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Halifax Regional Municipality
Administrative Order Number 35
Procurement Policy

Beit resolved as an Administrative Order of the Council of the Halifax Regional
Municipality, pursuant to Section 31(2) of the Municipal Government Act , as follows:

Short Title

The Adminigrative Order may be cited as Adminigtrative Order No. 35, the Halifax Regiond
Municipdity Procurement Adminigrative Order.

Policy Statement

1. The Haifax Regiond Municipdity Council directs the operation of the Regiond Municipdity
through its approved programs and policy. The purpose of this policy isto establish
purchasing guidelines to ensure the most cost effective and cost efficient methods are used to
purchase goods and sarvices for the Regiona Municipdity in the manner gpproved by Council.

Guiding Principles

2. The following principles will guide the procurement practices of Hdifax Regiond
Municipdlity:

(8@ Procurement policy provides adirection for the expenditure of fundsto complete the
programs approved by Regiond Council in the annua Operating and Capital Budget.

(b) Procurement policy and procedures should provide the most cost efficient and cost effective
methods to purchase and dispose of al goods and servicesfor operations of Halifax Regiona

Municipdity.
(¢) The procurement processis to be open, fair, and congstent.

(d) Thetotd cost of acquisitionisto be consdered. (Costs such asrepair cost, staff training,
operation cost, and disposa are to be considered rather than just the lowest invoice price).

(e) Procurement methods areto encourage comptitive bidding for the supply of goods and/or
SEViCes.

(f) To use suppliers, who can be expected to provide satisfactory performance, based on:
(i) performance
(ii) previous contracts
(i) financial and other resources to complete the contract bid upon
(iv) references
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(9) To encourage opportunities to partner with the business community to provide servicesto
and for Hdifax Regiond Municipdity in a cost effective and cost efficient manner.

(h) To procure necessary goods and services with due regard to the preservation of the natural
environment and to encourage suppliers to supply goods incorporating recycled materiads where
practica.

Definitions

3.

(1) Bid - Refersto a competitive bid received from either a Request for Quotation, Tender or
Request for Proposal.

(2) Procurement Section - refers to the Procurement Section of the Finance Business Unit.

(3) Public Request for Submission - refersto Tenders, Cal for Proposals, Two Phase Bids
etc., over the value of $50,000.

General

4.

(1) Thispolicy appliesto dl Busness Units, Agencies, Boards and Commissions of Halifax
Regionad Municipdity over which the Regiond Municipdity has jurisdiction.

(2) The procurement of goods and services will be facilitated by the Procurement Section
according to this policy.

(3) Hdlifax Regiond Municipdity will be under no obligation to accept the lowest bid or any bid
received in response to averba or written request.

(4) Hdifax Regiond Municipdity may remove a supplier name from congderation for a contract
for up to three years based on poor performance or non- performance on a contract.

(5) The Procurement Section shdl work with the user departments to combine requirements
where possible and encourage overall standardization of items to reduce the overal cost to the

Municipdlity.

(6) The Procurement Section shal work with other levels of government, other agencies,
boards and commissions, and associations such as the F.C.M. (Federation of Canadian
Municipaities) and the U.N.SM. (Union of Nova Scotia Municipdities) to encourage
sandardization of items and/or to reduce overdl cost to the Municipality.

Authority of the Chief Administrative Officer

5.

(1) The Chief Adminigtrative Officer (C.A.O.) hasthe authority to award or purchase al goods
or sarvices that are within the budgets gpproved by Regiond Council and as guided by this
Procurement Policy.

(2) The C.A.O. may authorize procedures consstent with this policy and may delegate the
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authority under this policy.

(3) Financing purchases. The CAOQ, or his designate, may authorize financing arrangements
such asloans, leases, rentals, etc. for the purchase or renta of goods, services, equipment or
property on behaf of the HRM where the purchase is compliant with the other conditions and
award limits within this policy and the period of financing does not exceed 5 years. Thetotd
lease cost will be used to determine the contract award amount.

Purchasing Process

6. (2) Thefollowing guideineswill be followed for the purchase of goods and services for Halifax
Regiond Municipdity:

(a) Up to $1,000 - The acquisition of goods and services having a vaue up to $1000 and
not covered by a Price Agreement or supplied by the Municipad Stores System, may be
purchased by the department in accordance with the principles set out in this policy.

(b) Morethan $1,000 but less than $10,000 - For the acquisition of Goods and services
with avalue of at least $1,000 but less than $10,000, at least three quotetions will be
solicited by the Procurement Section in consultation with the user department. These
quotations should be written except in cases of insufficient time, minor purchases or
standardized supplies. The requisition isto be authorized by a Director of the user
department (or designate) and the funds are clearly identified in the approved operating or
capita budget. These opportunitieswill be posted on the HRM website whenever

possible.

(c) Morethan $10,000 but less than $50,000 - For the acquisition of Goods and
Serviceswith avaue of at least $10,000 but less than $50,000 a least three written
quotations will be solicited by the Procurement Section in consultation with the user
department. Procurement will post these opportunities on the HRM website. The
requisition isto be authorized by the Director (or designate) of the user department and the
funds are clearly identified in the approved or capita budget.

(d) $50,000 or greater - For the acquisition of Goods and Services with avaue of more
than $50,000 the Procurement Section in consultation with the requisitioning department
will issue a public request for submissions.  These acquisitions will be advertised in one or
more publications of generd circulation and the HRM website. Tenders are posted in this
range will be acknowledged a a public opening a a desgnated date and time. The
requisition to be authorized by the Director of the user department and the funds are
identified in the approved operating or capital budget.

Methods of Procurement
7. The following are the Methods of Procurement to be used under this policy:

(1) Low Value: Purchasesthat are random in nature, and are not included in a Price
Agreement or available in Inventory, under the vaue of $1,000 may be purchased by the
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department, using either a Purchase Order, Petty Cash, Cheque or Hdifax Regiond
Municipdity Credit Card.

(2) Price Agreements: In order to guarantee a continuous supply of various goods and
sarvices which are required on aday to day basis, while at the same time assuring that the
competitive bidding system is followed, the Procurement Section shdl establish Price
Agreements. These arrangements between the Regiona Municipdity and the supplier
commits the sdller to provide goods or services a a pecific price for a specific period of
time. These agreements reduce the number of individua bids and reduce overdl cost due
to the higher volume gained by combining the requirements of a number of departments.
User departments can then draw supplies directly from these agreements. Price
agreements are governed by the purchasing guiddines listed in this policy.

(3) Tenders. Aninvitation to tender solicits competitive bids. It is used when detaled
specifications are available that permit the evauation of tenders againg clearly stated
criteriaand specifications. A request for tendersis aforma, competitive, sealed- bidding
process. It isnormally used for the procurement of goods, services, equipment, and
congtruction. Normaly Bid Deposits and performance security are required. The bids and
prices are provided without condition or reservation and where an award can be made
without negotiation. Submissons are compared to the specification and requirements
contained in the tender documents. The award is normaly to the lowest total cost bid
received from arespongble bidder meeting the requirements of the tender.

(4) Two Phase Bids: Where detalled specifications are not available or it isimpractica to
prepare a specification based on price, atwo phase bid may be issued, inviting the
submission of bids asfollows:

< Phase one: one or more stepsin which bidders submit proposds, for evauation
ether with or without pricesin a sparate submisson and

< Phase two: Only those bidders whose bids were determined to be acceptable will
be entitled to submit priced bids for consideration or, where prices have been
separately submitted in phase one, such bids are opened and awarded to the lowest
overdl cos.

This type of procurement has the advantage of arequest for proposa in phase one and the
advantages of atender in phase two.

(5) Request for Proposal: A Request for Proposd isaformd invitation to suppliersto
describe how their services, methods, equipment or products can address and/or meet
specific needs of the Municipality. It isused when asupplier isinvited to propose a
solution to a problem, requirement, or objective. Unlike tenders Request for Proposals are
compared to each other to assess the best proposal.

Negotiations may be conducted with bidders after the date for the receipt of proposas

provided such discussions, negotiations are conducted to:

< Award equitable trestment to each acceptable bidder with respect to an opportunity
for discusson and the revision of the proposal.
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< Prevent the disclosure of the content of the discussion or negotiations with one
bidder to another bidder.

Proposals submitted in response to a Request for Proposal need not be opened in public
but will be opened in presence of at least one witness. A list of the submissions will be
available to the public and the proponents upon request.

An award of a contract based upon a Request for Proposal will be made to the supplier,
whose proposa is determined to be the most advantageous to the Municipality based upon
criteriafor evauation set out in the Request for Proposa and equitably applied to dl
proposals.

(6) Request for Quotation: Isaninforma request for prices for goods and services and
isnormally used where bid deposit and performance bonds are not required and where the
cost of the work does not warrant the time and leve of effort required for aforma tender
process. Quotations should be written but can be verba depending upon the cost of the
goods or services and time congraints.

(7) Negotiation: Negotiations with one or more suppliers for the supply of goods and/or
service would take place when any of the following conditions exist:

(a) Due to market conditions, goods and/or services are in short supply

(b) Thereis only one source of the goods or services

(c) Efforts at bresking identicd bids have previoudy been unsuccessful and the same
goods or services are required again

(d) All bids received are not acceptable or exceed the amount budgeted for the
purchase

() The extenson, or reinstatement of, and existing contracts would be more cost
effective or beneficid to the Municipdity. The extenson or reinstatement of existing
contract are subject to the gpprovas listed in section 8.0 Award of Contracts.

(f) When authorized by Council

(8) Sole Source Purchases. This occurs when thereis only one available supplier of a
required product or service that meets the needs of the Municipdity. Negotiation isthe
method of purchase used to complete the terms and conditions for this purchase. A single
source purchase occurs.

(& Where the compatihility of a purchase with existing equipment, facilities or service
is a paramount consderation and the purchase must be made from a single source;
(b) Where an item is purchased for testing or tria use;

(¢) Where the Municipdity purchases suppliesfor resae.

(d) Where the Municipality has arenta contract with a purchase option and such
purchase option could be beneficid to the Municipdity;

(&) Notwithgtanding anything in this policy, where a purchase is determined by
Council to be fair and reasonable and is made from a nonprofit corporation
supported by the Municipdity may make such a purchase as a sngle source
purchase.

Hdlifax Regiond Municipdity Purchasing Policy 5



(f) Whereitems are offered for sde by tender, auction or negotiation such purchase
will be deemed to be a single source purchase and the C.A.O. may authorize the
submission of abid or the conduct of negotiations where the C.A.O. determinesthe
purchase to be dlearly inthe best interest of Haifax Regiond Municipdlity.

(9) For matters involving security, police matters, or confidentid issues, a purchase
may be made in a manner that protects the confidentiaity of the contractor or the
Municipdity. Such purchases may be made as a sngle source purchase. Purchases
of this nature must be approved by the C.A.O. Contracts over the vaue of $50,000
must be reported to Council (in camera) when appropriate.

(99 Emergency Purchases. Anemergency purchase occurs when a Situation cregtes
immediate and serious need which may not be reasonably met by any other procedure and
includes without limitation:

(& A condition where lack of supplies or services may adversely affect the
functioning of civic government, thresten public or private property or the
environment, or jeopardize the hedth or safety of the public;

(b) Interim contractud arrangements following the expiration; or breach of a
contract; or the receipt of unacceptable or uncompetitive bids.

Emergency purchases are completed using the most expedient method, but will take
economy into consderation.

Limits for emergency purchases shdl be asindicated in Section 6. However, in each case
the authorizing person is required to report the emergency purchase, in writing, to the next
level of authority with a copy to the Manager of Procurement.

Award of Contracts

8.

(2) All publicly advertised tenders and request for proposals shal be presented to the
C.A.O. for gpprova except as noted below. A report of the purchasing process and
details of the purchase will be prepared by the Procurement Section and approved by the
Director (or designate) and forwarded to the C.A.O. for approval.

(2) Awards less than $25,000 can be committed by the Manager of Procurement in
conjunction with the user department

(3) Awards over the value of $25,000, but below the value of $50,000, can be committed
by the Manager of Procurement with concurrence of the appropriate Director. A Director
may delegate dl or a portion of this gpprova to a Manager depending upon operationd
requirements.

(4) The CAO, or his desgnate, may gpprove the award of contracts under the following
conditions:

(& Where the funds and program have been gpproved by Halifax Regiona Council
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as part of the annual business planning and budget process and the expenditure will
not result in an over-expenditure of the entire budget.

(b) Where the purchase was the result of a public procurement process conforming
to the HRM procurement policy.

(c) Where the tender is awarded to a supplier with the lowest cost, or highest
revenue, meeting specifications.

(d) Where the award of a Request for Proposal is made to the highest scoring
proponent based upon evauation criteria within the Request for Proposdl.

(€) Where the award does not exceed $100,000.00* dollars for the purchase of
goods, equipment, services, or construction.

(f) Where the purchase is a sole source purchase not to exceed $50,000.00.

(9) Where there is no legidative requirement to obtain Halifax Regiona Council
approval.

(h) Where the CAO does not decide that the award is a matter best dedlt with by
Hdifax Regiond Council.

(5) A quarterly report to Regional Council of awards of contracts over the vaue of
$50,000 approved by the CAO or his designate shall be made available to Regiona
Council and shdl show the name of the contract, the name of the successful bidder, the
amount of award, any person or company to whom a single or sole source has awarded,
the amount of award and the budgetary provision.

Supplier Performance

0.

(1) Suppliers may be subject to disgudification if there is sufficient evidence of congstent
failure to meet the standards specified by Haifax Regiona Municipdity. The Procurement
Section will maintain supplier performance files. Information in thisfile is supplied by the
requisitioner, receivers and the procurement staff. Suppliers may be evaluated based on
competitive price quality of a product, contract adherence and performance, after sales
service and replies to invited tenders. Upon reasonable notice in writing to the supplier
involved, and after a reasonable opportunity for response, a supplier can be disquaified
for aperiod not exceeding three years from participation in a solicitation for goods or
services

(2) Suppliers shall be disgudified when:

(&) conviction for acrimind offense of aperson or adirector or officid or such
person relating to obtaining or attempting to obtain a contract or subcontract. An
indication of lack of businessintegrity or honesty which directly and serious effects
the respongbility of the contractor.

(b) Serious breach of contract indicating an unwillingness to perform a contract in
accordance with the terms and conditions or specifications or arecord of
unsatisfactory performance of one or more contracts in accordance with the terms
and conditions thereof or in accordance with its specifications or both,

(c) The offer of any gratuity to an officid or employee of the Municipdity by a
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supplier or contractor for consderation.
(3) A written decision shall beissued to the person disqudified or suspended setting out its
reasons for disqudification or suspension, to the usud business address of that person as
shown in the records of the purchasing section.

(4) Disgudlification will be approved by the C.A.O..

Disposal of Surplus Equipment

10.

(1) The Procurement Section shal accumulate surplus assets from the user departments.
ltemsthat are likely to be of use to other departments of Halifax Regiond Municipdity can
be trandferred, after notice is given to al departments of the availability of these items.

(2) Surplus assets over the value of $100,000 shall be disposed of by Public Tender and
contract for disposal of such assets shdl be awvarded by the C.A.O..

(3) In other cases surplus assets shal be disposed of by ether public tenders, request for
quotation or auction as reasonably practical in the circumstances.

(4) The C.A.O. may award the disposal of surplus materia without competition to any
non-profit corporation, association, or entity, or any Municipaity, Crown Corporation,
School Board or level of government.

Contract Documents, Bid and Perfor mance Securities and Specifications

11.

(1) The C.A.O. may from time to time gpprove such standard forms including bid and
performance securities, if any, for purchases by Invitation to Tender, Request for
Proposals, Request for Quotations, sSingle source, or emergency purchases aswell as
forms of contract for types of purchase including but not limited to congtruction, supplies
and ingallation or service as they may deem advisable.

(2) Bid bonds, Performance bonds and other securities including Labour and Materid
bonds shdl be required for such purchasesin such form and in such amounts, asthe
C.A.O. deems advisable.

Environmental Purchases

12.

(1) To procure necessary goods with due regard to the environment the Halifax Regional
Municipdity will follow the statement of Principle as adopted by the Association of
Canadian Cities for Environmentally Sound Strategies.

“In order to increase the development and awareness of
Environmentally Sound Products, Procurement Staff, in conjunction
with Departments, will review their contracts and tender specifications
for goods and services, to ensure that wherever possible and
economical, specifications are amended to provide for expanded use of
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products and services that contain the maximum level of post-
consumer waste and/or recyclable content. Thiswill be done without
significantly affecting the intended use of the product or service. Also
it isrecognized that cost analysisisrequired in order to insure that the
products are available at competitive prices.”

Special Services

13.

TieBids

14.

(1) Lega Services- Legd Serviceswill be acquired by staff based upon work
requirements from arogter of lawyers sdlected through a publicly advertised Request for
Proposal based upon qualifications, experience, services offered, past performance,
proposed fees and other relevant consderations. The selection of the lawyer from the
rogter in an individua case shdl be based upon the particular expertise required for that
case. Legd services having avaue of less than $50,000 may be acquired by the (Director
of Adminigtrative and Legd Services) in consultation with the Director(s) of the user
department(s). (These services include expert witnesses, and subject experts required for
alegd proceeding, hearing or smilar matter.) Legd services having avaue of $50,000 or
more shall be approved by the CAO (or designate). A Request for Proposal for legal
sarvices will be advertised, a aminimum, every three (3) years.

(2) Architecturd, Engineering, Surveying Service, and Red Estate Service when these
services are less than $50,000, will be acquired by staff from aroster of consultants
selected through a publicly advertised Request for Proposal. Consultants will be selected,
by project, based upon qualifications, experience, services offered, past performance,
proposed fees, and other relevant considerations. A Request for Proposal for these
services will be publicly advertised, at a minimum, every (3) years. Required services over
the vaue of $50,000 will be publicly advertised.

(3) Banking Services - Generd Banking serviceswill be acquired by public advertisement
at intervas not greater than every five years. These services shdl be contracted on aone
year term to be renewed on an annud basis up to afive year maximum on terms
satisfactory to Haifax Regiond Municipdlity.

(4) Auditing Services - Services of Externa Auditors will be acquired by public
advertisement at intervals not greater than every five years. These services may be
contracted on a one year term to be renewed on an annua basis up to afive year maximum
on terms satisfactory to Haifax Regiona Municipdity. Selection of an auditor shal be
completed by the Audit Committee of Council who will recommend the sdlection of an
Auditor to Council. Annua renewa of the contract for Audit services will be made by the
Audit Committee,

In the case of atie bid, the Procurement Manager is to request the tie bidders submit a
find offer. If thisisnot successful and atie bid still occurs, the contract will be awarded to
thelocal bidder.
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Done and passed in Council this 8" day of June, 2004

Mayor

Municipd Clerk

I, Jan Gibson, Municipa Clerk of Hdifax Regiona Municipdity, hereby certify that the above-noted
Adminigtrative Order was passed a a meeting of Haifax Regiona Council held on. June 8, 2004.

Jan Gibson, Municipd
Clerk

* Asrevised 13 September, 2005.
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