PO as AGREEMENT - LIMITED TENDERING

General Notes:

Limited tendering is defined as the practice of using one supply source without a bidding process for a justifiable reason. Limited tendering
criteria is available on the Procurement Hub Space (Schedule B). Before conducting a limited tendering procurement process the criteria
should be reviewed to see if there is one that will suit the purchase.

The following should be considered before engaging in limited tendering:

= It can only be used in narrowly defined circumstances, such as; an emergency situation, to match existing equipment etc.;

= In order to satisfy the requirements of limited tendering you must show the inability to locate a similar or compatible good/service.
o0 Market research should be conducted to see if there are alternative sources of supply.
0 An explanation as to how the selected limited tendering applies to the services/goods must be provided.

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 an overview of database steps for creating a limited tendering procurement process when the PO as agreement is being used.
These steps are further detailed in this document.

= STEP 1 - CREATING A REQUISITION ORDER (RO)
= STEP 2 -RO PROCUREMENT PROCESS
= STEP 3 - PROCUREMENT PROCESS
o 3.1 Agreement Review Tab
3.2 Documents Tab
3.3 Evaluation Tab
3.4 Procurement Report Tab
3.5 Agreement Signature

O O 0O
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PO as AGREEMENT - LIMITED TENDERING

1. CREATING A REQUISITION ORDER (RO)

= Navigate to the Procurement and Agreement Database in 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 & Create New

Procurement & Agreement Search in View "All By Authe

@ About db

Procurement & Agreement

= Requisition Orders

Search for I

Author |Status |Method

b Binu Saradakutty

b Blair Newby

b Brad Clubine

» Breanna Hallihan

b Brian Bertrand

b Brian Graham

b Brian Moyle

} Bronwen Fitzsimons
b Caitlin Harrigan

b Caitlin Rochon

b 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

('1,‘ Create New RO (Per 2019 Policy)

o —
Search in View '

Search for I

3| |Auther |5tatus ‘Type |Created RO Num
11/22/2017 1000673
12/12/2017 1000689
01/06/2018 1000702
01/09/2018 1000704.
01/16/2018 1000710
01/16/2018 1000710
01/18/2018 1000712
02/02/2018 1000724
ATHMEMAAD  ARNATIT
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PO as AGREEMENT - LIMITED TENDERING

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 “Limited Tendering” then select the “Procurement Criteria”.
= “New RO Comment” place rationale/details as to why limited tendering is necessary;

=  “Save” and “Submit for Approval”;

= Upon approval proceed to Step 3.

= Requisition Orders RO B E
By Next ApproverReviewer Eoupe
Rosy Saus

ROs By Authar
Comgprenensive ROs

@ All Procurements
By Next ApproverRewvewer

[ cancal

(TiSave  3Susmit For Aporovals »)Craata Procurament Process #Sand 7Yl T Change RO Type [\ Changa Frofie € Carcel RO

3] ) o bids wera submitiad orna
() i oo s Ut conform o e
{2} ) nobids salishiad the eonditc
(2] ) the submitted bids wore el

(b i) the requiramant is for a work
the of pateats,

By Status T " TTEE " 7 -
By . Project Name: TEST Linilzg Teadenrg Estimated Value: $10,000- $49936.99 &
By Type Profie: AutvrizecBuyer TesiD Profie Limit: 51,000

By Goods & Servce

Q22272018 10007404 $2.500 - §9,999.99  Programmin Profie Division; Test Divasion 1

(&) fv] Yo ersure compstialy wl e

b v work & b b parformed on
b ) wrk 15 S0 be performed on:
(k) i) ihe procurement s for subs

(6) )3 change f vendor for add
(et achange fndr v |

[efl # st noeesane and i mae
{ >

By Recommended Vendor |
By Division
0277672018 10007429 $10,000 - 53459999 Portable Todl
Revenue By Customer Non-Application:  Yeg
By v enesto | O0E2018 10007454 $100.000-$199.999.99  Sokd Waste : m‘@
031277018 10007544 100,000 - $153.599.99  Claaning Su - N
Vendor of Record Doc Type: souesd -
_ | 031972018 10007600 Less Than S2500  Lifeguaard Tra Retuelfor Cuolon
= View Templates 472472018 10007971 $200,000 - $430.909.99  Mochanical D) (b)) e o
- | 051162018 10008171 Less Than 52,500 TEST echnical easons m
® Requests [E/Z2Z018 10006212 10008 . 524.239.59_ Tost Type of Goods andlor Goners) Goods and Senices
_J— [ TSI 1000824 2500- 5999999 Temt Setvices: v
DEM3Z018 10008454 Less Than $2.500 8 -
| 0SMN2018 10008456 $100,000 - $199,999.99 TEST1 Cok - a

Add New RO Comment | =
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PO as AGREEMENT - LIMITED TENDERING

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 Change RO Type ange Profile @ Cancel

AuthorizedBuyer1
TestlD
04/04/2019

Project Name: Estimated Value:
Profile: Profile Limit:

Profile Division: Responsible Division:
Non-Application: T Yes @ No

Doc Type: - o Procurement Method:

Procurement Criteria:

Type of Goods andlor ¢ - -

Services:
Co Author:

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

! | |
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PO as AGREEMENT - LIMITED TENDERING

o0 3.1 Agreement Review Tab

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

AuthorizedBuyer1 TestlD
Review Complete 04/0472019

| Agreement Rewewl
Agreement ReWayy

Dacuments
Open Database Agreement Templates

valuation | Procurement Repurll greement Signature | Ri | Rewew|

P

Purchase Order Terms & Conditions is the Agreement: @Yss No

Approval Required by Agreement to be
Completed by:

Working Copy: T

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 3.2
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PO as AGREEMENT - LIMITED TENDERING

o 3.2 Documents Tab

@Sav«aas @Clpc-m RO @Spe\l Check @Sand FYl ChangePrUﬁ\r:n oAdmm G:QCanc:eI Request for Quotatio

Req Order #: 10020027 AuthorizedBuyer! TestD = “Open Documents Templates” contains TRCA formal
S i templates used for solicitating bids (RFQ, RFP, etc.).
= “Documents Required” when Limited Tendering is being

sreememew‘ewl Evaluaion | Procurement Repart | Agreement signature | Revisions | Review | used these documents are not required. Itis however
D::"";‘“m — recommended that some form of written documentation be
P obtained from the vendor. NOTE: This documentation should
Documents Required:  YeAZ ) be placed in the “Evaluation Tab”.
o Muthor o * The “Co Author” must be an authorized buyer. It is not
P ] mandatory to select one;

T e = Proceed to Step 3.3.

Documents History S ——

Page 6 of 10



PO as AGREEMENT - LIMITED TENDERING

o 3.3 Evaluation Tab

@ Home x 3% Workspace *  * Procurement & Agreement Management 3 £ Procurement/Agreement

@Edit @0penRO &POs & Send FYl @ Close Window Change Profile #Admin €3 Cancel Request for

AutherizedBuyeri TestlD
04/04/2019

Documents | Agreement Revie Procurement Report | Agreement Signature | Revisions | Reviewl
Ewaluation

Open EvaluationTemplates

Working Evaluation:

Submitted Proposals [ T T
Quotations

(Laserfiche): -
catestid.id ¢

Opening Location: ‘Opening Date:

Opening Committee:

“Submitted Proposals/Quotations” attach Vendor
quote received;

“Open Evaluation Templates” as Limited Tendering
only involves one Vendor a “Working Evaluation” is
not required;

“Opening location, date, and committee” are not
required,;

Proceed to Step 3.4.
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0 3.4 Procurement Report Tab

PO as AGREEMENT - LIMITED TENDERING

Documents | Agreement Review

Procurement Report

er
Procurement Proce
Evaluation\ Procurement Report

Agreement Signature } Revisions } Review}

Procurement Criteria: Total Agreement Cost: *
(excluding applicable
taxes)
Contingency Cost: & Percent {© Value
"0, %
$0.00
Bidder Selection: Total Project Budget: 5 N
ProductiService Being ' xoooo000o ,
Purchase:
(Brief Description)
Source of Funds: T OOGOOROGIO0N 1
After The Fact: I Yes
What is Needed and 5000000000
Why:
Discussion of 7 ROOOOOCC0N )|
Alternatives
Considered:
Vendors B ||
Add New Vendor Total number of Vendors who received Procurement Document: "3,
HOROOOK 5
YYYyyvy 2 % 4,500
[zzzzzz22 2 5,000
Calculate Procurment Report Workflow 2019 |
Submit Procurement Report for Approval |
Open Award Letters
Vendor |
= Spell Check | Cancel Vendor | Save & Clu:u] I
Vandor: =
=Select Vendors _ YYYY
Responded: &= Yes C No Value: 54 500 00
Disqualified:  Yes & No
| Recommended; = Yea © Mo
B Why Best Value: ' bookdsvhikdagireiongf
5 VA e siewtunedent
Comments: =

Fill in all fields;

Select “ After the Fact” only when the product/good
is purchased in an emergency situation. The definition
of an Emergency can be located in the definition
section, page 9, of the Procurement Policy;
“Agreement Value” is the Vendor's Agreement value
excluding provisional items, taxes and contingency;
“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 product/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?;
(Past procurements are a good source for examples);
“Total Number of Vendors who received
Procurement Document” enter (1);

Select “Add New Vendor” and fill in the Vendor’s
details;

“Submit Procurement Report for Approval”

Upon approval proceed to Step 3.5
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PO as AGREEMENT - LIMITED TENDERING

o0 3.5 Agreement Signature Tab

@Edt @Open RO @POs  ESend FYI @ Close Window [T Changs Profile [#3)

Documents 1 Agreement REVIEW} Evaluatlon} Procurement Report {Agreement Signaturg
Has the previously approved Working Copy Agreement been Altered since the Agreement Review!

)

Agreement Signature

Actual Start Date: Actual End Date:

Agreement Executed

Copy:

catestid.id

—

Agreement Value : Contingency Value:  $0.00
(excluding applicable
taxes)
Total Value: o Vendor: yyyyyvy
Include Contingency
Cemmcae or T CoTTCaE o mearence Not Required Insurance Expiry Date:

Insurance:
Attach Certificate of
Insurance:
Account Allocation:

Active Agreement

Add New Agreement Comment

Agreement Signature History
Date (MM/DD/YYYY)

(

(

Operator Activity

o

Select the “POs” tab to create a regular PO, upon PO approval print the

Wenser Wemme Eleucton S Ta

TRCAHEAD (HTICE
Teims &nd Conamons - Gooss = Sermces Shop ToATEABON.  [iaia F OUNTAN

Expiry Date: BN Dwiivary Date: 0819

Furmert Tormm; [E] Furchase Bethod:  Recued Ior Lamied Temdesng
Fion: Tiara Frurman b

Diviaion Commenty Engagmant asd Ouaach Profile PO Limt 50

Contibes Targhle ¢ %3 # Mo " Mol B Procasummerd Telsl! 22205 00

Conpial RasetT

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 changes 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 form to the Vendor at the same time as

the PO;

“Executed Agreement Copy” attach the vendor signed PO;

“Attach Certificate of Insurance” attach COI received, fill in “Insurance
Xpiry 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 - LIMITED TENDERING

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

@Edit @0penRO &POs &SendFYl @ Close Window hange Profile #2 Admin

Req Order # 10009666
Status: Active Agreement

il Procurement/Agreement - [BM Notes
File Edit View Create Actions Text Tool: Window Help

= B

Anita Geler
2018-11-08

Inta | Checidst | Documents | Agr | Evataation |
Project Name: Lake St George Chistmas Events
Secondary Name: Catering and Staging Senices |
i Schedule B ftem: © Yes = No
‘( ! Type: Request for Cuotation =
o Type of Goods andior * Fyurts (Suppor Senices) =
& Seress:
Procurement Method: ~ Compeliiie = Estimated Value of | as5 Than $10,000
% Tentative StartDate: (20131200 | Tentative End Date: | 20181215 = |
o Profile: Joanne Jeflery Go Author: " Magoie BakantneTRCA, Joanne
‘& JelferyMTRCA
Profile Division: Education and Outreach Diasion R Division: Outreach Division m
PONumber  Profile Submitted By Status Created  AgreementValue Contingen
W-E.LI.D0G38_ Joanne Jeflery Joanne Jeflery Apgroved 2018.12.11 S5.375.00 ;

LI O Type here to search
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