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1. Purpose 

The Procedures for Procurement outline the processes required to establish accountability for the 

procurement of Goods, Services and Construction by Okanagan College (“OC” or “the College) 

under its Procurement Policy. The Procedures describe the responsibilities and procurement 

standards for OC employees, consultants, or contractors as they engage in procurement processes 

at the College, and ensure that Procurements are conducted in an accessible, consistent, fair, 

impartial and timely manner. 

2. Scope and Application 

The Procedures for Procurement apply to all Goods, Services and Construction purchasing by 

Employees, consultants or contractors who participate in procurement processes on behalf of the 
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5. Sourcing Standards and Activities 

Sourcing 

5.1 OC uses a competitive Bidding process to obtain offers for Goods, Services or Construction 

whenever practical and in accordance with the Procurement Policy. 

5.2 When a requirement for Goods, Services or Construction is identified there are various sourcing 

strategies or methods that can be used to select a qualified source of supply.  The method selected 

will depend on the complexity of the requirements or specifications, the required delivery date(s), 

the availability in the market of the Goods, Services or Construction, and the value of the 

Procurement. 

5.3 When defining the value of the Goods, Services or Construction, Requesters must consider all 

aspects that make up the value or Total Cost of Ownership, including the cost to conduct a 

procurement process, as it may help determine the most appropriate sourcing method and 

selection as well as the term of a contractual commitment. 

5.4 The cost of the sourcing strategy for the procurement process should be reasonable for the value 

of the Procurement. 

5.5 Before a PO, Supplier Contract, or an Amendment is initiated, a purchase request including 

supporting documents will be completed and approved in accordance with the Procurement Policy. 

Supporting documentation may include a Direct Award justification, business case, and/or written 

quotations. 

Procurement Sourcing Thresholds 

5.6 Before undertaking a sourcing or procurement process, the Requester will consider the value 

threshold of the Procurement and if necessary, will consult with the Procurement Team.  

5.7 The values indicated in the Procurement Policy Table 1 are based on the aggregate value of a 

purchase. Multiple orders of varying values for the same goods or services may not be used to 

avoid adherence to these thresholds. 

5.8 In estimating the value of a Procurement for the purpose of determining whether it must be 

competed publicly, the Requester assessing the purchase will: 

a) estimate what the value would be as of the date the tender notice will be published. 

b) include the estimated maximum total value of the Procurement over its entire duration, 

whether awarded to one or more suppliers, considering all forms of remuneration, including: 

i) premiums, fees, commissions, discounts, and interest; and 

ii) the total value of options if the Procurement provides for the possibility of options; 

and 

iii) Consider the contract term to be three years for the purpose of estimating the value 

and term if the term is uncertain. 

c) If the Procurement is for construction, the College shall include in its valuation the value of 

all goods and services to be supplied by the supplier. The procurement of goods or services 

outside the scope of a construction contract is not a Procurement for construction and are 

subject to the thresholds applicable to goods or services. 

d) If a procurement for goods will include the installation, operation, maintenance, or 

manufacture of such goods, the College shall include in its valuation those associated costs. 

e) Once the total value of a Procurement has been evaluated, Table 1 in the Procurement Policy 

will assist with deciding on whether to use a publicly advertised procurement process. 
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TABLE 1 ² Procurement Sourcing Method Thresholds 

Procurement Sourcing 

Process: 

Goods and Services Construction Responsibility 

* CSA, CISA or existing OC 

agreement available 

Any dollar value, to the maximum allowable 

under the applicable Corporate Supply 

Arrangement (CSA), Cross Institutional 

Supply Arrangement (CISA), or existing OC 

contract 

Procurement Team 

** Direct Award procurement 

process allowed 

Less than 

$25,000 

Less than 

$25,000 
Requester 

*** 3 Written quotes required  
$25,000 to less than 

$75,000 

$25,000 to less than 

$200,000 
Requester 

**** Public procurement process 

required 

Greater than or 

equal to $75,000 

Greater than or 

equal to $200,000 
Procurement Team 

Exceptions to Sourcing Standards 

5.9 Sole-Sourcing or Direct Award in this procedure means a Contract or Purchase Order will be or has 
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appropriate, 

http://wwww.bcbid.gov.bc.ca/






Okanagan College 

Procedures for Procurement 

 

PRCPR_2311N_SPN/VPC  Page 9 of 14 

Legal Review 

8.4 At the Request for Proposal (RFP) or Request for Tender (RFT) stage of a competitive Bid process, if 

a legal review is required, the Procurement Team will, arrange for a legal review through Legal 

Services, if necessary, as the costs associated with the legal review may be borne by the 

Procurement department or by another budget holder. 

8.5 At the Contract stage, if the technical or delivery requirements have changed, a legal review may be 

necessary to ensure the contractual obligations are clear and equitable between the parties. 

Execution of Contract 

8.6 In the event the successful Proponent or Bidder’s accepted bid price exceeds the initial approved 

budget commitment, a secondary budget approval review process will be required by the 

appropriate spending authority to confirm final budgetary approval of the contract award price and 

any discretionary project contingency costs, if required. 

8.7 After confirming both parties agree to the contractual conditions the Procurement Team will: 

a) Arrange for execution of the Contract by OC’s authorized signatory. 

b) Forward the OC executed Contract to the Contractor and ensure the Contractor returns the 

executed Contract to OC 

Contract Administration and Management 

8.8 OC ensures all aspects of Contract Performance, commitments and deliverables are satisfactorily 

achieved and that both parties to the Contract have met their legal obligations. 

8.9 To ensure satisfactory completion of all deliverables and legal obligations of a contract; and 

maintain evidence of contractor performance and deliverables, after a Contract is executed 

between OC and a Contractor, there are a number of tasks involved in finalizing the procurement 

and contracting process and to administer and manage a contract. The Procurement Team is 

responsible for administration of contracts for services, supplies and goods and ensuring the 

Contract Documents, including all change orders or Contract Amendments, are properly 

documented, and executed. It is also responsible for ensuring all administrative, commercial, and 

contractual legal obligations are fulfilled before payments are approved. 

8.10 A Contract Manager (“CM”) will be assigned by the College to manage a Contract and is 

responsible for Contract Performance.: This includes working with the Contractor to ensure timely 

and satisfactory completion of Contract deliverables, and clearly and diligently maintaining written 

evidence of Contract Performance. 

8.11 The Contract Manager is generally the OC Employee who requires the Goods, Services or 

Construction. The CM will have a working relationship with and liaises with the Contractor in the 

field or otherwise during the performance of the work.  The CM will administer a vendor-level 

performance management scorecard on an annual basis, at minimum, or at the end of the Contract 

term for shorter term contracts. 

8.12 The CM is responsible for informing the Procurement Team in writing of any non-performance 

issues on a timely basis, the process for resolving issues and the outcome of the resolution process. 

8.13 Where a Contractor deviates from the terms and conditions of a contract, the Contract Manager 

must immediately take one or more of the following steps:  

a) Step 1: Notify the Contractor in writing of the deficiency and arrange to discuss the problem. 

A record should be kept of such discussions. The discussions could result in an agreement to 

amend the terms of the contract.  

b) Step 2: Issue a notice to comply, if the contractor persists in deviating from the terms and 

conditions of the contract.  
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c) Step 3: Issue a stop work order if the contractor ignores the notice to comply.  

d) Step 4: Terminate the contract, after receiving advice from the Director, Financial Services  or 

delegate and/or legal counsel.  

8.14  Where the breach or deficiency puts public safety at risk, OC must proceed immediately to Step 2 

and issue a notice to comply, or to Step 4 and terminate the contract. If fraud is suspected, the 

issue should immediately be referred to the CFO & Vice President, Corporate Services. 

8.15 The Procurement Team will administer a consultant-level performance management scorecard on 

an annual basis or at the end of the Contract term for shorter-term Contracts.  Procurement is 

responsible for ensuring evidence of Contractor (vendor and consultant) performance is maintained 

in the Contract file. 

Contract Administration 

8.16 The Procurement Team and Departments with delegated procurement responsibilities under OC’s 

Procurement Policy will maintain adequate Contract documentation for all phases of the 

procurement process, including planning, solicitation, award, management, amendments, schedules 

of payment, Contract evaluations and performance management. 

8.17 Contracts must be in writing and signed and delivered by all parties prior to the commencement of 

the work or service (or, in the case of an Emergency, as soon as possible thereafter). 

8.18 Contracts must be made in the contractor’s legal name and each Contract must be approved and 

signed by the appropriate authority. In no circumstances should an unauthorized employee legally 

bind OC with apparent authority. 

8.19 CMs must not use letters of agreement to enter a Contract without seeking advice from the 

Procurement Team, and if required, legal counsel. 

8.20 Some contractors prefer to use their own standard Contract forms.  If not precluded by the terms of 

any applicable competitive process documents, OC may accept the use of such forms, but must 

follow the procedures as outlined in the contract review guidelines located on Moodle within the 

templates section. 

8.21 Departments must ensure that adequate receiving processes are in place to certify that goods are 

received as ordered (i.e.: correct quantity and suitable quality). Discrepancies between goods 

received and goods ordered (as reported in Banner) and damaged goods must be reported 

immediately to the end user who will work with the Procurement Team to rectify the situation. 

Departments must maintain adequate receipt records or other documentation to support account 

verification and payment. 

8.22 Whenever a Contract is to be modified, the standard form of Contract Amendment must be used. 

8.23 The justification for all Contract Amendments must be documented on the Contract file.  

Amendments to a Contract must be in writing and signed by both parties. 

8.24 A Contract Amendment to extend the term of the agreement for a reasonable period of time is 

allowable when an unforeseen event has delayed the delivery of specific Contract outputs. 

8.25 A Contract Amendment must not be used to substantially change the nature and intent of the 

original contract. 

8.26 Expense authority approval, when applied, must reflect the Total Cost of the Contract and not just 

the dollar value of the modification agreement. 

8.27 Annual or multi-year Contract renewals are only allowed when the potential for renewal has been 

explicitly included in the Standard Solicitation Documents, including the establishment of a limit on 

the number of renewals.
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OC and a contractor that involves “personal information” as defined in the Freedom of Information 

and Protection of Privacy Act unless it is not intended that OC will own or control the personal 

information. 

8.29 A Security Schedule must be completed and attached as a schedule to any Contract between OC 

and a contractor that pertains to utilization data gathering whether on-premise or through cloud 

services as part of delivery of the contract’s services.  

8.30 OC and staff must not divulge any information regarding a Contract unless it is available to the 

general public, or the disclosure has been authorized by the College Relations team based on prior 

consultation with Legal Services. 

8.31 The Procurement Team will undertake the following administrative tasks after execution of a 

Contract between a Contractor and OC: 

a) Administer the appropriate insurance documents according to the contract terms. 

b) Ensure Worker’s Compensation is effective according to the contract terms. 

9. File and Records Management 

Confidentiality 

9.1 OC treats all procurement and Contract Documents, files, and records as confidential before, during 

and after a procurement process.  Procurement documents will be retained in a locked file cabinet 

and/or secured electronically until they are moved into storage at an approved records 

management location. 

9.2 Procurement does not allow the original of any Contract Document to be given to any person 

unless required to do under applicable laws, including the Freedom of Information and Protection 

of Privacy Act. 

9.3 OC is subject to the Freedom of Information and Protection of Privacy Act (“FOIPPA”) and the 

associated regulations, as may be replaced, amended, or supplemented from time to time.  All 

notes and records including comments made by evaluators may, therefore, become available in the 

public domain. 

Enquiries During a Bidding Process 

9.4 Enquiries associated with an active competitive Bidding process may disqualify a Potential 

Proponent or Potential Bidder from submitting an Offer in response to a competition Document, or 

having their Offer evaluated if the enquiry does not comply with the instructions in the Competition 

Document, specifically if the Potential Proponent or Potential Bidder seeks information from other 

OC employees, consultants or contractors when the process for seeking clarifications is clearly 

stated in the Competition Documents.   

9.5 All parties involved in the competitive Bidding process must refrain from contacting any Potential 

Proponents or Potential Bidders so that these interested parties will not be disqualified or receive 

any real or perceived preferential treatment or advantage over any of the other Potential 

Proponents or Potential Bidders. 

9.6 
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c) Either issue the response directly (if the enquiry is deemed to be confidential by OC) or issue 

an RFP or RFT Addendum to all interested parties.  The clarification process for enquiries is 

stipulated in OC’s standard RFP and RFT documents. 

Enquiries After a Bidding Process 

9.7 The Procurement Team will respond to non-access related requests and/or enquiries containing 

Routine Requests, and may consult with the Privacy Office where appropriate prior to disclosure.   

9.8 If the 
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Disclosures 

10.16 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96052_01
https://www.international.gc.ca/trade-commerce/trade-agreements-accords-commerciaux/agr-acc/ceta-aecg/text-texte/toc-tdm.aspx?lang=eng
https://www.cfta-alec.ca/
https://www2.gov.bc.ca/gov/content/governments/policies-for-government/core-policy/policies/procurement
http://www.newwestpartnershiptrade.ca/the_agreement.asp
http://www.newwestpartnershiptrade.ca/the_agreement.asp

