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Purpose
The purpose of this Procedure is to establish a value-based procurement system by utilizing quality-based
selection criteria for acquisition of goods and services in which ESA receives the best value for the price
offering, and operates with a fair, open, and transparent procurement process.

2.0

Scope
This Procedure applies to:
a) All employees who procure and authorize procurement of goods and services for ESA;
b) All ESA procurement.

3.0

Objective
The objectives of this Procedure are to:
a) ensure procurement of goods and services is driven by the approved budget;
b) to ensure and to provide an open and transparent procurement process;
c) identify and select vendors based on quality-based selection processes that offer the mix of
reliability, quality, customer service, price and warranty package with emphasis on quality and value
to ESA;
d) to protect ESA, employees, and vendors involved in the procurement process by providing clear
direction, authorities, and accountabilities;
e) establish cost control culture and enhance operational efficiency;
f) enforce internal compliance.
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1. All ESA procurement must conform to the principles, requirements, and responsibilities under the
Code of Conduct, Procurement Policy, the Policy for Delegation and Exercise of Authority (including
the Organizational Authority Register- OAR), and other related procedures and guidelines.
2. Contract Splitting


Procurement of goods and services must not be split in order to avoid the requirements of
Section 4.3 Procurement Method.

2. Non-budgeted items
 The Approver shall not authorize any procurement that are not budgeted or approved;
 Purchases shall not be made for those approved line items of budget that do not have sufficient
remaining fund for expenses;
 Unbudgeted expenditures must follow authorizations described in the OAR.
3. Conflict of interest
 All employees must adhere to ESA’s Code of Conduct – Avoiding conflicts of interest, when
dealing with suppliers or potential suppliers of goods and services;
 Employees authorized to procure goods and services on behalf of ESA must disclose the full
details to their respective manager and/or vice president, of any material conflict of interest,
actual, perceived or potential, between them and a supplier or potential supplier which could
impair their ability to render unbiased advice, or make unbiased decisions affecting the
procurement of goods and/or services;
 It is expected that no staff member shall make any personal gain, financial or otherwise, from
his or her position at ESA;
 No employee shall accept a gift or gratuity or other personal favour from a supplier with whom
the affected employee deals in the course of the performance of her/his duties and
responsibilities with ESA. However, associating with suppliers at meeting or during meals is
acceptable provided the employee keeps herself/himself free of any obligations;
 In exceptional circumstances where accepting a gift or gratuity or other personal favour may be
appropriate, the value of the gift must be no greater than $ 15 in cash value unless approved by
the Vice President.
 Vendor conflict of interest is stated in Section 4.4.2 Vendor Response Evaluation Process –
Mandatory Requirements.
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4. Contracts with commitment exceeding $50,000.00 must be reviewed by ESA’s Legal department
consistent with the requirements of Policy for Delegation & Exercise of Authority (Attachment A:
Approval & Execution of Legal Documents), or be contracted using ESA pre-approved legal templates
(Master Services Agreement, Statement of Work, etc.). Beyond this requirement, business units that
have particular concerns with associated risks or need clarification of legal and financial implications
on their vendor agreements may consult the Legal department. Section 4.6.1 Contract Development
provides additional guidance on contracts.

4.2

Professional Services procurement
1. ESA’s external professional services include, but not limited to, Consultants, Contracted Services,
and Security Investigators.
2. Professional Services Procurement under this Procedure does not include retention of outside legal
Services which must be referred to ESA’s General Counsel.
3. Security Investigator services are exempt from the Competitive Procurement requirements under
Section 4.3 of this Procedure. This type of service is considered by ESA as a ‘specialty service’ to
assist in fulfilling it’s obligations under the Electricity Act.
Following are some important information about ESA’s business arrangements with, and
requirements for Security Investigators (“Investigators”):
a. The Investigators are typically former police officers with specific set of skills.
b. Written Agreement with the Investigators prescribes strict and firm provisions on
qualifications, confidentiality, obligations, flat rate per hour, etc.
c. ESA prescribes a fair and reasonable rate per hour and is incorporated on the standard
agreement for all Investigators. The rate takes into consideration, amongst other
things, the equipment and supplies that the Investigators have to provide themselves.
d. A company that offers the same service was previously asked to provide a quote and
it was deemed too expensive for ESA; the hourly rate is considerably higher than the
ESA prescribed rate.
e. The Investigators go through an interview process with the General Managers for
fitness to the role. They must agree to the terms and conditions specified by ESA in
the Master Services Agreement (MSA) and Statement of Work (SOW). Each Region
have a number of Investigators in its pool and they can be shared with other regions
if required.
f. The Investigators must be at all times:
i. eligible for appointment as investigators under Part VIII of the Electricity Act, as
amended from time to time;
ii. They must be at all times eligible for appointment as Provincial Offences Officers
under the Provincial Offences Act, as amended from time to time; and
iii. They have passed such additional background checks as may be mutually agreed
by the parties from time to time, if any.
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g.

h.
i.
j.

Investigate suspected infractions under all applicable Regulations made under the
Electricity Act, and make recommendations as to the prosecution of alleged Electrical
Safety Code infractions.
Prepare and serve on the Defendant disclosure and Crown Briefs if an investigation
leads to a prosecution pursuant to the Electricity Act, 1998.
Accompany inspectors in possible confrontational situations.
Prepare and Serve summonses and subpoenas.

4. Professional Services procurement must follow the procedure indicated in Section 4.3
Procurement Methods.
a. Where a Master Services Agreement (MSA) and/or Statement of Work (SOW) are
already in place, Purchase Order requirement in Section 4.3.3 does not apply.
5. In addition to the requirements of Section 4.3, Professional Services procurement with
value of up to and including $10,000.00 (non-competitive) requires a monthly review by the
Executive Team (EMT) to ensure ESA is receiving value for money, and spending is within the spirit
of ESA’s procurement policy.
a. The Finance department will provide a monthly report showing Year-to-Date (YTD)
payments to consultants, contractors and to EMT for review.
b. EMT will flag and address any concerns.
6. Clear terms of reference for professional services assignments must be established and included in
the Master Services Agreement (MSA), Statement of Work (SOW), and other agreements including
objective, background, scope, constraints, responsibilities, tangible deliveries, timing, progress
reporting, approvals requirement, knowledge transfer requirements, start and end date.
7. Justification /Rationale
a. External professional services will be procured in alignment with all ESA policies,
procedures, and any Collective Agreements in place.
b. Consultants, Contractors must not prepare or access confidential information without
appropriate non-disclosure/confidentiality agreement being in place.
c. Responsible departments must coordinate, monitor, and control the combined efforts
of internal and external resources to ensure satisfactory completion of consulting
assignment, on schedule and within budget.
d. Section 4.6.2 of this procedure provides additional guidance on Contract Performance
Management.
8. Ceiling Price Increases
a. Ceiling price must be established in the agreement with successful vendor.
b. Agreement ceiling price cannot exceed the Procurement Value identified in the
procurement approval or signed MSA, SOW or other agreement.
c. Once a signed procurement contract is in place, the responsible department must
establish a process and/or system to monitor spend against the approved procurement.
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In the absence of an automated procurement system, an excel spreadsheet tracker or
other form of document tracker is recommended.
d. When Agreement Ceiling Price increase is required, departments must seek written
approval from appropriate delegated authority.
e. Responsible department must identify the framework used to confirm the increase in
vendor costs and must consult legal counsel in this regard to identify required changes
on the MSA, SOW, or other agreement.
f. Price escalation on all Contracts are in accordance with ESA’s MSA, SOW and/or with
negotiated agreement. Escalation rate should not exceed the applicable inflation rate at
the time of agreement unless certain industry conditions warrants a higher rate.
9.

4.3

Contract, Management Services Agreement, Statement of Work, and other
Agreement must be signed and in accordance with Section 4.6 Contract Development of this
Procedure before work commences on all Professional services.

Procurement Methods
4.3.1 General Information
a. Procurement Method to use will depend on Procurement Value.
b. Procurement of goods and services must not be split in order to avoid the requirements
of this Section.
c. Procurement Value excludes applicable taxes.
d. Procurement Value Increases.
When the Procurement Value increases, responsible departments must ensure they have
the appropriate procurement approval authority, and have used the appropriate
procurement method, in order to continue with the procurement process.
e. Request for Proposal (RFP) is not necessarily required for all Procurements; See Section
4.3.4 for RFP guidance.
f. Section 4.2 of this procedure provides additional requirements and process on
Professional Services procurement.
g. If a vendor is selected from ESA’s pre-approved list, competitive procurement (3 or more
quotes) is not required.
h. If a vendor is selected from the Ontario Public Service (OPS) Vendor of Record (VOR) list
with amount no greater than $25,000.00, competitive procurement (3 or more quotes) is
not required.
i. All procurements are subject to the limits of Organizational Authority Register (OAR).
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4.3.2 Non-Competitive Procurement (1 or more vendor quotes/proposals)
1. Procurement Value: Up to and including $10,000.00
a. A competitive process is not required provided the terms and conditions of such
purchase is considered reasonable and appropriate for ESA and follows the spirit of ESA’s
procurement policy.
b. For Professional Services (Consultants, Contracted Services, and Security
Investigators) procurement, refer to Section 4.2 of this procedure for additional
requirements and process.
c. A purchase order document is not necessary unless requested for tracking purposes.
d. All documents related to this procurement, including but not limited to quotes,
proposals and documents stated in Section 4.7 of this procedure as applicable, except
signed agreements (MSA, SOW), must accompany the invoice submitted to Finance
for payment in electronic format.
i.
If there are multiple invoices, submit the required documents on
the first invoice only.
e. Responsible departments must establish a process and/or system to monitor spend
against the approved procurement. In the absence of an automated procurement
system, an excel spreadsheet tracker or other form of document tracker is
recommended.

4.3.3 Competitive Procurement (3 or more vendor quotes/proposals)
1.

Procurement Value: Greater than $10,000.00 up to and including $ 30,000.00 (purchase
order not required.
a. This applies if the services or goods being procured do not have an approved vendor on
the Ontario Public Service (OPS) Vendor of Record (VOR) list (up to $25,000.00).
b. If a vendor is selected from ESA’s pre-approved list, competitive procurement (3 or more
quotes) is not required.
c. Obtain and document a minimum of three telephone or written quotations, with a
written confirmation from the selected supplier; signed faxed quotes are acceptable.
d. Section 4.4 of this procedure provides guidance on Vendor Response Evaluation Process.
e. A purchase order document is not necessary unless requested for tracking purposes.
f. All documentation related to this procurement, including but not limited to quotes,
proposals and documents stated in Section 4.7 as applicable, except signed agreements
(MSA, SOW), must accompany the invoice submitted to Finance for payment in
electronic format.
i.
If there are multiple invoices, submit the required documents on
the first invoice only.
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g. Responsible departments must establish a process and/or system to monitor spend
against the approved procurement. In the absence of an automated procurement
system, an excel spreadsheet tracker or other form of document tracker is
recommended.

2. Procurement Value: Greater than $30,000 (3 or more vendor quotes/proposals, and purchase
order is required)
a. If a vendor is selected from ESA’s pre-approved list, competitive procurement (3 or more
quotes) is not required.
b. A minimum of three potential vendors will be requested to submit written proposals.
c. Section 4.4 of this procedure provides guidance on Vendor Response Evaluation Process.
d. A purchase order is required and shall be issued to the successful vendor.
i.
For Professional Services where a Master Services Agreement
(MSA) and/or Statement of Work (SOW) are already in place,
purchase order is not required.
ii.
The responsible department is required to submit a Purchase
Requisition (PR) to the Finance department along with
documents stated in Section 4.7 as applicable. The PR template
can be found in the Finance Intranet.
iii.
The Finance department, upon ensuring that all documents are
in order, will issue the Purchase Order signed by the Director of
Finance or Chief Financial Officer.
d. Responsible departments must establish a process and/or system to monitor spend
against the approved procurement. In the absence of an automated procurement
system, an excel spreadsheet tracker or other form of document tracker is
recommended.

4.3.4 Request for Proposal - RFP
1. Responsible departments are to be guided by this section and Requirements of
Sections 4.3.2, 4.3.3 should a Request for Proposal be deemed necessary.
2. The purpose of RFP is to request vendors to supply solutions for the delivery of
complex products or services or to provide alternative options or solutions.
3. The responsible department may issue an RFP when the goods and services required, or
a portion thereof, cannot be specifically stipulated, when ESA’s requirements are best
described in a general performance specification and/or when alternative or innovative
solutions or methods are being sought for supply of goods or for performance of certain
functions or services.
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4. The RFP process may involve negotiations following the opening of proposals on any or
all of the specifications, contract terms, prices or any other matter relating to the
proposal.
5. The evaluation criteria and process for RFP is stated in Section 4.4 of this procedure.
6. A generic RFP template and other documents are posted in the Finance Intranet.
7. A purchase order is required and shall be issued to the successful vendor.
a. The responsible department is required to submit a Purchase Requisition (PR) to the
Finance department along with documents stated in Section 4.7 as applicable.
b. The Finance department, upon ensuring that all documents are in order, will issue the
Purchase Order signed by the Director of Finance or Chief Financial Officer.

4.3.5 Single Source Procurement
1. Purchases by sole procurement may be adopted if, in the judgment of the Vice President or Chief
Executive Officer, any of the following conditions apply:
a. Goods and/or services are in short supply due to market conditions;
b. Documented evidence is provided which confirms that the extension or
reinstatement of an existing contract would prove most cost-effective or
beneficial;
c. Where a contractor or vendor able to do the work is already in the vicinity and
it is deemed to be beneficial and cost-effective for ESA to engage their services
to complete the work;
d. When only one tender or proposal is received through the procurement process
and it is impractical to initiate the process again;
e. When there is only one source of supply;
f. When there may be more than one source of supply but only one source is
recommended to the Vice President for consideration on the grounds that it is more cost
effective or beneficial for ESA.
2. The Board of Directors authorizes procurement by way of Board Resolution.
3. The responsible VP approval or Board Resolution is required to be submitted in
electronic format to the Finance department.

4.3.6 Purchase by Corporate Procurement Card (CPC)
1.
2.
3.

Where costs and risks are justified, the CPC is to be issued to ESA staff for processing employee
business expenses and purchases of small value goods and services for ESA.
The purpose of the procurement card is to simplify the payment and recording of any
appropriate spending on ESA business matters according to prescribed policies and procedures.
All employees possessing an ESA Corporate Procurement Card must adhere to the Business
Expenses Procedure (and related Appendices), Travel, Meals, Hospitality and Related Expenses
Guideline, and Procedure for Reporting Taxable Benefit Expenses.
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Approvals on CPC spend is by line item on the monthly statement and is subject to the limits of
OAR.

4.3.7 Out of pocket expense reimbursement
1.

2.

If employees do not have a Corporate Procurement Card for business expenses, reasonable,
appropriate, and approved out of pocket expenses may be reimbursed through the Accounts
Payable process.
Out of pocket reimbursements must adhere to the Business Expenses Procedure (and related
Appendices), Travel, Meals, Hospitality and Related Expenses Guideline, and Procedure for
Reporting Taxable Benefit Expenses.

4.3.8 Petty Cash
1. For departments that require petty cash, payments for goods purchased cannot exceed $ 100.00
and receipts must be approved by the appropriate delegated authority.
2. Petty cash must be reimbursed at least once per month through the Accounts Payable process.
3. Petty cash balance must be confirmed and signed for by the responsible department every year
end.

4.4

Vendor Response Evaluation Process
4.4.1 Evaluation Considerations
1. Where vendor is disqualified for non-compliance with mandatory requirements Section 4.4.2,
no further evaluation of that vendor’s submission may take place.
2. Financial/price will be considered only after all other rated criteria have been scored.
3. Departments may select only the highest ranked submissions that have met all mandatory
requirements.
4. Bid responses must be consistently evaluated and in accordance with the criteria, rating and
methodology set out in the procurement document, see Section 4.7 for a list of these
documents.
5. Proposers exceptions/feedback on ESA’s MSA included in the procurement document issued
to Proposers is an important factor in the evaluation of proposals.
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4.4.2 Mandatory Requirements
The following requirements will be evaluated on a pass/fail basis:
a. Administrative (example proposal received on time and complete, conflict of interest
declaration received).
i.
If a conflict of interest is declared, the responsible department
must follow up to understand the conflict and ensure that the
vendor’s ability to fulfill their contractual obligation is not
impaired should they be the successful proposer.
ii.
If the conflict is not resolved or vendor’s ability to fulfill
contractual obligation is impaired, the vendor shall be disqualified
from continuing with the process.
b.

Specific. Departments may specify here any applicable certification or qualification
required.

4.4.3 Rated Criteria
1. Responsible department may assign reasonable and justifiable percentages % to each of the
criteria listed below:
a.
Strategic - alignment with ESA strategy
b.
Operational - meet or exceed operational needs
c.
Other – specific to procurement initiative
 Technology, Communication, etc.
 Qualitative Factors, such as:
 Presentation Skills
 Professionalism
 Good fit for ESA
 Other
d. Financial/price – this is to be considered after all of the above have been rated.
2. Responsible department may use a straight percentage % or weighted percentage%/score.

4.4.4 Guidance on ranking mechanisms
1. Proposers will be ranked as 1st, 2nd, and 3rd.
2. May use weighted scores if applicable.
3. The responsible VP’s score/decision will be used as a tie breaker
a. The decision will be based on, amongst other considerations, inputs from the evaluation
team.
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4.4.5. Disclosure of Evaluation Method
ESA’s vendor evaluation process must be fully disclosed to Vendors/Proposers through
procurement documents such as RFP and/or request for tender/quotes, and will include, but
not limited to the following:
1. A clear articulation of all mandatory requirements, which must indicate if the mandatory
requirements will be assessed on a pass/fail basis and if so, indicate how vendors achieve a
passing grade;
2. All weights, including sub-weights, for rated requirements;
3. Description of any short-listing processes;
4. The role and weighting, if applicable, of reference checks, oral interviews, demonstrations and
site visits; and
5. A description of the price/cost evaluation methodology including the use of scenarios in the
evaluation process, to determine costs for specific volumes and/or service levels.

4.5

Unsuccessful Vendor Debriefing/Notification
1. This applies to Procurement where an RFP was issued and commitment value is greater than
$30,000.00.
2. If there is a short listing process for a given procurement, vendors who did not successfully
advance to the next round of evaluation should be notified right away and reasons for
disqualification provided.
3. Notification to Unsuccessful vendors should be sent electronically as soon as reasonable. If requested
by vendor, ESA will provide an opportunity for a debrief.
4. Debriefing process
a. The responsible department must schedule the meeting as soon as reasonable. The
debrief meetings must be documented; this document will form part of Required
Procurement Documents Section 4.7.1
b. Provide an overview of the evaluation process.
c. Discuss the strengths and weaknesses of the vendor’s submission in relation to specific
evaluation criteria, and may provide ranking relative to other vendors.
d. Provide suggestions, if asked, on how the vendor may improve future submissions.
e. Receive feedback from vendor on ESA procurement process and address specific
questions raised by vendor in relation to their submission.
f. Schedule A “Dos and Don’ts in Post-Award Unsuccessful Vendor Debriefing” is attached
to this procedure.
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Contract Development and Performance Management
4.6.1 Contract Development
1. In addition to any other approvals that are required in the circumstances, contracts, Master
Services Agreement, Statement of Work and any other agreements provided by Vendors with
commitment exceeding $50,000 must be reviewed by Legal department consistent with the
requirements of Policy for Delegation & Exercise of Authority (Attachment A: Approval &
Execution of Legal Documents), prior to execution. See Section 4.1.4 of this Procedure for
additional guidance.
a. A ‘Template’ for MSA, and SOW, that have been reviewed and pre-approved by ESA
Legal department should be used and included in the procurement document to be
issued to Vendors/Proposers.
2. ESA and Vendor responsibilities must be formally defined in a signed written contract before
the provision of goods or services commences.
3. All contracts, MSA, SOW, and other agreements must include appropriate cancellation or
termination clause.
4. Terms of contract and any options to extend the contract must be set out in the form of
agreement included in the procurement document such as RFP.
5. Prior written approval by the appropriate ESA authority must be obtained for any change that
will affect the procurement value, and other terms.
6. Contracts, MSA, SOW, and other agreements will not include payment provision for: hospitality,
incidental and food expenses, including but not limited to: meals, snacks, beverages, gratuities,
laundry or dry cleaning, valet services, dependent care, home management or personal
telephone calls.

4.6.2 Contract Performance Management
The responsible ESA department must manage the contracts, MSA, SOW, and other Agreements in
accordance with the following guidelines:
1. Payment must be in accordance with the provisions of the signed Contract, MSA, SOW, and
other agreement. Overpayment must be recovered.
2. Reimbursement of expenses will only be paid where the Contract, MSA, SOW, and other
Agreements specifically provides for it.
3. Where the specified reimbursable expense does not state a dollar amount, ESA Business
Expense Procedure and Guideline should be used to determine what would be reasonable under
the circumstances.
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4. The following provisions apply to commitment with value greater than $50,000.00.
a. To assist in ensuring ESA is getting cost-effective, high quality products and services,
and the best value for money from vendors, and as reference to future procurement,
vendor performance evaluation should be documented using the attached Schedule B:
Vendor Evaluation Form.
b. A Vendor Performance Management (VPM) framework that includes standard
guidelines and templates, KPIs or scorecards should be established by ESA and
incorporated in future revisions of Procurement procedure and related documents.
c. Vendor issues and escalation process may be documented as applicable. Schedule C:
Vendor Issue Log is attached.
d. Frequency of evaluation/review (monthly, quarterly, or annual) will depend on vendor
segment (Strategic, Routine, etc.). Departments must exercise best judgement on the
frequency of review based on the type of vendor and term of the contract.
5. The responsible department must file the signed Contracts, MSA, SOW, and other Agreements
in ESA’s “Executed Contract Repository” through the DocuSign process.

4.7

Procurement Document Requirements and Records Retention
4.7.1 Required Procurement Documents
1. Responsible department must ensure that all procurement documents are kept and organized
so that ESA is able to respond to any requests for information, vendor inquiries, debriefing
requests, audits and/or legal challenges in a relevant, reliable, comprehensive and timely
fashion.
a. Departments should ensure that the documents are filed in a central location within
their department or document repository. Continuity of access within the department
is essential.
2. Responsible departments must adhere to the requirements of existing document retention
policy, procedure or schedule.
3. Section 4.3 Procurement Methods also sets out the documentation requirements for all levels
of procurement.
4. In addition to the requirements of Section 4.3 the responsible department is required to submit
to Finance in electronic format the procurement documents, including but not limited to the
following:
a. Request for Proposal (RFP);
b. Copies of all Vendor submissions, proposals and bids, and quotes received,
including conflict of interest declaration;
c. Copies of all procurement documents used to qualify and select vendor including a
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Summary of Vendor Evaluation showing scores, and how the decision to select a
vendor was determined. Refer to Section 4.4 Vendor Response Evaluation Process;
d. Debriefing notes per Section 4.5, as applicable;
e. Approval by the responsible ESA authority of selected vendor and selection
process.
5. For Procurement using the Single Source provision in Section 4.3.5, an email approval from
the Responsible VP or Chief Executive Officer or a copy of Board Resolution is required when
submitting an invoice or a request for Purchase Order.

4.7.2 Document/Record Retention
1. Procurement documents submitted to Finance under Section 4.7.1 and Section 4.3 of this
procedure are electronically filed in the Finance Purchase Order digital cabinet.
2. All documents used to pay any ESA Vendor or Employees (for out of pocket expenses) are
kept in the Accounts Payable digital cabinet.
3. All related Procurement and Accounts Payable documents stated in 1 and 2 above are
in compliance with the Corporate Document Retention Schedule and Canada Revenue
Agency’s Record Retention Guidelines.
4. Responsible departments must keep their procurement documents in accordance with
existing Corporate Document Retention schedule, procedure or policy.

5.0

Compliance and Reporting Responsibilities
1. Compliance
 All ESA employees are required to comply with this Procedure. Each Vice President is
responsible for ensuring that employees in their department comply with this Procedure,
the Procurement Policy, and other related policies, procedures and guidelines.
2. Audit, review, and reporting
 Finance will complete an audit or review on a periodic basis as deemed appropriate to ensure
compliance to this procedure. The findings of audit or review will be reported to the Vice
President, Finance & Chief Financial Officer (CFO).
 The Vice President, Finance and Chief Financial Officer (CFO) is responsible for monitoring
compliance with and administering this procedure. The CFO will report on compliance with
this Procurement Procedure through internal control reports to the Audit Committee once
a year.

6.0

Legislative Authority
None
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Procedure Number

Procurement Procedure

FIN.PR.1.4.3

Issuing Department
Finance

Approval Date

7.0

March 31, 2021*

Evaluation, Monitoring and Review
ESA’s VP, Finance & Chief Financial Officer will regularly review and monitor this Procedure to ensure
that it remains current, relevant, and effective in meeting its purpose and objectives.

8.0

Interpretation
For purposes of this Procedure, unless otherwise stated, the following definitions shall apply:
Term

9.0

Definition

Approver

Refers to any person who is in the same chain of command as the
employee incurring and claiming the particular business expense(s), and
who has the authority to approve the particular business expense(s).

OAR

Organizational Authority Register

RFP

Request for Proposal

CPC

Corporate Procurement Card

Associated Policies and Procedures
Procurement Policy
Policy for Delegation and Exercise of Authority (including Organizational Authority Register-OAR)
Business Expenses Procedure (and Appendices)
Travel, Meals, Hospitality and Related Business Expenses Guideline
Procedure for Reporting Taxable Benefit Expenses
Procedure for Legal Review of Contracts
Code of Conduct

10.0 Associated References
Administrative Agreement
Ontario Public Service Procurement Directive
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