
CORPORATION OF THE TOWNSHIP OF ALBERTON 

BY-LAW NO. L\-i 126 

A By- law to adopt an updated Purchasing and Procurement Policy for the Township of Alberton. 

WHEREAS Section 270 of the Municipal Act, 2001, s.o. 2001, c.25, as amended, states that a 
municipality shall adopt policies with respect to its procurement of goods and services, including 
policies with respect to: I' 

(a) the types of procurement processes that shall be used; 

(b) the goals to be achieved by using each type of procurement process; 

(c) the circumstances under which each type of procurement process shall be used; 
(d) the circumstances under which a tendering process is not required; 

(e) the circumstances under which in-house bids will be encouraged as part of a tendering 
process; 

(f) how the integrity of each procurement process will be maintained; 

(g) how the interests of the municipality, the public and persons participat ing in a 
procurement process will be protected; 

(h) how and when the procurement processes will be reviewed to evaluate their 
effectiveness; and 

(i) any other prescribed matter. 

AND WHEREAS a Purchasing and Procurement Policy was adopted by Council By-Law #06/24; 

AND WHEREAS the Township of Alberton is committed to promoting, protecting and strengthening 
the Ontario economy, and in alignment with the Buy Ontario Act, 2025 and the Municipal Buy Ontario 
Directive, Council for the Township of Alberton deems it expedient and desirable to implement an 
updated Purchasing and Procurement Policy which sets out policies and procedures to be followed 
by the Township with regard to the procurement of goods and services; 

NOW THEREFORE the Counci l of the Corporation of the Township of Alberton enacts as follows: 

1. THAT the Purchasing and Procurement Po licy attached hereto as Schedule "A" shall be and 
is hereby adopted. 

2. THAT this By-Law shall come into force and take effect upon the final passing thereof. 

3. THAT By-law 06/24 is hereby repealed. 

READ A FIRST, SECOND AND THIRD TIME AND PASSED THIS 15th DAY OF OCTOBER, 2026. 

Mike Ford, Mayor 

Lisa Sheppard, Clerk 

It 
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Township of Alberton 

PURCHASING AND PROCUREM ENT 

POLICY 

Resolution# 2026 -\4l\ By-law# 4~ /26 

Date: October 15, 2026 

LEGISLATIVE AUTHORITY 

The Township of Alberton is committed to promoting, protecting, and strengthening the Ontario 
economy and local supply chains. In accordance with the Buy Ontario Act (Public Sector 

Procurement), 2025 and the Municipal Buy Ontario Procurement Directive, the Municipality shall 

prioritize Ontario and Canadian goods and services across all eligible public procurements. 

To ensure strict adherence to these provincial mandates, the Municipality will: 

• Priorit ize Local Sourcing: Implement structured and prescriptive evaluation criteria that 

heavily favour Ontario and Canadian suppliers, products, and services, ensuring public 

dollars directly support the provincial workforce. 

• Enforce Fleet Requirements: Give direct preference to "Made-in-Ontario" (MIO) fleet 

vehicles or vehicles from Ontario Vehicle Producers (OVP) during any light-duty passenger 

vehicle procurement. Clear documentation and administrative justifications will be 

required if a non-Ontario alternative is selected. 

• Prioritize Capital Infrastructure: Ensure that all new capital infrastructure projects utilize 
Ontario-made or Canadian-made goods and services, while simultaneously maintaining 

overall value for money and timely project completion. 

• Track and Report Compliance: Retain comprehensive procurement records and submit 
mandated data directly to provincial oversight bodies, including Supply Ontario, the 

Ministry of Municipal Affairs and Housing (MMAH), and the Treasury Board Secretariat 

(TBS). 

Procurement is subject to all applicable Township of Alberton policies and By-Laws and specific 

provisions of the Municipal Act, 2001, the Conflict of Interest Act, the Discriminatory Business 

Practices Act, the Buy Ontario Act and all other Federal and Provincial legislation. 

Specifically; Section 270 of the Municipal Act, 2001, S.O. 2001, c.25, as amended, states that a 
municipality shall adopt policies with respect to its procurement of goods and services, including 
policies with respect to: 

(a) the types of procurement processes that shall be used; 

(b) the goals to be achieved by using each type of procurement process; 

(c) the circumstances under which each type of procurement process shall be used; 
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(d} the circumstances under which a tendering process is not required; 

(e) the circumstances under which in-house bids will be encouraged as part of a tendering 
process; 

{f) how t he integrity of each procurement process will be maintained; 

(g) how the interests of the municipality, the public and persons participating in a 
procurement process will be protected; 

(h) how and when the procurement processes wi ll be reviewed to evaluate their 
effectiveness; and 

(i) any other prescribed matter. 

Specifically; Section R.S.O. 1990, c. D.12, s. 2 of The Discriminatory Business Practices Act; to 
prevent discrimination in Ontario on the ground of race, creed, colour, nationality, and ancestry, 
place of origin, sex or geographical location of persons employed in or engaging in business. 

PURPOSE 

The purpose of this Policy is to outline the processes to be followed to obtain the best value when 
purchasing goods or cont racting services for the Corporation of the Township of Alberton and help 
to ensure those goods and services are effective, efficient and support a process that is open, fair, 
transparent, competitive. This policy will also set specifications, where possible, for goods and 
services that achieve environmental benefits, such as water conservation, waste reduction, 
pollution prevention and energy conservation. Procurement of efficient, durable and sustainable 
products t hat contain post-consumer, recyclable, non-toxic and non-petroleum products will be 
sourced wherever possible. Ongoing evaluation will be performed on products and services based 
on a full life cycle perspective with consideration for the total costs of economic, social and 
environmental benefits. Responsible stewardship requires implementing practices that strive 

towards reducing the overall consumption of goods and services through the most effective 
procurement procedures. The Townsh ip of Alberton will encourage competition amongst suppliers 
by using an open, t ransparent and fair process; 

• Assist and provide direction to Staff, Vendors and Council relating to the procurement process; 
manage process control and segregation of duties 
• Where practicable, provide accessibility for persons with disabilities when purchasing goods, 
services and construction; 
• Be environmentally conscious through the purchase of goods and services 
• Strive to ensure ethical purchasing practices are used by all staff 

SCOPE 

This Policy applies to all departments, staff, volunteers and boards within the reporting entity of the 
Township of Alberton for the procurement of all goods, services and construction. The Township of 
Alberton is a major purchaser of goods and services. It is important that procurement processes 
are inclusive so that all vendors can participate, and all contracted parties are aware of the need to 
provide accessible goods and services . 

DEFINITIONS: Definitions for this policy are contained in Appendix B. 

//W? 
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ADMINISTRATION and ACCOUNTABILITY: 

• All purchasing and procurement functions will be centralized and operate through 
Administration. 

• All Departments, staff, and volunteers will obtain a purchase order from the Administrative 
Assistant/Deputy Clerk before any goods and services are purchased. Purchase orders will 
be returned to the Administrative Assistant/Deputy Clerk along with any specifications and 
details relevant to procurement includ ing timelines, sourcing, quantity and quotation 
details. 

• The CAO/Clerk-Treasurer will review, request addit ional information o r clarify as needed 
and may approve all purchase orders for items less than $5,000.00. 

• Administrative Assistant/Deputy Clerk will facilitate ordering, invoicing and receiving of 
items. 

• Items greater that $5,000.00 will be approved by Council resolution, except where 
exclusions apply. 

• This purchasing and procurement policy applies to all goods and services necessary, with 
the exception of the following: 

1. General expenses such as payroll deductions, remittances, grant s to agencies, 
damage cla ims, petty cash replenishment, tax remittances, insurance premiums 
and ongoing maintenance for computer hardware and software, fuel purchases for 
Fire and grounds keeping vehicles. 

2. Professional and special services (excluding all contracted services except 
cleaning), including committee fees, legal fees, and other professional services 
related to litigation or legal matters, witness fees, veterinary expenses, audit or 
accountant fees, collection agency fees or medical examinations. 

3. Utilities, telecommunications, advertising, licenses and certificate fees 
4. Goods and services provided by government agencies or Crown corporations or 

provided in-house by the Township. 
5. Goods, services or equipment deemed by the CAO/Clerk-Treasurer to be necessary 

or advisable to carry out the requirements of the Municipal Elections Act 
6. Any goods or services identified as excluded elsewhere in this policy or excluded by 

resolution of Council. 

2. PBOCUREMENT METHQDS: 
INFORMAL PROCESSES: 

2.1 Quotations Not Required: 

2.1.1 The CAO/Clerk-Treasurer is authorized to make or approve budgeted purchases of 
goods and services where the estimated expenditures are less than $5000.00, 
exclusive of applicable taxes, from such vendor and upon such terms and conditions 
as he or she deems appropriate, without obtaining formal or informal quotes. 

2.2 Informal Quotation Purchases: 
2.2.1 Unless otherwise specifically authorized by resolution of Council, for those items or 

services having an estimated budgeted value of greater than $5,000.00 but not greater 
than $25,000.00 the CAO/Clerk-Treasurer may source information t hrough an informal 
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quotat ion process whereby three informal quotes, either verba l or written, are 
obtained. 

2.2.2 Unless otherwise specifically authorized by resolution of Council, all goods or services 
having an estimated budgeted value of greater than $25,000.00 but not greater than 
$50,000.00 a formal quotation process will be utilized whereby three formal written 
quotes are obtained. 

2.2.3 Notwithstanding the above, adherence to the informal quotation process is not 
required with respect to the items listed below: 

2.2.3.1 Single source supply; 

2.2.3.2 Purchase by direct negotiation resulting from single or sole source 
procurement; 

2.2.3.3 Purchase by direct negotiation authorized by Counci l; 

2.2.3.4 Excluded procurements as set out in Section 9 hereof; and 

2.2.3.5 With regard to a procurement authorized by resolution of Council to be 
exempt from the tendering policy. 

FORMAL PROCESSES: 

2.3 Formal Quotation Purchases: 
2.3.1 Unless otherwise specifically authorized by resolution of Counci l, the CAO/Clerk­

Treasurer shall procure all goods or services having an estimated budgeted value of 
greater than $50,000.00 but not greater than $100,000.00 through a forma l quotation 
process whereby three written quotes are obtained. 

2.4 Formal Tender Purchases: 
2.4.1 Unless otherwise specifically authorized by resolution of Council, the CAO/Clerk­

Treasurer shall procure all goods or services having an estimated budgeted value of 
greater than $100,000.00 through a formal tender process as described in Appendix 
"A" attached hereto. 

2.4.2 Council may, by resolution, authorize a tender procurement to be completed by way of 
either public or invitational tenders. 

2.4.3 Notwithstanding the above, adherence to the tendering requirement is not required 
with respect to the items listed below, or to a t ransaction specifically authorized by 
resolution of Council to be exempt from the tendering policy: 

2.4.3.1 Single source supp ly. 

2.4.3.2 Purchase by direct negotiation resulting from single or sole source 
procurement. 

2.4.3.3 Purchase by direct negotiation authorized by Council. 

2.4.3.4 Excluded procurements as set out in Section 9 hereof; and 

2.4.3.5 Regarding a procurement authorized by resolution of Council to be exempt 
from the tendering policy. 
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OTHER: 

2.5 Purchase by Negotiation: 
2.5.1 Upon authorization by resolution of Council, the CAO/ Clerk-Treasurer or a 

Department Head may purchase by negotiation with one or more vendors and the 
fo rmal bid process may be wa ived under one or more of the following condit ions: 

2.5.1.1 When market condit ions and the goods are in short supply; or 

2.5.1.2 When there is only one source of supply; or 

2.5.1.3 Where there may be more than one source of supply in the open market but 
only one source is recommended by the Clerk-Treasurer and/or 
Department Head for consideration on the grounds that it provides better 
overall value to the Township; or 

2.5.1.4 When only one bid is received in response to a tender call or where only one 
bid is received which satisfies t he requirements of t he tender call; or 

2.5.1.5 Where two or more identica l bids are received in response to a t ender call, 
the CAO/Clerk-Treasurer may negotiate with all bidders who submitted 
identical bids, keeping all negotiations fair and ethical; or 

2.5.1.6 When all bids that meet the desired specifications exceed the amount 
budgeted and it is not viable or in t he best interests of the Township to 
accept t he lowest bid, t he CAO/Clerk-Treasurer may negotiate with the two 
lowest bidders submitting a bid; or 

2.5.1. 7 Council authorizes purchase by negotiation by way of resolution. 

2.5.2 The undertaking of negotiations for a procurement by the Township shall in no way 
obligate the Township to procure goods or services from the party with whom the 
Township undertakes negotiations. 

2.6 Sole Source Procurement: 
2.6.1 Upon authorization by resolut ion of Council, purchase by sole source procurement, 

which may include purchase by negotiation, may be adopted if, in the judgment of 
the CAO/Clerk-Treasurer or Department Head, any of the following cond itions apply: 

2.6. 1.1 Goods and/or services are in short supply due to market condit ions. 
2.6.1.2 The sources of supply are restricted to the extent that there is not effect ive 

price competit ion, or consideration of substitutes is precluded due to any 
of t he following: 

2.6.1.2.1 Components or replacement parts for which t here is no 
substitute; 

2.6.1.2.2 Compatibility with an existing product, facility or service is 
required; 

2.6.1.2.3 Specific standards are adopted by Council; 
2.6.1 .3 Documented evidence is provided which confi rms t hat the extension of an 

existing contract or contractual arrangement would prove most beneficial 
to and in the best interests of the Township; 

2.6.1.4 Where the value of work is less than $10,000.00 and such work is required 
at a location where a contractor has already been secured through a formal 
or informal process, with established unit prices, and it is deemed to be in 
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the best interests of the Township to extend the unit prices for the work to 
be performed for the Township; 

2.6.1.5 Where the value of work is Less than $10,000.00, and where a contractor 
able to do the work is already in the vicin ity and it is deemed to be in the 
best interests of the Township to engage that contractor's services to 
perform the work for the Township; 

2.6.1.6 When only one quotation or bid is received through the procurement 
process and it is impractical to recall the requirements of the request for 
quotations or call for tenders. 

3. .l)J-JSOLICITED PROPOSALS: 
3.1 Unsolicited proposals received by the Township shall be reviewed by the CAO/Clerk­

Treasurer. Any procurement activity or contract resulting from an unsolicited proposal shall 
be awarded only on a non-competitive basis, and only when the requirements of the non­
competitive procurement policies and procedures set out herein have been satisfied. 

3.2 Submitters of unsolicited proposals shall be made aware that the content of their proposal, 
or a portion thereof, may be used to create a public or invitational tender or request for 
quotation and there shall be no obligation upon the Township to engage the submitter to 
provide the said goods or services. Submission of an unsolicited proposal shall in no way 
require the Township to procure the goods or services from the submitter. 

4. PURCHASE OF USED_E_QUJ..P.1'~:LENT: 
4.1 Where appropriate and desirable; the purchase of used equipment should be evaluated. 

Items that are sold by other municipalities, by private sale or public auction, or through a 
vendor licensed to sell used equ ipment, by sealed bid, or by negotiation cou ld be considered 
provided that: 

4.1 .1 The equipment meets or exceeds t he departmental equ ipment requirements; and 

4.1.2 It is documented that it is fiscally responsible to purchase a used piece of equipment 
rather than purchase new; and 

4.1.3 If the total expenditure per piece of equipment exceeds $10,000.00 and the 
expenditure is not authorized in the budget or by resolution of Council, a report must 
be provided to Council prior to acquisition detailing purchase information and 
expenses, and a resolution of Council approving the purchase of used equipment is 
obtained. 

5. EMERGENCY PURCHASES: 
5.1 Notwithstanding the provisions of this policy, in case of an emergency, whether or not 

officially declared, when an event occurs that is determined by the Mayor, CAO/Clerk­
Treasurer and/or Department Head to be a threat to: 

5.1.1 public health 

5. 1.2 maintenance of essential Township services 

5.1.3 welfare of persons or of public property, or 

5.1 .4 security of the Township or its interests 
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and response to the threat requires the immediate procurement of goods or services, and 
the imminent need does not permit time for a competitive bid process to take place, the 
CAO/Clerk-Treasurer may authorize the procurement of such goods, services and/or 
construction as is deemed necessary to remedy the situation. 

5.2 The relevant details surrounding the emergency event shall be included in a report and 
submitted to Council at the next scheduled Council meeting or as soon after the event as is 
reasonably practicable. 

6. EX!:.MEIIQNS: 
6.1 The CAO/Clerk-Treasurer or a Department Head may request exemption from any or all of 

the purchasing methods outlined in this policy by submission of a report to Council 
requesting same. Any such exemption must be granted by resolution of Council. 

7. PURCH.A_SING AUTHORIZATIONS AND RESPONSIBILITIES: 

7 .1 Expenditure Authorization: 

7 .1.1 Council has ultimate authority for all expenditures. Council delegates this authority 
by the adoption of budgets or by specific resolution . The CAO/Clerk-Treasurer shall 
not pay for any item that has not been authorized by Council through budget 
appropriation or by specific resolution. This purchasing policy provides guidelines 
outlining how spending authority is to be exercised. 

7 .2 Expenditure Approval and Responsibilities: 
7.2.1 The CAO/Clerk-Treasurer shall be responsible for approval of accounts within the 

approved budget or any amendment to same as approved by Council. 
7.2.2 Unspecified capital expenditures authorized in the annual estimates, and 

expenditures which exceed or may exceed approved budgeted amounts, require 
Council approval by way of resolution prior to procurement. 

7.2.3 Resolutions approving budget amendments, capital expenditures or special 
appropriations shall set out the purpose of the expenditure, cost estimates or 
expenditure limitations, and the fund in which an appropriation has been provided, if 
any. All reports recommending such resolutions must contain the CAO/Clerk­
Treasurer's endorsement. 

8. ADMINISTBAIIOf'l: 
8.1 The CAO/Clerk-Treasurer shall be responsible for: 

8.1 .1 the management, organization and administration of a centralized purchasing 
function; 

8.1.2 the procurement, storage and distribution of all materials, equipment, supplies and 
services on behalf of the Township. Where the CAO/Clerk-Treasurer deems it 
expedient, he or she may delegate performance of any of these functions to the 
appropriate Department Head or to the Administrative Assistant/Deputy Clerk; 

8.1.3 the issuance of all requests for quotations and calls to tender. 
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8.1.4 The management, responsibility and authorization for the P-Card or Procurement 
Card, for purchases on behalf of the Corporation and as approved for use by Council 

8.2 Department Heads shall be responsible for: 

8.2.1 the operation of an effective inventory control system for his or her department, with 
the objective of keeping inventory at a minimum but at an adequate level to support 
and supply the departments. 

8.2.2 all vendor contacts and maintaining good business relations; and 

8.2.3 supplying the CAO/Clerk-Treasurer with specifications for procurements which 
clearly define required quality and/or function and which include such details, 
information, drawings, maps or other material as may be required to be attached to 
the bid documents or as may be needed for his or her guidance and information In 
the preparation and calling of quotations or tenders, or in the placing of orders. 
Specifications are to be generic or "as equivalent". All factors influencing the 
purchasing decision are to be included in the specifications. 

8.3 For the purposes of this policy, any reference herein to "Department Head" shall include the 
Chair of a committee of the Township. 

8.4 Department Heads and committees of the Township shall provide the CAO/Clerk-Treasurer 
by January 1" In each year with the estimates of their requirements for the subject fiscal year 
for budgetary purposes in order to ensure adequate supplies of goods and services. 

8.5 The CAO/Clerk-Treasurer shalt, with the cooperation of Department Heads, promote and co­
ordinate standardization of goods wherever possible, and shalt advise on and approve the 
practicality of specifications. 

8.6 No contract or purchase shall be divided to circumvent the requirement(s) of this policy. 
8.7 In all procurements: 

8.7.1 Consideration shall be given the best overall value for the Township, which shall be 
based on the best combination of quality, demonstrated ability to perform the work 
and best financial advantage to the Township, as determined by the Township in its 
sole and unfettered discretion, which may be based in whole or In part on past 
experience, rather than only lowest price. 

8.7.2 Where acceptance of other than the lowest quotation or tender received would result 
in a higher quality of service, or a more reasonable end cost to and better value for 
the Township, a report on the proposed purchase and the quotations or tenders 
received shall be submitted to Council for consideration, approval and, If deemed 
expedient, contract award. 

8.7.3 Provided that all specifications and quality or performance requirements are met and 
assured, total cost shall be the prime criteria used to determine best value for the 
Township. 

8.8 The Township may participate with other units of government, their agencies, boards or 
committees, or public authorities In cooperative purchase ventures when the best interests 
of Alberton Township will be served. Where such participation is at variance with the 
Township's purchasing policy, Council shall first authorize participation. 

8.9 Performance evaluations may be undertaken on suppliers and providers of services and may 
be considered with regard to future acquisitions. 
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8.1 0All invoices and accounts from vendors shall be authorized by the CAO/Clerk-Treasurer, 
following approval of and evidence of goods/service received/delivered by the applicable 
Department Head, prior to payment. 

8.11 Between the last regular meeting of Council in any year and the adoption of estimates for the 
next year, the CAO/Clerk-Treasurer is authorized to pay all accounts for any ordinary 
business transactions of the Township which are required to maintain services prior to the 
adoption of estimates in addition to all accounts for approved expenditures, capital items 
and projects. 

8.12 After the adoption of estimates, the CAO/Clerk-Treasurer is authorized to pay accounts in 
accordance with t he estimates upon receipt of evidence of value received and in accordance 
with this policy. 

8.13 Unless authorized by resolution of Council, goods or services which have not been provided 
for in the budget shall not be ordered. 

9 EXCLUSIONS: 
9.1 The procurement methods described in this by-law do not apply to procurement of the 

following goods and services: 

9.1 .1 Membership fees, subscriptions, medicals, licenses, debenture payments, 
magazines, periodicals and refundable staff/Councillor expenses 

9.1.2 The following general expenses: payroll deductions remittances, grants to agencies, 
damage claims, petty cash replenishment, tax remittances, insurance premiums, 
ongoing maintenance for existing computer hardware and software. 

9.1 .3 Professional and special services (excluding all contracted services except 
cleaning), including committee fees, legal fees, and other professional services 
related to lit igation or legal matters, witness fees, veterinary expenses, audit or 
accountant fees, bailiff fees or collection agency fees, medical examinations. 

9.1.4 Utilities, telecommunications, advertising, licenses, certificates. 

9.1.5 Goods and services provided by government agencies or Crown corporations or 
provided in-house by the Township. 

9.1.6 Hiring of consultants or contracts to complete project deficiencies or complete the 
work of a developer where the developer has abandoned the project or negligent in 
completion and where funds to complete the work are being drawn from deposits 
held by the Township and where t ime does not permit a competitive bidding process 

9.1.7 Goods, services and/or equipment deemed by the Clerk-Treasurer to be necessary 
or advisable to carry out the requirements of the Municipal Elections Act. 

9.1 .8 Any goods or services identified as excluded elsewhere in this policy or excluded by 
resolution of Council. 

10 INVESTMENT RECOVERY- DISPOSITION OF SURPLUS GOODS 

10.1 Department Heads shall provide to the Clerk-Treasurer with a list of items deemed as 
surplus assets for sale or disposal as same are identified. 
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10.2 Surplus assets not requested by any municipal department shall be sold or disposed of by 
the CAO/Clerk-Treasurer on authorization by Council in such manner as is directed by 
resolution. 

10.3 Any surplus assets remaining after attempted sale or disposition by any of the methods 
described in Section 10.2 may be donated to a municipal department for future fund­
raising activities upon the request of the department, donated to a non-profit entity by way 
of resolution of Council, or discarded as waste. 

10.4 Unless otherwise directed by Council by way of resolution, revenue generated from the 
sa le of each surplus asset shall be designated as current year administrative income. 

11 CONFLICT OF INTEREST 

11 .1 No procurements shall be made for, on behalf of or for the personal benefit or use of any 
elected or appointed member of Council, any officer of the Township or any employee of 
the Township. 

11.2 Where an employee who is involved in any procurement process has any pecuniary 
interest, whether direct or indirect, in the procurement, the employee: 

11.2.1 shall immediately disclose the interest and the nature thereof to the Clerk or, where 
it is the Clerk who has the pecuniary interest, to Council. 

11 .2.2 shall not take part in the award of the contract. 

11 .2.3 shall not attempt in any way to influence the award of the contract. 

11.3 An employee has an indirect pecuniary interest if the employee or the employee's spouse 
or equivalent, or a child of the employee: 

11 .3.1 has a controlling interest in, is a shareholder in, or is a director or senior officer of a 
co rporation which has a pecuniary interest in the procurement. 

11.3.2 is a partner in or is the sole proprietor of an unincorporated business entity or 
enterprise that has a pecuniary interest in the procurement; or 

11.3.3 is in the employ of a person, corporation, unincorporated business entity or 
enterprise that has a pecuniary interest in the procurement. 

11 .4 All Council members shall ·conduct themselves in accordance with the Municipal Conflict 
of Interest Act, R.S.0. 1990, c. M.50, as amended. 

11.5 All employees, members of Council and appointed officers are prohibited from accepting, 
directly or indirectly, from any person, company or corporation to which any procurement 
is or may be awarded, any rebate, gift, money or anything whatsoever of value, except 
where same is provided for the use and benefit of the Township. 

12 REPORTING REQUIREMENTS: 

Consequences of Non-Compliance Fa ilure to adhere to the requirements outlined in this Policy 
may lead to progressive disciplinary action up to and including termination of employment. 
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13 GUIDING PRINCIPLES: 

This policy will help guide Township staff, Council, suppliers and the public with a clear 
understanding of accountabilities, responsibilities and the Municipality's rules governing its 
procurement and contracting activities. The objective is to: (a) promote openness, honesty, 
fairness, integrity, accountability, and transparency in the procurement process; (b) encourage 
competition in the procurement process; (c) prevent conflicts of interest- real, apparent, and 
potential- between suppliers and elected officials and staff; {d) ensure that goods and services 
are acquired at the best value for money; (e) require that suppliers are treated equitably, 
consistently, and without discrimination throughout the entire procurement process; (f) clearly 
identify the roles, responsibilities, and accountability of individuals involved in the 
procurement process; and (g) instill confidence in the public and in participants in the 
procurement process. 

14 POLICY REVIEW: 

14.1 This policy shall be reviewed by Council as deemed expedient to assess the effectiveness 
of the policy in achieving the objectives set out in Section 1 as well as in complying with the 
requirements of the Municipal Act, 2001, as may be amended from time to time. 

14.2 This policy shall be amended only by resolution of Council. 

Mayor Mike Ford 

L32~ 
Clerk Lisa Sheppard 
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APPPENDIX "A" 

TENDER PROCEDURE 

The following applies to all tenders issued by the Township but does not preclude the addition of 
further terms or conditions to any particular tender: 

PRIOR TO TENDER DUE DATE: 

1. Sealed tenders shall be obtained by the CAO/Clerk-Treasurer: 
1.1 By posting notice of the tender on the Township's website; and 
1.2 By either: 

1.2.1 placing a minimum of two consecutive weekly advertisements in a newspaper having 
general local circulation, subject to the following: 

or 

1.2.1.1 Such advertisements may be placed in out-of-town newspapers if it is 
deemed beneficial by the Clerk-Treasurer to do so in order to attract a greater 
number of bids. 

1.2.1.2 Where time is of the essence, a minimum of one advertisement may be 
placed in a newspaper having general local circulation. Such advertisement 
may be supplemented by local radio announcements and/or publication in 
additional publications as may, in the discretion of the CAO/Clerk-Treasurer, 
be deemed expedient. 

1.2.2 By forwarding an invitation to submit a tender, along with all pertinent tender 
information, to all known suppliers, vendors of record, pre-qualified vendors, or such 
suppliers as Council may specify by resolution. 

2. Tender documentation shall be prepared by the CAO/Clerk-Treasurer, in conjunction with the 
relevant Department Head where applicable. It is the responsibility of the Department Head to 
ensure that proper tender documents, plans and specifications are prepared and available to 
prospective tenders on the day that notice of the tender is first published or on the day that the 
invitation is issued, as may be the case. 

3. Where tender forms are supplied that include a provision for signature by the Township and the 
tenderer, the form is to provide firstly for the signature of the tenderer, then secondly by the 
Township. 

4. All tender calls shall be identified by a numbering identifier assigned by the CAO/Clerk­
Treasurer. 

5. Unless otherwise authorized by Council, tenders shall close at 3:00 p.m. on a Wednesday that 
is not a holiday and shall be publicly opened by the CAO/Clerk-Treasurer and: 

5.1 the applicable Department Head or designate; and/or 

5.2 at least one member of Council 

in Council Chambers of the Municipal Office forthwith after the specified closing time and date. 
Tender contents will be made public as a condition of the tendering process. 
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6. Where two or more identical bids are received which meet specifications, the CAO/Clerk­
Treasurer may negotiate with the bidders who submitted the identical bids in order to achieve 
the Township's purchasing goals. The use of purchase by negotiation in this manner In no way 
obligates the Township to obtain goods or services from any of the bidders with whom 
negotiations are undertaken. 

7. Where all bids received In response to a tender call that meet specifications exceed the amount 
budgeted for the procurement, the Clerk-Treasurer is authorized to negotiate with all bidders 
whose bids exceed the budgeted amount by 15% or less in order to achieve, or attempt to 
achieve, the Township's purchasing goals. The use of purchase by negotiation in this manner 
shall in no way obligate the Township to obtain goods or services from any bidder(s) with whom 
negotiations are undertaken, and Council may instruct that a contract is not awarded for the 
procurement regardless of the results of such negotiations. 

8. If tenders are being sought regarding capital projects, where: 

8.1 the Township has the capability to perform the work itself or through its existing contracts; 
and 

8.2 no acceptable tenders have been received; and 

8.3 work schedules and capabilities permit; and 

8.4 It is cost-effective to have the work performed internally or through its existing contracts, 
Council may direct, by resolution, that a contract is not awarded with regard to the call for 
tenders and that the project be completed internally or under existing contracts. 

9. The following phrases shall be included in all tender documents: 

• Lowest or any tender not necessarily accepted. The Township reserves the right to reject any 
or all bids, to waive irregularities and/or informalities therein, and to award the contract in the 
best interests to the Township based on the best combination of price, demonstrated ability 
to perform the work and best financial advantage to the Township, as determined by the 
Township in its sole and unfettered discretion. 

• Questions regarding this tender must be directed to (specify name, title, phone and fax 
numbers, and mailing address). 

• The Township reserves the right to disqualify tenders not submitted in strict accordance with 
the requirements of the tender documents and Its procurement policy. 

• All pages of the tender document submitted must be numbered. 

• Bidders shall determine levy and collection of HST on amounts bid and shall show separately 
the HST amount, and HST number, or, alternatively, shall cite the basis of exemption in lieu 
thereof. 

• The Township Is governed by the Municipal Freedom of Information and Protection of Privacy 
Act and bidders acknowledge and agree that tender contents will be made public as a 
condition of the tendering process. 

• To ensure tenderer compliance with the provisions of the Occupational Health and Safety Act, 
the tender shall provide the Township with such assurance by completion and provision of all 
information included in or required by the tender package with regard thereto. 
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• Tenders will be opened in the presence of the CAO/Clerk-Treasurer or designate, and the 
subject Department Head or designee, and one member of Council. 

• Tender openings shall be open to the public. 

10. The Township may cancel any tender at any time prior to the opening of tenders. 

11 . The Township may, at its option, refuse to award a contract after tenders have been opened 
where all tenders received exceed the amount budgeted for the goods or services for which a 
tender was sought. 

REFUSAL TO ACCEPT TENDERS: 

12. The CAO/Clerk-Treasurer shall refuse t o accept any tender submission that is: 

• Not sealed; or 

• Received after t he closing deadline; or 

• Submitted after a tender has been cancelled . 

BID IRREGULARITIES: 

13. The following irregularities in bids shall result in automatic rejection of the tender: 

• Corporate seal or equivalent proof of authority to bind corporate bidder is missing. 

• Signature of bidder or corporate authority is missing in any section of the tender 
document requiring execution. 

• Original signatures not provided. 

• Bid surety not submitted with bid when such surety is required . 

• Bid security by way of certified cheque is not provided w here same is required. 

• Required bid security cheque is not certified. 

• Insufficient bid security 

• Bid completed, or partially completed, in pencil or other erasable or removable medium. 

• "White-Out" or similar product used on bid documents. 

• Bidder does not attend mandatory site meeting when required . 

• Pages missing from tender document. 

• Bid received on documents otherthan those provided by Township (excluding additional 
sheets where tender allows for submission of same) 

• Part bid received where complete bid has been requested. 

• Bid fails to meet specification or quality requi rements. 

• Bid documents suggest that the bidder has made a major mistake in calculations or bid, 
or has grossly misinterpreted the tender. 

• Bid document word ing has been altered. 

• Bidder indicates refusal to allow tender contents, or any portion thereof, to be made 
public. 

• Changes to unit price(s) not initialed 
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14. The irregularities described below may be waived by the Township at its discretion: 
• A proper response envelope or label is not used but the tender is sealed and received by. 

the tender closing time specified. 

• Bid contains minor typographical error(s) in wording. 

• Minor changes to wording not initialed. 

• Changes to mathematical extensions of unit prices or tax calculations not initialed 

• Bid is conditional. 

• Bid is obscure. 

• Bid contains addit ions not called for, erasures or alterations of document wording. 

15. Unit price(s) provided in a tender will govern, and the CAO/Clerk-Treasurer is permitted to correct 
errors only in mathematical extensions and/or tax calculations in a tender based thereon. 

16. The Township reserves the right to accept or reject any or all tender submissions, including the 
lowest bid, in its absolute discretion. Where all bids have been rejected and/or disqualified, the 
Township reserves the right to reissue any bid document either in its original format or modified 
as best suits the requirements of the Township. 

TENDER PRE-AWARD PROCEDURE: 

17. Subsequent to tender opening, a written summary of tenders received and a recommendation, 
signed by those persons cited in Section 5 who publicly opened the tenders, shall be submitted 
for Council consideration and shall include the following: 
17.1 Names of all bidders and values. 
17.2 Comments as to any disqualification or bid irregularities - the absence of any comments 

from the report shall be deemed by Council as confirmation that those signing the 
summary found the tender(s) for which no comments are provided to be valid and in order, 
and those signing the summary assume full responsibility and may be held accountable in 
this regard. 

17.3 A recommendation as to whom the contract should be awarded, provided that if the 
recommendation is to award a contract to other than the lowest tender, the grounds and 
rationale for the recommendation must be clearly stated. 

TENDER APPROVAL PROCEDURE: 

18. After opening of bids, consideration by Council of the summary described in Section 17 above, 
and discussion by Council : 
18.1 Council shall make a decision whether or not to award a cont ract and such decision of 

Council shall be made in the form of a resolution or by-law, as appropriate. Where a 
contract is to be awarded, the resolution and/or by-law shall include authorization for the 
execution of any agreements or other necessary documents by the appropriate signing 
officers of the Township. 

18.2 The CAO/Clerk-Treasurer shall arrange for the completion of the procurement 
documentation, including the completion and execution by the successful bidder of any 
contract and receipt of all required bidder documentation, including insurance 
endorsements, etc. 

18.3 After all documentation is finalized, the CAO/Clerk-Treasurer with the assistance of the 
relevant Department Head shall proceed to complete the procurement. 
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TENDER AWARD PROTESTS - DISPUTE RESOLUTION: 

19. Protests or disputes raised by any bidder regarding any tender shall be resolved as follows: 
19.1 All disputes shall be resolved between the bidder and authorized municipal staff only. 

Involvement of members of Council in bid dispute resolution is prohibited. 
19.2 The bidder shall deliver to the CAO/Clerk-Treasurer written notice of the dispute or protest, 

which notice shall list all issues in dispute. 
19.3 No new or additional issues may be added to the list of issues by the bidder after the said 

list is received by the CAO/Clerk-Treasurer. 
19.4 The CAO/Clerk-Treasurer and the applicable Department Head shall review each issue in 

dispute and shall respond to same in writing. When deemed expedient by the said 
municipal officers, they may meet with the bidder raising the dispute with a view to 
resolving same. 

19.5 The CAO/Clerk-Treasurer shall provide a report to Council regarding every dispute filed 
which identifies: 

19.5.1 the nature of the dispute. 

19.5.2 attempts made to resolve the dispute. 

19.5.3 how the dispute was resolved. 

19.5.4 whether Council approval of the resolution is required. 
Where required, Council approval of a proposed resolution of issues, or directions 
provided by Council regarding a dispute, will be provided by Council by a formal resolution. 

RISK MANAGEMENT 

Risk Management ensures that the Township's interests are protected through the bidding process. 
Risk Management includes: 

• Bid deposits 

• Performance, Labour & Material Payment and Maintenance Bonds 

• Holdbacks 

• Liquidated Damages - the CAO/Clerk-Treasurer in consultation with the Project Manager and/or 
Department Head will ensure that adequate security is provided in each bid opportunity. 

INSURANCE & WSIB 

The CAO/Clerk-Treasurer in consultation with the Project Manager or Department Head will ensure 
that satisfactory insurance coverage is obtained from each contractor and consultant working for 
the Township. Insurance limits will be based on recommendations from the Township's Insurer and 
insurance types will be relevant to the goods, services or construction being purchased. All 
contractors and consultants will be required to provide the Township with appropriate 
documentation outlining Workplace Safety Insurance Board (WSIB) coverage. 

EXCLUSION OF BIDDERS IN LITIGATION 

The Township may, in its absolute discretion, reject a bid submission prior to or after a bid opening 
from any bidder that is: 

• in litigation with the Township; or 
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• is directly or indirectly, Including by common ownership or control or otherwise, related to a party 
to litigation with the Township; or 
• intends to use a sub-contractor In respect of a specific project who is party to litigation with the 
Township or who is directly or indirectly, including by common ownership or control or otherwise, is 
related to a party to litigation with the Township. "Party to litigation with the Township" includes 
cases In which the Bidder or prospective Bidder or any of the parties included have advised the 
Township in writing of their Intent to commence litigation or have commenced or have advised the 
Township of their Intention to commence an arbitral proceeding against the Township. Bids from any 
Bidder in any of these circumstances shall be rejected as informal and noncom pliant. 
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Appendix "B" - Definitions 

DEFINITIONS: 

"Accountability" means the obligation of an employee, agent or other person to answer for or be accountable 
for, work, action or failure to act following delegated authority. 
"Agreement" means a legal document that binds the Corporation of the Township of Alberton and all other 
parties, subject to the provisions of the contract. 
"Acquisition" means the process used for obtaining goods and services. 
"Approval" means authorization to proceed with the purchase of goods and services. 
"Approval Authority" means the authority delegated by the Municipality to a person designated to occupy a 
position to approve on its behalf one or more procurement functions within the plan- to-pay cycle up to 
specified dollar limits subject to the applicable legislation, regulations and procedures in effect at 
such time. 
"Award" means the acceptance of a Bid or Proposal in accordance with this Policy. 
"Best Value" means the optimal balance of performance and cost determined in accordance with a pre­
defined evaluation plan. 
"Bid" means a document (in the form of a Quotation, Tender or Proposal) received by the Municipality in 
response to a Request. 
"Bidder" means a Person who submits a Bid. 
"Bid Protest" means a dispute raised against the methods employed or decisions made by a contracting 
authority in the administration of a proposal, 
tender, or quotation process. 
"Bid Request" means a written request for bids or solicitation, which may be in the form of a Quote, Request 
for Tender, or Request for Proposal. 
"Bonds" means Sureties to protect the Municipality against any financial loss as a result of non-compliance 
by a Vendor. This shall but may not be limited to include Performance and Maintenance Bonds and Labour 
and Material Bonds. 
"Call" means a solicitation from the Municipality to potential Vendors to submit a Bid or a Formal or Informal 
Quotat ion. 
"Change Order" means written order issued from the Municipality; that changes 
the scope or specifications of any project. 
"Chief Administrative Officer" means the Municipality's employee with that title or designate appointed to 
act in that capacity. Herein referred to as the CAO/Clerk-Treasurer. 
"Municipality" means The Corporat ion of the Township of Alberton. 
"Clerk" means the CAO/Clerk-Treasurer for the Corporation of t he Township of Alberton. 
"Commodity" means goods and/or services. 
"Competitive" is an adjective describing a procurement process. The process is Competitive where two or 
more persons act independently to try to secure the Municipality's business by offering the most favourable 
terms and conditions. 
"Competitive Procurement" means a set of procedures for developing a procurement contract through a 
bidding or proposal process. The intent is to solicit fair, impartial, competit ive bids. 
"Conflict of Interest" means a situation in which private interests or financial or other personal 
considerations have the potential to compromise or bias an employee's professional judgment and 
objectivity in acting in the best interest of the Municipality. It includes using an employee's position, 
confidential information or corporate time, material, or facilities for private gain or advancement or the 
expectation of private gain or advancement. An apparent conflict of interest is one in which a reasonable 
person would think that the professional's judgment is likely to be compromised. 
"Construct ion" means construction, reconstruction, demolition, repair or renovation of a building, structure 
or other civil engineering or architectural work and includes site preparation, excavation, dri lling, seismic 
investigation, the supply of products and materials, the supply of equipment and machinery if they are 
included in and incidental to the construction, and the installation and 
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repair of fixtures of a building, structure or other civil engineering or architectural work, but does not include 
professional consulting services related to the construction contract unless they are included in the 
procurement. 
"Consultant" means the provider of a Commodity who, by virtue of professional expertise or service is 
contracted by the Municipality to undertake a specific task or assignment. Examples include: a planner 
completing a specific study; an architect or engineer drawing plans for a particular building or project; a 
lawyer representing the Municipality for a particular legal matter; an appraiser providing an opinion of value 
on an asset; etc. 
"Consulting Services" means the provision of expertise or strategic advice that is presented for consideration 
and decision-maki ng. 
"Contract" means a formal legal agreement, usually in writing, between two or more Persons. It is an 
obligation, such as an accepted offer, between competent parties upon a legal consideration, to do or 
abstain from doing some act. It is essential to the creation of a contract that the parties intend that their 
agreement shall have legal consequences and be legally enforceable. The essential elements of a contract 
are an offer and an acceptance of that offer; the capacity of the parties to contract; consideration to support 
the contract; a mutual identity of consent or consensus ad idem; legality of purpose; and 
sufficient certainty of terms. 
"Corporate Signing Authority" means the Mayor and the CAO/Clerk-Treasurer or other individuals designated 
by Council or this Policy. 
"Cost Effective Bid" means a bid received in response to a request that offers the best value for the dollars 
expended taking into consideration a quantitative and qualitative selection process. 
"Municipality" means the Municipality of the Township of Alberton. 
"Department" means an administrative unit of the Municipality. 
"Designate" means any Municipal employee authorized in writing by the Department Head or CAO to act in 
his stead. 
"Developer" means a Person developing a particular project with the Municipality. 
"Direct Acquisition" means the direct purchase of goods or services by the user or user department to the 
approval levels within this Policy. 
"Direct Appointment" means to hire a consultant based on qualifications and experience through a selection 
process. 
"Disposal" means the sale, exchange, transfer, destruction or gift of goods owned by the Municipality which 
are no longer required for municipal purposes. 
(In the case of real property, "disposal" includes a lease with a term of twentyone years or more.) 
"Emergency", in the context of this Policy, means a situation where the strict application of this Policy will 
result in danger or damage to Persons or property, 
or serious delays or non-delivery of services. It may involve, for example, an imminent threat to public health 
or safety, maintenance of essential services, or a risk of serious financial liability (on the Municipality's part) 
arising from environmental conditions. 
"Evaluation Criteria" means a benchmark, standard or yardstick against which accomplishment, 
conformance, performance and suitability of an individual, 
alternative, activity, product or plan is measured to select the best supplier through a competitive process. 
Criteria may be qualitative or quantitative in nature. 
"Execute" means to legally bind the Corporation of the Township of Alberton to the terms and conditions 
defined within the Agreement. 
"Goods and/or Services" means supplies, equipment, property insurance, maintenance, professional and 
consulting services and service contracts not otherwise provided for. 
"Informal Quotation" means "quotations" obtained by telephone, fax, in writing, or by any other method of 
communication. 
"Insurance Certificate" means a certified document issued by an insurance company licensed to operate by 
the Government of Canada or the Province of Ontario certifying that the bidder is insured in accordance with 
the Municipality's requirements. 
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" Irrevocable Letter of Credit" means an irrevocable document on a financial institution's standard form 
requesting that the party to whom it is addressed pay the bearer or a person named therein money as a result 
of a failure to perform or to fulfil all the covenants, undertakings, terms, conditions and agreements 
contained in the contract. 
"Irregular Result" describes any one of the following occurrences after a Competitive Procurement Process: 
all responsive Bids, Quotations or Proposals exceed the Budget allocation; fewer than three (3) Bids, 
Quotations or Proposals are received; an Award of the Contract to, or the purchase from, the lowest 
Responsive Bidder is considered inappropriate for any reason; the Commodity sought is available from only a 
single or sole source; or either or both of this Policy or any Procedure was not followed. 
"Invitational Competitive Procurement" means any form of requesting a minimum of three (3) qualified 
suppliers to submit a written proposal in response to the defined requirements outlined by an 
individual/Municipality. 
"Lowest Responsive Bid" means the lowest price submitted which meets the requirements and 
specifications of as set out in the bid request, minor deviations excepted. 
"Negotiation" means the action or process of conferring with one or more Vendors leading to an agreement 
on the acquisition of the required goods and services under the conditions outlined in this Policy. 
"Non-discrimination" means fairness in treating suppliers and awarding contracts without prejudice, 
discrimination or preferred treatment. 
"Offer" means a promise or a proposal made by one party to another, intending the same to create a legal 
relationship upon the acceptance of the offer by the other party. 
"Open Market Procedure" means obtaining price quotations from suppliers verbally or in writing. 
"Person" refers to a person recognized as a legal entity at law. This is an individual or a corporate entity. 
Partnerships or unincorporated associations are recognized only as groups of Persons. 
"Policy" means a matter that Council has adopted by bylaw or that the local board has adopted by 
resolution. 
" Pre-Qualification" means a process by which the Municipality ensures Vendors can meet all technical and 
financial responsibilities of contracts with the Municipality. External Vendors of Commodities are pre­
approved and earn the right to submit Bids to the Municipality for specific Commodities. Examples of 
types of Pre-Qualification criteria include expertise and experience, previous performance, financial stability, 
personnel and a proven ability to complete projects within the Municipality's Budget and on time. 
"Procedures" means a sequence of steps or actions detailing expectations on how a Policy is to be 
implemented. 
"Procurement" means acquisition by any means, including by purchase, rental, lease or conditional sale, of 
goods or services. 
"Procurement Card (P-Card)" means an organizational credit card program primarily used for low-cost, non­
inventory, non-capital items, such as office supplies. The card allows field employees to obtain goods and 
services without going through the requisition and authorization procedure. P-cards may be set up to restrict 
use to specific purchases with pre-defined suppliers or stores, and 
offer central billings. 
"Proposal" means an offer to provide goods and services, where it is not 
practical to prepare precise specifications, or where alternatives to detailed 
specifications will be considered, which may be subject to further negotiation. 
" Purchase" means the act of acquiring a Commodity or Service. 
"Purchase Order" means a written offer to purchase goods or services from a Vendor at an agreed upon price 
(and other terms and conditions) where such offer has been made on forms prescribed by the Municipality. 
"Quotation" means an offer, both formal and informal, from a supplier to buy or sell goods and services to 
the Municipality. 
"Request" means a formal Request for Expressions of Interest, Information, Pre-Qualification, Proposal or 
Tender. 
"Request for Expressions of Interest" means a general market research tool to determine Vendor interest in a 
proposed procurement. It is used prior to issuing 
a call for bids or proposals and is not intended to result in the award of a contract. 
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"Request for Information" is a process by which information (such as specifications or availability) is sought 
from potential Vendors about a Commodity. 
"Request for Tender" means a competitive procurement process for obtaining compet itive bids based on 
precisely defined requirements for which a clear or single solution exists. 
"Responsive and Responsible Vendor" means one who complies with the provisions of the bid solicitation, 
including specifications, contractual terms and conditions, and who can reasonably be expected to provide 
satisfactory performance on the proposed contract based on reputation, references, performance on 
previous contracts, and adequate financial and other resources. 
"Segregation of Duties" means a method of process control to manage conflict of interest, the appearance of 
conflict of interest, and errors or fraud. It restricts the amount of power held by any one individual. It puts a 
barrier in place to prevent errors or fraud that may be perpetrated by one individual. 
"Services" means intangible products that do not have a physical presence. No transfer of possession or 
ownership takes place when services are sold, and they: cannot be stored or transported; are instantly 
perishable; and come into existence at the time they are bought and consumed. 
"Single Source" means there is more than one source in the open market but for reasons of function or 
service, one Vendor is recommended for consideration of the particular Commodity. This denotes a 
Purchase which is not Competitive. 
"Sole Source" means there is only one known source of supply of a particular Commodity. This Commodity 
could be copyrighted or trademarked, or simply not available for general Purchase. 
"Standardize" means to compare products or services with an established standard that conforms to the 
requirements of quality products or services that are regularly widely used, and available. 
"Supply Chain Activities" means all activities whether directly or indirectly related to organizational plan, 
source, procure, move, and pay processes. 
"Surety" means a specified dollar amount in the form of cash, certified cheque, 
bid bond, performance bond, labour and materials bond, letter of credit or any other form as deemed 
necessary and stated in any quotation, tender or proposal documents issued by the Municipality. 
"Tender" means a written offer, in a specified form, received from a supplier in response to a public invitation 
to provide goods and services based on an approved format of the Municipality containing Terms and 
Conditions. 
"Vendor" means a Person from whom the Municipality makes Purchases of Commodities. 
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Appendix "C"- Fleet Sourcing and Exception Reporting 
Procedures 

1. Purpose and Scope 
This appendix establishes the mandatory operational procedures for the procurement or lease of all light­
duty passenger fleet vehicles. All municipal departments must follow this evaluation framework to comply 
with the Buy Ontario Act (Public Sector Procurement). 2025. 

2. Fleet Vehicle Procurement Sourcing Framework 
When acquiring light-duty passenger vehicles. purchasing agents must evaluate submissions and bids using 
the following strict three-tier hierarchy: 

Priority Classification Criteria/ Definit ion 
Tier 1 (Highest) Made-In-Ontario (MIO) Vehicle Vehicles 

manufactured/assembled 
directly in Ontario. They must 
possess a Vehicle 
Identification Number {VIN) 
beginning with "2". 

Tier 2 Ontario Vehicle Producer Vehicles from an Original 
(OVP) Equipment Manufacturer 

(OEM) that maintains a 
significant manufacturing or 
employment footprint within 
Ontario. even if the specific 
model is assembled 
elsewhere. 

Tier 3 (Fallback) Alternative Option Standard commercial vehicles 
from non-Ontario suppliers. 
This t ier may only be accessed 
if Tiers 1 and 2 are proven 
unavailable or operationally 
infeasible. 

3. Permitted Fleet Sourcing Exceptions 
Under the Munic ipal Buy Ontario Procurement Directive. certain vehicle classes and procurement types are 
exempt from the Tier 1 and Tier 2 sourcing mandates. These exceptions include: 

• Heavy and Commercial Vehicles: Any vehicle with a Gross Vehicle Weight Rating (GVWR) greater 
than 4,500 kilograms. 

• Operational Modifications: Specialty or "upfitted" vehicles customized for complex operational 
duties (e.g., fi re apparatus, ambulances, or public works specialty trucks). 

• Pre-existing Commitments: Active contracts signed before April 13, 2026, or contract extensions 
legally bound within the original agreement. 

• Short-Term Fleet Needs: Temporary vehicle leases or rentals with a total durat ion of 12 months or 
less. 

• Secondary Market Purchases: All ce rtified used vehicles. 
• Law Enforcement Operations: Tactical vehicles specifically procured for covert or surveillance 

operations. 
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4. Exception Evaluation Criteria & Business Rationale 
To bypass Tier 1 or Tier 2 sourcing, t he requesting department must file a formal Fleet Exception Business 
Case detaili ng one of the following validated evaluation justifications: 

• Operational Infeasibility: Proof that no Ontario-made or OVP vehicle can physically meet the 
mechanical or structural demands of the intended municipal service. 

• Market Unavailability: Written confirmation from at least two certified dealerships or OEMs stating 
that an MIO or OVP vehicle cannot be delivered within an operationally viable timeline. 

• Prohibitive Premium: Financial evidence demonstrating that acquiring an Ontario-sourced model 
results in an egregious, uncompetitive cost difference that violates municipal fiduciary duties. 

5. Reporting, Auditing, and Approval Workflow 
Before a non-Ontario vehicle contract can be awarded, the municipality must complete the following 
administ rative compliance workflow: 

Township 

CAO/Clerk 

-Treasurer 

Review 

Data Logged 

for Supply 

Ontario 

1. Department Submission: The purchasing department completes the exception file, attaching 
manufacturer specs, market survey logs, and cost comparisons. 

2. Procurement Review: The purchasing division audits the file to confirm trade compliance and verify 
that no local alternatives were overlooked. 

3. Executive Sign-off: The file must receive formal written authorization from the Chief Administrative 
Officer (CAO) or designated Executive Council. 

4. Provincial Record Retention: The municipality must log the f inal contract details, VIN data, and 
signed except ion justifications. These records are subject to direct audit review and must be 
submitted to S.u.p_pJy Ontario and the Ministry of Municipal Affairs and Housing (MMAH) during 
mandatory data reporting cycles. 
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Appendix "D"- Fleet Exception Form 

Instructions: This intake form m.us1 be completed in full by the requesting department before 
procuring or leasing any non-Ontario light-duty passenger vehicle. Completed forms must be 
submitted to the Procurement Division for compliance screening prior to contract award. 

Section 1: General Request Information 

Department 

Project ID Number {if applicable) 

Contact Person & Title 

Email 

Date of Submission 

Section 2: Vehicle Procurement Details 
• Intended Vehicle Use/ Fleet Application: 

o D Administ rative/ Pool Vehicle 
o D Building Inspection/ By-law Enforcement 
o D Emergency Services Support (Non-Tactical) 
o D Public Works Operations {Light-Duty) 
o D Other (Specify): ____ ___ _____ _ _ 

• Quantity Requested: _ _ _ 

• Acquisition Type: D Purchase D Lease (Duration: __ months) 

• Estimated Total Contract Value (Exel. HST): $ _ _ ___ _ 

• Target Delivery Date: _______ _ _ _ ____ _ 

Section 3: Sourcing Hierarchy Evaluation Log 
Please document your department's attempt to source a vehicle following the mandatory 
hierarchy. 

Tier 1: Made-In-Ontario (MIO) Vehicle Search 
• Were Ontario-assembled vehicles evaluated? (e.g., VIN starting with "2") D Yes D No 
• Models Evaluated: ____ _ ______ ___ ___ __ _ 
• Reason for Rejection: ______ _ ___ ____ _ _ __ _ 
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Tier 2: Ontario Vehicle Producer (OVP) Search 
• Were vehicles from manufacturers with an active Ontario assembly footprint evaluated? D 

Yes D No 

• Models Evaluated: ___________________ _ 

• Reason for Rejection: __________________ _ 

Section 4: Exception Justification & Business Case 
Select the primary justification for bypassing Tier 1 and Tier 2 sourcing options. Attach 
supporting documents (e.g., dealer emails, technical specs, market logs). 

• D Operational Infeasibility: No Ontario-assembled or OVP vehicle possesses the 
necessary physical, mechanical, or structural capability to perform the specific municipal 
tasl<. 

o Required Attachment: Engineering, technical, or payload specifications highlighting 
the deficiency of Tier 112 models. 

• D Marl<et Unavailability/ DeliveryTimeline: Sourcing an Ontario or OVP vehicle will cause an 
operational delay that directly impacts critical municipal services. 

o Required Attachment: Written notices from at least two authorized dealerships/OE Ms 
confirming delivery tlmellnes. 

• D Prohibitive Premium: Sourcing an Ontario-made or OVP vehicle creates an extreme, 
uncompetitive cost variance that directly violates the municipality's fiscal responsibility. 

o Required Attachment: Detailed price matrix comparing Tier 112 quotes against the proposed 
Tier 3 option. 

• D Automatic Exemption Criteria Met: The vehicle qualifies for an automatic exemption 
under the directive. 

o Select sub-category: □ Used Vehicle D Heavy Vehicle (>4,500kg GVWR) D Short­
term rental (<12 months) D Tactical/Covert Ops 

Detailed Rationale: 
• Provide a brief description explaining why this exception is critical for your department's 

operations: 

Section 5: Recommended Procurement Option (Tier 3 Fallback) 

• Proposed Vehicle Manufacturer & Model: ____________ _ 
• Proposed Supplier/ Dealership: ______________ _ 
• Country of Assembly: __________________ _ 

~ 
Mayor Initial 

lb 
Clerk Initial 



Section 6: Compliance Sign-Off & Approvals 
By signing below, the requesting department certifies that the market search was completed 
diligently In accordance with the Buy Ontario Act and thatthe evidence attached is accurate. 

1. Requesting Department Supervisor: 
Signature: ___________ Date: _______ _ 

2. Chief Administrative Officer (CAO)/ Treasurer (Required for Tier 3 Awards): 
D Approved D Denied 
Signature: ___________ Date: _______ _ 

3. Date of Council Approval: Resolution# _____ _ 

• For Procurement Use Only: 
o Data entered into Supply Ontario Reporting Log? D Yes D No 

o Date Logged: ______ Entered By: _____ _ 

Mayor !nit!al Clerk Initial 




