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Purpose:

The purpose of this policy is to establish guidelines for the purchase of goods and
services, for construction projects undertaken by the Town of Carberry, and for the sale
of municipal capital assets. It will ensure compliance with the Manitoba Municipal Act and
other relevant procurement legislation, municipal bylaws, and resolutions.

Definitions:

Bid: A competitive bid received from a supplier in response to a verbal or written Request
for Quotation, a Request for Proposal, or a Formal Tender.

Bid Opportunity: A publicly advertised invitation for suppliers to submit bids for the
provision of goods or services through a Request for Quotations, a Request for
Proposals, or a Formal Tender.

Bonding: Requirement for various types of security such as bid bond, performance bond,
labour and materials bond, or other financial security that may be required as a means of
ensuring the successful bidder executes the contract providing financial security for the
Town.

Evaluation Criteria: Specific and measurable pre-determined matrix created to evaluate
bid submissions.

Goods: Physical items, objects, wares, merchandise, or property for which a demand
exists (e.g. machinery, gravel, office supplies, computer hardware, land).

MERX: An electronic tendering website (http://www.merx.com). The City will advertise on
the MERX website in accordance with the Canadian Free Trade Agreement (CFTA)
Article 504-3(b) and the New West Partnership Trade Agreement (NWPTA) Article 14(c).



http://www.merx.com/
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Bidder Pre-Qualification: The screening of potential bidders on factors such as, but not
limited to, experience, ability, past performance, and financial capability to develop a list
of qualified bidders who will receive the bid solicitation.

Procurement: The acquisition of goods, services, or construction, including rentals and
leases.

Reference Documents: Any specifications, guidelines, policies, drawings, or standards,
or any other documentation that may be appended to or referenced in any Bid
Opportunity.

Services: All types of services, including construction (e.g. consulting, engineering and
design, accounting and auditing, legal, maintenance, operation and repair of buildings,

machines, or equipment).

Sole Source Purchase: A purchase where there is only one vendor capable of providing
an item or service in a feasible manner making it impractical to obtain competitive bids.

Tender Document: all types of competitive bid documents, including a Request for
Quotation, Request for Proposal, or a Formal Tender.

Preamble:

The following principles will guide the procurement practices of the Town and the process
for the sale of municipal capital assets.

e An open, fair, and consistent process for the procurement of all goods, services
and construction projects that will ensure the best value for dollar spent.

e Procurement processes that encourage competitive bidding for the supply of all
goods and services.

e An open, fair, and consistent process for the sale of surplus capital assets that will
ensure the best value for capital assets sold.

e Accountability to the Town for the procurement of goods and services and the
disposal of surplus capital assets.
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Policy:
1. Spending Authority:

The value of the goods and services is the total financial commitment resulting from the
procurement, including any premiums, fees, commissions, interest, duty, freight, and
applicable taxes.

The CAO may, in the ordinary course of administering the affairs of the Town, purchase
or contract for the purchase of goods and services, subject to the following limitations:

(a) Up to $15,000 — Goods and Services with a value of up to $15,000 may be
purchased without estimates or quotes.

(b) More than $15,000 and less than $65,000 — must have three (3) written quotes.

(c) $65,000 and above - the respective trade treaty amounts ($65,000.00 for
goods/services and $200,000.00 for construction) shall go through an Issued
for Tender “IFT” or request for proposal “RFP” process. The Document shall be
posted on MERX as well as the Municipal website.

(d) Foritems “b” and “c” above the expenditure must be approved by resolution of
Council of the Town of Carberry. Expenditures not included within an approved
budget shall require Council approval regardless of value.

(e) In cases where prices are equal or it is difficult to determine the best value or
bid, and the total value of the goods or services is below the threshold levels in
the appliable trade treaties, preference will be given to suppliers located in the
Town of Carberry and Municipality of North Cypress-Langford.

(f) The CAO shall be responsible for establishing purchasing procedures within the
above-noted guidelines.

(g) The CAO has the discretion to purchase good and services pre-approved in the
budget.

The Town is not required to accept a bid if Council decides not to proceed with the
purchase, if all bids are too high, or if none meet the needs of the Town. The Town
retains the right to reject the lowest or any bid.
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Where purchasing a used vehicle, equipment, furniture, or otherwise, attempts will be
made to find comparable items for pricing comparison. Where an appropriate item is
found at one supplier, Council can approve that purchase at their discretion.

2. Tender Administration:

(a) Tenders and RFPs shall be opened publicly; on the date, time and place
advertised.

(c) Tender and RFP submissions received after the advertised deadline, are to be
returned unopened to the originator.

(d) Tenders and RFPs shall be awarded using the Evaluation Process as specified
in the tender or RFP documentation. In all cases where it is difficult to determine
the lowest evaluated bid, preference will be given to suppliers located in the
Town.

(e) With the awarding of the Tender or RFP, the Town shall enter into an Agreement
with the successful bidder, signed by the applicable signing authorities.
Agreements for services exceeding 2 (two) years and for purchases requiring
Council approval in accordance with Section 1(f) shall be adopted by resolution
of Council in accordance with The Municipal Act.

(f) The responsible department will monitor the vendor, or in some cases a Project
Manager will be hired to represent the Town’s interests.

(g) The CAO shall be responsible for establishing procedures for the tender and
RFP process.

3. Award of Contracts

(a) No elected official or employee of the Town shall knowingly cause or permit
anything to be done or communicated to anyone that could cause any potential
bidder to have an unfair advantage or disadvantage in obtaining a contract for the
supply of goods, services, or construction to the Town.

(b) Quotations, proposals, and tenders will be awarded using the evaluation process
(if any) that is specified in the procurement documents. Generally, the Town of
Carberry will award contracts to the bid that provides the best combination of value
to the local taxpayers in terms of combined total cost and quality of the good or
service.
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(c) Bids will be reviewed by a minimum of two Town employees.

(d) The Town of Carberry is not required to accept any bid if the municipality decides
not to proceed with the purchase or project.

(e) When all factors are equal, in terms of price, quality, suitability, service, and
delivery, the Town of Carberry may give preference to a “local” supplier.

(f) The Town of Carberry may enter a contract with the successful bidder. The form
of the contract will be determined by the Town.

4. Financial Limitations of Directors:

(a) No Manager or Foreman has the authority to exceed the net total budget of that
Department without the authorization of the CAO in accordance with Town
spending and purchasing policies. Spending outside of the budget shall require
council resolution.

5. Notice of Intent:

The Town of Carberry intends to participate in one or more procurements conducted by
Canoe Procurement Group of Canada annually. This notice will be confirmed by
resolution of Council and posted on MERX each January. For further information and
access to the Canoe RFP notices, please visit the Canoe Procurement Portal at
https://canoe.bidsandtenders.ca/Module/Tenders/en, www.purchasingconnection.ca or
review the Manitoba designated tendering site at http://www.merx.com For further
information about Canoe, please visit their website at www.canoeprocurement.ca.

6. Exceptions:

(a) There may be certain times where exceptions will need to be made. For example,
if there is an emergency i.e. loss of heat, water supply issues, sewer main break,
etc. that there will be a need to expedite the process so essential services can
be restored. This will be at the discretion of the CAO, and with consultation with
Council as appropriate.

(b) Sole Source Purchaser: The Town of Carberry may procure goods or services
through a sole source purchaser where competitive quotations or tenders would
not provide additional value or where there is only one reasonably available
supplier.

Examples may include:


https://canoe.bidsandtenders.ca/Module/Tenders/en
http://www.purchasingconnection.ca/
http://www.merx.com/
https://can01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.canoeprocurement.ca%2F&data=05%7C02%7CStephanie%40canoeprocurement.ca%7Cbe9b92d62bfd4b3d5c4308dbfb5de95e%7C82b40ccb1811431a969b6fbde1867d74%7C0%7C0%7C638380153007397490%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XUKLVhFAGK4wpkWj8NHV9U8nGlsHfxt0eAuu7oL%2Bpr0%3D&reserved=0
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i. Only one (1) contractor or supplier is available within the community or
service area.
ii. The contractor possesses specialized knowledge of municipal facilities,
systems, or equipment.
iii. Compatibility with existing equipment, infrastructure, software, or systems
is required.
iv. Continuity of service is important to municipal operations.
v. The service provider holds proprietary rights, licenses, or certifications.
vi. The service is of such a specialized nature that only one qualified provider
exists.
vii. Emergency situations where immediate action is required.
All sole source purchases exceeding $5,000 shall be documented with written
justification and approved by the CAO.
All sole source purchases exceeding $15,000 shall require Council approval by
resolution.

7. Standing Service Agreements:

Council may, by resolution, establish Standing Service Agreements with qualified
contractors, consultants, or other professional service providers for specialized or
recurring municipal services including but not limited to:

e Electrical Mechanical, HVAC, plumbing, building maintenance, and other trade
or technical services; and

¢ Professional consulting services, including engineering, architectural,
planning, design, drafting, project management, construction administration,
inspection, surveying, environmental, financial, legal, or other specialized
advisory services.

Standing Service Agreements shall be established through a competitive procurement
process and may be utilized for recurring as-needed, or project-specific assignments
during the term of the agreement.

Where a Standing Service Agreement exists, assignments may be made directly to the
selected contractor without obtaining additional quotations, provided:

1. The agreement was competitively procured in accordance with this Policy;

2. The scope of work falls within the services contemplated by the agreement;

3. Sufficient budget authority exists;

4. The amount of an individual assignment does not exceed the respective trade
treaty amounts ($65,000.00 for goods/services and $200,000.00 for construction);
and

5. The term of the agreement does not exceed three (3) years without re-tendering
or Council approval.



Tendering and Procurement
Page 7 of 7

8. Process for Selling Surplus Assets:

Surplus/obsolete vehicles, furniture, and equipment will be disposed of in the following
manner:
e competitive bid process through a Request for Quotations, or
e public auction, or
e trade-in on a new or replacement capital asset, or
e Council resolution in cases where the estimated value is less than or equal to
$5,000

Invitations to bid on capital assets offered for sale by the Town of Carberry will be:
e posted on the Town of Carberry’s website for at least 14 days before the
closing date of the invitation to bid.
e Posted on the Town’s social media channels
e May be posted in area classifieds if applicable

Surplus assets traded in on new or replacement assets will not be advertised for public
sale.

Non-capital items (e.g. chairs, tables, office equipment) valued at under $1,000 can be
disposed of via donation, auction, or sale as authorized by the CAO or designate.

All sales of assets shall be conducted on an “as-is” basis, with no warranties or
guarantees provided by the Town.

Contracts for the sale of a surplus asset to a bidder shall be awarded using the evaluation
process that is specified in the invitation to bid. The Town of Carberry is not required to
accept a bid if Council decides not to proceed with the sale (e.g. if all bids are too low).
The highest or any bid will not necessarily be accepted.

The CAO may award surplus assets without competition or auction to any party in limited
circumstances, as determined and approved by Council.

Payment in full must be received by the Town within 30 days from the date of notification
of successful bid acceptance. Failure to complete payment within the specific timeframe
may result in the sale being awarded to the next highest responsive bidder.

Adopted by Resolution of Council #15-25 at Carberry, Manitoba, this 14t day of
January, 2025.

REVISION - Adopted by Resolution of Council #241-26 at Carberry, Manitoba, this
08 day of September, 2026.



