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CITY OF

PROCUREMENT OF GOODS AND SERVICES
PURPOSE
Strong financial leadership and planning ensures the long-term viability of the
corporation. The purpose of this policy is to achieve the best value for the

corporation through procurement processes that are open, fair and transparent.

PERSONS AFFECTED

City Council/Employees/Special Purpose Bodies

POLICY STATEMENT

It is the policy of the City of Lethbridge to conduct procurement processes that
conform to the following principles:

a) Compliance with all applicable laws, regulations, by-laws, policies and
trade agreements as further set out in Schedule 1 to this policy;

b) Using a competitive process for all purchases except where the
procurement meets specific justification as defined in this policy and in
accordance with the applicable trade agreements;

c) Open, fair and transparent procurement that affords equal access to all
qgualified suppliers;

d) Reciprocal non-discrimination and geographic neutrality with respect to
Alberta’s trading partners and avoidance of preferences for local
suppliers;

e) Achieving best value for the City for the expenditure of public funds
through consideration of the full range of procurement formats and the
adoption of commercially reasonable business practices;

f) Effective balance between accountability and efficiency; and

g) Ensuring adherence to the highest standards of ethical conduct.



Number: PUR 1
Page: 2 of 26

RESPONSIBILITIES

Business Unit Manager or designate to:

Office

Identify the need and develop requirements and specifications to be
satisfied through a Procurement

Build a Procurement Project Plan and obtain appropriate conditional
approval prior to proceeding to market or soliciting bids

Identify an available and approved funding source and verify the assigned
account number

Authorize purchases that are within their delegated authority as set out in
this policy

Ensure employees involved in Procurement Projects have appropriate
training

Ensure Business Unit compliance with all procurement policies, applicable
laws; trade agreements and regulations

Support the provision of appropriate education and training to employees
involved in Procurement Projects

Manager or designate to:

Advise Business Unit Manager on budget availability and potential
sources of funding prior to proceeding to market

Assign an appropriate account number to be utilized for the Procurement
Project

Identify any applicable conditions which must be adhered to if grants are
to be used in whole or in part to fund the procurement

Director or designate to:

Validate purchases that exceed the delegated authority of the Business
Unit Manager
Support the promotion of sound procurement practices and appropriate

education and training to employees involved in procurement
Ensure divisional compliance with all procurement policies, applicable
laws, trade agreements and regulations

Purchasing Manager or designate to:

Advise City Manager on policies, regulations and legislation affecting
procurement

Ensure procurement policy is readily accessible to City employees,
vendors and the general public

Report corporate procurement activity to City Council on a regular basis
Provide appropriate orientation, training and tools to employees involved
in public procurement activities
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e Advise Business Units on market conditions and strategies in developing
budgets, planning projects, framing business cases and buying decisions

e Advise on the procurement of Major Projects

e Authorize purchases that exceed the delegated authority of the Business
Unit Manager

e Advocate compliance with this policy and sound procurement practices

e Analyze on a continual basis, the City’s business requirements and
identify opportunities for cost savings and strategic sourcing

City Solicitor or designate to:

e Finalize formal contracts and agreements following the supplier selection
and approval process and prior to commencement of work

e Review and advise on proposed changes to City standard terms and
conditions

¢ Upon contract completion, conduct a title search (if applicable) in order to
determine whether it is appropriate to release any holdbacks and advise
on the appropriateness of the release of any applicable bonds

¢ Provide legal advice and counsel to the organization in the event of a
contract dispute or challenge flowing from a Procurement Project

City Manager or designate to:

e Act as Chief Purchasing Agent of the City in accordance with The Council-
Manager Bylaw

e Establish administrative procurement policies in accordance with all
applicable laws, trade agreements and regulations

e Ensure organizational compliance with all procurement policies,
applicable laws, trade agreements and regulations

e Support the promotion of sound procurement practices and appropriate
education and training to employees involved in procurement

e Authorize purchases that exceed the delegated authority of the
Purchasing Manager

City Council to:

o Determine the allocation of resources through an approved Operating
and Capital budget

e Authorize purchases that exceed the delegated authority of the City
Manager
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PROCEDURES
Detailed procedures are set out in Schedule 2 of this policy. The procedures
listed in Schedule 2 do not apply to the following transactions:

a) Insurance premiums, payroll tax and benefit remittances

b) Real property acquisition and dispensation

¢) Education/training courses, seminars, conferences provided by third
parties which are delivered off-site of any City facility.

d) Memberships or dues

e) Subscriptions for newspapers, magazines and periodicals

f) Postage

g) Charges or remittances to other governmental bodies

h) Operating grants to community and social groups

i) Original art work

j) Charges or remittances to owners of utility infrastructure for movement,
relocation or adjustments to their property located within a designated
right of way

k) Licenses, or maintenance agreements for existing, proprietary software
systems

Notwithstanding that the transactions listed above are not subject to the
Competitive Process outlined in this policy, Business Units should ensure that
the City is achieving good value for all purchases.

PROCUREMENT TRAINING

The Procurement Department, in consultation with Business Units, will provide
orientation and training as required to City employees involved in procurement
activities.

Business Units are to ensure employees involved in procurement activities have
the appropriate training and notify the Procurement Department when new
employees are hired or there are changes in duties affecting current staff.

PROCUREMENT VALUE

In order to fulfill the City’s trade agreement obligations and to ensure that
Procurement Projects are appropriately streamed, an accurate estimate of the
total value of the Procurement Project is required. The estimated procurement
value should include all the costs payable to the contractor or supplier by the
City which are integrally linked to the acquisition including delivery, installation,
training and maintenance fees.

Subdividing projects or splitting contracts to reduce the procurement value in
order to avoid the requirements of this policy is not permissible.

APPROVAL AND VALIDATION AUTHORITY

Individuals performing procurement activities on behalf of the City must have
authorization to do so. The Municipal Government Act confers the sole authority



Number: PUR 1
Page: 5 of 26

to expend City funds to City Council. This authority is delegated to the City
Manager through The Council-Manager Bylaw and then further to the Purchasing
Manager and Business Unit Managers through this policy.

The thresholds established for Conditional Approval of Project Procurement Plan
and Final Approval of vendor selection and procurement of goods and services
are set out in Schedule 3 of this policy.

CONFLICT OF INTEREST AND ETHICS

The City’s procurement process must be conducted with integrity so as to
maintain the public’s trust.

The City must ensure that it effectively manages internal and external conflicts
of interest.

a) Internal Conflict of Interest—the City's Code of Ethical Conduct (HR10)
must be adhered to in connection with all Procurement Projects.

All participants in the Procurement Project (including all procurement
staff, all involved members of the Business Unit, and all members of the
evaluation team) must ensure that there are no internal conflicts of
interest.

The Municipal Government Act also regulates the manner in which
current elected officials of the City or their family members may engage
in business with the City where they have a pecuniary interest. Businesses
in which a current elected official or their family has a pecuniary interest
are eligible to bid on work with the City, provided that:

i. they do not have role in creating, conducting or evaluating Bids;
ii. the pecuniary interest is disclosed to City Council prior to any
discussions on the matter;
iii. the matter is submitted to City Council for approval prior to an
agreement or other form of commitment being signed;
iv. they remove themselves and abstain from voting on any question
relating to the matter.

Elected members of City Council must not have any direct or indirect

involvement in any Procurement Project or decision outside of the
required approvals set out in this policy.

b) External Conflict of Interest

i. In addition to ensuring that there are not internal conflicts of
interest, Procurement Projects must also be free of external conflicts
of interest. All suppliers are required to declare, as part of their Bid
in a procurement process, that there are no conflicts of interest or
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provide details of any actual or apparent conflicts of interest. The
Procurement Department must ensure that all procurement templates
include appropriate conflict of interest language and declarations.

ii. A conflict of interest can arise when a supplier is retained to
participate in the development of a Competition Document (including
the specifications) or to provide consulting services in connection with
an initial or earlier phase of a multi-phase project. In such situations,
Business Units must assess, in consultation with the Procurement
Department, whether such a supplier would have an unfair advantage
over other Bidders as a result of their previous work on the project. If
it is determined that such an advantage exists, the City must then
further determine whether it can be effectively mitigated. If an
advantage exists and it cannot be effectively mitigated, the supplier
should be precluded from submitting a Bid or directly or indirectly
participating in the submission of any Bid in response to a subsequent
or related Competition Document.

Business Units should conduct this assessment at the beginning of the
entire Procurement Project before any suppliers have been
retained. Where it is determined that a potential Bidder will be
disqualified from participating in downstream phases because of a
conflict of interest, it must be disclosed in the initial procurement
process by which the supplier is retained.

NON-COMPLIANCE AND REPORTING

City employees must adhere to the City's procurement policies. Business Unit
Managers, Directors and the City Manager are responsible for ensuring
compliance. If and when non-compliance is detected the Purchasing Manager is
responsible for reporting such activity to the appropriate Business Unit Manager,
Director and/or the City Manager.

DEFINITIONS

a) Addenda/Addendum means written changes after issuance of a Competition
Document which are meant to correct errors or to clarify or disclose
additional information and that will form part of the final contract;

b) Bid means a submission in response to a Competition Document;

¢) Bidder means a supplier that submits a Bid;

d) Bid Security means a surety bond or other financial instrument submitted by
a Bidder to the City, upon request, which obligates the Bidder to honour their
submitted Bid or forfeit the bid security value which may be up to 10% of the
total value of the Bid.

e) Business Unit means one of the City’s recognized Business Units as per
Appendix A;
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f) City Manager means the person appointed by City Council to manage the
City’s business;

g) City Solicitor means the City’s legal department;

h) Competition Document means the document used to solicit Bids and
includes Invitation to Tender (ITT); a Request for Proposals (RFP); a Request
for Quotations (RFQ); and a Request for Supplier Qualification (RFSQ);

i) Competitive Process means either an Open Competition or an Invitational
Process;

j) Direct Award means a contract award outside of a Competitive Process, as
further defined in Schedule 2, Section 1.1(a)(iii) of this policy;

k) Emergency Purchases means a situation where the purchase of the goods or
services was necessary because of an immediate risk to the safety or health
of City employees or the general public or because of the possibility of
serious damage to City or private property;

) Invitational Competition means an invitation to at least three suppliers to
submit Bids, as further defined in Schedule 2, Section 1.1(a)(ii) of this policy;
m)Limited Competition means a Procurement Project whose value would
otherwise require an Open Competition, but the circumstances fall within one
of the exceptions prescribed in Schedule 2, Section 1.4 and as an alternative

to a Direct Award, permits an Invitational Competition;

n) Major Project means a project that is of a value, complexity, risk level or
profile that requires it be given a significant allocation of attention and time
from the Business Unit and the Procurement Department, as well as the
potential involvement of other departments or stakeholders;

0) Open Competition means a publicly posted Competition Document, as
defined in Schedule 2, Section 1.1(a)(ii) of this policy;

p) Procurement means the process by which the City of Lethbridge obtains
goods and services to support the delivery and maintenance of municipal
programs, services and infrastructure. Effective procurement is a critical
support function for the City in responsibly managing public funds.

q) Procurement Department means the City’s purchasing and procurement
department;

r) Procurement Project means any purchase of goods, services or construction
by one of the City’s Business Units and includes Major Projects and Direct
Awards;

s) Purchasing Manager means the head of the Procurement Department; and

t) Special Purpose Bodies means a City Council Committee or a Board,
Commission or other body established under the legislative powers of the
City of Lethbridge and includes any employees or volunteers of the Special
Purpose Body. (See Appendix B for a list of Special Purpose Bodies).




Number: PUR 1
Page: 8 of 26

REFERENCES

The Council-Manager Bylaw

Financial Security Requirements for Construction Projects Policy, PUR3
Code of Ethical Conduct Policy, HR10

Procurement Project Plan

REVISION HISTORY

March 22, 2004: Significant revision replaces Purchasing of Material -
Supplies and Services by Departments (Purchasing & Stores 4), Emergency
Purchases (Purchasing & Stores 5), Purchasing by Tender (Purchasing &
Stores 6), Quotations (Purchasing & Stores 7) and Retaining Professional
Engineering and Architectural Services (Council 44)

June 16, 2008: Revisions to Approval and Validation Threshold Matrix

June 15, 2011: Revisions to reflect changes in Trade, Investment and Labour
Mobility Agreement (TILMA) and the New West Partnership Trade Agreement
(NWPTA)

May 1, 2012: Significant revisions replaces Authorization to Purchase (PUR1)
and Procurement of Goods and Services (PUR2)

July 4, 2016: Significant revisions, two additional transaction types that are
exempt (utility right of way and software maintenance), price criteria moved
to 30% minimum, approval matrix thresholds updated (Schedule 3)

April 29, 2019 - Revisions to City Solicitor duties; conformance to new
Council Manager Bylaw, changes to Evaluation Plan points


























































