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COUNCIL POLICY # C-02-17

PURCHASING

POLICY STATEMENT
The Town of Drumheller will make every effort to ensure that the procurement of goods
and services is conducted using purchasing practices that are fair, consistent, transparent
and in accordance with applicable provincial and federal legislation, while seeking to
obtain the Best Value for the municipality.

PURPOSE OF POLICY
This purchasing policy is a guide to the Town of Drumheller purchasing methods. The
policy willenable the Town to obtain needed materials, equipment, supplies, and services
efficiently and economically and provides the foundation for sound purchasing
procedures.

POLICY GUIDING PRINCIPLES
Ensure a high level of accountability is maintained;

Procure the necessary quality and quantity of goods and services in an efficient, timely
and cost effective manner, while maintaining the controls necessary for a public institution;

Encourage an open, non-discriminatory bidding process practicable for the acquisition of
goods and services;

Recognize the value of supporting local businesses wherever possible, subject to the
terms and conditions of this policy;

Ensure the maximum value of an acquisition is obtained by determining the total cost of
performing the intended function overthe lifetime of the task, including, but not be limited
to: acquisition cost, training cost, maintenance cost, operating cost, quality of performance
and environmental impact;

Be subject to all applicable Town policies and bylaws, any specific provisions of the
Municipal Government Act, or other relevant legislation;

Promote positive vendor relations, cultivated by informed and fair buying practices and
strict maintenance of ethical standards.



3.8 The municipality is bound by legislated trade agreements such as the Agreement on
Internal Trade (AIT), the New West Partnership Trade Agreement (NWPTA) or any other
like agreement entered into by a higher order of government, that requires fair and open
tendering of procurement opportunities. Purchases over the thresholds of $75,000 for
goods and services and $200,000 for construction are subject to the requirements of the
NWPTA that requires non-discrimination and transparency in procurement policies and
practices.

3.9 The Town of Drumheller is a trade member of the Alberta Association of Municipal
Districts and Counties (AAMD&C)and the Alberta Urban Municipalities Association
(AUMA) who, on behalf of their trade members, have negotiated competitive and bulk
pricing agreements with numerous suppliers. Whenever possible and where the best
value for the municipality is obtained by doing so, purchases may be made directly from
the supplier under the negotiated terms and conditions, without seeking additional
competitive pricing.

3.10 This policy does not apply to real estate transactions, investment or borrowing, postage,
membership and subscription payments or grants to non profit organizations.

4.0 DEFINITIONS
4.1 Agreement on Internal Trade (AIT) means an intergovernmental agreement between the

federal government and the provinces with a purpose of ensuring equal access to
government procurement for all Canadian suppliers by reducing and eliminating barriers to
the free movement of people, goods and services within Canada by way of legislated
requirements such as electronic tendering.

4.2 Alberta Purchasing Connection means a Government of Alberta electronic tendering
system that meets the interprovincial tendering requirements of the Agreement on Internal
Trade.

4.3 Best Value for the Municipality means the most advantageous balance between quality,
specifications, service, timely delivery, assurance of supply and delivery, experience and
price.

4.4 Bid Opportunity means one of the following
(i) Request for Quotation (RFQ) means a request for a supplier to provide pricing on
speci?c product and/or services that is clearly de?ned and where the purchase is of low
value or risk to the Town.

(ii) Request for Proposal (RFP) means an invitation for a supplier to showcase their
expertise by proposing how their services, products and methods can provide a solution to
a problem, requirement or objective. The scope of the project, the deliverables and the
criteria by which submissions willbe evaluated against are defined within the proposal.

(iii) Request for Tender (RFT) means a formal public invitation to suppliers to bid on the
provision of a service at a speci?c price based on detailed speci?cations and is used
where goods or services are of a high value and/or high risk and results in a formal
contract for which little ?exibility is required.

4.5 Chief Administrative Officer (CAO) means the person appointed by Council as per the
Municipal Government Act to manage the municipalities business.



4.6 Construction Project means infrastructure construction including roads, water, wastewater,
buildings, site improvements etc. that results in a tangible capital asset.

4. 7 Direct Purchase means a purchase of a good or service direct from a supplier without the
sourcing of comparative pricing and is typically the method used for small, incidental, low
value purchases where the cost of sourcing comparative pricing outweighs the benefit.

4.8 Emergency Purchase means an expenditure that is a result of an immediate risk to the
health or safety of the general public or municipal employee(s) or to mitigate the level of
damage to municipal or private property or the environment.

4.9 Freedom of Information and Protection of Privacy (FOIP) means the Act public bodies
including municipalities, universities and school boards are governed by.

4.10 Goods and Service means all purchases including professional services and operational
contracts, with the exception of construction.

4.11 Goods and Services Tax (GST) means the Goods and Services Tax or Harmonized Sales
Tax as outlined in the Excise Tax Act.

4.12 Lowest Evaluated Cost means the price offered by a supplier, service provider, or
contractor that is found to be the lowest after consideration of all relevant factors and the
calculation of any weighting for these factors, provided that such factors have been
speci?ed in the bid documents.

4.13 New West Partnership Trade Agreement (NWPTA) formerly the Trade, Investment and
Labour MobilityAgreement (TILMA), means the interprovincial agreement between
Alberta, BC, Saskatchewan and Manitoba ensuring fair and open tendering and
procurement by way of tendering requirements outlined for prescribed ?nancial thresholds.

4.14 Negotiation Method means the purchase of goods or services through the negotiation of
an agreement with a supplier where there is no open competition.

4.15 Procurement Card means a corporate credit card or other purchasing card such as fuel
card issued to authorized purchaser.

4.16 Sole Source means that there is a single supplier of a required product or service that the
Town requires and where terms and conditions of purchase are negotiated.

4.17 Total Acquisition Cost means the value of all costs including but not limited to price, trade-
in values, delivery, installation and training, consumable consumption, service and
ongoing maintenance, warranty and disposal.

4 DEFINITION OF RESPONSIBILITIES
5.1 The Council for the Town of Drumheller is responsible for approving this policy and the

allocation of resources through the adoption of the annual operating and capital budgets
and to authorize purchases that exceed the Chief Administrative Officers delegated level
of authority.



5.1 The Chief Administrative Officer is responsible for the overall oversight of all municipal
operations and staff under the direction of the Mayor and Council, as per the approved
budget, policies and procedures of the Town, to oversee the formal bid process including
advertising for bids, accepting bid opportunities, and the opening of bids, and to authorize
purchases that exceed the delegated level of authority of Directors.

5.2 The Director of Corporate Services is responsible for all aspects of the financial operations
of the Town of Drumheller in accordance with the Municipal Government Act, all
applicable laws and agreements, and all related Bylaws. In addition, the Director of
Corporate Services is responsible for;

(l) Ensuring accounts for authorized expenditures referred to in Section 248 of the
Municipal Government Act are paid in accordance with the Municipal Government Act,
Town Bylaws, policies and contracts;

(ii) Monitoring the bid process to ensure compliance with this policy. The Corporate
Services Director may review in detail any bid or bid award.

5.3 Corporate Services will coordinate the procurement of goods and services where there is
a financial advantage to the municipality to purchase in bulk or where several departments
are purchasing goods and services that are essentially the same.

5.4 The Director of a Department is responsible to:
(i) Ensure that all contractual obligations are supported by an appropriation that authorizes

the expenditure;

(ii) Comply with all Town purchasing procedures covering procurement and disposal;

(iii) Establish department guidelines for maintaining appropriate levels of inventory supplies;

(iv) Ensure the maintenance of adequate purchasing records, including a database of
vendors established in an accessible vendor file;

(v) Upon request, assist department staff in locating the best source for supplies, materials,
and equipment;

(vi) Assist department staff in conducting negotiations with vendors concerning prices, bids,
terms, deliveries, and adjustments;

(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.

5.5 AllTown employees, 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.

6 PROHIBITIONS
6.1 No employee shall benefit personally either directly or indirectly from purchases made on

behalf of the Town.

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

7 PURCHASING REQUIREMENTS
7.1 Allexpenditures shall be authorized through the adoption of the annual operating or

capital budgets unless otherwise approved by council resolution or is deemed to be an
emergency purchase;

7.1 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 a reallocation of budget
dollars, prior to purchasing;

7.2 Purchasing awards shall be made for equipment, supplies and services that willgive the
best value based on quality, specifications, service, price and timely delivery;

7.3 Obtaining annual fixed pricing for goods and services up to a maximum determined
quantity can be arranged, subject to the terms and conditions of the purchasing policy;

7.4 The procurement of a goods, service or construction project that is to be funded in part or
in whole by the Federal or Provincial Government shall be made following the regulations
outlined by the granting body. Typically, this will require an award to the lowest evaluated
cost received.

8 LOCAL PREFERENCE
8.1 Preference will be given to suppliers operating from taxable property within Drumheller

where all bids or quotations offered for consideration are deemed equal. Local suppliers
willbe granted a pre-tax price differential preference of 5% over other suppliers on
individual purchases up to Twenty-Five thousand ($25,000), provided that with the
exception of price, all things are considered equal once specifications and terms have
been reviewed.

9 ADVERTISING
9.1 A notice of all Request for Proposal (RFP) and Tender (RFT) opportunities shall be posted

on the Town web site at wvvw.dinosaurvalley.com/tenders;

9.2 Request for Proposals (RFP) and Tenders (RFT) estimated to be Seventy-Five thousand
($75,000) or greater in value must be posted on the Alberta Purchasing Connection;



9.3 Request for Quotation, Request for Proposal (RFP) and Tender (RFT) award results shall
be advertised on the Town’s web site at www.dinosaurval|ey.com.

10 PURCHASING PROCEDURE AND AUTHORITY
10.1 The table below outlines the method of procurement required in relation to type of

purchase and the total acquisition cost of the expenditure.

Total Purchase Required
Value (pre G.S.T.) Procurement Method Additional Requirements Approval

Direct Purchase or, as per
Procurement Card or Financial
Negotiation or Authority

up to $5,000 at managers discretion Policy

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

$5,000 - $25,000 Request for Proposal (RFP) Director

Request for Proposal (RF P) or Notice of opportunity posted
$25,000 - $75,000 Tender (RFT) ) on Town website CAO

Advertized on APC to meet
Request for Proposal (RFP) or AIT and NWTPA CAO

$75,000 or greater Tender (RFT) requirements

10.2

10.3

10.4

11
11.1

12
12.1

When 3 quotations are not available due to supplier limitation, Director approval is
required.

Providing that the successful bid is the lowest evaluated cost; meets all of the terms and
conditions of the bid; the purchase or project has been approved by Council and sufficient
funds are available in the budget, the CA0 can award bids up to $250,000.

Any bid that exceeds $250,000, is not the lowest evaluated bid received or exceeds the
budgeted figure must receive prior approval of Council before being awarded.

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 not limited to, the purchase of consumable supplies that would
otherwise void or nullify warranties when purchased from another source, an item
purchased for testing or trial use, or the purchase of supplies for resale. Negotiation shall
be relied upon for sole source purchasing.

PROCUREMENTICORPORATE CREDIT CARD
Procurement cards or corporate credit cards may be issued to employees in order to
better facilitate the processing of small or routine purchases. The issuance of
procurement or credit cards is under the guidance of the Director, Corporate Services and
subject to the requirements as outlined within the corporate credit card policy.
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13.1

13.2

14
14.1

14.1

14.2

EMERGENCY PURCHASING PROCEDURE
If the Chief Administrative Officer determines that an emergency exists, the competitive
bidding requirement for purchases may be waived at his/her discretion.

Immediately following the procurement, the CA0 shall prepare and submit a Request for
Decision together with supporting documentation to the Council for ratification at its next
Council meeting.

INFORMATION AND CONFIDENTIALITY
The Town of Drumheller is subject to FOIP legislation. Any and all release of information
shall be in accordance to FOIP. In general, the name of the bidder and the total bid
amount is released.

During the procurement process, any information made available to a prospective vendor
that may influence other prospective vendor’s responses shall be made available to all
prospective vendors.

Information that may create unfair advantage will remain confidential and willnot be
released to the public or a single potential vendor.

Date: September 5, 2017

C ief Administ
\_——j*/

Mayor of Dr mheller


