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vii Ensure all purchases are made by department personnel in
accordance with this policy;

viii Keep on file vendor information, catalogues, samples, price quotes,
etc., to be used by all department employees;

ix Conduct the formal bid process. including advertising for bids,
notifying vendors, accepting bid opportunities and serving as a
primary resource for questions from vendors.

AllTown employees and elected officials are responsible to comply with all
the rules and regulations set forth herein and to conduct business with
vendors in a professional manner that promotes honesty and fairness:

i Requisition goods and services in such a way as to allow time for
competitive bidding, ordering, and delivery of materials;

ii Obtain these goods based upon competitive bids and to give
consideration to product price, value, quality, performance and
delivery.

PROHIBITIONS:
No employee shall benefit personally either directly or indirectly from
purchases made on behalf of the Town;

Violations of the purchasing policy may result in disciplinary action, up to and
including dismissal.

PURCHASING REQUIREMENTS:
All expenditures shall be authorized through the adoption of the annual
operatng and capital budgets unless otherwise approved by council
resolutions or is deemed to be an emergency purchase;

Where a required expenditure exceeds the budget provision, the individual
requesting approval must identify available funds for the required
expenditure and submit a budget change form to the Director of Corporate
Services requesting reallocation of budget dollars, prior to purchasing;

Purchasing awards shall be made for equipment, supplies, and services that
will give best value based onquality, specifications, service, price, and
timely delivery;
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Total Purchase Value Additional Required
re G.S.T. Procurement Method Re uirements A roval

Direct Purchase or
Procurement Card or As per
Negotiation or Financial

u to $ 10,000 at mana er’s discretion Authorit Polic

Request for Quotation (RFQ) Notice of opportunity
or posted on Town website

$ 10,000 - $ 25,000 Request for Proposal lRFP Director

Request for Proposal (RFP) Notice of opportunity CAO or
or posted on Town website Infrastructure

SB25,000 $ 100,000 Tender ,RFT and APC as needed Director

$ 100,000 $ 250,000
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Request for Proposal (RFP)
or
Tender RFT

Advertised on APC to
meet CFTA and NWTPA CAO
re uirements

When three (3) quotations are not available due to supplier limitation,
Director approval is required;

Providing that the successful bid is the lowest evaluatedcost, meets all of
the terms and conditions of the bid, the overall budget has been approved by
Council and sufficient funds are available in the budget, the CA0 can award
bids up to Two Hundred and Fifty thousand ($ 250,000);

Any bid that exceeds Two Hundred and Fifty thousand ($ 250,000), is not
the lowest evaluated bid received, or exceeds the budgeted figure must
receive approval by Council before being awarded.

Due to the volume of purchasing conducting by the Infrastructure Services
Department, this Department shall have thresholds of greater value than
other Departments as follows:

i. The Director shall be authorized to award Request for Quotation (RFQ),
Request for Proposal (RFP), or Tender (RFT) up to a maximum of One
Hundred thousand ($ 100,000).

SOLE SOURCE PURCHASE:
Sole source purchasing may occur when only one supplier of a goods or
service meeting the requirement of the town is available. Examples where
sole source purchasing may be required includes but is not limited to the
purchase of consumable supplies that would othen/vise void or nullify
warranties when purchased from another source, and item purchased for




