2-05  Vendor Relations & Procurement Management Policy

Policy Purpose:

The purpose of this policy is to outline the Board’s expectations of the Registrar, CEO regarding fair and
ethical relationships with vendors and the principles and risk boundaries related to the procurement
process.

With respect to interactions with vendors, those applying to be vendors and the procurement process,
the Registrar, CEO shall not cause or allow conditions, procedures, or decisions which are unfair, biased,
unclear, unnecessarily intrusive or which fail to provide appropriate confidentiality for COO and
vendors.

Further, the Registrar, CEO shall not operate without:

1. Ensuring a standardized framework and process for procurement of goods and services that
clearly outline the purpose, the required criteria for quality and price, and the criteria for
selection of a vendor.

a. For purchases between $25,000 and $49,999, the Registrar, CEO will not operate
without seeking at least three quotes where competitors are available, and

b. For purchases $50,000 and over, the Registrar, CEO will not operate without using a
Request for Proposal process.

(Note: Once a Request for Proposal process has been undertaken, subsequent related follow-
up contracts can be negotiated by the Registrar, CEO as needed and consistent with all Board
policies. E.g. legal services, accounting services, consultants, etc.)

2. Ensuring proper protection against conflict of interest in the purchase process.
a. Ensuring that policies are in place that prohibit inappropriate considerations from
vendors.
Note: Token expenses, etc. are appropriate as needed to conduct necessary business.

3. Ensuring all supply/service contracts are reviewed periodically.

4. Avoiding harm to the prospective vendors submitting quotes and/or proposals by ensuring that:
a. Confidential information regarding vendor quotes, competitive knowledge and
proprietary products/services/approaches is not shared with any other vendors, and
b. Any Requests for Proposal only elicits information from the vendor required for the
purpose of the specific proposal.

5. Employing prudent measures for the assessment of capital asset acquisition decisions (lease or
purchase) ensuring an adequate balance between cost and benefit is achieved.
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6. Providing payment to vendors in accordance with contractual obligations.

Definitions
For the purposes of this policy:

Quotation will refer to requesting a written quote for the purchase of goods or services.

Requests for Proposal will refer to a written document provided by the COO to prospective
vendors invited to submit a proposal to supply a good or service to the COO. The written

document will include a description of the COO’s requirements and the criteria that will be used
to evaluate proposals.

2-05 VENDOR RELATIONS AND PROCUREMENT MANANGEMENT (Previously 2-08) 10 | Page
Date Approved: October 1, 2018

Date Last Revised: March 1, 2022



	Policy Purpose:
	Definitions

