAOmayestablishaProcurement Oversight Committee (“POC”) forthepurposeof:   

a) makingdeterminations relatingtoConflictofInterest; (ii) Non-StandardProcurement; (iii) bid
protests; and (iv) suppliersuspension;  

b) providingoversightasthesteeringcommittee forallOpenCompetitions, unlessaproject-specific
oversight steeringcommittee iscreatedforaspecificprocurement;   

c) monitoring andreportingnon-compliance withthispolicy; and

d) providing inputonotherProcurement mattersthatmaybereferredtoitbytheProcurement
Manager.   

ThePOCwillincludetheProcurement Managerandatleasttwoothersenior-levelofficersoremployees
oftheCityandwillalsoincludetheServiceAreaHeadresponsible forthespecificProcurement inquestion.  
LegalServiceswillprovideguidanceandadvicetothePOC, asrequired.  

Forgreaterclarity, iftheCAOdoesnotestablishaPOC, reference inthispolicytoPOCshallbeinterpreted
tomeanCAO.  

SECTION5 – ESTABLISHMENTOFSUPPLYARRANGEMENTS

5.1 Recurring Requirements

Before initiatingaprocurement, ServiceAreasmustconsidertheavailabilityofexistingsupply
arrangements. IftheDeliverables willberequiredonafrequentorregularlyrecurringbasis, andthereis
noexistingsupplyarrangement, theServiceAreamustconsultwithSupplyChainManagement aboutthe
possibilityofestablishingaStandingOfferorQualifiedSupplierRoster.  

5.2 StandingOffers

StandingOffersmaybeestablished forstandardized Deliverables tobepurchased byallServiceAreas,  
where:  

a) therequirements forDeliverables arerecurringandpredictable overanextendedperiodoftime;   

b) therequirements arestandardandclearlydefinedatthetimeofestablishment oftheStanding
Offer; and

c) itispossible tofixpricingfortheDeliverables forthedurationoftheStandingOffer.   
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Theestablishment ofaStandingOfferdoesnotcreateacontractual commitment toprocureDeliverables
fromtheSupplier. Thecommitment topurchaseagainstaStanding Offerisformedatthetimeaspecific
orderisplacedthrough theissuanceofaPurchaseOrdertotheSupplier.  

TheProcurement Manager isauthorized toestablishStandingOffersthroughInvitational and Open
Competitions asrequired. Thecompetitions willbemanagedbySupplyChainManagement, withtheco- 
operationandinvolvement ofsubject-matterexperts fromtherelevantServiceArea(s). If
multipleStandingOffersareestablished forthesamegoodsorservices, clearrankingmethodologies and
call-upprocedures mustbespecified.  

5.3 QualifiedSupplierRosters

QualifiedSupplier Rostersmaybeestablished toprequalify Suppliers thatwillbeeligibletocompete for
discreteworkassignments involvingthedeliveryofaparticular typeofDeliverables, asandwhenrequired.   

Theestablishment ofaQualifiedSupplier Rosterdoesnotcreateacontractual commitment toprocure
Deliverables fromanyoftheSuppliers. WhenDeliverables arerequired, aRosterCompetition willbe
conducted forthepurposesawardingacontract tooneofthequalifiedSuppliers.   

TheProcurement Manager isauthorized toconductOpenFramework Competitions toestablishQualified
SupplierRosters. TheOpenFramework Competition willbemanagedbySupplyChainManagement, with
theco-operationandinvolvement oftheServiceArea(s).   

5.4 Co-operative Purchasing

TheCity mayparticipate inco-operativeorjointpurchasing initiativeswithotherentitieswheresuch
initiativesaredetermined tobeinthebestinterestsoftheCity. IftheCityparticipates insuchco-operative
orjointpurchasing initiatives, theCitymayadheretothepoliciesoftheentityconducting thepurchasing
process, provided thatsuchpoliciescomplyinspiritwiththispolicy andwithgenerallyapplicable legal
requirements. IftheCityisleadingaco-operativeorjointpurchasing initiative, thispolicywillbefollowed.   

SECTION6 – PROCUREMENTOFDELIVERABLES

6.1 Procurement Planning

EffectiveProcurement planning isessential toensuringaneffective resultandtolimitingrisktotheCity.  
ServiceAreasmustensure thattheyleavesufficient timetoplanforaprocurement, including timefor:  

a) developing properspecifications andbusinessrequirements;   

b) obtaining internal reviews;   

c) conducting aCompetitive Process, asrequired; and
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d) obtaining necessary approvals.  

6.2 MarketResearch

WheretheServiceAreaisuncertainabouttheDeliverables requiredorwherethereisinsufficient internal
knowledge aboutthemarket, theServiceAreamustconsultwithSupplyChainManagement about the
feasibilityofconducting aRequestforInformation (“RFI”) process. Ifitisdetermined thatanRFIisneeded,  
thatRFIprocessmustbeopenlypostedinordertogathermarketresearch fromprospective Bidders. It
mustnotbeusedasaprequalification tool.  

6.3 Procurement Value

Itisimportant toaccuratelyestimate thevalueoftheProcurement todetermine theappropriate
Procurement methodandensurecompliance withtherequirements ofthispolicy.   

6.4 Contract-Splitting

Subdividing, splittingorotherwise structuring Procurement requirements orcontracts inordertoreduce
thevalueoftheProcurement orinanywaycircumvent therequirements orintentofthispolicyisnot
permitted.  

6.5 InitiatingProcurement

Unlessspecifically permitted underthispolicy, ServiceAreasarenotpermittedtoprocureDeliverables or
engagewithpotential Suppliers regarding theProcurement ofDeliverables without theinvolvement of
SupplyChainManagement.   

6.6 Procurement Authorization

BeforeanyProcurement processbegins, properauthorization oftheProcurement anddelegationof
authority toprocuremustbeobtainedinaccordance with2.3.1.   

6.7 StandardProcurement Methods

Depending onthenature, value, andcircumstances oftheprocurement, theCitymayprocureDeliverables
throughthefollowingstandardProcurement methods. Thevariousthresholds forthedifferentmethods
ofprocurement shallbeasestablished andmaintained bythePOC.   

6.7.1 ExistingSupplyArrangement

6.7.1.1 Ordering fromStandingOffer

WhenaStandingOfferisavailable, itsuseismandatory forallServiceAreas. Topurchase fromthe
StandingOffer, theServiceAreamustsubmitanauthorized requisition toSupplyChainManagement. A
purchaseorderreferring totheStandingOfferdetails shouldbecreatedandsenttotheSupplier. The
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PurchaseOrder referencing theStandingOfferandreflecting thepre-negotiated pricesandtermsand
conditionsoftheStandingOfferwillbecreatedandissuedtotheSupplierbytheProcurement Manager.  

6.7.1.2 RosterCompetition

IftheDeliverables areavailableunderanexistingQualifiedSupplierRoster, theymustbeacquiredthrough
aRosterCompetition.   

RosterCompetitions willbemanagedbySupplyChainManagement, withtheco-operationand
involvement oftheServiceArea.    

6.7.2 Low-ValueProcurement

WheretheProcurement Value isbelowtheLow-ValueProcurement Threshold andtheDeliverables are
notcoveredunderanexistingStandingOfferorQualifiedSupplierRoster, ServiceAreasmaymakeLow- 
ValueProcurements without theinvolvement ofSupplyChainManagement.  

Itistheresponsibility oftheServiceAreatodetermine ifthereisanexistingStandingOfferorQualified
SupplierRosterfortherequiredDeliverables beforemakingapurchase. Whenavailable, theDeliverables
mustbepurchased inaccordance withthetermsoftheStandingOffer

ForLow-ValueProcurements, theServiceAreaisonlyrequired toobtainonequoteandmayacquirethe
Deliverables usingacorporate purchasing cardorbysubmittingarequisition totheProcurement Manager.  

Wherepractical, departments areencouraged toobtainmultiplequotestoensuretheyareobtainingbest
value. Quotesmaybeobtained throughadvertisements orSupplier catalogues orbycontacting the
potentialSupplier(s) bytelephoneoremail.  

TheServiceAreaHeadisresponsible andaccountable forLow-ValueProcurements andmayauthorize
specific individuals withintheServiceArea tomakeLow-ValueProcurements andmayassignspecific
spendingauthority limits.   

IfaServiceAreaanticipates makingmultipleLow-ValueProcurements ofthesameDeliverables andthe
totalvalueofthosepurchases mayexceedtheapplicable Low-ValueProcurement Threshold, the
department mustcontactSupplyChainManagement todiscussthepossibilityofsettingupaStanding
OfferorQualifiedSupplierRosterorconsolidating theProcurement toavoidcontract splitting.  

SupplyChainManagement isavailable toassistServiceAreaswithLow-ValueProcurements, andService
Areasmayrequest thatSupplyChainManagement conductanInvitational Competition foranyLow-Value
Procurement.   

6.7.3 Invitational Competition

AnInvitational Competition, inwhichBidsaresolicited fromaminimumofthreeSuppliers, isthestandard
methodofProcurement whentheProcurement ValueisbetweentheLow-ValueProcurement Threshold
andtheOpenCompetition Threshold.   
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Invitational Competitions willbemanagedbySupplyChainManagement, withtheco-operationand
involvement oftheServiceArea.  

OpenCompetition maybeconducted inlieuofanInvitational Competition, wheretheProcurement
Manager, inconsultation withtheServiceArea, determines thatitwouldbeintheCity’sbestinterest.  

6.7.4 OpenCompetition

AnOpenCompetition, inwhichBidsaresolicited fromallinterested Suppliers throughapubliclyposted
Solicitation Document, isthestandardmethodofProcurement whentheProcurement Value equalsor
exceedstheOpenCompetition Thresholds.   

OpenCompetitions mayincludetwo-stageProcurement processes inwhichaprequalification process is
conductedbysolicitingandevaluating submissions fromallinterested Suppliers inordertoestablisha
shortlistofprequalified Suppliers thatwillbeeligibletosubmitaBidinresponse toasecond-stage
Solicitation Document. Atwo-stageProcurement processmaybeusedwhenever determined appropriate
bytheProcurement Manager, inconsultation withtheServiceArea.  

OpenCompetitions willbemanagedbySupplyChainManagement, withtheco-operationand
involvement oftheServiceArea.   

6.8 Non-StandardProcurement

Non-StandardProcurement meanstheacquisitionofDeliverables throughamethodotherthanthe
standardmethodforthetypeandvalueoftheDeliverables, assetoutaboveunderSection6.7. Details
pertaining toNon-StandardProcurements canbefoundintheProcurement PolicyManual.  

Non-standardProcurement methods include:  

a) acquiring Deliverables directlyfromaparticular Supplier withoutconducting aCompetitive
Process whenanInvitational Competition oranOpenCompetition wouldnormallyberequired,  
includingbutnotlimitedtoemergency purchases; and

b) solicitingBidsfromalimitednumberofSupplierswithoutconducting anopenprequalification
processwhenanOpenCompetition wouldnormallyberequired.  

Undernocircumstances willaNon-StandardProcurement beusedforthepurposeofavoiding
competition amongSuppliersorinamanner thatdiscriminates against, oradvantages Suppliers basedon
geographic location. Forgreatercertainty:  

a) theServiceAreaHeadwillremainresponsible forensuringOpenCompetition, oratminimum,  
Invitational Competition, whenever feasibleevenincircumstances wheredirectawardswould
otherwiseberecognized undertheapplicable tradetreaties; and

b) theConflictofInterest ruleswillapplytoallNon-StandardProcurements.   
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6.9 ContractAwardandFinalization

Contractsmustbeawarded inaccordance withthispolicy.  

AContractmaybeenteredintothroughtheexecutionofalegalagreement and/ortheissuanceofa
PurchaseOrder evidencing thecontract. TheContractmustbeenteredintopriortothedeliveryor
provisionoftheDeliverables.  

TheProcurement Manager hasdelegated authority toissuePurchaseOrdersonbehalfoftheCity.  
Agreements mustbesignedbytheMayorandCommonClerk.  

NoContractmaybeentered into, eitherthroughtheissuanceofaPurchaseOrderortheexecution ofan
agreement, unless:  

a) approved fundinginanamountsufficient tocovertheProcurement Valueisavailable;  

b) theProcurement processwasconducted inaccordance withthispolicy; and

c) allrequiredauthorizations havebeenobtained.  

SECTION7 – SOCIALPROCUREMENT

7.1SocialProcurement Values

Wherepossibleandpracticable, toachievebestvaluefortaxpayer dollars, theacquisition ofDeliverables
mayincludethefollowingvaluesandcriteriawhenplanning forandsourcingitsrequirements:  

1. Sourcingofenvironmentally andecologically responsible products andequipment, leveraging low
carbonoptions;  

2. Respect forthevaluesofinclusivity, diversity, equity, culture, andfairlabourpractices;  

3. Supportofdiverseorganizations ororganizations thathaveasocial impact

Thecriteriaandprocesswillbeoutlined intheProcurement Procedures Manual toassistintheproper
executionofthesevalues.   

7.2SocialProcurement AbovetheOpenCompetition Threshold

Anysocialprocurement objectiveabovetheapplicableOpenCompetition Thresholds mustbesupported
byaplanapprovedbyCommon Councilpriortoitsimplementation thatconfirms, amongotherthings:   

1. thejurisdictional basisfortheCitytoimplement theobjective underauthoritydelegatedbythe
provincial government;   
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2. thetrade-treatyauthority fortheCitytoimplement theobjectiveunderprograms established by
thefederalorprovincial government basedonthepowersgrantedtothoseseniorlevelsof
government underthetradetreaties;  

3. thepublicpolicyrationalesupporting theobjective, includingacleardefinitionofmeasurable
outcomes thattheobjective isintendedtoachieve; and

4. operational detailsfortheimplementation oftheobjective intheformofevaluation andaward
criteriaandcontractperformance requirements thatensurethetransparency anddefensibility of
evaluation andawarddecisions andcontractadministration practices incompliancewithexisting
publicprocurement standards.  

7.3SocialProcurement BelowtheOpenCompetition Threshold

AServiceAreamayimplement socialprocurement objectives forContracts valuedbelowtheapplicable
OpenCompetition Thresholds asa pilotprojectandshallreporttheresultsofthatpilotproject to
CommonCouncilwithinayearofitsimplementation. Forgreaterclarity, anybelow-threshold Contracts
thatincludesocialprocurement objectiveswillremainsubjecttotheprovisionsofthispolicy, including
butnotlimitedtoSection3 – EthicalConductandConflictofInterest,andanysuchpilotprojectshallat
minimum addressfactornumber fouridentified inthepriorparagraph andshallbeapprovedbythePOC
beforebeingimplemented bytheServiceArea.  

SECTION8 – SUPPLIERRELATIONSANDCONTRACTMANAGEMENT

8.1 Debriefings

WheretheCityhasconductedanOpenCompetition, theCityshallprovideadebriefing toallunsuccessful
Suppliersuponrequest.    

8.2 Procurement Protests

Suppliersmayformallyprotest theoutcomeofaProcurement process. Procurement protestsmustbe
managedandresponded toinaccordance withdirections providedbythePOC.   

8.3 ContractManagement

Allcontracts forDeliverables mustbemanaged bytheServiceArea.  MasterFramework Agreements will
bemanagedbySupplyChainManagement.   

8.4 ContractExtensions orAmendments

Contractextensions andamendments mustnotbeusedtoexpandaContractbeyondwhatwas
contemplated underthetermsoftheContractandtheoriginalProcurement processortocircumvent the
needtoprocureadditional Deliverables throughaCompetitive Process inaccordance withthispolicy.  
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Duringthecourseofacontract, additional workmayarisethatcouldnotbeanticipatedduringtheproject
planningprocess. Contractamendments foradjustments tothescopeoftheContractmaybeapproved
iftheadjustment isforworkthatisdirectlyconnectedorincidental totheoriginalContractscope.   

TheexpansionorextensionofaContract toprocureDeliverables thatwerenotcontemplated inthe
originalProcurement isaNon-StandardProcurement and, ifthetotalcumulative valueoftheadditional
Deliverables equalsorexceedstheOpenCompetition Threshold, theNon-StandardProcurement mustbe
approvedbythePOC. WhereaContract isamended orextended morethanonce, thetotalcumulative
valueoftheadditional Deliverables includesthevalueofallpreviously approved amendments and
extensions andthevalueoftheproposed amendment orextension.   

IfaContractamendment resultsinanetincrease totheContractvaluepreviously approved, the
amendment mustbeapproved inaccordance with2.3.1.  

Allamendments toanexistingContractmustbeappropriately documented. LegalServices shouldbe
consulted regardingallmatterspertaining toContract interpretation andapplication, andforanychanges,  
extensions, renewals, oramendments required tobemadetoanyexecuted contract.  

8.5 ContractDisputes

AllpotentialContractdisputeswithSuppliersmustbemanaged inaccordance withthedisputeresolution
mechanisms outlinedinthecontract. WhereaContract issilentondisputeresolution, theServiceArea
shouldensurethatpotential disputesareproactively managedandappropriately escalated. Written
copiesofallcommunications andcorrespondence withSuppliers concerning aContractdisputemustbe
maintained bytheServiceArea. AContractcanbeterminated priortoitsexpirydateonlywiththe
involvement ofLegalServices.   

8.6 SupplierPerformance

Theperformance ofaSupplierunderContractmustbemonitored andtrackedbytheServiceArea. Details
pertaining tomanaging supplierperformance canbefoundintheProcurement PolicyManual.  

8.7 SupplierSuspension

Supplierscanbesuspended fromparticipating infutureProcurement processes basedondeterminations
madebythePOCandasallowedforbytheNewBrunswick Procurement ActandRegulation 2014-93.   

SECTION9 – PROCUREMENTRECORD-KEEPING

9.1 Supplier Information

TheCitymustensure thatSupplierinformation submitted inconfidence inconnection withaProcurement
processorContract isadequately protected. SupplyChainManagement andtheServiceAreasmust
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ensurethatallBidsandcontractsarekeptinasecurelocationandareonlyaccessible bythoseindividuals
directly involvedwiththeProcurement ormanagement ofthecontract.   

9.2 Procurement Records

Themaintenance, release, andmanagement ofallProcurement recordsmustbeinaccordance withthe
City’spoliciesandprocedures ondocument management andaccesstoinformation.   

SupplyChainManagement isresponsible forensuring thatalldocumentation relatingtoaProcurement
isproperly filedandmaintained inaProcurement projectfile. Documentation andreportsregarding
Procurement processes andContractawards (includingNon-StandardProcurements) anddatanecessary
totracetheprocessconducted electronically mustbemaintained foraminimumperiodofatleastseven
yearsfromtheContractawarddate, orsuchlongerperiodasmayberequiredundertheCity’sdocument
management policies.  

SECTION10 – COMPLIANCEMONITORINGANDREPORTING

10.1 Compliance Monitoring

Non-compliance withthispolicymayexposetheCity totheriskofSupplier complaints, reputational
damage, Biddisputes, andlegalchallenges, and maycomprises theintegrity, fairness, openness, and
transparency oftheprocess.   

TheProcurement Manager isresponsible formonitoring compliance acrosstheorganization. Basedon
theresultsofcompliance monitoring, reportsoutlining instancesofnon-compliance maybeissuedbythe
Procurement Manager totherelevantServiceArea Head. TheServiceArea Head mustaddressthe
identified compliance concernsandsubmitawrittenconfirmation ofactions takentotheProcurement
Manager. Ongoingconcernswithrespecttocompliance willbesubjecttointernalaudit andtothe
additional reportingrequirements outlinedherein.  

10.1.1 Non-Compliance Defined

Forthepurposes ofthissection, non-compliance includes:   

a) abreachofanypurchasingcardpoliciesandprocedures;   

b) abreachofanycodesofconduct involvingaProcurement;  

c) executingapurchaseofanykind, includinganewpurchase, apurchasemadethroughacontract
amendment, orapurchasemadeunderanexpiredcontract, without firstobtainingthenecessary
fundingauthorization andotherapplicable approvals;   

d) commencing performance ofacontractpriortotheformalapprovalandexecutionofthat
contract;   
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e) directlyawardingacontract, orengaging inrestrictive tendering, ininstanceswhereOpen
Competition isrequired, withoutfirstobtainingformalapprovals foranysuchexception toOpen
Competition practices;   

f) obtainingprocurement approvals basedoninaccurate orincomplete information orbasedon
materialmisrepresentations oromissions;   

g) failingtoadheretorequirements oftheprocurement policy, includingnon-compliance relatingto
conflictofinterest, properadvanced planning, contractsplitting, solesourcing, and
recordkeeping; or

h) failingtoadheretothedueprocessstandards applicable tothegovernment tendering process,  
includingstandards relatingtotransparency, procedural fairness, non-discrimination, andthe
protectionofconfidential supplier information.   

10.1.2 DutytoReportandRectify

ServiceArea Headsarerequiredtoobserveandaddressnon-compliance withthispolicywithintheir
ServiceAreas. Whereinstancesofnon-compliance areidentified, theServiceArea Headisexpected to
notifytheProcurement Manager andobtainadvice: (a) withrespecttomitigating potential riskstothe
Cityarisingfromthenon-compliance; and (b) toensurefuturenon-compliance isavoided.  

TheProcurement Manager shallrecordallreportednon-compliance totheProcurement Oversight
Committee onaquarterlybasisandshall, inconsultation withthatcommittee:  

a) developrecommendations forrectification ofanysuchnon-compliance; and

b) provideareporttoCommonCouncilonanannualbasisofanynon-compliance issuesnotresolved
orwithoutaremediation planinplace.   

10.1.3Procurement Oversight Committee

Onceestablished bytheCAO, theProcurement Oversight Committee (“POC”) shallmeetatminimumon
aquarterlybasis, andmorefrequently asrequired, toaddressnon-compliance incidentsanddevelopnon- 
compliance remediation measures thatmayinclude, basedontheseverityofthebreach:  

a) therequirement thattheindividual(s) involved inthebreachcomplete prescribed procurement
remediation training;   

b) thesuspension oftheindividual(s) involved inthebreachfromanyfutureprocurement-related
activities including theuseofthepurchasing cardsoranyotherinvolvement intheprocurement
process;   

c) additional disciplinary measuresasmaybeappropriate basedonconsultation withHuman
Resources andLegalServices;   
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d) areporttolawenforcement authorities wherethebreachinquestion isofacriminalorquasi- 
criminalnature, and, forgreatercertainty, suchbreachesmayincludebutarenotlimitedto
potential breaches oftheCriminalCodeorCompetition Act.   

10.2 Audit

AllProcurement activitieswillbesubjecttoauditasprescribed bytheCAO.   

10.3 Reporting

TheProcurement Manager willprepareandsubmittoCommonCouncil anannualreportsummarizing
theCity’sProcurement activities, including:  

a) Non-standardProcurements;  

b) instancesofnon-compliance asdescribed above; and

c) procurements over $100,000.  
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