COMPETITIVE PROCUREMENT DATABASE STEPS

General Notes:

= If you plan to use the PO as the Agreement, please see the Database Steps “PO as the Agreement — Competitive”.
= Determine whether the procurement process will be open competitive or invitational competitive. This is determined by estimated dollar
value (including contingency but not taxes) of the purchase:

A. When the estimated value of the goods/services is $0 - $9,999

o Invitational Competitive Procurement using informal documents (i.e. used for low dollar, low risk products/services);

0 Vendors can be contacted via phone or e-mail. For certain types of good/services web searches may also be used for price
comparison;

0 TRCA formal solicitation templates do not have to be used (i.e. RFQ/RFP/RFT);

o0 Written details of all quotes received must be recorded;

B. When the estimated value of the goods/services is $10,000 to $99,999
o Invitational Competitive Procurement;
A minimum of 3 vendors must be invited;
TRCA formal solicitation templates must be used (i.e. RFQ/RFP/RFT);
Vendors can be e-mailed solicitations or solicitations can also be posted via Biddingo if a larger pool of vendors is preferable.
Written details of all the quotes received must be recorded;

0O o0ooo

C. When the estimated value of goods/services is >$100,000

0 Open Competitive Procurement must be conducted;
0 Bids must be posted via Biddingo;
0 TRCA formal solicitation templates must be used (i.e. RFP/RFT);

Below is a broad overview of database steps for creating a competitive procurement process where the PO is the agreement. These steps are
further detailed in this document.

= STEP 1 - CREATING THE REQUISITION ORDER (RO)

= STEP 2 - RO PROCUREMENT PROCESS

= STEP 3 - CREATING THE PROCUREMENT PROCESS
o 3.1 Document Tab

3.2 Evaluation Tab

3.3 Procurement Report Tab

3.4 Agreement Review Tab

3.5 Agreement Signature

O 0 0O
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1. CREATING THE REQUISITION ORDER (RO)

COMPETITIVE PROCUREMENT DATABASE STEPS

= Navigate to the Procurement and Agreement Database on Lotus Notes;
= Select “Create New” then select “ Create New RO (Per 2019 Policy)”;
= Alternatively, you can select “ROs by Author” and then select the “Create New RO (per 2019 Policy)”.

© About db
Procurement & Agreement

= Requisition Orders

-{R0Os By Author
------ S0 ve ROs

-By Next Approver/Reviewer
-R{e-Rr=tia

------ By Recommended Vendor
------ By Division
...... Revenue By Customer

——

@ Create New
Search in View 'All By Auth¢

@ About db

Procurement & Agreement

= Requisition Orders

Search for I

Author |Status |Method

¥ Binu Saradakutty

b Blair Newby

b Brad Clubine

¥ Breanna Hallihan

b Brian Bertrand

b Brian Graham

b Brian Moyle

b Bronwen Fitzsimons
b Caitlin Harrigan

b Caitlin Rochon

¥ Caitlyn Bondy

b Calvin Hitch

¥ Cameron Richardson
b Cameron Sanderson

By Next Approver/Reviewer
--ROs By Status
--ROs By Author
Comprehensive ROs

= All Procurements
- By Next Approver/Reviewer
By Status
- By Author
By Type
--Bv Goods & Service

Search for I

e

Author |Status |Type |Crealed

RO Num

/2272017
1211272017
01/06/2018
01/09/2018
01/16/2018
01/16/2018
01/18/2018
02/02/2018

ANAE N0

1000673
1000689
1000702
1000704
1000710
1000710
1000712
1000724

4ANNTIT
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COMPETITIVE PROCUREMENT DATABASE STEPS

2. RO - PROCUREMENT PROCESS
= “RO Type” select “Procurement Process”; fill in non-populated fields;
=  “Non- Application” select “No”;
=  “Attachments” are not mandatory, do not attach invoices or quotes here;
=  “Procurement Method” select “Competitive”;
=  “Procurement Criteria”
0 Select “Lowest Price” if selecting a vendor solely based on price (RTQ/RFT);
o0 Select “Highest Ranked” if vendor selection will involve criteria other than just price (RFP);
=  “Save” and “Submit for Approval”;
= Upon approval proceed to Step 3.

&5 Create New RO (Per 2019 Policy)

D) Save & Submit For Approvals [ Change RO

_Procurement & Agreement | Search in View 'ROz All By Authar’
= Requisition Ordars RO Type E
By Newt Agprover Reviewer =
ROz By Status Salectthe Typs: [Il
ROs By Author e Jeman
Comprehensive ROs Cancel it Ry
— joner- Froject Rame: T Fxtimated Value: L m
= All Procurements ke 2 s .
BTy r——— L vern Profile: AuthorzedBuyen TestiD Frafila Limit: 1000
By Status e Profile Division:  Tost Drasion 1 Respansible Division: ~ Test Diasion 1,/
By Author mimine Hon Application: B &)
By Type L My g - Nt 7 =
By Goods & Servce SE— - i yoe: = Frocurement Method: =/
ﬁ" Emm"‘“‘“"“’"‘“' 02222018 10007404 $2.500-$9.999.99  Programmine Procurement Criteria: *_ u
e By Cust Q0 10007429 510,000 - 52495399 Penable Ton Type of Goods andior ~ =
By Year [i:r:auxl] VOGO 100074 500,000 - $199,559 99 Solid Waste Servicns: : ;
Vierwdor of Riecond Q32018 10007544 S100,000-$199.999.99  Claaning Su Lo Author: am
_ 03NXZ018 10007500 Less Than 52500  Lifeguard Tra Account Allocation
& View Templates D4izdr2018 10007571 S200.000 - 43955959 Mechanical @add D Remove Selected @ Edit Selected =) New Entity Request
OSE2018 10008171 Lass Than 52500 TEST
- Rs guests | QLFHZ0M8 10008313 510,000 - 524 559 99 Test
052472018 10008243 525005955999 Test
_ 061372018 10008454 Less Than S2.500  Procuremen
Laiboibs il LU s Tamtative Stan Daio: | ] Tantative End Date: 7
Hachments: 1
30 Histery. ]
Date (MMDDIVYYY) Operator Activity
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COMPETITIVE PROCUREMENT DATABASE STEPS

3. CREATE PROCUREMENT PROCESS

= Select “Create Procurement Process”;
= The fields in the red box contain the information filled out in Step 2;

= Proceed to Step 3.1

{ @ Create Procurement Process @' Comprehensive RO E") Send FYI Change RO Type Change Profile @ Cancel

Project Name:

Estimated Value:

Profile:

Profile Limit:

Profile Division:

Responsible Division: ~

Non-Application: T Yes @ No
Doc Type: Procurement Method: Competitive

Procurement Criteria:
Type of Goods andfor
Services:

Co Author:

Account Allocation
Tentative Start Date: Tentative End Date:
Attachments:
Route Info T
Submitted By: Submitted Date:
Next Approver: Previous Approver:
RO History T
Date (MM/DD/YYYY) Operator Activity

Add New RO Comment
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COMPETITIVE PROCUREMENT DATABASE STEPS

o 3.1 Documents Tab

=

Gsaeas @openRO @POs @ Spell Check Change Profle #Admin €3 Cancel Request for Quotation

Req Order #
Status:
Per 201!
Procureme
Ducumenlsl greement Rewewl Evalualmnl Procurement Repunl greement Signature | Ri | Revlswl
Qocument ]

Open Document Templates

Documents Requiredq{&)ves © Mo

RFP/RFQ Review: o=

Co Author: "=
Working Copy: "J 1]
ﬂ RFP/RFQ to vendor date Issue Addendum(s) (If required)
Add Addendum Date
ﬂ Proposals/Quotations must arrive at TRCA by ﬂ Informal opening of Proposals/Quotations
12:00 pm Opening Committee
ﬂ Formal opening of fee Proposals/Quotations ﬂ Vendor Selection Committes Meeting
with Formal Opening Committee (discuss and evaluate Proposals/Quotations)
ﬂ Circulate Proposals/Quotations to review
committee
CEO/Executive/Authority Approval ﬂ Award of goods/senices to selected vendor

Select Approval Date

Submit Working Copy Documents for Review |

‘Operator Activity

Documents History
Date (MM/DD/YYYY)

3.1.1 “Documents Required” select “Yes” if using a TRCA formal
document template to solicit bids;

= “Open Document Templates” select the appropriate template;

= Templates get updated from time to time and it is good practice to
review a template that is going to be copied/pasted from a previous
procurement to ensure it is the most recent template;

=  “Working Copy” is the template selected above, amend the
highlighted text as required for the goods/services;

= “RFP/RFQ Review” select the person you would like to peer review
the Working Copy. This does not have to be an Authorized Buyer;

= “Co-Author” must be an Authorized Buyer. It is not mandatory to
select one;

=  Lower Bottom Fields “16s”, only fill out fields if a formal opening is
required.

= A formal opening is not required for goods/services under $100,000,
unless the documents were posted on Biddingo);

=  “Formal Opening”

= If the estimated value of the contract (including contingency and
excluding taxes) is equal to or greater than $100,000 one
representative from the procurement team must be present in
addition to the project lead;

= If the estimated value of the contract is less than $100,000 then the
project lead and one other witness needs to be present at the
opening. (Note: The witness can be someone other than a
procurement staff member.); or

» If the estimated value of the contract is less than $100,000 but the
documents were posted publicly on Biddingo.com one representative
from the procurement team must be present in addition to the project
lead.

= “Submit Working Copy for Review”;

=  Once reviewed, PDF the template and distribute it to Vendors, see
General Notes Page 1 to determine which solicitation method to use
(i.e. Informal, Invitational or Open).

=  Upon receipt of bids proceed to step 3.2
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COMPETITIVE PROCUREMENT DATABASE STEPS

@Sava as @Opﬁn RO @Spﬁ\l Check E:")Sand FYl hange Profile QAdmin QCanGﬁI Request for Quotatiol

AuthorizedBuyer1 TestlD
011472019

Open Document Templates

Documents Required: © Ye! No:

Co Author: "=

Add New Document Comment

Documents History o —
Date (MM/DDIYYYY) Operator Activity

01/14/2019 09:59:39 AM AuthorizedBuyer! TestlD Working Copy Documents Submitted for Review Committee

01/14/2019 10:00:25 AM AuthorizedBuyer2 TestlD Working Copy Reviewed

3.1.2 “Documents Required” select “No” when the

estimated value is under $10,000 and you are not using a

formal template to solicit bids (i.e. obtaining quotes

informally via an email or phone.

= “Open Document Template” not required, do not
select a template;

=  “Documents Required” select “No”

= A*“Co-Author” is not required;

= A minimum of 3 quotes should be obtained;

= Upon receipt of vendor responses proceed to Step
3.2
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COMPETITIVE PROCUREMENT DATABASE STEPS

o 3.2 Evaluation Tab

4 Home 22 Workspace

B Edit @ Open RO SNPOs

Req Order # 10020859
Status: Review Complete

Evaluation

Open EvaluationTemplates

Procu
Documents | Agreement Rewe Procurement Report | Agreement Signature | Revisions | Rewewl

% Procurement & Agreement Management & Procurement/Agreement

@")Send FYl @C\oss Window

AutherizedBuyer1 TestlD
04/04/2019

Working Evaluation:

B

catestid.id

Submitted Proposals /
Quotations
(Laserfiche):

Bpgiime

catestid.id catestid.id catestid.id

Opening Location:

‘Opening Date:

Opening Committee:

If you selected “Documents Required” “Yes”:

“Submitted Proposals/Quotations” attach bids

received,

= “Opening location, date, and committee” fill in
fields if there is a formal opening;

» “Working Evaluation” attach evaluation.
Note: the working evaluation should be in
spreadsheet form, examples can be found in
past procurements on the database;

= Once a Vendor selected proceed to Step 3.3

If you selected “Documents Required” “No”:

» “Submitted Proposals/Quotations” attach
documents (i.e. PDF e-mail or phone quotes);

=  “Working Evaluation” attach evaluation.
Note: the working evaluation should be in
spreadsheet form, examples can be found in
past procurements on the database;

= Fillin “Opening location, Date, and
Committee” fields if there is a formal opening;

= Upon vendor selection proceed to the
Procurement Report Tab.
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COMPETITIVE PROCUREMENT DATABASE STEPS

0 3.3 Procurement Report Tab

er Icy
ament Process

-
LJ L
Documents | Agreement Review | Evaluatiorf Pracurement Report Jhgreement Signature | Revisions | Review |
Procurement Report B

Procurement Criteria: Lowest Bid Total Agreement Cost
{excluding applicable

taxes)

Contingency Cost:

@& Percent ¢ Value
"0, %
$0.00

Bidder Selection: Total Project Budget:

Product/Service Being ~
Purchase:
(Brief Description)

Source of Funds:

After The Fact: ™ Yes

What is Needed and
Why:

Discussion of
Alternatives
Considered:

Vendors —e—
Add New Vendor Total number of Vendors who received Procurement Document: 73,
HARHHKKKK *
YYYYYYY # o 4,500
Ezzzzzzzz 2 5.000
Calculate Procurment Report Workflow 2019 |
Submit Procurement Report for Approval |
Open Award Letters
Vendor |
Spell Check | Cancel Vendor | Save & Close | I

Vandor:

=Select Vendors  YYY¥WWY

Responded: &= Yes C No Value:

Disqualified:  Yes & No

54 500 00

Recommended; = Yea © Mo

Why Best Value: troovkdsvhjkdagfreiongf

P e O

Measure We Got
Full Value By:

Communts:

siyfewdfunewdeit]]

Fill in all fields;

Select “ After the Fact” only if the good/service was
purchased in an emergency situation. The definition of an
Emergency can be located in the definition section, page 9,
of the Procurement Policy;

“Total Agreement Cost” is the successful Vendor’s
Agreement Cost excluding, contingency, provisional items
and taxes;

“Contingency Value” enter only if required for the project,
the standard contingency is 10%;

“What is Needed and Why” describe what is being
purchased and why it is required.

(Examples can be found in past procurements on the
procurement database);

“Discussion of Alternatives Considered”

Describe what would happen if the good/service was not
purchased and the effect would it have on TRCA,
Stakeholders, environment, etc. Does TRCA have the
resources to provide the services in house? (Examples can
be found in past procurements on the procurement
database);

“Total Number of Vendors who received Procurement
Document” enter the total number of vendors that received
the bid documents even those who did not submit a
response;

Click “Add New Vendor” fill in details for all vendors, even
those that did not respond;

“Submit Procurement Report for Approval”

Upon approval proceed to the Agreement Review Tab.
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COMPETITIVE PROCUREMENT DATABASE STEPS

0 3.4 Agreement Review Tab

@Eedt PopenRO EPOs & Send FYl @ Close Window

Req Order # AuthorizedBuyer1 TestlD
Status: 04/0472019

9 AgreememRewewl
Agreement ReWag

Dacumeant:
Open Database Agreement Templates

valuation | Procurement Repnnl Agresment Signature | Rewslnnsl Rewew|

Purchase Order Terms & Conditions is the Agreement: [l YESGND
Approval Required by:04/12/2019 Agreement to be
Completed by:
Working Copy: D
catestid id
Was a Database Agreement Template used?: Yes € No
Has the Database Agreement Template been Altered?: © Yes & No

Add New Agreement Comment

Agreement Review History B

Date (MM/DD/YYYY) ‘Operator Activity

Purchase Order & Conditions is the Agreement” if you are
using the PO as the Agreement please see the Database
steps for PO as Agreement Competitive.

“Working Copy” attach the form of Agreement that was
released with the procurement documents;

Insert the successful Vendor’s specifics into the agreement
(i.e. Vendor name, address, etc);

Edit highlighted text In the Agreement to suit the
requirements/specifications of the project;

“Database Agreement Template Used”

(¢]
(¢]

(0]

(0]

Select “Yes” if using a TRCA Agreement Template;
Select “No” if you are using a non-TRCA agreement
(i.e. the Vendor's Agreement);

Staff are encouraged to use TRCA Agreement
Templates;

Should a Vendor want to use their Agreement it will
have to be vetted by TRCA legal services before it is
signed.

“Has the Database Agreement Template been Altered”

0

0

Select “No” if no changes were made to the
Agreement;

Select " Yes” if changes were made either to the
Terms and Conditions and/or other text in the
Agreement. If this is the case the agreement will have
to be vetted by TRCA legal services before it is
signed by the vendor and TRCA;

Submit the Agreement for peer review;

Once reviewed e-mail the Agreement to the Vendor for
signature along with TRCA'’s Certificate of Insurance (COI) if
required;

When the Vendor signed agreement is received proceed to
the Agreement Signature Tab.
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COMPETITIVE PROCUREMENT DATABASE STEPS

3.5 Agreement Signature Tab

@Edt @OopenRO &POs & Send FYl @ Close Window

Procure
Documents | Agreement Rewew' Evaluatlon' Procurement Repol ‘) Revisions | Rewew'
Agreement Signature

Has the previously approved Working Copy Agreement been Altered since the Agreement Review/Approval?: © Yes No

Actual Start Date: Actual End Date:
Agreement Executed
Copy:
catestid.id
—
Agreement Value : Contingency Value:
(excluding applicable
taxes)
Total Value: Vendor:
Include Contingency
ertificate ol erlicale Of nsurance Mol mequired Insurance Expiry Date:
Insurance:
Attach Certificate of
Insurance:
Account Allocation:
Manager or Director Signature Required (standard template used, 1 yr or Less, within spanding limits)

Active Agreement
Add New Agreement Comment

Agreement Signature History ]

Date (MM/DD/YYYY) Operator Activity

“Has the Previous Working Copy Agreement
been Altered” select “Yes” if the Vendor has
suggested changes to the Agreement. The
Vendor changes will have to be vetted by TRCA
legal services before the Agreement can be
signed;

“Has the Previous Working Copy Agreement
been Altered” select “No” if the Vendor did not
suggest any changes to the Agreement;

Enter the Actual Start and End Dates;

Fields located in the red boxes are auto
populated from the RO;

“Executed Agreement Copy” attach vendor
signed Agreement;

“Attach Certificate of Insurance” attach COI
received, fill in “Insurance Expiry Date”;
Submit the Agreement for TRCA signature;
When the Agreement is signed by both parties,
select “Active Agreement” and send a copy of
the fully executed copy to the vendor for their
records;

Select “Open POs” and open a purchase order.
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COMPETITIVE PROCUREMENT DATABASE STEPS

When the PO is signed by both parties and attached navigate to the procurement process select “ Edit” then “ Save As” “Current Status (Active
Agreement)”;

@Edit @0penRO $&P0s & SendFYl @ Close Window (& Change Profile #2Admin

Req Order #. 10009666
Status: Active Agreement

i Procurement/Agreement - 1BM Notes
File Edit View Create Actions Tedt Tools Window Help

Anita Geler
2018-11-08

QLurrent Status (Active Agreement]

B E R

r) Inta | Checidst | Documents | Agr eview | Evatuabon |

L_n.!l Project Name: "ake 51 George Chistmas Events

= Name: Cater ging Senacas

Schedule B ltem: ~ Yes & No

| Type: Request for Quotation ;= I

' Type of Goods andior * Eyerts (Suppot Sennces) = I
8

Sarvices:
ﬁ Procurement Method: ~ Compeliive s Estimated Value of | aes Than $10,000 4,

£
@ vormtve swom (0181203 w] Tentative End Date: | 20161215 =

0 Profile: Joanne Jeflery Go Author: ; uaqmm&mmm Joanne
Sufery =

a Profile Division: ‘Education and Oureach Divisson Division: Outrench Dision =

POMumber  Profile Submitted By Status Created | AgreementValue Contingenc
W-E.LJ.00638 __ Joanne Jefley Joanne Jeflery Agproved 20181211 $5375.00 !

LI O Type here to search
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