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ADMINISTRATIVE POLICY AND PROCEDURES 
 
Title:  PROCUREMENT 
 
Preamble: 
 
POLICY 
 
This policy and administrative procedures apply to any employee or elected official who is involved 
in the acquisition of goods and/or services, by purchase, rental or lease, on behalf of the Board. 
 
The purchasing principles of the Board shall be as follows: 
 
1. All goods and services shall be procured in an efficient and cost-effective manner that 

ensures timely delivery of the required quality and quantity of goods or services at 
competitive prices. 

 
2. All purchasing activities will be carried out in accordance with all applicable Board policies 

and procedures and any other applicable laws, regulations or trade agreements.  
 

3. Any arrangements which might prevent fair competition shall be avoided in order to ensure 
open competition among qualified bidders, where open competition is required by 
applicable laws, regulations or trade agreements. 
 

4. All Supervisory personnel are responsible for ensuring their immediate staff are properly 
informed of and comply with this policy, its regulations and procedures. 

 
5. Personal purchases on behalf of an employee, elected official or family member are not 

permitted. 
 
6. Purchases made without proper authorization will be considered an obligation of the person 

making the purchase and not an obligation of the Board. 
 
7. Employees and elected officials shall not use their authority, influence or office for personal 

gain or to advance the interest of any particular party and shall seek to uphold and enhance 
the integrity of all Board business operations. 

 
 

 
Section 

 
Number 

C 0 6 
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8. In accordance with the Education Act (Ontario), no teacher, Supervisory Officer or other 
employee of the Board may promote or sell goods or services for compensation to any 
board, provincial school or teachers’ college, or pupil enrolled therein except as permitted 
by said Act. 

 
9. Lobbying, during a competitive procurement call, is prohibited. An official point of contact 

shall be named and communication with anyone other than the official point of contact from 
the time of issuance, up to and including the time of award, is prohibited. 

 
10. Any supplier who violates the lobbying prohibition may be subject to disqualification from 

the current or future procurements, at the Board’s discretion. 
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SUPPLY CHAIN ADMINISTRATIVE PROCEDURES 

 
1. GUIDELINES 

a. Broader Public Sector (BPS) Procurement Directive 

The Board will, in every circumstance, abide by and adhere to the Ontario 
Broader Public Sector Procurement Directive. 

b. Supply Chain Code of Ethics 

All employees involved with supply chain-related activities must conduct 
themselves in accordance with the Ontario Broader Public Sector Supply Chain 
Code of Ethics, attached as Appendix A. 

c. Trade Agreements 

The Board will, where required, abide by and adhere to the Canadian Free Trade 
Agreement (CFTA), the Canada-European Union Comprehensive Economic and 
Trade Agreement (CETA), and other trade agreements to which it may be 
subject. 

2. NON COMPETITIVE PROCUREMENT (exceptions to the Competitive Process) 

In certain unique circumstances, the Board will not have the ability to go through a 
competitive process activity. The Superintendent of Business would then go directly to 
one supplier to meet the requirements of the Board. The Board may utilize non-
competitive procurement only in situations outlined in the exemption, exception or non-
application clauses of the CFTA, the CETA or other trade agreements. 
 
Exceptions under the CFTA are as follows: 
Provided that the Board does not use these exceptions for the purpose of avoiding 
competition among suppliers or in a manner that discriminates against any suppliers 
outside of the Province of Ontario or protects suppliers within the Province of Ontario, 
the Board may use limited tendering in the following circumstances: 

a. If: 
i. no tenders were submitted or no suppliers requested participation; 

ii. no tenders that conform to the essential requirements of the tender 
documentation were submitted; 

iii. no suppliers satisfied the conditions for participation; or 
iv. the submitted tenders were collusive; 
v. provided that the requirements of the tender documentation are not 

substantially modified; 
 

b. If the goods or services can be supplied only by a particular supplier and no 
reasonable alternative or substitute goods or services exist for any of the following 
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reasons: 
i. the requirement is for a work of art; 

ii. the protection of patents, copyrights, or other exclusive rights; 
iii. due to an absence of competition for technical reasons; 
iv. the supply of goods or services is controlled by a supplier that is a statutory 

monopoly; 
v. to ensure compatibility with existing goods, or to maintain specialized 

goods that must be maintained by the manufacturer of those goods or its 
representative; 

vi. work is to be performed on property by a contractor according to 
provisions of a warranty or guarantee held in respect of the property or 
the original work; 

vii. work is to be performed on a leased building or related property or 
portions thereof, that may be performed  only by the lessor; or, 

viii. the procurement is for subscriptions to newspapers, magazines, or other 
periodicals. 

 
c. 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: 

i. 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 

ii. would cause significant inconvenience or substantial duplication of costs 
for the Board; 

 
d. If strictly necessary, and for reasons of urgency brought about by events 

unforeseeable by the Board, the goods or services could not be obtained in time 
using open tendering; 

 
e. For goods purchased on a commodity market; 

 
f. If the Board procures a prototype or a first good or service that is developed in the 

course of, and for, a particular contract for research, experiment, study or original 
development. Original development of a first good or service may include limited 
production or supply in order to incorporate the results of field testing and to 
demonstrate that the good or service is suitable for production or supply in 
quantity to acceptable quality standards, but does not include quantity production 
or supply to establish commercial viability or to recover research and 
development costs;   

 
g. 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, receivership, or bankruptcy, but not for routine purchases from 
regular suppliers; 
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h. If a contract is awarded to a winner of a design contest provided that: 

i. the contest has been organized in a manner that is consistent with the 
principles of Chapter 5 of the CFTA, in particular relating to the publication 
of a tender notice; and 

ii. the participants are judged by an independent jury with a view to a design 
contract being award to a winner; or 

 
i. If goods or consulting services regarding matters of a confidential or privileged 

nature are to be purchased and the disclosure of those matters through an open 
tendering process could reasonably be expected to compromise government 
confidentiality, result in the waiver of privilege, cause economic disruption, or 
otherwise be contrary to the public interest. 

 
Chapter 5 of the CFTA does not apply to: 

i. public employment contracts; 
ii. non-legally binding agreements; 

iii. any form of assistance, such as grants, loans, equity infusions, guarantees, 
and fiscal incentives; 

iv. acquisition or rental of land, existing buildings, or other immovable 
property, or the rights thereon; 

v. measures necessary to protect intellectual property, provided that the 
measures are not applied in a manner that would constitute a means of 
arbitrary or unjustifiable discrimination between Parties where the same 
conditions prevail or are a disguised restriction on trade; 

vi. procurement of: 

 financial services respecting the management of government 
financial assets and liabilities (i.e. treasure operations), including 
ancillary advisory and information services whether or not 
delivered by a financial institution; 

 health services or social services; 

 services that may under applicable law, only be provided by 
licensed lawyers or notaries; 

vii. procurement of goods or services from philanthropic institutions, non-
profit organizations, or natural persons with disabilities. 

Additional non-application clauses may be found under Article 504 of the CFTA. 
 
3. Exceptions under the CETA are as follows: 
Provided that the Board does not use these exceptions for the purpose of avoiding 
competition among suppliers or in a manner that discriminates against suppliers of any 
other countries which are a party to CETA or protects domestic suppliers, the Board may 
use limited tendering under any of the following circumstances: 

a. If: 
i. no tenders were submitted or no suppliers requested participation; 

ii. no tenders that conform to the essential requirements of the tender 
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documentation were submitted; 
iii. no suppliers satisfied the conditions for participation; or 
iv. the submitted tenders were collusive; 
v. provided that the requirements of the tender documentation are not 

substantially modified; 
 

b. If the goods or services can be supplied only by a particular supplier and no 
reasonable alternative or substitute goods or services exist for any of the following 
reasons: 

i. the requirement is for a work of art; 
ii. the protection of patents, copyrights, or other exclusive rights; 

iii. due to an absence of competition for technical reasons; 
 

c. 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: 

i. 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 

ii. would cause significant inconvenience or substantial duplication of costs 
for the Board; 

 
d. Only when strictly necessary if, for reasons of extreme urgency brought about by 

events unforeseeable by the Board, the goods or services could not be obtained 
in time using open tendering or selective tendering; 

 
e. For goods purchased on a commodity market; 

 
f. If the Board procures a prototype or a first good or service that is developed at its 

request in the course of, and for, a particular contract for research, experiment, 
study or original development. Original development of a first good or service may 
include limited production or supply in order to incorporate the results of field 
testing and to demonstrate that the good or service is suitable for production or 
supply in quantity to acceptable quality standards, but does not include quantity 
production or supply to establish commercial viability or to recover research and 
development costs;   

 
g. 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, receivership, or bankruptcy, but not for routine purchases from 
regular suppliers; or 

 
h. If a contract is awarded to a winner of a design contest provided that: 

i. the contest has been organized in a manner that is consistent with the 
principles of Chapter 19 of CETA, in particular relating to the publication of 
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a notice of intended procurement; and,  
ii. the participants are judged by an independent jury with a view to a design 

contract being award to a winner. 
Note that the Board is required to prepare a report in writing on each contract awarded 
under the preceding circumstances. The report shall include the name of the Board, the 
value and kind of goods or services procured, and a statement indicating the 
circumstances and conditions described in any of the above paragraphs that justified the 
use of limited tendering. 
Chapter 19 of CETA does not apply to: 

a. the acquisition or rental of land, existing buildings, or other immovable property, 
or the rights thereon; 

b. non-contractual agreements or any form of assistance that the Canadian 
government provides, including cooperative agreements, grants, loans, equity 
infusions, guarantees, and fiscal incentives; 

c. the procurement or acquisition of fiscal agency or depository services, liquidation 
and management services for regulated financial institutions or services related 
to the sale, redemption and distribution of public debt, including loans and 
government bonds, notes and other securities; 

d. public employment contracts; 
e. procurement conducted: 

i. for the specific purpose of providing international assistance, including 
development aid; 

ii. under the particular procedure or condition of an international agreement 
relating to the stationing of troops or relating to the joint implementation 
by the signatory countries of a project; or 

iii. under the particular procedure or condition of an international 
organization, or funded by international grants, loans or other assistance 
if the applicable procedure or condition would be inconsistent with 
Chapter 19 of CETA. 

 
3. COMPETITIVE PROCUREMENT/ACQUISITION PROCESS 

Goods or Non-Consulting Services 
The procurement process which must be used is determined by the total value of goods 
or services to be procured, excluding taxes. In the case of a multi-year lease or contract, 
the total payments over the life of the lease or contract including extensions shall be used 
as the total value. The Superintendent of Business shall have final authority over the 
procurement process to be utilized by departments/schools but may not substitute a 
lesser process than that required in the tables below. 
 
Zero (0), and less than $ 5,000.00 – competitive quotations are not required, however, 
reasonable effort must be made to ensure best value for the Board. 

 
More than $ 5,000.00, and less than $ 25,000.00 – will require at least three (3) written 
quotes, where there are more than two (2) suppliers who can supply like goods or 
services, satisfactory to the proper specifications. Supporting documentation must be 



The Northwest Catholic District School Board                                                                                                Page 8 
Procedure:  C-06 Procurement 
 

 

 

kept with the purchase order. 
 

More than $25,000.00 and less than $ 100,000.00 – require a formal invitational 
competitive  procurement process (with a minimum of three suppliers invited to bid) 
initiated by the   Finance/Facilities Department.  All documents pertaining to the tender 
will be kept on file. 

 
More than $100,000.00 – require an Open Competitive Procurement initiated by the                     
Purchasing/Facilities Department or approved Professional Consultant, Architect, or 
Engineer through publication.  All documents pertaining to the tender will be kept on file.  

 
Consulting Services 

 
Zero (0), and less than $ 100,000.00 – in consultation with the Superintendent of Business, 
at least 2 written proposals must be obtained from consultants clearly stating contract 
amount and service description. Supporting documentation must be attached to the 
purchase order or contract. 

 
More than $100,000.00 – A formal Request for Proposal will be issued by the 
Superintendent of Business on an open competitive basis. All documents pertaining to 
the tender will be kept on file. 

 
Note: Consulting services are defined as “the provision of expertise or strategic advice 
that is presented for consideration and decision making.” Consulting services for the 
purpose of this procedure excludes services that are required by legislation or regulation 
to be provided by the following licensed professionals: medical doctors, dentists, nurses, 
pharmacists, veterinarians, engineers, land surveyors, architects, accountants, lawyers 
and notaries. 

 
No contract or purchase shall be divided to avoid the requirements of these procedures. 
The figures above relate to the total contract or purchase amount, and not the cost of 
individual items. 

4. ADVERTISING OF BIDS 

It will be the Board’s position to support free and open competitive bidding whenever 
required by applicable laws, regulations or trade agreements and when possible. Tenders 
may be publicly advertised or issued by other means based on timelines, dollar value, 
urgency, or other factors. 

 
If the CFTA or CETA apply, the Board will electronically publish a procurement notice for 
each covered procurement on the designated website. The Board utilizes 
www.biddingo.com. 

 
If the CFTA applies, the tender notice must include the following information: 

a. the name and address of the Board and other information necessary to contact 

http://www.biddingo.com/
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the Board and obtain all relevant documents relating to the procurement, and 
their cost and terms of payment, if any; 

b. a brief description of the procurement; 
c. the nature and the quantity, or estimated quantity, of the goods or services to be 

procured unless those requirements are included in tender documentation; 
d. the address and final date for the submission of tenders; 
e. the date, time, and place for any public opening of tenders; 
f. a list and brief description of any conditions for participation of suppliers, 

including any requirements for specific documents or certification to be provided 
by suppliers, unless those requirements are included in tender documentation 
that is made available to all interested suppliers at the same time as the tender 
notice; 

g. a statement that the procurement is subject to Chapter 5 of the CFTA; 
h. a time-frame for delivery of goods or services, or the duration of the contract; 
i. a description of any options, unless those requirements are included in tender 

documentation; 
j. the procurement method that will be used, and whether it will involve negotiation 

or electronic auction; 
k. if, pursuant to Article 508, the Board intends to select a limited number of 

qualified suppliers to be invited to tender, the criteria that will be used to select 
them and, if applicable, any limitation on the number of suppliers that will be 
permitted to tender, unless the criteria and any limitations are included in tender 
documentation; and 

l. the language or languages in which tenders or responses to requests for 
prequalification may be submitted, if they may be submitted in a language other 
than that of the tender notice. 

 
If the CETA applies, the tender notice must include the following information:  

m. the name and address of the Board and other information necessary to contact 
the Board and obtain all relevant documents relating to the procurement, and 
their cost and terms of payment, if any; 

n. a description of the procurement, including the nature and the quantity of the 
goods or services to be procured or, if the quantity is not known, the estimated 
quantity; 

o. for recurring contracts, an estimate, if possible, of the timing of subsequent 
notices of intended procurement; 

p. a description of any options; 
q. a time-frame for delivery of goods or services, or the duration of the contract; 
r. a description of any options, unless those requirements are included in tender 

documentation; 
s. the procurement method that will be used, and whether it will involve negotiation 

or electronic auction; 
t. if applicable, the address and any final date for the submission of requests for 

participation in the procurement; 
u. the language or languages in which tenders or requests for participation may be 

submitted, if they may be submitted in a language other than English; 
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v. a list and brief description of any conditions for participation of suppliers, 
including any requirements for specific documents or certifications to be provided 
by suppliers in connection therewith, unless such requirements are included in 
tender documentation that is made available to all interested suppliers at the 
same time as the notice of intended procurement; 

w. if, pursuant to Article 19.8, the Board intends to select a limited number of 
qualified suppliers to be invited to tender, the criteria that will be used to select 
them and, if applicable, any limitation on the number of suppliers that will be 
permitted to tender, unless the criteria and any limitations are included in tender 
documentation; and 

x. an indication that the procurement is covered by Chapter 19 of the CETA. 
 
In addition, under the CETA, the Board must electronically publish a summary notice on the 
designated website with the following information: 

y. the subject-matter of the procurement; 
z. the final date for the submission of tenders or, if applicable, any final date for the 

submission of requests for participation in the procurement or for inclusion on a 
multi-use list; and 

aa. the address from which documents relating to the procurement may be 
requested. 

 
Posting Timelines 

 
If either or both of the CFTA or CETA apply, the Board must, consistent with its own 
reasonable needs, provide Bidders a reasonable period of time to prepare and submit 
responsive bids, taking into account factors such as the nature and complexity of the 
procurement, the extent of subcontracting anticipated and the time necessary for 
transmitting tender documentation by non-electronic means. 

 
If the CETA applies, these time-periods, including any extension of the time-periods, shall 
be the same for all interested or participating vendors. 

 
If the CETA applies and the procurement is a selective procurement (i.e. a procurement 
where only pre-qualified proponents are invited by the Board to submit a bid), it must be 
open for at least twenty-five (25) days. However, where a state of urgency that has been 
substantiated by the Board renders this time-period impracticable, the time-period may 
be reduced to not less than ten (10) days. 

 
If the CETA applies, the Board must establish that the final date for the submission of bids 
for all covered procurements be at least forty (40) days after the date on which: 

i. in the case of an open competitive procurement, the notice of intended 
procurement is published; 

ii. or in the case of selective tendering, the Board notifies suppliers that they 
will be invited to submit bids, whether or not it uses a list of suppliers that 
the Board has determined satisfy the conditions for participation in that 
list, and that the Board intends to use more than once. 
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Paragraph 4 of Article 19.10 of the CETA permits the Board to reduce the above forty (40) 
day time-period for tendering to not less than ten (10) days if: 

i. the Board has published a notice of planned procurement as described in 
Article 19.6.5 of the CETA at least forty (40) days and not more than twelve 
(12) months in advance of the publication of the notice of intended 
procurement, and the notice of planned procurement contains: 

 a description of the procurement; 

 the approximate final dates for the submission of tenders or 
requests for participation; 

 a statement that interested suppliers should express their interest 
in the procurement to the Board; 

 the address from which documents relating to the procurement 
may be obtained; 

 and as much of the information that is required for the notice of 
intended procurement under Article 19.6.3 of the CETA, as is 
available; 

ii. the Board, for contracts of a recurring nature, indicates in an initial notice 
of intended procurement that subsequent notices will provide time-
periods for tendering based on this paragraph; 

iii. or a state of urgency duly substantiated by the Board renders the time-
period for tendering impracticable. 

 
Under paragraph 5 of Article 19.10 of the CETA, the Board may reduce the above forty 
(40) day time-period for tendering by five (5) days for each one of the following 
circumstances: 

i. the notice of intended procurement is published by electronic means; 
ii. all the tender documentation is made available by electronic means from 

the date of the publication of the notice of intended procurement; and 
iii. the Board accepts tenders by electronic means. 

 
The time reductions available in paragraphs 4 and 5 may not result in the reduction of the 
forty (40) day minimum time-period for tendering to less than ten (10) days from the date 
on which the notice of intended procurement is published. 

 
Where the Board purchases commercial goods or services (i.e. goods or services of a type 
generally sold or offered for sale in the commercial marketplace to, and customarily 
purchased by, non-governmental buyers for non-governmental purposes), or any 
combination thereof, it may reduce the forty (40) day minimum time-period for tendering 
to not less than thirteen (13) days, so long as it publishes by electronic means, at the same 
time, both the notice of intended procurement and the tender documentation. 
Additionally, where the Board accepts tenders for commercial goods or services by 
electronic means, it may reduce the forty (40) day minimum time-period to not less than 
ten (10) days. 
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Where the Board has selected all or a limited number of qualified suppliers, the Board 
and the qualified suppliers may fix the time-period for tendering by mutual agreement. 
However, in the absence of agreement, the period shall not be less than ten (10) days. 

 
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
The purpose of MFIPPA is to make Boards accountable to the public and to protect 
personal privacy.  MFIPPA accomplishes these purposes by providing the public with a 
right of access to records within the Board’s custody or control and preventing the 
unauthorized collection, use and disclosure of personal information. 
All notes, e-mails, memos, letters or any other documentation relating to a competitive 
procurement process are ordinarily subject to MFIPPA requests. Freedom of Information 
requests can be made for information on tendering and administration of contracts. Any 
record, so requested, must be disclosed in its entirety unless MFIPPA exceptions to 
disclosure apply to all or part of the request. 

5. APPROVAL AUTHORITY LIMITS 
Authorization to purchase goods and services in accordance with this policy is granted 
by the Board to Administration within the limits of the approved budgets and in 
accordance with the Approval Authority Schedule as set out below. 
 
In the event that budgets have not been approved by the Board prior to the 
commencement of a fiscal year, the Administration is authorized to make only those 
purchases which are necessary for the continuation of existing programs and services. 

Total Purchase 
Limit (excluding 
taxes) 

Position Title 

< $500 Head Custodian 

< $2,000 Technical Support Specialist  

< $5,000 
Vice-Principal, Coordinator, MISA Lead, Mental Health Lead, 
Indigenous Education Lead, Behavioural Lead, Speech 
Pathologist 

< $10,000 
Principal, Manager of Facilities, Manager of Finance, 
Manager of Information Systems, Manager of Human 
Resources, Assistant to the Superintendent of Education 

< $25,000 Superintendent of Business, Superintendent of Education 

< $100,000 Director of Education 

> $100,000 Board of Trustees 

 

a. Tenders for the Board shall be issued and received by the Superintendent of 
Business and opened in public, unless no public opening is specified in the tender 
document, at the time appointed in the Tender document, with the following 
persons constituting the Tender Committee: 

i. Superintendent of Business 
ii. Superintendent, Principal, or Manager 

iii. Third committee member appointed by the Director of Education 
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Unless otherwise specified in the tender documents, tenders shall be opened, Bid 
amounts recorded, sureties and other requirements of the Tender confirmed (if 
applicable), and Bid amounts entered on the Summary of Bidders Sheet. After all 
Bids have been recorded on the Summary of Bidders sheet, it shall be initialed by 
at least two Tender Committee members. Evaluation team members will be 
advised of the restrictions related to confidential information shared through the 
competitive process and refrain from engaging in activities that may create or 
appear to create a Conflict of Interest. The Board will have team members sign a 
Conflict of Interest Declaration and Non-Disclosure Agreement. All Tenders 
received for the purchase of goods and services, (*with the exception of 
construction contracts), shall be tabulated, analyzed and awarded by the 
Superintendent of Business, in consultation with the initiating Superintendent, 
Principal or Manager. 
 

b. If either or both of the CFTA and CETA apply, notice of award must be published 
electronically within seventy-two (72) days after award on the designated 
website, and must remain thereon for a reasonable period of time and include at 
least the following information: 

i. a description of the goods or services procured; 
ii. the name and address of the Board; 

iii. the name and address of the successful supplier; 
iv. the value of the successful tender (or in the case of CETA only, the highest 

and lowest offers taken into account in the award of the contract); 
v. the date of award; 

vi. if limited tendering was used, the conditions and circumstances that 
justified its use; and 

vii. the type of procurement method used (only CETA requirement). 

*NOTE:  All New School Construction Tenders are subject to approval by the Board of Trustees. 
 

c. Proposal Calls 
To be used: 

i. when only the need can be specified rather than the specific product or 
service to fill the need; 

ii. when it is not practical to prepare precise specifications which permit bids 
of readily comparable products or services. 

The acquisition regulations governing the use of Proposal calls are similar to the 
Tender process outlined earlier in this document. However, it is recognized that 
there is more lead time and effort involved in a Proposal process than there is for 
a Tender. 

 
iii. Where it has been determined by the Superintendent of Business, in 

consultation with the initiating Superintendent, Principal or Manager, that 
the Proposal acquisition method is adopted, and where it is estimated that 
goods and services will cost more than $100,000.00, the Superintendent 
of Business, in consultation with the initiating Superintendent, Principal or 
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Manager, may determine whether to; 

 issue a “Request for Proposal” and establish a Selection Committee 
for the purpose of Proposal review, or 

 Advertise a “Request for Information” (RFI) in publications of 
general circulation/Website and establish a Selection Committee 
for review purposes. Once this process has been completed, a 
Tender/Proposal may be issued to vendors and the Selection 
Committee would reconvene to review the Bids and determine the 
award. The Board is under no obligation to award a contract based 
on informational gathering activities, such as an RFI. 

Request for Expressions of Interest (RFEI) 
The purpose of an RFEI is to determine supplier interest in an opportunity or obtain 
information on supplier capabilities/qualifications.  This mechanism may be used by the 
Board when wishing to gain a better understanding of the capacity of the supplier 
community to provide the services or solutions needed. Information collected can also 
facilitate selecting the best possible competition method for a follow-up competition. 
NOTE:  A response to an RFI or a RFEI MUST not pre-qualify a potential supplier and MUST 
not influence a supplier’s chance of being the successful Proponent on any subsequent 
opportunity. 
 
Request for Suppliers Qualifications (RFSQ) 
The purpose of an RFSQ is to gather information on supplier capabilities and 
qualifications, with the intention of creating a list of pre-qualified suppliers.  This 
mechanism may be used either to identify qualified candidates in advance of expected 
future competitions or to narrow the field for an immediate need. The purpose of this 
process is to reduce subsequent effort devoted to the competitive process (i.e. Bid 
preparation on the part of suppliers and evaluation on the part of the Board). An RFSQ 
can be used to understand which potential proponents have the capabilities that the 
Board requires, as the first stage in a two staged solicitation (followed by either a Request 
for Proposal or a Request for Tender), whereby only pre-qualified suppliers will be invited 
to respond to the actual competition. This can make the number of responses and the 
evaluation process more manageable for the Board evaluators, while allowing unqualified 
proponents to avoid the effort and expense of preparing a complete competitive 
response. An RFSQ can also be used to pre-qualify suppliers who are interested in 
supplying Goods or Services in the future, if, and when requested.  The typical result of 
this procedure is referred to as a Vendor of Record (VOR) or a preferred suppliers list. An 
RFSQ document should specifically define the type of materials or services included as 
part of the process and set upper limits to the value of future awards. Further, the 
document should also clearly indicate the time duration the list is to be valid, the methods 
by which suppliers can be placed on the list and what specific intervals opportunities for 
being qualified will come up. The document should also indicate that suppliers who do 
not participate in the pre-qualification or do not appear on the list may be excluded from 
opportunities. If CETA applies, a supplier that meets the conditions for registration on the 
list must be able to register at any time. The RFSQ must contain specific language to 
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disclaim any obligation on the part of the Board to actually call on any supplier as a result 
of the pre-qualification to supply such Goods or Services. 

6. SEGREGATION OF DUTIES 
Effective control in the Board includes both the delegation of authority and segregation 
of duties across functions and individuals. Segregation of duties prevents any one person 
from controlling the entire procurement process by segregating approvals for the key 
stages of the supply chain process. 
 
Budget(s) – authorized and approved by the Board on an annual basis. The Finance 
Department forwards/allocates budgets to originators (Schools 
Administrators/Department Managers). 
 
Requisition(s)/Commitments – authorized by the budget holder (Schools/Departments) 
and either forwarded to the Finance Department for acquisition purposes, or sent to the 
vendor by the individual requesting the goods or services. 
 
Receipt(s) – authorized by the budget holder (Schools/Departments) and forwarded to 
the Finance Department for payment. 
Payment(s) – authorized by the budget holder (Schools/Departments) and forwarded to 
the Finance Department for processing payment by the Accounts Payable Department. 
 

7. COOPERATIVE PURCHASING 

Under the direction of the Director of Education, or his/her designate, the Board shall 
encourage cooperative purchasing with other school boards and other units of 
government or their agencies of public authorities, or utilize a “piggy-back clause” to 
existing Ministry or government services contracts or other cooperatives (e.g. Ontario 
Education Collaborative Marketplace), whenever the best interest of the Board will be 
served, and subject to compliance with applicable laws, regulations and trade 
agreements. 

8. ITEMS NOT REQUIRING A PURCHASE ORDER 

a. Purchasing card purchases 

b. Petty cash items – purchases less than  $50.00 excluding taxes 

c. Cheque requisition (invoice entry) – purchases less than $2,000.00 excluding taxes 

d. Training and education 
i. Conferences 

ii. Courses 
iii. Seminars 
iv. Conventions 
v. Memberships 

vi. Periodicals 
vii. Magazines 
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viii. Subscriptions 
ix. Staff training 
x. Staff development 

xi. Staff workshops 
xii. Books 

 
e. Refundable employee expenses 

i. Meal reimbursements 
ii. Travel expenses 

iii. Miscellaneous – non-travel 
iv. Hotel accommodation 
v. Mileage 

 
f. General Expenses 

i. Licenses (vehicles, elevators, radios, etc) 
ii. Charges to or from other government bodies or Crown Corporations 

except for construction and/or maintenance projects 
iii. Real estate including land, buildings, leasehold interests, easements, 

encroachments and licenses 
iv. Items of a confidential nature 
v. Special services, including appraisals, medical, etc 

vi. Freight charges 
 

g. Utilities 
i. Postage 

ii. Heating oil 
iii. Water and sewage charges 
iv. Hydro 
v. Natural gas 

vi. Telephone service 
vii. Cable television service 

viii. Internet (broadband) service 
 

h. Transportation – Bussing services for transportation 
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Appendix A 

 
Supply Chain Management Code of Ethics 
 
Goal:  To ensure an ethical, professional and accountable NCDSB supply chain. 
 
I. Personal Integrity and Professionalism 

All individuals involved with purchasing or other supply chain-related activities must act, and 
be seen to act, with integrity and professionalism. Honesty, care and due diligence must be 
integral to all supply chain activities with and between NCDSB, suppliers and other 
stakeholders. Respect must be demonstrated for each other and for the environment. 
Confidential information must be safeguarded. All participants must not engage in any activity 
that may create, or appear to create, a conflict of interest, such as accepting gifts or favours, 
providing preferential treatment, or publicly endorsing suppliers or products. 

II.  Accountability and Transparency 

Supply chain activities must be open and accountable. In particular, contracting and 
purchasing activities must be fair, transparent and conducted with a view to obtaining the 
best value for public money. All participants must ensure that public sector resources are 
used in a responsible, efficient and effective manner. 

III.Compliance and Continuous Improvement 

All individuals involved in purchasing or other supply chain-related activities must comply 
with this Code of Ethics and the laws of Canada and Ontario. All individuals should 
continuously work to improve supply chain policies and procedures, to improve their supply 
chain knowledge and skill levels, and to share leading practices. 

 
 


