


Town Of Olds

POLICY STATEMENT

o Policy No: 1001

Title: Expenditures o
Supersedes: n/a

Authority:  Council . Effective Date:

Approval:  Motion #99-317, June 28, 1999 June 28, 1999

Policy Statement:

Council will provide for the appropriate planning and accountability for
expenditures by the Town of Olds.

Purpose:

To establish guidelines and procedures to facilitate the need for expedient
access to products, goods and services at competitive prices in a responsible

and accountable manner; and to provide guidelines to accommodate unbudgeted
expenditures.




PROCEDURE

Town of Olds

Title: Expenditures

Procedure: Purchasing and Unbudgeted
Expenditures

Policy No: 1001
Procedure:  1001-01
Supersedes: n/a

Authority:  Council

Approval:  Motion #99-317, June 28, 1999

Effective Date:;

June 28, 1999

1.0 Policy Statement (as adopted by Council):

Council will provide for the appropriate planning and accountability for expenditures

by the Town of Olds.

2.0 Key Areas of Responsibility:
Action To Take:

1. General

i) The Town will obtain bids from local
suppliers, if available.

i) Expenditures will be planned where
possible in order to maximize volume
purchasing opportunities.

iii) Bid resuits are available to the public:

a) upon opening if opened publicly,
or
b) upon award.

2. Expenditure Bid General Information
i) For the purpose of this policy, the
following bid options can be utilized,
as applicable:
a) verbal bids
b). written bids
c) tenders
d) requests for proposals
i) Where verbal bids or written bids are
requested, staff shall ensure that the
same information and deadline is
given to each person bidding.

Responsibility:
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i)

iv}

Verbaliwritten bids require the |

following information to be recorded:
a) the name of the firm quoting the
price

b) the name of the person quoting

the price

¢} the manufacturer and model of
item(s) offered

d} the unit price

e) the payment terms (prompt
payment discounts, 2%, 5% - 10
days, eic.)

f) the projected date of delivery

g) the time and date of -the
communication

h) the name of the Town employee
involved in the communication;
this information shall be retained
and shall be filed with the invoice
received.

Analysis of Tenders

The following factors presented without any

priority, shall be used to evaluate all bids
received:;

LJ

vi)

vii)

Price based on the same FOB
focation, same currency and with
discounts applied.

Record of a bidder's previous
performance on quality, service and
delivery.

Ability of the bidder to meet the
requirements of the bid request
regarding quality, specifications,
delivery and service.

Standardization of goods to reduce
inventory and future costs.
Bulk__purchasing through larger
quantities, cumulative quantities or
bulk packaging.

The .use of products that contain
recycled material, are recyclable or
reusable is encouraged.

The Town reserves the right to reject
any and all bids for any cause or
reject all bids without cause.

The following are guidelines to be
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used for Tender Openings:

a) tender opening will take place in
the Town office unless otherwise
stipulated.

b) Tenders shall be opened in
public with Town representatives
consisting of two or more of the
following:

¢ Chief Administrative Officer
or designate

+ Department Head initiating
tender

* Recording Secretary

« Engineer or Architect (if

applicable)
3. Verbal Bids
i) Generally used for minor operational
expenditures.

i) Provides for an informal, convenient
and easily-accessed bid process.

iif) Accessed by a telephone call or in
attendance with a supplier.

iv)  Written summary of bids hall be
provided with Town copy of purchase
order.

4. Written Bids

i} Generally used for non-minor
expenditures.

i) Provides for a relatively simple
process that renders written
documentation. |

lif) Includes fax bids, lefters or any written
document acceptable to the Town.

iv) May be initiated by a public
advertisement and/or invitation. if by
advertisement, shall be a minimum of
one advertisement in a newspaper.

v) - Acopy of all bids shall be aftached to
the Town copy of the purchase order.

5. Tenders
i) Generally used for the following:
a) The purchase of larger volumes
of supplies and equipment

CAO or Designate
Department Head

Recording Secretary,
Engineer or Architect
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involving larger sums of money.

b) Contracting of various repair
services to buildings. -

¢) New construction of municipal
facilities or infrastructure.

d) Projects where tenders are
required as a condition or lega
stiputation. -

i) Public notification of the tender call
shall be provided by a minimumof a |
once-a-week advertisement for two
consecutive weeks in a newspaper.

iii) If a bid deposit is required, a certified
cheque payable to the Town of Olds in
the amount specified in the tender
request, shall be submitted with the
tender.

iv) A bid deposit will be forfeited to the
Town if the successful bidder fails to
accept the award of tender within 30
days.

v) If a Performance Bond is required, the | Successful Bidder
successful bidder shall submititto the
Town following the award of tender
within the time specified and the
Performance Bond will bé retained by
the Town until the terms of the tender
are complete. The Performance Bond
will be forfeited to the Town if the
successful bidder fails to comply with
the terms and conditions of the award.

vi)  When required by the terms of the
award tender, an insurance certificate
evidencing required  insurance
coverage, and if required naming the
Town as an additional insured, shall
be submitted within the time specified.

vii)  Copies of all documents for a tender
shall be available at the Town Office
for viewing. .

viii)  All tenders shall be sealed prior to
submission and will be date-stamped,
including the time when received.

ix) Each request for a tender shall
provide a clearly defined specification
or description of the goods or services
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required by the Town.

X) If additional information is developed
during the request for tender period
due to meetings, questions raised or
changes in specifications, this
information shall be forwarded in
writing to all bidders.

xi)  Information received from any bidder
shall not be revealed to other bidders
until the tender deadline has passed,
subject to section 1.iii.

xii)  Withdrawal of a tender will only be
accepted prior to deadline for receipt
of tenders. The request to withdraw
the tender must be received in writing.

6. Request for Proposals (RFP)

i) Generally used for the provision of
services and unbudgeted items that
may be required.

i) Allows for more flexibility within a
formal process.

fii)y  General Provisions:

a) RFP call may be public or by
invitation.

b) RFP’'s will not be publicly
opened.

c) f by invitation, public
advertisement may not be used.

7. Internal Trade Agreement
1) Effective July 1, 1999, the Internal
Trade Agreement requires the Town
to advertise nationally all procurement
opportunities for:
a) Goods and services with a total
value exceeding $100,000.00.
b) Construction/projects with a total
value exceeding $250,000.00.
iiy  The aforementioned limits will be
applied to pre-tender estimated
received by the Town in determining
whether the agreement provisions
apply.
iii) The Town will utilize an appropriate
tender distribution system that:

Town of Olds
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a) Meets the requirements of the

. Internal Trade Agreement.

-b) Is user friendly and convenient
for the Town.

-8. Application '

' i) For the purpose of this policy,
expenditure values reflect the total
cost which includes all applicable
charges, fees and taxes.

ii) For the purpose of this policy,
expenditures shall be classified into
two categories:

‘a) Operational

b) Capital

iii}) Operational Expenditure:

a) Expenditures up to $500.00

~ reguire no bids. ,

b) Expenditures from $501.00 to
$1,000.00 require a minimum of
two verbal bids.

c) Expenditures from $1,001.00 to
$10,000.00 require a minimum of
two written bids.

d) Expenditures exceeding
$10,000.00 require a minimum of
two written bids by public
advertisement. Options include
tender or RFP at the discretion
of the CAQ.

iv) Capital Expenditures

a) Expenditures less than
$15,000.00 require two written
bids by public notification.

b) Expenditures greater than
$15,000.00 require tender or
RFP call.

v) Exclusions

a) Where the arrangement or
purchase is an extension of any

- existing contract or arrangement.

b} Where the goods or services are
available only from a single
supplier or vendor.

¢} In cases of emergency.
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- 9. Awarding of Bids/T enderisFP'
i) Expendlture awarding limits shall be
established as follows:
a) Operational Expenditures
» Up to $5,000.00 — approval | Director
by Director o
e Over $5,000.00 — approval | CAO
by CAO
b) Capital Expenditures
« Up to $50,000.00 — approval | CAO .
by CAO )
e Over $50,000.00 — approval | Council
by Council
if) All. bids accepted must be within
budget utilizing the low bidder or
Council shall approve.
iii} Council approval required for:
a) Unbudgeted expenditures.
b) Capital expenditures exceeding
$50,000.00.
c) Expenditures where lowbidderis
not recommended.

10. Unbudgeted Expenditures

i) Are defined as expenditures not
inciuded in any budget.

i) The three types of unbudgeted
expenditures referred to in this policy
are:

a) Emergencies.
b) Expenses the Town is iegally
obligated to pay.
c) Expenses which are otherwise
authorized by Council. _
iy  This policy does not apply if Council | Council
includes an emergency contingency
fund or if the unbudgeted expense
can be accommodated within the
current budget.

11. Emergency Expenditures .
i)  For the purpose of this policy, | Town of Olds
emergency expenditure is defined as

a situation in which the Town must

expend money in order to protect

people or property and which there is
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