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Executive Director

POLICY STATEMENT:

The overall purpose of procurement regulations is:

To ensure that all goods and/or services purchased for Community Living Ajax-
Pickering and Whitby provide the best value for the money spent by standardizing
methods and procedures to purchase products and services.

To ensure and provide an open and transparent procurement process.

To promote and maintain the integrity of the purchasing process and protect the Board
of Directors, CLAPW employees, contractors, and suppliers, by providing clear direction

and accountability.

These procurement procedures apply to all staff involved in the procurement process
and to all types of procurement.

Conflict of Interest

Full details must be disclosed regarding any conflict of interest between CLAPW staff,
members and a supplier/contractor or potential supplier/contractor who could impair the
ability to render unbiased advice or make unbiased decisions affecting the procurement
of goods and/or services.

It is expected that no staff member shall make any personal gain, financial or otherwise,
from their position.
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same information is to be distributed to each contractor to receive an ‘apples to apples’
comparison.

Any questions and arrangements for site visits regarding the work involved are to be
organized by the Manager of the location, and may involve the Maintenance Lead.

Three quotes are to be received if possible. All quotes are to be reviewed by the
Administrative and Communications Assistant with an overview page comparing all
quotes received by price, materials to be used, and history of work of the contractor
submitting. This information is given to the Manager to then determine who will
complete the work by choosing and approving the contractor(s).

All purchases must be approved within the budget. Any purchases in excess of budget
will require the Executive Director's and/or Senior Manager of Finance/IT approval.

Approval of the successful contractor/supplier is to be approved by the Manager of the
location and depending on the cost of purchase in conjunction with the Operations
Manager and the Executive Director. The Administrative and Communications
Assistant will contact the successful contractor/supplier and advise them they have
been chosen for the work. The Manager of the location will then confirm arrangements
of when work is to be completed with successful contractor.

All invoices are approved prior to payment and must include:

(i) Date of request

(i) Payable to

(iif) Description

(iv) Amount

(v) Authorized signature according to approval limits and will include Supervisor,
Operations Manager and/or Executive Director.

Approval

No cash advance will be provided to any supplier unless approval has been provided by
the Executive Director.

$1,000 - $3,000 Purchases

Items or services costing between $1,000.00 to $3,000.00 dollars require one (1)
quotes. Completion of the quotation comparison page will be done by the
Administrative and Communications Assistant and final approval will be given by the
Site Manager. The quotation page will be provided to the Finance Department for
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Administrative and Communications Assistant. The Maintenance Lead can be used to
consult around maintenance/repair matters that are larger in scope.

If the contractor sees a need for extra work while onsite (i.e., rotten roofing boards etc.)
these details are to be advised to the site Manager on how to proceed with these
approvals.

The Administrative and Communications Assistant is the first point of contact for
submission of the quotes. The manager of the site is to coordinate any on-site visits
necessary for the quote to be prepared. The site visit can be coordinated to have the
Maintenance Lead on site, either with or instead of the site manager. Once all quotes
have been received, they will be compiled, and an overview sheet prepared showing the
costs broken down between all submissions and notes to highlight the work to be
completed. The final decision of the successful bid will be based upon performance,
durability, quality assurance, skill as well as price. If a bidder other than the lowest
bidder is selected, documentation stating the reasons for the selection is to be
completed and kept on file. The work will be awarded by the site manager or their
representative for the site, Operations Manager and/or the Executive Director.

Contractors will be required to submit documentation that they have secured the
appropriate liability insurance, bonding and WSIB coverage.

If at any time this policy cannot be followed, documentation signed by the Executive
Director is to be kept on file explaining the reasons.

Standing Supplier List

If a Standing Supplier list is utilized, it must follow the criteria listed below:
a)  Goods and/or services and categories of goods and/or services to be included
b) Maximum quantities (if applicable)
) Prices and/or pricing arrangements and delivery instructions
) Standing offer authority
) Conflict of interest
Supplier warranty
)  Terms, billing and payment arrangements
) Statement of work
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Definitions:

Centralized purchasing: Specific goods and/or services (such as office supplies,
general printing, all computer related purchases, etc.) managed by a specific
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RFP: A Request for Proposal is a document that sets out the general specifications for a
good and/or service that is required and asks for a formal written request for price
submissions from several suppliers.

Single Sourcing: The purchase of goods and/or services from a supplier without making
competitive sourcing enquiries when a number of qualified suppliers are known to exist.

Services: Work that by its nature can be performed by persons or firms with specialized
skills and knowledge. Although a product may or may not result from the transaction,
the primary reason for the purchase is the service provided.

Service Requisition: A document used to request services (except consulting services)
from a supplier.

Sole sourcing: The purchase of goods and/or services when only one supplier is known
to exist.

Standing officer: An offer from a potential supplier to provide goods and/or services at
pre-arranged prices, under set terms and conditions, when and if required. There is no
actual obligation by either party until there is a call up against the standing offer.

Supplier: Individual or organization providing a good and/or service.

Standing Supplier List: Names of suppliers provided for each category of goods.

Cross reference:
P 4.05 Mileage and Expense Claims
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COMMUNITY

RECORD OF RECEIPTS

Location Personal Needs
Date Petty Cash
Staff Completing Groceries
Client Name Other
Manager's Signature
ltems Purchased GST HST Amount

Total

Please attach receipts and forward to Head Office

Account Number

Total Amount Previously Received

Total Amount of Receipts

Total amount of Cash Remaining

Authorization:




