PO as AGREEMENT - COMPETITIVE PROCESS

General Notes:

POs as Agreements should be used for the purchase of goods/services that are of low risk/low complexity and are under $10,000.00.
Please contact Procurement if you are plan on using the PO as the Agreement for higher value purchases.

If purchasing the same type of goods/services throughout the year a PO should be created for the full year, it is more efficient and
reduces staff time as well as effort on the bidders’ part.

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
3.1 Agreement Review Tab

3.2 Documents Tab

3.3 Evaluation Tab

3.4 Procurement Report Tab

3.5 Agreement Signature
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PO as AGREEMENT - COMPETITIVE PROCESS

1. CREATING A REQUISTION ORDER (RO)

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

€3 Create New RO (Per 2018 Policy)
* : ¥
9 Ab'out db c Create New Procurement & Agreement Search in View "ROs All By Author'
Procurement & Agreement Search in View 'All By Authe = Requisition Orders Searchior |
By MNext Approver/eviewer =
_ ROs By Status  [Author [Status Type  Created RO Nurr
g ho I ROs By Autho: 1222017 1000673
1 0] earc I Comprehensive ROs 1ZH2/2017 1000639
= Reql'"s'tlon orders _ 010672018 1000702
= All Procurements 01/09/2018 1000704
Author |Status |M-Eﬂ1{)d By Next Approver/Reviewer 01162018 1000710
By Status 01162018 1000710
b Binu Saradakuny By Auther 01182018 1000712
c By Type 02022018 1000724
] Blal[ Nﬁwb}f Bv Goods & Service ARG IMAD  anAnTIT

b Brad Clubine

¥ Breanna Hallihan

b Brian Bertrand

b Brian Graham

b Brian Moyle

b Bronwen Fitzsimons
b Caitlin Harrigan

b Caitlin Rochon

b Caitlyn Bondy

b Calvin Hitch

¥ Cameron Richardson
b Cameron Sanderson
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PO as AGREEMENT - COMPETITIVE PROCESS

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 (RFQ/RFT).
0 Select “Highest Ranked” if vendor selection involves criteria other than just price (RFP);
=  “Save” and “Submit for Approval”;
= Upon approval proceed to Step 3.

:‘) Create New RO (Fer 2019 Policy)

‘ @Save ) Submit For Approval= Change RO Type Change Profile QCano&I 3{e]

Procurement & Agreement Search in View 'ROs All By Author®
= Requisition Orders RO Type | ReqOrder#: TBA
By Next Approver/Reviewer
ROs tus Sel EELm [Liwzfi
ROs ‘of
Comprenensive ROs Ro
= All Procurements
By Next Approver/Revewer Project Name: s Estimated Value: "=
Status
:melnr Profile: Profile Limit:
By Type ———— - - —
8y s & Service S— . — Profile Division: Responsible Division: o
By gccurrlwndr:d\ﬂum 02018 10007404 $2.500 - $0,999 99 Non-Application: T Yes ‘- Mo ’
iSion
:"M"m By Cust 0226018 10007429 10,000 - 52495999 | Dgg Type: - Procurement Method: © =)
By Year (created) 03062018 10007434 5100000 - $199.999.99 B, T
Viendor of Recard 031272018 10007544 5100.000 - $159,959.99 rocurement Lrilena: = g
_ 03/1972018 10007600 Less Than S2500 | Type of Gaods andlor T
@ View Templates 0472472018 10007571 200,000 - H%9.939.93 | Services: B
YW lamplaies
05162018 10008171 Less Than 52,500 Co Author: T
% Raguests D528 10008212 $10,000 - $24,999.99 ~
mequests 0572472018 10008249 52,500 - §9,939 99 Account Allocation
_ 06M3/2018 10008454 Less Than §2,500 @ Add ©Remove Selected (® Edit Selected 2 New Entity Request
0EMIZ018 10008456 $100,000 - §199,9%9.99
Tentative Start Date: ﬂ Tentative End Date: ﬂ

" T
Attachments: J@

R0 History B

Date (MM/DD/YYYY) Qperator Activity
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PO as AGREEMENT - COMPETITIVE PROCESS

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

"é,\. Create Procurement Process @' Comprehensive RO E") Send FYI ange RO Type ange Profile @ Cancel

AuthorizedBuyer1
TestlD
04/04/2019

Project Name: Estimated Value:
Profile: Profile Limit:

Profile Division: Responsible Division:
Non-Application:  Yes & No

Doc Type: - o Procurement Method:

Procurement Criteria:

Type of Goods and/or - -

Services:
Co Author:

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

! | |
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PO as AGREEMENT - COMPETITIVE PROCESS

0 3.1 Agreement Review Tab

@Edit @ClpanHC: {:';‘P::ls @‘)Send FYl @C\osandow ChangaProﬂIe OAdmm QCanc:a\ Request for|

AuthorizedBuyer1 TestlD
04/0472019

valuation | Procurement Repurll greement Signature | Ri | Rewew|

| Agreement Rewewl
Agreement ReWayy

Dacuments
Open Database Agreement Templates

P
Purchase Order Terms & Conditions is the Agreement: @Yes No
Approval Required by - Agreement to be
Completed by:
Working Copy:
Was a Database Agreement Template used?: Yes € No
Has the Database Agreement Template been Altered?: @ Yes No &~

dd New Agreement Comment

Agreement Review History T
Date (MM/DD/YYYY) Operator Activity

“Open Database Agreement Templates” is not
required as the PO will be the Agreement;

“Purchase Order & Conditions is the Agreement”
select “Yes”, the fields in the red box will no longer be
visible.

Proceed to step the Documents Ta
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PO as AGREEMENT - COMPETITIVE PROCESS

o 3.2 Documents Tab

D Spall Chack [} Change Profie #3 Admin 3 Cancel Radquest lor Cuctition

AuhorizedBuyer TesiD
[T

n £33 Canoel Flequest for CQuotatio-

AustharcizedBiuyert TeaD
U401

N
Documants Required: — voi(e o J

Co Author:

Docusmnents Histony S IIIII—
Drate (MMTOAYYY) Oparator Activity

DUI42019 095935 AM PanhorizecdBuyer! TesiD Winking Copy Docurents Submitted for Review Cometin
U019 10:00:25 AN AunhorizecBuyer? Testi Wadking Cogy Reviewed

3.2.1 “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, 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);
“Submit Working Copy for Review”;

Once reviewed, PDF the template and distribute it to vendors;
Purchases less than $10,000 are not required to be posted on
Biddingo. However, you can invite bidders to participate via
Biddingo in order to reach more vendors.

Upon receipt of bids proceed to step 3.3

3.2.2 “Documents Required” select “No” when not using a template to
solicit bids i.e. obtaining quotes informally via an email message or
phone call.

“Open Document Template” not required,;

“Co-Author” not required;

A minimum of 3 quotes should be obtained;

Upon receipt of Vendor responses proceed to the Evaluation
Tab.

Page 6 of 10




o 3.3 Evaluation Tab

PO as AGREEMENT - COMPETITIVE PROCESS

ﬁ Home EE Workspace 2 Procurement & Agreement Management }E Procurement/Agreement

Req Order #: 10020859
Status: Review Complete

Documents I Agreement Rewe

Evaluation

Open EvaluationTemplates

Proc

Procurement Report I Agreement Signature | Revisions | Reviewl

@Edt @O0penRO &POs & Send FYl @ Close Window [T Change Profile #@Admin €3 Cancel Request for

AutherizedBuyer1 TestlD
04/04/2019

Working Evaluation: D

catestid.id

Submitted Proposals |
Quotations
(Laserfiche):

catestid.id catestid.id catestid.id

Opening Location:

Opening Date:

Opening Committee:

3.3.1 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 the form of
a spreadsheet, examples can be found in past
procurements on the database;

= Once is a Vendor selected proceed to Step 3.4

3.3.2 If you selected “Documents Required” “No”:

=  “Submitted Proposals/Quotations” attach
documents (i.e. PDF of 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;

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

= Upon Vendor selection proceed to the Procurement
Report Tab.
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0 3.4 Procurement Report

er

PO as AGREEMENT - COMPETITIVE PROCESS

Tab

=7

Procurement Process
Documents | Agreement Review | Evaluationl| Procurement Report | Jagreement Signature | Revisions | Review |
E———— ]

Procurement Report

Procurement Criteria:

Total Agreement Cost: *
(excluding applicable
taxes)

Contingency Cost: & Percent {© Value
"0, %
$0.00

Bidder Selection: Total Project Budget: 5 )
Product/Service Being " soo0oo00,
Purchase:
(Brief Description)
Source of Funds: T OOCOO00ONK 1
After The Fact: I~ Yes
What is Needed and 3000000000,
Why:
Discussion of T OO
Alternatives
Considered:
Vendors E———— ]|
Add New Vendor Total number of Vendors who received Procurement Document: r3J
HOROOOK 5
YYYyyvy 2 % 4,500
[zzzzz22z # 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 _ YYYY
1 Responded: &= Yes C No Value: 54 500 00
Disqualified:  Yes & No
] Recommended; = Yes & Mo
B  Why Best Value: ' bookdsvhjkdagireiongf

Measure We Got
s Full Value By:

" siyfevdfunewdeit]]
Comments: .

Fill in all fields;

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

“Agreement Value” is the successful Vendor’s
Agreement value 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.

(Past procurements are a good source for examples);
“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 were contacted even if a response was
not received from them;

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

“Submit Procurement Report for Approval”

Upon approval proceed the Agreement Signature Tab.
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PO as AGREEMENT - COMPETITIVE PROCESS

o 3.5 Agreement Signature Tab

@ Edit &0pen RO (BPOs

@"JSend FYl @CloseWmdow @Changa Profile QAdminv
Procuremer

Agreement Signature)} Revisions | Rewewl

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

Documents | Agreement stawl Evaluation | Procurement Report

Agreement Signature

Actual Start Date: Actual End Date:
Agreement Executed
Copy:
Latestid.id

Agreement Value : Contingency Value:  50.00
(excluding applicable
taxes)
Total Value: Vendor: YYYYYYY
In:\ndecun(mgen:v

ertificate of 17" Certificate of Insurance Not Required Insurance Expiry Date:

Insurance:

Attach Certificate of
Insurance:

Account Allocation:

Active Agreement

Add New Agreement Comment

Agreement Signature History B

Date (MN/DD/YYYY) Operator Activity
(
(

Select “POs” tab to create a regular PO, upon PO
approval print the “PO From (As Contract)” and e-mail it

to the Vendor for signature

B Sand FY Ch a

os, 101

Rty O & 4

et L
Wandor Wi Aedurson Shep oo TRCA HEAD OFFCE
Torma and Condibons - oom & Secet Ship To Atiersion LA FOUN AN
Enpiry Dute: B o Dedrvery Date:
Faymen Terma. N Furchass Weihod. 7, S " p—v—
Protes: ‘Cera Foumen Aumonzanen fo- Aerme Mrere MTATA
Divisson: Communty Engagorert and Dutreach Pirofile PO Lime: ®0
Contans Tangtse - Yed ) Mot Gue Procurmment Totsl. 52 4900
Capital Avsat?

If a COI form is required e-mail the form to the Vendor
at the same time as the PO;

“Has the Previous Working Copy Agreement been
Altered” select “Yes” only if the Vendor has suggested
changes to the PO Terms and Conditions. If the vendor
suggests change legal services will have to review the
changes before the PO is signed;

“Has the Previous Working Copy Agreement been
Altered” select “No” if the Vendor has not suggested
changes to the PO;

Enter PO Actual Start and End Dates;

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

If a COI form is required e-mail the COI to the Vendor
at the same time as the PO;

“Executed Agreement Copy” attach vendor signed
PO;

“Attach Certificate of Insurance” attach COI
received, fill in “Insurance Expiry Date”;

Submit the PO for TRCA signature;

If Child POs are required, they can be created from the
Regular PO.
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PO as AGREEMENT - COMPETITIVE PROCESS

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

Agreement)”;

@Edit @0OpenRO &P0s &SendFYl @ Close Window Change Profile #2Admin

Req Order # 10009666
Status:

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

Anita Geler

2018-11-08

It | Eheckist | Documents | Age | Evataation |
Project Name: Lake St George Chistmas Events
Name: Catering ging Senaces
. ScheduleBRem:  © Yes = Mo
0 Type: Request for Cuotation =
' Type of Goods andior  Everts (Support Sernces) =
.
Procurement Method: ~ Competiivg s Estimated Value of | 555 Than $10,000
@ Tentative StartDate: (20131200 | Tentative End Date: 20151215 |
o Profile: Joanne Jeflery Go Author: " Magoie BakantneTRCA, Joanne
ﬁ SeleryMTRCA =
Profile Division: Education and Outreach Diasion Division: Outreach Division m
POMNumber  Profile Submitted By Status Created  AgreementValue Contingenc
W-E-L.00638 __ Joanne Jeflery Joanne Jeflery Approved 2018.12.141 8537500 :

LI O Type here to search
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