Executive Committee
Council Chambers, 2nd Floor, City Hall
Monday, February 25, 2019
to commence immediately following the City Council meeting
TO:

MEMBERS OF THE EXECUTIVE COMMITTEE
Mayor F. Tolmie
Councillor C. Froese
Councillor B. Swanson
Councillor D. Luhning

Councillor H. Eby, Chairperson
Councillor S. McMann
Councillor C. Warren

Please be advised that Chairperson, Councillor Eby, has called an Executive
Committee meeting on Monday, February 25, 2019 immediately following the
City Council meeting in Council Chambers, 2nd Floor, City Hall, in order to deal
with the following:
AGENDA
1.

Tabled Matter:
Report dated January 30, 2019 from the Department of Planning and
Development Services, re: Appeal of Order to Comply under Bylaw No. 5484,
Property Maintenance and Nuisance Bylaw.

2.

Report dated January 30, 2019 from the Department of Financial Services,
re: Purchasing Policy Proposed Amendments.

3.

Confidential Matter.
The confidential matter may be considered in closed session pursuant to section 94(2)
of The Cities Act as it contains information that is within one or more of the exemptions
in Part III of The Local Authority Freedom of Information and Protection of Privacy Act,
in particular section 18(1).

4.

Confidential Matter.
The confidential matter may be considered in closed session pursuant to section 94(2)
of The Cities Act as it contains information that is within one or more of the exemptions
in Part III of The Local Authority Freedom of Information and Protection of Privacy Act,
in particular section 16.
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5.

Confidential Procedural Matter.
The confidential procedural matter may be considered in closed session pursuant to
section 94(2) of The Cities Act as it contains information that is within one or more of the
exemptions in Part III of The Local Authority Freedom of Information and Protection of
Privacy Act, in particular section 15.

The Next Standing Committee Meeting is scheduled for
Monday, March 11, 2019 (provided there are items to consider).

City of

Moose Jaw
LETTER OF COMMUNICATION
TITLE:

Purchasing Policy Proposed Amendments

TO:

Executive Committee

FROM:

Department of Financial Services

DATE:

January 30, 2019

PUBLIC:

Public Document

IN-CAMERA: Not applicable to this report
RECOMMENDATION
THAT City Administration be directed to amend the City of Moose Jaw Purchasing Policy
substantially in the form attached to this report; and
THAT the amendments be made to the City Administration Bylaw and brought back for
City Council approval.
TOPIC AND PURPOSE
The purpose of this report is to seek approval to amend the City of Moose Jaw Purchasing
Policy.
BACKGROUND
On March 27, 2017, City Council adopted the following motion:
“THAT with respect to the City of Moose Jaw Purchasing Policy, that the relevant
bylaws and policies be amended as follows:
a) So that wherever possible, for the purchase of goods and/or services
competitive bids on tendered specifications, be the City of Moose Jaw
policy; and
b) THAT the public openings of bids be the City of Moose Jaw Policy.”

Subsequent to this motion passing, City Administration revised the Purchasing Policy to
reflect this direction and that all tenders be opened publicly, which would allow those
present to be made aware of the bids received. These bylaw amendments went to
Council on July 10, 2017 for approval and were passed on that date as Bylaw No. 5538.
On April 9, 2018, City Council adopted the following motion:
“THAT changes be made to the City’s Purchasing Policy such that the awarding
of tenders and associated winning bid be public knowledge.”
This motion was made subsequent to the amendment of the Purchasing Policy on July
10, 2017. The intent of City Council was to broaden the release of tender bid information.
Given this direction from City Council, City Administration also reviewed the policy with
an eye to updating any other areas that might be required. A report dated August 7,
2018, with proposed amendments to the Purchasing Policy was sent to Executive
Committee for approval. The report was considered on September 10, 2018 and Council
passed the following amended motion at the September 24, 2018 Council meeting.
“THAT the revisions be referred back to administration with the following
amendments incorporated into the proposed Purchasing Policy as follows:
a) Change order limits for Department Heads and City Manager to reflect a
combination of 3% and 5% respectively, and/or an appropriate dollar amount.
b) Establish a policy incorporating determination of best value for services.
c) Listing the name of successful tender and amount.
d) Quarterly reports contain a list of tenders and RFPs over $50,000.”
DISCUSSION
The proposed amendments that were transmitted to City Council in the August 7, 2018
report entitled “Purchasing Policy Proposed Amendments” form the basis for the
amendments that are being requested of City Council. Attachment #1 to this report
contains that communication and the proposed amendments.
The remainder of this report will deal with the four additional items that Council had
wanted addressed in a motion made on September 10, 2018 (and amended on
September 24, 2018).
Change Order Limits
Council’s motion read in part:
“Change order limits for Department Heads and City Manager to reflect a
combination of 3% and 5% respectively, and/or an appropriate dollar amount.”
In reviewing the intent of this motion, City Administration has added a new section 5.6.
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5.6

The issuance of Change Orders are subject to the limitations of sections 3.1
(e) and shall be subject to the following:
•
•

•

•
•

The award does not exceed the approved budget or the budget as
amended pursuant to the City Administration Bylaw.
Department Heads have authority to award change orders of up to
$10,000. For change orders above this value, Department Heads
have the authority to award a change order which is up to 3% of the
contract value to a maximum of $25,000.
The City Manager has the authority to award change orders of up
to $50,000. For change orders above this value, the City Manager
has the authority to award a change order which is up to 5% of the
contract value to a maximum of $150,000.
City Council has the authority to award all Change Orders which
exceed the City Manager’s Authority.
In cases of emergency, the City Manager or Department Head can
award any quantum.

The intent of the proposed change is to provide limitations on the magnitude of change
orders that a Department Head and the City Manager can approve. City Council has
the authority to award all change orders that exceed the City Manager’s authority levels.
Establish a Best Value Determination Policy or Procedure
Council’s motion read in part:
“Establish a policy incorporating determination of best value for services.”
The Purchasing Policy in section 1.1 outlines that the policy will be supported by
purchasing procedures as necessary to provide detailed direction on purchasing
practices that support the policy. Therefore, in order to address Council’s motion, a
purchasing procedure entitled “Best Value Determination” has been developed to guide
Departments in their evaluation of Requests for Proposals (RFPs). Attachment #2 to this
report contains that procedure.
The procedure outlines the practices to be followed in evaluating a best value proposal.
It is important to note that best value determination is subjective and the guide is not
intended to be a regimented step-by-step procedure, but rather a guide to the steps to
be taken to determine best value.
Listing Successful bidder and bid amount on Quarterly Reporting
Council’s motion reads in part:
“Listing the name of successful tender and amount.
Quarterly reports contain a list of tenders and RFPs over $50,000.”
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Section 8.1 of the Purchasing Policy has been amended to include the following clause
which will make it compliant with Council’s intentions.
The City will disclose this information on the Sask Tender website and each
Department will report the successful bidder and award amount in their quarterly
reports to City Council for both tenders and RFPs.
OPTIONS TO RECOMMENDATION

City Council provide alternative direction.
PUBLIC AND/OR STAKEHOLDER INVOLVEMENT
The matter of amending the Purchasing Policy requires public notice per the City’s Public
Notice Policy. The required public notice has been provided by the City Clerk’s
Department. The notice invites any interested parties to obtain a copy of the report and,
if they desire, they could present to Executive Committee on the matter.
COMMUNICATION PLAN
All of the steps in the amending process are public and as well, public notice is required.
STRATEGIC PLAN
The ability to procure goods and services is fundamental to the City’s ability to carry out
its programs and services and ultimately its strategic plan.
BYLAW OR POLICY IMPLICATIONS
If the recommendation in this report is approved, then City Administration will bring
forward the amended Purchasing Policy in bylaw form for City Council approval.
FINANCIAL IMPLICATIONS
The proposed changes to the City of Moose Jaw Purchasing Policy do not have any
direct financial implications.
PUBLIC NOTICE
Public Notice pursuant to the Public Notice Policy as incorporated into the City
Administration Bylaw No. 5175 of 2016 has occurred.
PRESENTATION
VERBAL: X

AUDIO/VISUAL:

NONE:
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ATTACHMENTS
1. August 7, 2018 LOC - Purchasing Policy Proposed Amendments.
2. Draft City of Moose Jaw Purchasing Procedure - Best Value Determination
Procedure.
3. Amended City of Moose Jaw Purchasing Policy.
Respectfully Submitted By,

Brian Acker
Brian Acker, B.Comm., CPA, CMA
Director of Financial Services
BA/sp

APPROVAL OF REPORT RECEIVED

COMMENTS RECEIVED

Jim Puffalt
Jim Puffalt, City Manager

Fraser Tolmie
Fraser Tolmie, Mayor

To be completed by the Clerk’s Department only.
Presented to Regular Council or Executive Committee on _____________________________________________________.
No. _________________________

Resolution No. _________________________________________________

G:\2019 Files\Brian Acker\Communications\Executive Committee\City Purchasing Policy - Proposed 2019 Amendments.docx
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Attachment ftl - LOG. August 7.2018

Ci+y of

Moose Jaw
LETTER OF COMMUNICATION
TITLE: Purchasing Policy Proposed Amendments
TO: Executive Committee
FROM: Department of Financial Services
DATE: August 7, 2018
PUBLIC: Public Document
IN-CAMERA: Not applicable to this report

RECOMMENDATION
THAT City Administration be directed to amend the City of Moose Jaw Purchasing Policy
substantially in the form attached to this report, and that the amendments be made to
the Ci+y Administration Bylaw and brought back for City Council approval.

TOPIC AND PURPOSE
The purpose of this report is +o seek approval to amend the Ci+y of Moose Jaw Purchasing
Policy.

BACKGROUND
On March 27. 2017 City Council adopted the following motion:
"THAT with respect to the City of Moose Jaw Purchasing Policy/ that the relevant
bylaws and policies be amended as follows:
a) So that wherever possible, for the purchase of goods and/or services
competitive bids on tendered specifications, be the City of Moose Jaw
policy; and
b) THAT the public openings of bids be the Ci+y of Moose Jaw Policy."
Subsequent +o this mo+ion passing/ Ci+y Adminis+ra+ion revised the Purchasing Policy +o
reflect this direction and that all tenders be opened publicly which would allow those
present +o be made aware of the bids received. These bylaw amendments went to
Council on July 10, 2017 for approval and was passed unanimously on that date.

On April 9, 2018, Ci+y Council adopted the following motion:
"THAT changes be made to the City's Purchasing Policy such that the awarding
of tenders and associated winning bid be public knowledge."
This motion was made subsequent to the amendment of the Purchasing Policy on July
10/ 2017. The intent of City Council was to broaden the release of tender bid information.
Given this direction from Ci+y Council, Ci+y Adminis+ration also reviewed the policy with
an eye +o updating any other areas that might be required.

DISCUSSION
In reviewing the City of Moose Jaw Purchasing Policy/ there were four areas that Ci+y
Administration determined needed to be addressed.
Tender Bid Disclosure
Based upon the direction from Ci+y Council and recent changes to the Canadian Free
Trade Agreement (CFTA), Section 8 Disclosure of Information was amended to reflect
that the awarding of tenders and the associated winning bid will be public information.
This will allow this information to be shared wi+h Council publicly ancf/or wi+h citizens and
businesses who enquire.

The disclosure requirements of the CFTA agreement also requires disclosure for both RFPs
and tenders of the goods procured, the successful supplier, the value of the tender, the
da+e of the award and If limited tendering was used the reasons for that. The City is
required to disclose this information on the Sask Tender website where all City
tenders/RFPs are posted. The City shall not disclose any proprie+ar/ information related
to a tender or RFP.

Change Orders
In reviewing the purchasing policy, it became evident that there was no specific
language related +o change orders. In an effort to add clari+y on this subject matter/ a
definition of change orders was inserted into the policy along with a clause that the City
has the right to add, delete or otherwise revise an existing contract.
The policy goes on under Section 5 Awarding of Contracts to include Change Orders
under the limi+a+ions section for Direct Awards. Those limi+a+ions being that Department
Heads have the authority to issue change orders up to $25,000, the Ci+y Manager up to
$150/000 with all other change orders being approved by Ci+y Council. The one
exception to this would be emergencies where the Ci+y Manager or Department Head
has unlimited authority.

Awarding of Contracts
Some minor wording changes were made to this section to clarify the au+hori+y levels of
Department Heads and the City Manager. The au+hori+y levels are unchanged from the
current purchasing policy. Those authority levels being a Department Head and/or Ci+y
Manager can award a RFQ, RFP or tender of any quantum as long as it is wi+hin the
approved budget and not of a controversial nature. In the case of direct awards and
change orders the Department Head can approve up to $25,000 and the City manager
up to $150,000 as long as it is within the approved budget.
Trade Agreement Nomenclature
A number of the trade agreements have changed their names and the CanadaEuropean Union Comprehensive Economic and Trade Agreement (CETA) is new. So the
policy was amended to reflect these changes

OPTIONS TO RECOMMENDATION
City Council provide alternative direction.
PUBLIC AND/OR STAKEHOLDER INVOLVEMENT
The matter of amending the Purchasing Policy requires public notice per the City's Public
Notice Policy. The required public notice has been provided by the City Clerk's
Department. The notice invi+es any interested parties to obtain a copy of the report and/
if they desire, they could present to Executive Committee on the matter.

COMMUNICATION PLAN
All of the steps in the amending process are public and as well, public notice is required.

STRATEGIC PLAN
The ability to procure goods and services is fundamental to the City's ability to carr/ out
its programs and services and ultimately its strategic plan.

BYLAW OR POLICY IMPLICATIONS
If the recommendation in this report is approved/ then City Administration will bring
forward the amended Purchasing Policy in bylaw form for Ci+y Council approval.

FINANCIAL IMPLICATIONS
The proposed changes to the City of Moose Jaw Purchasing Policy do not have any
direct financia! implications.

PUBLIC NOTICE
Public Notice pursuant to the Public Notice Policy as incorporated in+o the Ci+\
Adminis+ra+ion Bylaw No. 5175 of 2016 has occurred.

PRESENTATION
VERBAL: X AUDIO/VISUAL;

NONE:

ATTACHMENTS
1. Draft amended City of Moose Jaw Purchasing Policy.

Respectfully Submitted By,

Br'ianAcker
Brian Acker/ B.Comm., CPA, CMA

Director of Financial Services

BA/sp

APPROVAL OF REPORT RECEIVED

COMMENTS RECEIVED

Jim Puffalf
Jim Puffalt, Ci+y Manager

Fraser Tofm'se
FraserTolmie, Mayor

To be completed by the Clerk's Department only.
Presented to Regular Council or Executive Committee on
No.

_

_

Resolution

No.
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1. PURPOSE & OBJECTIVE
1.1 The purpose of this policy is to establish the parameters for the procurement of goods
and services by the City of Moose Jaw. The policy establishes the direction,
philosophies, climate and values upon which the purchasing function must operate. The

Purchasing Policy will be supported by Purchasing Procedures as necessary to provide
detailed direction on purchasing practices that support this policy.
1.2 The objective of the City's Purchasing Policy is to ensure that goods and services are
acquired through a fair, open, transparent and competitive process that is effective and

efficient, safeguards public funds, ensures Public and Supplier confidence and complies
with all Federal and Provincial Trade Agreements while allowing the City of Moose
Jaw to receive the best value in the goods and services it acquires.

2. DEFINITIONS
2.1 Best Value - This is determined by looking at the factors that determine value such as
quality, expertise, life cycle costs, aesthetics, past performance, schedule, vision,
adequate resources and price to determine the proponent offering the best value to the

City. Best value will be used to evaluate and award all RFPs and the best value will be
determined by setting out the evaluation criteria which will be used to determine the
proposal with the best overall value to the City.
2.2 Qualified - Qualified means that the bidder has the expertise and ability, physically and
financially, to supply or perform the goods or services tendered, bid or proposed, and
whose past performance or references are satisfactory to the City.
2.3 Consulting and Professional Services - These are services provided by architects,
engineers, designers, planners, accountants, auditors, appraisers, software and financial
consultants and any similar types of services not specifically detailed above.
2.4 Direct Award Contract - An agreement entered into by the City for the purchase of

goods or services which has not been publicly advertised or for which written, telephone
or electronic quotations have not been received from more than one vendor.

1.
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2.5 Emergency Purchase - This means a purchase contract entered into by the City when
the procurement is being conducted in circumstances of emergency or unforeseeable
urgency and could not have been predicted in advance.
2.6 Request for Proposals CRFP) - A request for proposals to vendors is more flexible in
terms of a vendor's response to the required goods and services and evaluation criteria.
Requests for proposals do not necessarily tie firms to existing processes or rigid
specifications, but rather may encourage new approaches, techniques and methods for
meeting the City's requirements. RFPs will be awarded based upon a best value analysis
of the proposals. An RFP does not create a bid contract and does not establish
irrevocable requirements. Rather, a performance contract between the City and

successful proponent will be established in accordance with the RFP.
2.7 Request for Quotations CRFO) - This method of purchase is a competitive process where
specifications for the goods and services and terms of purchase are established in
sufficient detail to allow the comparison of quotations from suppliers. Request for
quotations shall involve obtaining quotations by invitation of three vendors where
practical.
2.8 Tender - A tender is a request to vendors with detailed specifications of the product or
service requirement. Tenders are used for products and services that lend themselves to

detailed and specific specifications which permits the evaluation against clearly stated
criteria. The lowest qualified bidder meeting those specifications/criteria will be
awarded the contract for the supply of those goods and services without negotiation. A

tender is intended to create a bid contract. All tenders will be opened publicly.
2.9 Change Order - A change order is work that is added or deleted from the original scope
of work of an existing contract.

3. ACQUISITION POLICY
3.1 Methods of Acquisition - When the City acquires goods or services it shall do so
through one of the processes outlined below:
a) Direct Purchases - In the general course of City business, Direct Purchases may be

awarded if the acquisition is expected to be less than $10,000 unless it is deemed by
the Department Head to be in the best interest of the City to obtain quotations from
a number of suppliers. This method of purchase is intended to be utilized for low
2.
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value goods where the cost and administrative burden of other methods of purchase
are not practical.

b) Request for Quotations - A Request for Quotations may be used for the acquisition
of goods or services expected to be less than $50^000. This method of purchase is a

competitive process and shall be completed by obtaining quotations by invitation
from a minimum of three vendors where practical and will generally be awarded to

the lowest qualified bidder.
c) Public Tender or RFP with Public Advertising - A tender or RFP that is publicly
advertised is required when the amount of the purchase is expected to exceed

$50,000 or if it is deemed by the Department Head to be in the best interest of the
City. Wherever possible, competitive bids on tendered specifications shall be
utilized.

d) Direct Award Contracts - The City retains the right to use a Direct Award contract
for the following:
Threshold of less than $75,000 for Goods & Services and less than $200,000 for
Construction Contracts;
• Where only one vendor for the good or service exists.
• Only one vendor can supply the compatible good or service.
• For the extension of work on an existing contract.
• In the instance where a program or service will be intermpted due to the
immediate need for a good or service.
• When goods or services are in short supply.
• Sourcing of goods for emergent situations.

Thresholds greater than $75,000 for Goods & Services and greater than $200,000
for Construction Contracts:
• Where only one vendor for the good or service exists.
• Only one vendor can supply the compatible good or service.
• Sourcing of goods for emergent situations.

3.
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e) Change Orders - The City retains the right to add, delete or otherwise revise an
existing contract by issuance of a change order. The change order will detail the
change in work and any associated changes in costs.
3.2 Advertising of Tenders and Requests for proposals

a) SaskTenders - SaskTenders is a Provincial Public tendering system and all public
tenders and RFPs must be posted on this website.

b) City of Moose Jaw Website - All public tenders and RFPs must be posted on the
City of Moose Jaw website.

c) MERX - MERX is a Canadian Public tendering system and all public tenders and
RFPs may be posted on this website if deemed to be in the best interest of the City
by the Department Head.
3.3 Environmental Purchasing - The City may, when possible and economically feasible,

include tender specifications and RFP requirements that provide for the consideration
of environmentally friendly goods and services.
3.4 Trade Agreements - Municipalities are subject to the Canadian Free Trade Agreement

CCFTA\ Agreement on Internal Trade CAIT^-and the New West Partnership Trade
Agreement (NWPTA) and the Canada-European Union Comprehensive Economic and
Trade Agreement (CETA) and all subsequent amendments.

All municipal purchases except for those identified under exceptions and those below
the prescribed dollar thresholds are subject to the rules and procedures required under
these trade agreements and any amendments that may occur in the future.
Purchasing procedures outline the major components of these trade agreements that

must be complied with and should be referenced in applying this policy.

4.
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4. TENDER AND PROPOSAL ACCEPTANCE CRITERIA
4.1 The City reserves the right to refuse any or all tenders, bids or proposals if:

i) The bid does not meet with the tender requirements or the proposal does not
provide the best value to the City based upon the City's evaluation criteria
regardless of the price bid for the good or service.
ii) The award price exceeds the approved budget.
iii) The tender, RFP documents or specifications contain errors.

iv) The City decides to cancel the tender or RFP and not proceed with award.
These rights must be included in the tender/RFP documents.
4.2 Subject to the rights and reservations contained in the City's Purchasing Policies,
Purchasing Procedures and tender documents, the City shall accept the lowest qualified
tender or bid meeting the City's specifications for all tenders.

4.3 An RFP bid or proposal will be awarded to the successful proponent at the City's sole
discretion if it demonstrates that the City is receiving the best value based upon the
evaluation criteria.

4.4 The City Manager has the authority to award any tender or RFP which is over budget
to a maximum of 10% above the approved budget subject to a funding source being
identified from other approved budget provisions per the authorities granted the City
Manager in the City's Administration Bylaw in respect to budget reallocations.

5. AWARDING OF CONTRACTS
5.1 The Department Head has the authority to award Requests for Quotations, Tenders,

Direct Purchases (under $10,000) and, Requests for Proposals if all of the following
conditions have been met:

a) Sufficient funding has been provided for in the approved budget or the budget as
amended pursuant to the City Administration Bylaw.
b) The award of the contract is not of a controversial nature.

5.
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5.2 The City Manager has the authority to award any request for quotations, tender or

request for proposal provided that the conditions in 5.1 (a) and (b) have been met.
5.3 All tenders, direct awards and RFP awards over $50,000 must be reported four times
per year to City Council for the information of Council by the respective Department
Head responsible for the tender or RFP. The report shall confirm that the City's
Purchasing Policy and Purchasing Procedures have been uniformly applied for each
award or inform Council of any deficiencies.

5.4 City Council shall award contracts if any of the following conditions exist:
a) Sufficient funding has not been provided for in the budget.
b) In the case of Direct Award Contracts, the contract is in excess of $150,000.
c) The award of the contract is of a controversial nature.
d) The City Manager, for any reason, refers the award of the contract to City Council.

5.5 The award of Direct Award Contracts or Change Orders are subject to the limitations of
sections 3.1 (d) or (e) respectively and shall be subject to the following:
• The award does not exceed the approved budget or the budget as amended
pursuant to the City Administration Bylaw.

• Department Heads have authority to award up to $25,000
• City Manager has authority to award up to $150,000
• City Council will award all Direct Award contracts and Change Orders over

$150,000
• In cases of emergency, the City Manager or Department Head can award any
quantum.

5.6 The Department Head or his/her designate will ensure compliance to the City's
Purchasing Policies and Procedures.

6. CONSULTING AND PROFESSIONAL SERVICES
Consulting and Professional service engagements by their nature do not lend themselves to the
standard tender or RFP processes in many instances. Therefore, direct appointment of
consulting and professional service engagements is permitted. Subject to the following
conditions:
6.
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• Department Heads can make direct appointments of consulting and professional
services contracts up to where the fees are expected to be less than $75,000.

• Subject to the exceptions set forth in the NWPTA, CFTA and AFF CETA trade
agreements, all consulting and professional services contracts over the limits established
in these agreements will be sourced utilizing Tender or RFP processes as described in

this policy.

7. EXCEPTIONS
7.1 The requirement for a tender or RFP does not apply to the purchase of the following
goods or services:
a) Utility contracts (e.g. telephone, power, etc.)
b) Contracts or agreements relating to employee compensation, reimbursements,
training, education, etc.

c) Goods available for resale to the public.
d) Contracts with public body or non-profit organizations

e) Cultural Goods and Services

f) Land
g) Legal Services
h) Treasury Services or Products (borrowing, lending, investing, managing money,
securities or other property).
7.2 Purchase of goods and services for longer terms than normal budget approvals is

permitted as long as the budgeted funding source is expected to continue and the total
contract award does not exceed the expected budget over that period of time.
7.3 Cooperative purchasing arrangements with other organizations such as SUMA,
Saskatchewan Government, or other municipalities will be allowed to occur as long as

the City expects to receive a benefit from participation in the cooperative purchasing
endeavour. The Purchasing Policy and Procedures of the organization managing the
cooperative purchasing process will apply.

7.
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8. MSCLOSURE OF INFORMATION
8.1 The awarding of tenders and associated winning bid will be public information. The

CFTA Trade Agreement provides the specific information that must be disclosed, that
information is reproduced below:
No later than 72 days after the award of each contract covered by this Chapter, a
procuring entity shall publish a notice on one of the tendering websites or systems
designated by its Party. The information shall remain readily accessible for a reasonable

period of time. The notice shall include at least the following:
(a) a description of the goods or services procured;

(b) the name and address of the procuring entity;
(c) the name and address of the successful supplier;
(d) the value of the successful tender;
(e) the date of award; and
(f) if limited tendering was used, the conditions and circumstances described in Article
513 that justified its use.
The City will disclose this information on the Sask Tender webshe for both tenders and
RFPs.

8.2 Other than for at public opening of tondcrG, The City will not provide pricing
information or proposal or bid details on any of its other methods of acquisition. Only
the name of the Quccessful bidder/proponont will be reloaGcd. The City shall not provide
any supplier or contract information that would disclose proprietary information.

8.3 Where the Department Head deems it appropriate, a debriefing session will be held for
unsuccessful bidders/proponents after the contract award has occurred. The purpose of

this debriefing session is to aid unsuccessful bidders/proponents in presenting a better
bid or proposal for future submissions. Details including pricing of the awarded tender
or RFP will not be released at debriefing GeQQions.

9. PURCHASING PROCEDURES
9.1 The Financial Services Department shall develop and maintain Purchasing Procedures

that provide City personnel with the guidelines and» where appropriate, the specific
action sequences to assist with the uniformity, compliance and control of purchasing

activities based upon the Purchasing Policy.
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10. DISPOSAL OF SURPLUS ITEMS
10.1 The Department Head shall dispose of all valuable smplus items in a manner that sees
the City receive the best value for that item.

11. CONFLICT OF INTEREST
11.1 No City employee shall place himself/herself or another in a position of advantage or
conflict when acquiring goods or services on behalf of the City or from the City.
Accepting gifts or favors from suppliers is prohibited except promotional items such as
caps, pens, golf shirts, etc. with a value of under $100 and entertainment (excluding
alcohol) for the strict purpose of business discussions.

Attachment #2 - Best Value Determination

CITY OF MOOSE JAW

PURCHASING PROCEDURE

PROCEDURE:

EFFECTIVE DATE:

Best Value Determination

PREPARED BY:
Financial Services Department

APPROVED BY:
City Council Resolution ftxxx

1. Purpose
The purpose of this document is to describe the best value approach to evaluating
proposals that the City receives in response to its requests for proposals (RFP).
2. Use of procedure
2.1 This procedure will be utilized to evaluate and determine the best value of all RFPs
issued by the City of Moose Jaw.
3. Best Value
Best value is determined by looking at the factors that determine value such as quality,
expertise/ life cycle costs/ aesthetics, past performance, schedule/ vision/ adequate
resources and price to determine the proponent offering the best value to the City. Best

value will be used to evaluate and award all RFPs and the best value will be determined by
setting out the evaluation criteria which will be used to determine the proposal with the
best overall value to the City.
4. Evaluation Team Members
4.1 The evaluation team should consist of a minimum of two individuals who have the
background and knowledge required to properly evaluate the good or service for
which the RFP has been issued.
4.2 Evaluation team members should in all cases be City of Moose Jaw employees.
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5. Screening of Proposals

5.1 The evaluation team will determine if it is in the best interest of the City to short list
the proponents. Short listing will occur when there are a large number of proposals
and/or clear outliers in the required criteria to successfully deliver the good or service.

5.2 The evaluation team will determine if interviews with proponents will be of benefit in
further understanding of the proposals and ultimately the selection of the proponent
offering best value to the City. Determinants of interviews may include questions that
arise from proposals that can best be answered in a presentation/lnterview process.
6. Initial Evaluation of Proposals
6.1 Where possible/ the Evaluation Criteria should form part of the RFP.

6.2 The Proposal Content Requirements Schedule of the City of Moose Jaw RFP should
clearly outline the proposal submission requirements and be in agreement with the
Evaluation Criteria.
6.3 The weighting of the Evaluation Criteria should be pre-determined.
6.4 The proposals should be evaluated in a consistent manner based upon the established
Evaluation Criteria.
6.5 The best value analysis is subjective by nature and based upon the judgement of the
evaluation team members.
6.6 The evaluation team will exclude any proposals that receive an unacceptable
evaluation.

7. Evaluate Risk
7.1 Based upon the judgement of the evaluation team/ an assessment of the risks involved
with each proposal should be considered.
7.2 Proposals receiving an unacceptable rating for risk should be eliminated.
8. Evaluate Price
8.1 For those proposals meeting the initial Evaluation Criteria and Risk Evaluation, the
price of the proposal should be evaluated to determine a price rating.
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8.2 Should the initial Evaluation Criteria and Risk Evaluation be equal for two proponents/
then the proponent with the lowest price will move forward.
9. Selection of successful proponent
9.1 Based upon the best judgement of the evaluation team/ the proposal evaluations will

be considered with the price and risk ratings to determine the proponent offering the
best value.
10. Agreement
10.1 Once the proponent offering the best value has been determined and sufficient
budget exists to fund the proposal/ the City will move forward to negotiate and enter
into an agreement with the successful proponent.

Attachment #3 - Amended Purchasine Policy
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1. PURPOSE «& OBJECTIVE
1.1 The purpose of this policy is to establish the parameters for the procurement of goods
and services by the City of Moose Jaw. The policy establishes the direction,
philosophies, climate and values upon which the purchasing function must operate. The

Purchasing Policy will be supported by Purchasing Procedures as necessary to provide
detailed direction on purchasing practices that support this policy.
1.2 The objective of the City's Purchasing Policy is to ensure that goods and services are
acquired through a fair, open, transparent and competitive process that is effective and
efficient, safeguards public funds, ensures Public and Supplier confidence and complies

with all Federal and Provincial Trade Agreements while allowing the City of Moose
Jaw to receive the best value in the goods and services it acquires.

2. DEFINITIONS
2.1 Best Value - This is determined by looking at the factors that determine value such as
quality, expertise, life cycle costs, aesthetics, past performance, schedule, vision,
adequate resources and price to determine the proponent offering the best value to the

City. Best value will be used to evaluate and award all RFPs and the best value will be
determined by setting out the evaluation criteria which will be used to determine the
proposal with the best overall value to the City.
2.2 Qualified ~ Qualified means that the bidder has the expertise and ability, physically and
financially, to supply or perform the goods or services tendered, bid or proposed, and
whose past performance or references are satisfactory to the City.
2.3 Consulting and Professional Services - These are services provided by architects,
engineers, designers, planners, accountants, auditors, appraisers, software and financial
consultants and any similar types of services not specifically detailed above.
2.4 Direct Award Contract - An agreement entered into by the City for the purchase of
goods or services which has not been publicly advertised or for which written, telephone
or electronic quotations have not been received from more than one vendor.

1.
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2.5 Emergency Purchase - This means a purchase contract entered into by the City when
the procurement is being conducted in circumstances of emergency or unforeseeable
urgency and could not have been predicted in advance.
2.6 Request for Proposals CRFP) - A request for proposals to vendors is more flexible in
terms of a vendor's response to the required goods and services and evaluation criteria.
Requests for proposals do not necessarily tie firms to existing processes or rigid
specifications, but rather may encourage new approaches, techniques and methods for
meeting the City s requirements. RFPs will be awarded based upon a best value analysis
of the proposals. An RFP does not create a bid contract and does not establish
irrevocable requirements. Rather, a performance contract between the City and

successful proponent will be established in accordance with the RFP.
2.7 Request for Quotations CRFO) - This method of purchase is a competitive process where
specifications for the goods and services and terms of purchase are established in

sufficient detail to allow the comparison of quotations from suppliers. Request for
quotations shall involve obtaining quotations by invitation of three vendors where
practical.
2.8 Tender - A tender is a request to vendors with detailed specifications of the product or
service requirement. Tenders are used for products and services that lend themselves to

detailed and specific specifications which permits the evaluation against clearly stated
criteria. The lowest qualified bidder meeting those specifications/criteria will be
awarded the contract for the supply of those goods and services without negotiation. A

tender is intended to create a bid contract. All tenders will be opened publicly.
2.9 Chance Order - A change order is work that is added or deleted from the original scope
of work of an existing contract.

3. ACQUISITION POLICY
3.1 Methods of Acquisition - When the City acquires goods or services it shall do so
through one of the processes outlined below:
a) Direct Purchases - In the general course of City business. Direct Purchases may be

awarded if the acquisition is expected to be less than $10,000 unless it is deemed by
the Department Head to be in the best interest of the City to obtain quotations from
a number of suppliers. This method of purchase is intended to be utilized for low
2.
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value goods where the cost and administrative burden of other methods of purchase
are not practical.

b) Request for Quotations - A Request for Quotations may be used for the acquisition
of goods or services expected to be less than $50^000. This method of purchase is a

competitive process and shall be completed by obtaining quotations by invitation
from a minimum of three vendors where practical and will generally be awarded to
the lowest qualified bidder.
c) Public Tender or RFP with Public Advertising - A tender or RFP that is publicly
advertised is required when the amount of the purchase is expected to exceed

$50,000 or if it is deemed by the Department Head to be in the best interest of the
City. Wherever possible, competitive bids on tendered specifications shall be
utilized.
d) Direct Award Contracts - The City retains the right to use a Direct Award contract
for the following:
Threshold of less than $75,000 for Goods & Services and less than $200,000 for
Construction Contracts:
• Where only one vendor for the good or service exists.
• Only one vendor can supply the compatible good or service.
• For the extension of work on an existing contract.
• In the instance where a program or service will be interrupted due to the
immediate need for a good or service.
• When goods or services are in short supply.
• Sourcing of goods for emergent situations.

Thresholds greater than $75,000 for Goods & Services and greater than $200,000
for Construction Contracts:
• Where only one vendor for the good or service exists.
• Only one vendor can supply the compatible good or service.
• Sourcing of goods for emergent situations.

3.
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e) Change Orders - The City retains the right to add, delete or otherwise revise an
existing contract by issuance of a change order. The change order will detail the
change in work and any associated changes in costs.
3.2 Advertising of Tenders and Reciyests for proposals

a) SaskTenders - SaskTenders is a Provincial Public tendering system and all public
tenders and RFPs must be posted on this website.

b) City of Moose Jaw Website - All public tenders and RFPs must be posted on the
City of Moose Jaw website.

c) MERX - MERX is a Canadian Public tendering system and all public tenders and
RFPs may be posted on this website If deemed to be in the best interest of the City
by the Department Head.
3.3 Environmental Purchasing - The City may, when possible and economically feasible,

include tender specifications and RFP requirements that provide for the consideration
of environmentally friendly goods and services.
3.4 Trade Agreements - Municipalities are subiect to the Canadian Free Trade Agreement

fCFTA), Agreement on Internal Trade (AIT) and the New West Partnership Trade
Agreement (NWPTA) and the Canada-European Union Compfehensive Economic and
Trade Agreement CCETA) and all subsequent amendments.

All municipal purchases except for those identified under exceptions and those below
the prescribed dollar thresholds are subject to the rules and procedures required under
these trade agreements and any amendments that may occur in the future.
Purchasing procedures outline the major components of these trade agreements that

must be complied with and should be referenced in applying this policy.

4.
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4. TENDER AND PROPOSAL ACCEPTANCE CRITERIA
4.1 The City reserves the right to refuse any or all tenders, bids or proposals if:
i) The bid does not meet with the tender requirements or the proposal does not
provide the best value to the City based upon the City's evaluation criteria
regardless of the price bid for the good or service.
u) The award price exceeds the approved budget.
iii) The tender, RFP documents or specifications contain errors.

iv) The City decides to cancel the tender or RFP and not proceed with award.
These rights must be included in the tender/RFP documents.
4.2 Subject to the rights and reservations contained in the City's Purchasing Policies,
Purchasing Procedures and tender documents, the City shall accept the lowest qualified
tender or bid meeting the City's specifications for all tenders.

4.3 An RFP bid or proposal will be awarded to the successful proponent at the City's sole
discretion if it demonstrates that the City is receiving the best value based upon the
evaluation criteria. In determining best value. City Administration will adhere to the
City of Moose Jaw's Best Value Determination purchasing procedure and the definition
of best value as defined in Section 2.1.

4.4 The City Manager has the authority to award any tender or RFP which is over budget
to a maximum of 10% above the approved budget subject to a funding source being
identified from other approved budget provisions per the authorities granted the City
Manager in the City's Administration Bylaw in respect to budget reallocations.

5. AWARDING OF CONTRACTS
5.1 The Department Head has the authority to award Requests for Quotations, Tenders,

Direct Purchases (under $10,000) and, Requests for Proposals if all of the following
conditions have been met:

a) Sufficient funding has been provided for in the approved budget or the budget as
amended pursuant to the City Administration Bylaw.
b) The award of the contract is not of a controversial nature.
5.

CITY OF MOOSE JAW

PURCHASING POLICY
POLICY TITLE

ADOPTED BY:

Purchasing Policy

City Council

ORIGIN

RESOLUTION #

EFFECTIVE DATE
PAGE NUMBER
6 of 9

Financial Services

5.2 The City Manager has the authority to award any request for quotations, tender or
request for proposal provided that the conditions in 5.1 (a) and (b) have been met.
5.3 All tenders, direct awards and RFP awards over $50,000 must be reported four times

per year to City Council for the information of Council by the respective Department
Head responsible for the tender or RFP. The report shall confirm that the City's
Purchasing Policy and Purchasing Procedures have been uniformly applied for each
award or inform Council of any deficiencies.

5.4 City Council shall award contracts if any of the following conditions exist:
a) Sufficient funding has not been provided for in the budget.
b) In the case of Direct Award Contracts, the contract is in excess of $ 150,000.
c) The award of the contract is of a controversial nature.
d) The City Manager, for any reason, refers the award of the contract to City Council.

5.5 The award of Direct Award Contracts are subj ect to the limitations of sections 3.1 (d)
and shall be subject to the following:
• The award does not exceed the approved budget or the budget as amended
pursuant to the City Administration Bylaw.

• Department Heads have authority to award up to $25,000
• City Manager has authority to award up to $150,000
• City Council will award all Direct Award contracts over $150,000
• In cases of emergency, the City Manager or Department Head can award any
quantum.

5.6 The issuance of Change Orders are subject to the limitations of sections 3.1 (e) and shall
be subject to the following:
• The award does not exceed the approved budget or the budget as amended
pursuant to the City Administration Bylaw.
• Department Heads have authority to award change orders of up to $10,000. For
change orders above this value Department Heads have the authority to award a
change order which is up to 3% of the contract value to a maximum of $25,000.

6.
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• The City Manager has the authority to award change orders of up to $50,000.
For change orders above this value the City Manager has the authority to award
a change order which is up to 5% of the contract value to a maximum of

$150,000.
• City Council has the authority to award all change orders which exceed the City
Manager's Authority.
• In cases of emergency, the City Manager or Department Head can award any
quantum.

5.7 The Department Head or his/her designate will ensure compliance to the City's
Purchasing Policies and Procedures.

CONSULTING AND PROFESSIONAL SERVICES
Consulting and Professional service engagements by their nature do not lend themselves to the
standard tender or RFP processes in many instances. Therefore, direct appointment of
consulting and professional service engagements is permitted. Subject to the following

conditions:
• Department Heads can make direct appointments of consulting and professional
services contracts up to where the fees are expected to be less than $75,000.

• Subject to the exceptions set forth in the NWPTA, CFTA and AFF CETA trade
agreements, all consulting and professional services contracts over the limits established
in these agreements will be sourced utilizing Tender or RFP processes as described in

this policy.

EXCEPTIONS
7.1 The requirement for a tender or RFP does not apply to the purchase of the following
goods or services:
a) Utility contracts (e.g. telephone, power, etc.)
b) Contracts or agreements relating to employee compensation, reimbursements,
training, education, etc.

c) Goods available for resale to the public
d) Contracts with public body or non-profit organizations
e) Cultural Goods and Services
7.
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f) Land
g) Legal Services
h) Treasury Services or Products (borrowing, lending, investing, managing money,
securities or other property).
7.2 Purchase of goods and services for longer terms than normal budget approvals is

permitted as long as the budgeted funding source is expected to continue and the total
contract award does not exceed the expected budget over that period of time.
7.3 Cooperative purchasing arrangements with other organizations such as SUMA,
Saskatchewan Government, or other municipalities will be allowed to occur as long as

the City expects to receive a benefit from participation in the cooperative purchasing
endeavour. The Purchasing Policy and Procedures of the organization managing the
cooperative purchasing process will apply.

8. DISCLOSURE OF INFORMATION
8.1 The awarding offenders and associated winning bid will be public information. The
CFTA Trade Agreement provides the specific information that must be disclosed, that
information is reproduced below:
No later than 72 days after the award of each contract covered by this Chapter, a
procuring entity shall publish a notice on one of the tendering websites or systems
designated by its Party. The information shall remain readily accessible for a reasonable

period of time. The notice shall include at least the following:
(a) a description of the goods or services procured;

(b) the name and address of the procuring entity;
(c) the name and address of the successful supplier;

(d) the value of the successful tender;
(e) the date of award; and
(f) if limited tendering was used, the conditions and circumstances described in Article

513 that justified its use.
The City will disclose this information on the Sask Tender website and each Department
will report the successful bidder and award amount in their quarterly reports to City
Council for both tenders and RFPs.
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8.2 Other than for at public opening of tondcrQ, The City will not provide pricing
information or proposal or bid details on any of its other methods of acquisition. Only
the name of the succcsQful bidder/proponcnt will bo released- The City shall not provide
any supplier or contract information that would disclose proprietary information.

8.3 Where the Department Head deems it appropriate, a debriefing session will be held for
unsuccessful bidders/proponents after the contract award has occurred. The purpose of

this debriefing session is to aid unsuccessful bidders/proponents in presenting a better
bid or proposal for future submissions. Details including pricing of the awarded tender
er RFP will not be released at debriefing GOQGions.

9. PURCHASING PROCEDURES
9.1 The Financial Services Department shall develop and maintain Purchasing Procedures
that provide City personnel with the guidelines and, where appropriate, the specific
action sequences to assist with the uniformity, compliance and control of purchasing

activities based upon the Purchasing Policy.

10. DISPOSAL OF SURPLUS ITEMS
10.1 The Department Head shall dispose of all valuable surplus items in a manner that sees
the City receive the best value for that item.

11. CONFLICT OF INTEREST
11.1 No City employee shall place himself/herself or another in a position of advantage or
conflict when acquiring goods or services on behalf of the City or from the City.
Accepting gifts or favors from suppliers is prohibited except promotional items such as
caps, pens^ golf shirts, etc. with a value of under $100 and entertainment (excluding
alcohol) for the strict purpose of business discussions.

9.

