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A. Purpose 
 

The purpose of this policy is to establish guidelines for the procurement of goods and services in order 
to comply with the Broader Public Sector (BPS) Procurement Directive issued by the Management Board 
of Cabinet on April 1, 2011, under the authority of the Broader Public Sector Accountability Act, 2010. 
This policy will: 

 
a) Ensure that current legislative requirements with respect to public entity purchases are met, 

including mandatory requirements of the Ontario BPS Procurement Directive 
b) Ensure ethical, efficient and accountable sourcing, contracting, purchasing, or other supply- 

chain related activities within the University 
c) Ensure that all employees involved in the supply chain are aware of the University’s Supply 

Chain Code of Ethics (Appendix A) 
d) To outline the University’s accountability for its use of funds for goods and services 
e) Ensure fairness, transparency and openness to all interested suppliers. 

 
B. Scope 

 

This policy and related procedures are applicable to all members of the University community and to all 
procurement and supply chain activities. 

 
C. General 

 

1. It is the policy of Nipissing University to adhere to the Ontario Government’s BPS Procurement 
Directive and to spend the funds entrusted to it in a cost effective manner. 

 
2. Sourcing, contracting, and procurement procedures must be structured to meet all federal and 

provincial laws that govern competitive bidding practices in Canada, to protect both the 
University and the individual purchaser from potential liability that could result from a challenge 

http://www.fin.gov.on.ca/en/bpssupplychain/procurement.html


Procurement Policy 

Page 2 of 8 

 

 

of a contract award, and to maintain compliance with provincial, national and international 
trade agreements and other applicable legislative requirements. 

 
3. The acquisition of goods and services is the primary responsibility of the Purchasing Department 

without regard to the source of funds from which goods and services are purchased. Thus 
whether the acquisition is funded from operating funds, ancillary funds, capital funds, research 
funds or other, this policy applies. 

 
4. Individual budget holders are responsible for the identification of a requirement, development 

of a specification, provision of fund and accounting information containing sufficient funds to 
cover the estimated cost of the acquisition, preparation of the requisition and working with the 
Purchasing Department staff to evaluate the quotes/proposals received. 

 
5. The role of the Purchasing Department is to identify sources for required goods and services, to 

select and acquire the goods and services as economically as possible within acceptable 
standards of quality, to manage supplier relationships on behalf of the University, and to ensure 
that purchases are made in accordance with this policy. 

 
6. A conflict of interest exists with respect to a particular transaction when an employee can 

experience personal gains from an outside interest by their ability to influence dealings for the 
University or when the impartiality of the employee’s business judgement is otherwise 
inhibited. Consequently, the University as a general rule does not enter into purchasing 
contracts with students, faculty and staff or members of their immediate family. 

 
7. Acquisitions from a business in which a student, faculty member, staff member or members of 

their immediate family has an interest are prohibited unless full disclosure of the background 
facts is presented to the Purchasing Manager. This information is reviewed by the Purchasing 
Manager for decision as to whether a conflict of interest is present and, if so, what course of 
action needs to be taken. 

 
8. The procedures of this policy are superseded if the matter is one of preserving life/limb or the 

likelihood of substantial damage to property or equipment. 
 

D. Definitions 
 

“Competitive Procurement” a set of procedures for developing procurement contracts through a 
bidding or proposal process. The intent is to solicit fair, impartial competitive bids. 

 
“Conflict of Interest” a situation in which financial or other personal considerations have the potential 
to compromise or bias professional judgment and objectivity. An apparent conflict of interest is one in 
which a reasonable person would think that the professional’s judgement is likely to be compromised. 

 
“Consultant” refers to person or entity that under an agreement, other than employment agreement, 
under fee-for-service arrangement, provides expert or strategic advice and related services for 
consideration and decision-making usually in the form of a report. The following licensed professionals 
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do not typically constitute consulting services: medical doctors, dentists, nurses, pharmacists, 
veterinarians, engineers, land surveyors, architects, accountants, lawyers and notaries. 

 
“Contractor/Professional Service” refers to a person or entity retained under fee-for-service 
arrangement that is not an employment agreement, to perform specific tasks under a client’s direction 
for a limited period of time. 

 
“Invitational Competitive Procurement” any form of requesting a minimum of three (3) qualified 
suppliers to submit a written proposal in response to the defined requirements outlined by an 
individual/organization. 

 
“Procurement” acquisition by any means, including by purchase, rental, lease or conditional sale of 
goods and services. 

 
“Procurement Value” is the estimated total financial commitment resulting from procurement, taking 
into consideration optional extensions. When determining the value of procurement for approval 
purposes as outlined in this Policy, individuals should not take into consideration applicable sales taxes. 

 
“Request for Proposal (RFP)” is a document used to request suppliers to supply solutions for the 
delivery of complex products and services or to provide alternative options or solutions. It is a process 
that uses predefined evaluation criteria in which price is not the only factor. 

 
“Request for Quotation (RFQ)” is a document where an Organization describes exactly what needs to be 
purchased and the evaluation is based solely on price. 

 
“Single Sourcing” a non-competitive method of procurement of goods or services from a supplier in 
situations where there is or may be another supplier or suppliers capable of delivering the goods or 
services. 

 
“Sole Source” the use of a non-competitive procurement process to acquire goods or services where 
there is only one available supplier for the source of goods or services. 

 
“Supply Chain Activities” means all activities directly or indirectly related to the Organization’s planning, 
sourcing, procurement, moving, and payment processes. 

 
“Vendor-of-Record (VOR)” a procurement arrangement that authorizes organizations to select a 
supplier from pre-qualified supplier(s) through a formal second-stage process, for a defined period, on 
terms and conditions set out in the VOR arrangement. 

 
E. The Policy 

 

1. Procurement Activities 
 

i. The University’s policy of procurement through a central authority is intended to apply to 
the acquisition of all goods and services from suppliers, particularly where competition in 
the market place may prove to be financially beneficial to the University. Certain items 
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which are mainly of a non-competitive nature, such as taxes, utilities, postage and 
memberships may be excluded from this Policy. 

 
ii. The Purchasing Department shall attempt to maintain a competitive atmosphere among 

suppliers and ensure that each is treated fairly and without preference. 
 

iii. Maximum value should be obtained for budgetary expenditures on supplies, equipment and 
services. The lowest priced product will be purchased provided quality, service, delivery and 
other relevant factors are deemed equal to those of competitive products. 

 
iv. Liability for any purchase made without proper authorization (please see the University’s 

Approval Authority Policy) falls on the person purchasing and not the University. 
 

v. The Procurement Specialist, or delegate, is authorized to purchase in the open market, 
goods and contractual services provided such purchases have been approved in 
accordance with the University’s Approval Authority Policy. Purchase orders to suppliers 
may be issued by the Purchasing Department on the authority of an approved purchase 
requisition. 

 
vi. The Procurement Specialist may request that any item or related items be tendered or 

more quotations be secured by the Purchasing Department before a P.O. will be issued. 
The Procurement Specialist may also request the posting of tenders electronically  when 
appropriate. 

 
vii. The University does not encourage the use of deposits/prepayments. This is to ensure that 

the University is not held at risk, should the supplying vendor fail, or be placed in the 
position of being the banker. 

 
viii. For reporting and auditing purposes, all procurement documentation, as well as any other 

pertinent information must be retained by the Purchasing Department in a recoverable 
form for a period of seven years. 

 
ix. All amounts referred to in this policy are exclusive of applicable taxes. 

 
2. Procurement thresholds for the procurement of goods, non-consulting services, construction 

and renovations (please see Appendix B for a summary of thresholds): 
 

i. Procurement up to but not exceeding $5,000 
 

Any one item, or an accumulation of items not exceeding $5,000 in value may be purchased 
based on the requisitioner’s knowledge and experience with the supplier, knowledge of last 
purchase price or verbal quotation. The requisitioner is encouraged to use their corporate P-
card for purchases under $5000.  If a corporate P-card is not accepted by the vendor, a 
requisition must be submitted prior to purchase. 

 
ii. Procurement over $5,000 and up to $25,000 

 
Any one item, or an accumulation of items over $5,000 and up to $25,000 in value may be 
purchased on the basis of a written competitive quotation from no fewer than two (2) 
suppliers. If the requisitioning department obtains the quotations, all original 

http://www.nipissingu.ca/departments/finance-administration-and-capital-investments-vice-president/Documents/2.2.2012.B%20Approval%20Authority%20Policy.pdf
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documentation must be forwarded to the Purchasing Department with an approved 
purchase requisition prior to the issuance of a purchase order. 

 
iii. Procurement over $25,000 and up to but not including $100,000 

 
Any one item, or an accumulation of items over $25,000 and up to but not including 
$100,000 in value must be purchased through an invitational competitive process whereby 
no fewer than three (3) suppliers are invited to submit a written response to a RFQ or RFP 
issued by the Purchasing Department. 

 
iv. Procurement $100,000 and over 

 
Any one item, or an accumulation of items $100,000 in value or more must be purchased 
through a formal competitive bid process managed by the Purchasing Department. All 
competitive documents must be posted on an electronic tendering system that is readily 
accessible by all Canadian suppliers, such as Bonfire and/or MERX, for a minimum of 15 
calendar days. 
Consideration must be given to extend the response time for suppliers to a minimum of 30 
calendar days for procurement of high complexity, risk and/or dollar value. 

 
3. Procurement of Consulting Services 

 
i. Competition must be obtained for consulting services regardless of value. 

 
ii. Procurement of Consulting Services up to but not including $100,000 

 
All consulting services up to but not including $100,000 in value must be purchased through 
an invitational competitive process whereby no fewer than three (3) suppliers are invited to 
submit a written response to a RFQ or RFP issued by the Purchasing Department. 

 
iii. Procurement of Consulting Services $100,000 and over (please see Appendix B for 

summary of thresholds): 
 

All consulting services $100,000 in value or more must be purchased through a formal 
competitive bid process managed by the Purchasing Department. All competitive 
documents must be posted on an electronic tendering system that is readily accessible by all 
Canadian suppliers, such as Bonfire and/or MERX, for a minimum of 15 calendar days. 
Consideration must be given to extend the response time for suppliers to a minimum of 30 
calendar days for procurement of high complexity, risk and/or dollar value. 

 
4. Exceptions to Competitive Pricing – Sole/Single Sourcing 

 
i. The University will utilize an open competitive process as indicated under section E.2 and 

section E.3 of this policy in order to obtain the greatest value for money. However, in some 
specific situations as described in this Sole/Single Source Section, competitive procurement 
may not be warranted. 
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ii. In the event that the University does not employ a competitive procurement process for 
goods, construction or non-consulting services, formal documentation will need to be 
completed on a Sole/Single Source Certificate. Appropriate approvals must be obtained on 
the certificate prior to procuring the related goods/services. 

 
iii. Exceptions to competitive bidding requirement must not be for the purpose of avoiding 

competition or in order to discriminate against or favour specific suppliers. The University 
requires competitive bidding of all procurement where practical and advantageous, 
however, the Sole/Single Source Certificate sets out when a Sole or Single purchase can be 
made. Other reasons include the following: 

 
a. Where there is an absence of competition for technical, unique expertise, 

legislative or statutory reasons (i.e. Agreement on Internal Trade), 
 

b. Where the supply of goods or services is controlled by a statutory monopoly, and 
 

c. For procurement of real property. 
 

iv. In the event that the University employs a non-competitive procurement of consulting 
services, formal documentation will need to be completed on a Sole/Single Source 
Certificate which must also be signed by the President for services under $1,000,000 and by 
resolution of the Board of Governors (or the Executive Committee of the Board) for services 
$1,000,000 and over. 

 
5. Gifts and Gratuities 

 
i. In serving the interests of the University, no employee shall use his/her authority of office 

for personal benefit. To preserve the image and integrity of the employee and the 
University, business gifts other than items of small intrinsic value should not be accepted. 
Reasonable hospitality is an accepted courtesy of a business relationship. However, the 
frequency and nature of the gifts or hospitality accepted should not be allowed whereby the 
recipient might be or might be deemed by others to have been influenced in making a 
business decision as a consequence of accepting hospitality gifts. 

 
 

Inquiries regarding the interpretation, practices and procedures to be following in administering matters 
relating to this policy should be directed to the Vice-President, Finance and Administration or the 
Director of Finance. 

 
The Vice-President, Finance and Administration, will review this policy within five years to ascertain if 
any amendments are necessary. 
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Appendix A 

Procurement Code of Ethics 

Endorsed by Audit and Finance Committee of the Board, April 8, 2010. 
 

The Nipissing University Procurement Code of Ethics is integral to the University’s Procurement of Goods and 
Services Policy and the University’s practices are guided by this Code of Ethics. 

 
Code of Ethics 

 
Nipissing University aspires to high ethical, legal, environmental, managerial and professional standards in the 
management of the resources entrusted to it. Within this context, the University shall procure goods and services 
in an open, fair and transparent manner and in a competitive environment, so that all transactions yield the 
optimal benefit to the University in these circumstances. 

 
Guidelines 

 
1. Personal Integrity and Professionalism 

 
All individuals involved with purchasing or other supply chain-related activities must act, and must be seen to act, 
with integrity and professionalism. Honesty, care and due diligence must be integral to all supply chain activities 
within Nipissing University and between suppliers and any 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. 

 
2. 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 the University. All participants must 
ensure that University resources are used in a responsible, efficient and effective manner. 

 
3. Compliance and Continuous Improvement 

 
All individuals involved in purchasing or other supply chain-related activities must comply with this Procurement 
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 
procurement practices. 



 

 

Nipissing University 
Procurement Thresholds 

Procurement of Goods, Non-Consulting Services, Construction and Renovations 
 

Total Procurement Value 
(excluding taxes) 

 
Means of Procurement 

 
Process 

Purchase Requisition 
Approval 

 
Commitment Approval 

$0.00 up to $5,000 P-Card or online purchase requisition 
when a supplier will not accept a 
credit card for payment. 

Purchases can be made using a P-
card or completing an online 
requisition.   

University's Approval 
Authority Policy 

University's Signing 
Authority Policy 

$5,001 up to $25,000 Online purchase requisition with 
a minimum of two written 
quotes 

Quotes can be obtained by the 
requisitioning department or the 
Purchasing Department. Purchase order 
required. 

University's Approval 
Authority Policy 

University's Signing 
Authority Policy 

$25,001 up to but not including 
$100,000 

Invitational competitive procurement 
(minimum of three or more suppliers 
are invited to submit a written 
quotation) 

The Purchasing Department shall manage 
the acquisition process through an RFQ or 
RFP. Purchase order required. 

University's Approval 
Authority Policy 

University's Signing 
Authority Policy 

$100,000 or more Open competitive procurement The Purchasing Department shall manage 
the acquisition process through an RFP. 
All postings will be on an electronic 
tendering system (i.e.Bonfire and/or 
MERX). Purchase order required. 

University's Approval 
Authority Policy 

University's Signing 
Authority Policy 
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Nipissing University 

Procurement Thresholds 
Procurement of Consulting Services 

 

Total Procurement Value 
(excluding taxes) 

 
Means of Procurement 

 
Process 

Purchase Requisition 
Approval 

 
Commitment Approval 

$0.00 up to but not including 
$100,000 

Invitational competitive procurement 
(minimum of three or more suppliers 
are invited to submit a written 
quotation) 

The Purchasing Department shall manage 
the acquisition process through an RFQ or 
RFP. Purchase order required. 

University's Approval 
Authority Policy 

University's Signing 
Authority Policy 

$100,000 or more Open competitive procurement The Purchasing Department shall manage 
the acquisition process through an RFP. 
All postings will be on an electronic 
tendering system (i.e. Bonfire and/or 
MERX). Purchase 
order required. 

University's Approval 
Authority Policy 

University's Signing 
Authority Policy 
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