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Mountain Fire Protection District (MFPD) 55
Purchasing Policy
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Policy Statement

This Policy shall apply to all Improvement District purchases except those which
require a Bylaw in compliance with the Local Government Act Sec 746.1(a)
(Land & Works)

Purchases which require funds to be withdrawn from Reserve Funds must
comply with the purposes for which that Reserve Fund was designated.

The purpose of this Policy is to deliver a best practice approach and procedures
to internal purchasing for the Mountain Fire Protection District; and to ensure
consistency for all purchasing activities.

Reason for Policy

The Mountain Fire Protection District is committed to setting up efficient,
effective, economical and sustainable procedures in all purchasing activities. This

policy:

» Covers the procurement of
(a) Goods or services subject to a contract including consultants
(b) Asset purchases
(c) General operating services/expenditure items including consumable
items, hiring, materials, etc.
* Provides the MFPD with a more effective way of purchasing goods and
services.
 Ensures that purchasing transactions are carried out in a fair and equitable
manner.
» Strengthens integrity and confidence in the purchasing system.
» Ensures that the MFPD receives value for money in its purchasing.
* Ensures that the MFPD tries to be as environmentally sensitive as possible.
* Ensures the MFPD is compliant with all regulatory obligations.
* Promotes effective governance and definition of roles and responsibilities.
» Upholds respect from the public and industry for the MFPD purchasing
practices that withstands probity.



Application and Responsibility

Trustees, officers and employees of the MFPD shall observe the highest
standards of ethics and integrity in undertaking purchasing activity and act in an
honest and professional manner that supports the standing of the MFPD.

The following principles, standards and behaviors must be observed and
enforced through all stages of the purchasing process to ensure the fair and
equitable treatment of all parties:
« full accountability shall be taken for all purchasing decisions and the
efficient, effective and proper expenditure of public monies based on
achieving value for money;
« all purchasing practices shall comply with relevant legislation,
regulations, and requirements consistent with the MFPD policies and code
of conduct;
* purchasing is to be undertaken on a competitive basis in which all
potential suppliers are treated impartially, honestly and consistently;
« all processes, evaluations and decisions shall be transparent, free from
bias and fully documented in accordance with applicable policies and audit
requirements;
* any actual or perceived conflicts of interest are to be identified, disclosed
and appropriately managed; and
+ any information provided to the MFPD by a supplier shall be treated as
commercial-in-confidence and should not be released unless authorized
by the supplier or relevant legislation.

Value for Money

Value for money is an overarching principle governing purchasing that allows the
best possible outcome to be achieved for the MFPD. It is important to note that
compliance with the specification is more important than obtaining the lowest
price, particularly taking into account user requirements, quality standards,
sustainability, life cycle costing, and service benchmarks.

An assessment of the best value for money outcome for any purchasing should
consider:
« all relevant whole-of-life costs and benefits whole of life cycle costs (for
goods) and whole of contract life costs (for services) including transaction
costs associated with acquisition, delivery, distribution, as well as other
costs such as but not limited to holding costs, consumables, deployment,
maintenance, disposal and financing costs;
» the technical merits of the goods or services being offered in terms of
compliance with specifications, contractual terms and conditions and any
relevant methods of assuring quality, including timelines;



« financial viability and capacity to supply without risk of default.
(Competency of the prospective suppliers in terms of managerial and
technical capabilities, compliance history and financial track record); and

* a strong element of competition in the allocation of orders or the
awarding of contracts. This is achieved by obtaining a sufficient number of
competitive quotations wherever practicable.

Where a higher priced conforming offer is recommended, there should be clear
and demonstrable benefits over and above the lowest total priced, conforming
offer.

Sustainable Procurement

Sustainable Procurement is defined as the procurement of goods and services
that have less environmental and social impacts than competing products and
services.

The MFPD is committed to sustainable procurement and where appropriate shall
endeavor to design quotations and tenders to provide an advantage to goods,
services and/or processes that minimize environmental and negative social
impacts.

Sustainable considerations must be balanced against value for money outcomes
in accordance with the MFPD’s sustainability objectives.
Practically, sustainable procurement means the MFPD shall endeavor at all times
to identify and procure products and services that:
* Have been determined as necessary;
» Demonstrate environmental best practice in energy efficiency / and or
consumption which can be demonstrated through suitable rating systems
and eco-labeling;
» Demonstrate environmental best practice in water efficiency;
* Are environmentally sound in manufacture, use, and disposal with a
specific preference for products made using the minimum amount of raw
materials from a sustainable resource, that are free of toxic or polluting
materials and that consume minimal energy during the production stage;
* Products that can be refurbished, reused, recycled or reclaimed shall be
given priority, and those that are designed for ease of recycling, re-
manufacture or otherwise to minimize waste;
» For motor vehicles — select vehicles featuring the highest fuel efficiency
available, based on vehicle type and within the designated price range
with due respect to specified technical and safety requirements; and
* For new buildings and refurbishments — where available use renewable
energy and technologies.

Purchasing Authorizations and Thresholds




The Fire Chief is authorized to make one time contracts and or purchase orders
for the acquisition of a specific good and/or service for the purposes of carrying
on the business of the Improvement District, where the amount of the
expenditure does not exceed $1,000.00 (not including GST/PST), in any one
case, and where such expenditure is included in the approved budget allocation.

Any purchases above $ 1,000.00 must be pre-approved by submitting them in
writing to the Board of Trustees either at a monthly meeting or via electronic mail.
Approval of the Board of Trustees for the MFPD will be required to purchase
goods and services which are not included in the approved budget allocation.

Anyone other than the Fire Chief must be pre-approved by the Board of Trustees
to purchase goods and/or services for the purposes of carrying on the business
of the Improvement District.

Bill Payment Procedure

All bills and invoices must be billed to Mountain Fire Protection District, and sent
to the MFPD mailing address. Delivery of goods should be to Fire Chief or his
delegate or to the MFPD Mailing Address.

All bills must be approved and allocated to a budget line prior to payment.

The East Wellington Fire Fighters’ Association account should not be used to
make purchases of approved budgeted items intended for Mountain Fire
Protection District/ East Wellington Fire Department, other than
refreshments/meals/miscellaneous items intended for the volunteer firefighters.

Payments can be made by MFPD cheque, or by personal credit card. A copy of
the credit card receipt and invoice must be approved by the Fire Chief or Deputy
Fire Chief and submitted for reimbursement within 30 days of purchase. The
preferred method of payment is by MFPD cheque.

Any bills to be paid by the Administrator must first be approved by 2 of the 3
signing officers of the Board of Trustees before payment is issued. Bills are paid
weekly on Fridays, and must have appropriate documentation attached. All bills
must be submitted for payment in a timely manner to avoid interest charges or
late fees. Under no circumstances will invoices older than 6 months from date of
purchase be reimbursed.

Professional Services Fee Ceiling

With regard to engaging Professional Services, (eg: legal services, engineering,
etc.), a ceiling fee per incident of $500 shall be established at the outset of the
instructions to the professional. Beyond $500, the professional will be asked to



provide an estimate for the services required. No work may be requested above
$500 without the approval of the Trustees at a meeting.

Where the value of procurement Policy Expectations
(excluding GST) for the value of the

contract over the full contract period

(including options to extend) is, or is

expected to be:- Amount of Purchase

Up to $999 At least 2-3 quotes in writing
$1,000 - $4,999 At least two written quotations
$5,000 and above Where possible, obtain at least three

written quotations containing price and
specification of goods and services (with
procurement decision based on all value
for money considerations).

Quotations and Tendering Process

General:
Procurement of goods and services shall be undertaken through a competitive
bid process in either of two ways, and at the discretion of the Board of Trustees.
1.) Bid by invitation
2.) Public tender

The Improvement District shall maintain a file system which records proof of
verbal and written quotations and bids.

The BID Process:

In order to eliminate unrealistic quotes the Improvement District may require in
certain circumstances and as an acceptable practice, particularly for the
acquisition of services in instances where relevant experience, capability,
references, evaluation of project team members or other criteria are deemed to
be in the best interest of the Improvement District, the pre-qualification of
bidders.

Exceptions:
There may be occasions where the comparative pricing procedures above are

not appropriate for valid reasons. In such cases there may be one supplier of a
particular good or service, or consideration such as warranty conditions may
require that a particular purchase be sourced through a sole supplier. In the rare
case, a written estimate should be obtained from the sole supplier the reason for
not seeking alternative prices should be documented and shall be authorized by
the Board of Trustees, Fire Chief or Administrative Officer.

Emergency Acquisition




Notwithstanding the above, in the case of a pressing emergency or after
business hours, where the delay resulting from inviting quotes or bids would be
injurious to the public interest and/or the Improvement District's assets, the
Trustees or Fire Chief; or in his absence, the Officer In Charge may approve the
purchase and report it to the Board of Trustees at the earliest date thereafter.



