










By-law Number 2017-234 

all Bidders during the review process and protects staff and politicians from allegations of 
attempting to influence decisions when making awards. If a staff or Council member is 
aware of lobbying by a Vendor, they should notify their immediate supervisor, or in the case 
of Council, the CAO, as well as advising the Purchasing Supervisor. 

5. RESPONSIBILITIES OF PURCHASING SUPERVISOR/TREASURER:

The Purchasing Supervisor, under the direction of the City Treasurer, is responsible for the 
management, organization and administration of the purchasing function, including ensuring 
compliance with the purchasing policies and procedures. The Purchasing Supervisor shall have the 
authority to develop and maintain procedures to implement this policy. The Purchasing Supervisor 
is responsible for issuing requests for quotations, requests for proposals and tenders for all goods 
and/or services, etc., and for arranging the disposal of surplus goods. 

6. DELEGATION OF RESPONSIBILITIES:

The Chief Administrative Officer of the City and/or the City Treasurer may designate a person to act 
in their place in the event that they are unavailable to perform their duties under this Purchasing 
Policy. 

7. EXCEPTIONS:

In exceptional circumstances, this Purchasing Policy may be overridden by Council in the event 
that Council determines it is appropriate and in the best interest of the City to do so. 

8. EXEMPTIONS:

Competitive bid solicitation is not required for items set out in Appendix "A" - Purchasing Policies 
Exemptions. However, Items 17. Insurance and 18. WSIB will apply to these exemptions, if 
applicable. 

9. BLANKET ORDERS:

1. A Blanket Order is a term contract or agreement between the City and a Supplier and must

be initiated in compliance with the Purchasing Policy and awarded as per Schedule C -

Levels of Approval Authority.

2. Staff are required to determine if a Blanket Order is available for any supply or service they

require prior to making the purchase.

3. It is issued to a Supplier to address recurring purchases of goods and/or services for a

specific period where the exact quantity or required dates may not be precisely known.

4. The value of the Blanket Order will be as accurate an estimate as practical and based, to

the extent possible, on previous usage, adjusted where appropriate for any known factors.

5. A Blanket Purchase Order may only be issued for a period which does not extend beyond

the calendar year. For multi-year contracts a new PO shall be issued for each calendar year

of the term.
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30.2 - Single Sourcing: 

Single source means that there is more than one source of supply in the open market, but only 
one source is recommended due to predetermined and approved specifications. 

The procurement may be conducted using a single Source process if the goods and/or services 
are available from more than one source but there are valid and sufficient reasons for selecting 
one supplier in particular, as follows: 

a) An attempt to acquire the required goods anc!/or services by soliciting competitive bids
has been made in good faith, but has failed to identify any, willing and compliant,
competitive suppliers;

b) For additional deliveries by the original supplier of goods or services that were not
included in the initial procurement if a change of supplier for such additional goods or
services: (a) cannot be made for economic or technical reasons such as requirements
of interchangeability or interoperability with existing equipment, software, services or
installations procured under the initial procurement; and (b) would cause significant
inconvenience or substantial duplication of costs for the procuring entity;

c) for purchases made under exceptionally advantageous conditions that only arise in the
very short term in the case of unusual disposals such as those arising from liquidation,
auction, receivership or bankruptcy, but not for routine purchases from regular
suppliers;

d) It is advantageous to the City to acquire the goods and/or services from a supplier
pursuant to the procurement process conducted by another public body;

e) It is advantageous to the City to acquire the goods and/or services directly from another
public body or public service body;

f) Another organization is funding or substantially funding the acquisition and has
determined the supplier, and the terms and conditions of the commitment into which
the City will enter are acceptable to the City;

g) Where due to abnormal market conditions, the goods and/or services required are in
short supply.

30.3 • Sole and Single Sourcing - Approval and Reporting 

Awards which qualify to be considered as a Single Source or Sole Source process require the 
following approval: 

• For purchases where the total cost is equal to or less than $50,000 the Department
Head in consultation with the City Treasurer and the Purchasing Supervisor may
declare a competitive process is not required and a written report indicating this
compelling rationale that warrants a non-competitive selection will be attached to the
purchase order.

• For purchases where the total cost is greater than $50,000 a written report indicating
the compelling rationale that warrants a non-competitive selection will be submitted by
the Department to City Council for approval prior to selection.
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