The Corporation of the
Town of Arnprior

By-law Number 6942-19

A by-law to repeal By-Law 6189-13, as amended, and replace with a new Procurement
Policy.

Whereas Section 270(1) of the Municipal Act, 2001, ¢.25, as amended, states that a
municipality and a local board shall adopt and maintain policies with respect to the
procurement of goods and services;

And Whereas the Town of Arnprior adopted By-law No. 6189-13, adopting Policy #FS-
AD-01 Procurement Policy to ensure the appropriate financial and operational
management controls are applied to the decision process in spending public funds and
to the accountability of the authority process;

And Whereas Council of the Corporation of the Town of Arnprior deems it expedient to
amend the Procurement Policy #FS-AD-01 to ensure the policy remains in compliance
with provincial legislation, International/Inter-Provincial Trade treaties or agreements
and the Discriminatory Business Practices Act;

Therefore the Council of the Town of Arnprior enacts as follows:

1. That the Procurement Policy # FS-AD-01 attached hereto and forming part of
this By-Law be adopted;

2. That this by-law shall be read in conjunction with the Town's Delegation of
Authority By-law No. 6777-17, as amended; and

3. That this By-law shall come into force and effect on the day of its passing.

Enacted and P ‘sﬁsed this 8" day of April, 2019.

ya. S dpatd

Walter Stack, Mayor Maureen Spratt, Clerk




The Corporation of The Town of Arnprior
Corporate Policies and Procedures Manual

Section: Financial Services —

ARNPRIOR | Acquisition & Disposition Policy # FS-AD-01

Policy Name: Procurement Policy

Effective Date: April 8, 2019 Revised Date: Coverage: All Staff
By-law No: 6942-19 By-law No:
1.0 POLICY

This is a policy of the Town of Arnprior to establish clear procedures for the
procurement of goods and services.

2.0 PURPOSE
The purpose of this Procurement Policy is to:

a. Provide a process for the most efficient and effective use of municipal funds
consistent with the required quantity and quality of goods and services;

b. Encourage an open and competitive bidding process for the acquisition and
disposals of goods and/or services, and the objective and equitable treatment of
all vendors;

c. Ensure openness, accountability and transparency while protecting the financial
best interests of the Town;

d. Provide clear direction and accountabilities for Council, staff and vendors
involved in the process; and

e. Reduce the amount of solid waste requiring disposal through the purchase of
environmentally responsible goods and services.

3.0 RESPONSIBILITY

The Procurement Policy is administered by the Chief Administrative Officer (CAQ),
General Manager, Client Services/Treasurer and Department Heads, as highlighted
herein. This policy shall be reviewed every 5 years or earlier to evaluate its
effectiveness.
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4.0 DEFINITIONS

In this policy,

“Award” shall mean the authorization to proceed with the purchase of goods and
services from a chosen vendor.

“Bid” shall mean an offer or submission from a vendor or vendor in response to a bid
solicitation.

“Bid Solicitation” means a formal request for bids that may be in the form of a
Request for Quotation, Request for Tender, Request for Proposal or Request for
Standing Offer.

“Buyer” shall mean employees of the Town of Arnprior who, in the normal course of
their duties, are authorized to procure goods and services on behalf of the Town.

“CAO” shall mean the Chief Administrative Officer for the Town of Arnprior.

“Consultant” shall mean persons and professional firms who by virtue of their
expertise in a particular field are hired by the Town to undertake a specific task or
assignment and includes architects, auditors, engineers, designers, surveyors,
management and financial consultants, brokers, legal services, and any other
professional and consulting services.

“Contract” or “Agreement” shall mean any formal or deliberate written agreement for
the purchase of goods, services, equipment or construction that binds the Town and the
parties involved, subject to the provisions of the agreement.

“Council” shall mean the Council of the Corporation of the Town of Arnprior.

“Declared Emergency” shall mean a declared emergency in accordance with the
Emergency Measures and Civil Protection Act RSO 1990 CH E.9, as amended.

- “Department” shall mean each the main operational units organized in departments. of
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the Town and identified on the Town of Arnprior organization chart as established by
the CAO.

“Department Head” shall mean the General Manager, Operations, the General
Manager, Client Services / Treasurer and Fire Chief for the Town of Arnprior. '

“Deputy Treasurer” shall mean the Manager of Finance and Support Services/Deputy
Treasurer.

“Emergency” shall mean an operational situation or condition other than a declared
emergency which in the opinion of the CAO could affect the health and safety of the
public, impact the welfare of public or private property or Town infrastructure, or
seriously impact service delivery and the restoration of essential services to a minimum
acceptable level is warranted.

“Good(s)” shall mean all tangible and intangible property including but not limited to
supplies, products, wares, merchandise, materials, equipment, and property insurance.

"Manager" means the Town Clerk, Deputy Clerk, Manager of Recreation, Deputy
Treasurer, Deputy Fire Chief,” Public Works Supervisor, Waterworks Supervisor,
Recreation Operations Supervisor, Pool/Program Supervisor, Museum Curator, and any
other manager so appointed by the CAO.

“Multi-use list” means a list of suppliers that a procuring entity has determined satisfy
the conditions for participation in that list, and that the procuring entity intends to use

more than once.

“Procurement” shall mean the process of acquiring goods and services by purchase,
rental, or lease.

“Quotation” shall mean a written response to a Request for Quotation.

“Request for Quotations” shall mean an informal request for prices on goods or
services.
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“Request for Information” shall mean a process where information is requested from
vendors regarding the feasibility and availability of specific goods and services to
determine if there are enough suppliers to justify a Request for Proposal or Request for
Tender and to assist in estimating general costs.

“Request for Proposals” shall mean a formal request for prices and details on goods
and services from vendors, where the goods and services may not be able to be fully
defined or specified or when alternate methods are being sought to perform a certain
function or service, at the time of request.

“Request for Tenders” shall mean a formal request for prices on goods and services
from vendors, where the goods and services are able to be fully defined or specified at
the time of the request.

“Sealed Bid” shall mean a formal sealed response received as a part of a tender or
. submission.

“Sealed Proposal” shall mean a formal sealed response received as a part of a
request for proposal.

“Services” shall mean non-goods, including all professional services and consulting
services, all services in relation to real property and personal property including the
installation, construction, maintenance, rental, repair, restoration, demolition or removal
of real property or personal property.

“Sole Source” shall mean either:

(i) There is more than one source in the open market but for reasons of
function, service, unique technology or proprietary interest only one Vendor
is sought or selected for consideration of the particular goods and/or
services; or

(i) There is only one known source of supply of particular goods or services.

“Standing Offer” shall mean a procurement which establishes prices or methods for
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determining prices, terms and conditions and the period of time during which a Vendor
agrees to provide specified goods or services to the Town upon demand.

“Town” shall mean the Corporation of the Town of Arnprior.

“Vendor” shall mean any party selected to provide a quotation, proposal, bid or to
supply goods or services to the Town.

5.0 PROCEDURES

5.1 Compliance

All municipal departments, Boards and Committees, and their respective staff, over
which Council has direct control, shall adhere to the purchasing procedures established
in this policy when procuring goods, services and facilities, as follows:

a. Comply with the requirements of the Ontario Human Rights Code, the Ontarians
with Disabilities Act, 2001, the Accessibility for Ontarians with Disabilities Act,
2005 and its associated standards enacted through regulation, as well as related
Town policies. Where applicable, procurement documents will specify the
desired accessibility standards to be met and provide guidelines for the
evaluation of proposals in respect of those standards. Where it is impractical for
the Town to incorporate accessibility criteria and features for procuring or
acquiring specific goods, services or facilities, the Town will provide a written
explanation, on request.

b. Ensure compliance with applicable International/Inter-Provincial Trade treaties or
agreements, as amended from time to time.

c. Endeavor to achieve best overall value in commercial transactions while abiding
by the provisions of the Discriminatory Business Practices Act when awarding
purchases.

d. No preference will be given to local suppliers in awarding contracts.

e. With regard to timelines for posting procurements, implement procedures that
ensure suppliers are provided with an adequate response time that meets the
minimum requirements outlined in applicable laws, including applicable trade
agreements. Where no trade agreement applies, the Procurement Officer in
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