
Procurement Business Services - Quick Reference Guide





Purchase Methods


The business is responsible for determining their purchase needs and securing funding


Approved CA required for:


All capital purchases except listed in PUR 46 1.a


Unbudgeted operating expenses >$500,000 (PUR 46 1.b.)


Budgeted new product or new business initiatives >$1,000,000 (PUR 46 1.c.)


Contra and Barter agreements >$50,000 (PUR 46 1.d.)


Non-standard and non-recurring IT support projects regardless of value (PUR 46 1.e.)


Ensure scoping CA prepared if expenditures expected to exceed $50,000





Alternate Purchase Method


Procurement card ("P-Card") - Purchase of goods/services <$5,000 should use the P-Card

















PUR/GEN/LEG – Policies which govern purchases at Rogers. These are available on the � HYPERLINK "http://www.theburbs.com/epolicy" ��BURBS�.





�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur46.html"��PUR 46 Commitment Authorization�


�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur45.html"��PUR 45 Purchase And Commitment Guidelines�


�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur5.html"��PUR 5 Procurement Card Program�





























�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur46.html"��PUR 46 Commitment Authorization�


�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur45.html"��PUR 45 Purchase And Commitment Guidelines�


�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur5.html"��PUR 5 Procurement Card Program�








Limited Procurement Involvement


Purchases <$25,000 require one supplier quote 


Purchases between $25,000 and $1,000,000 require two quotes to show that a competitive exercise has occurred 


Contract is always required if �HYPERLINK "http://www.theburbs.com/legal/IntellectualProperty.asp"��confidential information�, � HYPERLINK "http://www.theburbs.com/legal/IntellectualProperty.asp" ��intellectual property� and other legal considerations are involved





Procurement Involvement 


Purchase of goods/services >$1,000,000 requires RFP to be sent to at least three suppliers


New expenditures >$1,000,000 and contract renewals with estimated spend >$1,000,000 must follow RFP process. Exceptions must be approved by VP, Procurement. 


To initiate process (e.g. RFP and/or Purchasing Contract), Procurement requires confirmation of expected funding, (CA draft or approved, purchase requisition, and/or e-mail from relevant Director of Finance confirming proposed expenditure is budgeted)








�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur1.html"��PUR 1 Policy for the Purchase of Goods and Services�








Selection 


Multidisciplinary team -Where multidisciplinary team involved, Procurement will chair supplier selection process and ensure evaluation grid used to support the selection 


Supplier responses are evaluated against decision criteria


Deviation - If multidisciplinary team has different selection from one recommended , explanatory note must be attached to evaluation criteria justifying the decision





Negotiation


Procurement in partnership with the business will negotiate with suppliers to secure the lowest total cost of acquisition, best service, etc.


Legal is involved in contracts >$1,000,000





Renewals and Extensions


Contract may not be renewed for more than two terms and in total, for not more than six (6) years. 


Contract extensions are not to exceed 60 days and are limited to 2 successive extension periods.





�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur1.html"��PUR 1 Policy for the Purchase of Goods and Services�








Term Sheets 


Term Sheets are required for all Purchasing Contracts. No Purchasing Contract can be executed until Term Sheet fully signed. All term sheets >$500,000 must be approved by VP, Procurement. 


Term Sheet is an internal approval document and must not be distributed to suppliers or external parties


Business, Finance, Procurement and Legal (if required) must sign the Term Sheet





Contracts 


Purchasing Contracts must be signed by VP, Procurement and one other authorized signing officers, after management approval obtained on the term sheet and supplier has signed and executed contract


An original copy of the signed Contract will be sent to the supplier


Executed contract will be added to Oracle Contracts database and the original filed for reference


Contracts needs to be fully executed before requisition may be entered





�HYPERLINK "http://www.theburbs.com/epolicy/leg/leg10.html"��LEG 10 Officers and Signing Authority�


�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur45.html"��PUR 45 Purchase And Commitment Guidelines�


�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur45-1.html"��PUR 45.1 Commitment Auth� ORIZATIONS





Purchase Orders


Requisition must be created by Business in order for PO to be generated by Procurement


Purchase Order may be required even if there is a contract or written agreement with supplier (Refer to � HYPERLINK "http://www.theburbs.com/epolicy/pur/pur1.html" \l "appa#appa" �Appendix A� for a list of expenses that do not require a purchase order.)


All expenditures must be authorized by a requisition and purchase order before delivery of the goods or performance of the service 





Receiving in Oracle 


“Receiving” registers delivery of goods or services and authorizes payment, if:


All goods/services must be received against PO in Oracle by an authorized person 


All goods/services must be received in Oracle when they are physically received





Payment 


Payment will be made to supplier after receiving is completed and invoice referencing the PO is received





 





�HYPERLINK "http://www.theburbs.com/epolicy/gen/gen9.html"��GEN 9 Expense Reimbursements�


�HYPERLINK "http://www.theburbs.com/epolicy/pur/pur45.html"��PUR 45 Purchase And Commitment Guidelines�








Business Needs





RFP and Quotations





Supplier Selection and Negotiation





Contract Administration





Purchase Order, Receiving & Payment











