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Purchasing Policy 

Purpose 

The purpose of the establishment of a comprehensive Purchasing Policy is to ensure cost-

effective procurement of goods and services on behalf of RECO, based on principles 

contained in the Government of Ontario’s Procurement Directive. This Purchasing Policy is 

also intended to provide all RECO employees with clear guidelines consistent with leading 

practices. The Purchasing Policy will support RECO's goal of demonstrating the high 

degree of integrity and transparency expected from RECO and its employees in all 

procurement related decisions. 

Scope 

The policy applies to all purchases made on behalf of RECO.  

Policy 

The Finance and Accounting Department will maintain a centralized purchasing function 

within RECO, which will procure goods (e.g. office supplies) covered under the scope of 

this policy for all departments and programs. Through the use of strategic purchasing 

initiatives, the Finance and Accounting Department will assist in developing measures for 

cost reduction and cost control, ensuring competitive prices, and maximizing service 

values. 

The supervision/administration of consulting and professional service providers is 

performed by the relevant department. The process for acquiring consulting and 

professional service providers is found in the “Consulting and Professional Service 

Providers” section of this policy. 

Information regarding the administration of document and records retention is found in 

the “Document and Records Retention” section of this policy. 

Any deviations from this policy are to be documented and approved by the Vice-President, 

Corporate Services and by the CEO with copies to the Director, Finance and Accounting. 

The policy covers: 

• purchasing authority; 

• acquisition process; 

• vendor selection; 
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• special considerations; 

• contracted consulting services (which is covered in detail on pages 3 & 4); and 

• document and records retention. 

Accountability 

The Vice-President, Corporate Services is responsible, in consultation with the Director, 

Finance and Accounting, and CEO, for setting the strategic direction of RECO's purchasing 

function. 

Procurement Planning 

Planned purchases reduce product costs by: 

• allowing time to clearly define a competitive specification; 

• providing time to receive and properly evaluate competitive bids; and 

• making it possible to consolidate departmental needs that can then result in volume 

discount negotiations. 

Department Managers are expected to communicate their annual procurement 

requirements to the Director, Finance and Accounting as part of the budget preparation 

process. Upon assessing their annual procurement needs, departments will estimate a 

timetable of their requirements for their known products and services, along with 

highlights of any significant purchases that may provide the Finance and Accounting 

Department an opportunity to complete some preliminary research on product availability. 

Notwithstanding the availability of budgeted funds, all expenditures committed to by 

RECO will be made in a manner of utmost fiscal prudence. 

Purchasing Authority 

Only duly authorized personnel (i.e. members of the Management Group) shall commit 

RECO to any purchase, lease or rental obligation. Competitive quotations or bids are to be 

solicited in accordance with the below listed guidelines. 
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Greater Than Less than or Equal to  Requirements 

$ 0 $ 10,000 no formal bidding, but a 
comparative pricing review 

$ 10,001 $ 30,000 3 e-mail or written quotes 

$ 30,001 and above under formal request for 
proposals process, 3 written 
or electronically tendered 
quotes 

 

No action shall be taken to reduce the value of the procurement in order to avoid any of 

the requirements regarding competition, approval levels or reporting. Purchases, leases or 

rental obligations greater than $5,000 require the approval of both the manager and the 

relevant member of senior management (Registrar or Vice-President, Corporate Services 

or CEO). 

Single or Sole Source Purchases 

Single source vendors are defined as those vendors having a product or service not 

offered by another vendor generally within a reasonable geographic market to RECO. Sole 

source vendors are those vendors deemed by RECO to provide a unique product or service 

that cannot reasonably be matched by an alternate vendor either in price or specification. 

RECO policy is to avoid single or sole source purchases wherever possible so long as it 

does not impede RECO's capacity to fulfill its mandate. In cases where specialized and/or 

custom designed equipment or services, for which there is only one known or recognized 

product leader, is required and the value of the purchase does not exceed $5,000 there is 

no requirement for a competitive process under the policy. 

In circumstances where there is a single or sole source vendor required for products or 

services of value between $5,000 - $30,000, a written business case justification is to be 

documented by the requisitioning department and maintained on file. The business case 

must be approved by the relevant senior management member (Registrar or Vice-

President, Corporate Services or CEO). In exceptional cases where a single or sole source 

vendor for a product with a value exceeding $30,000 is required, a written business case 

justification for single/sole source purchases is to be documented by the requisitioning 

department manager, and duly approved by the Registrar or Vice-President, Corporate 

Services and the CEO. 

Contracts 

Procurement of goods resulting in a contract is to be clearly defined and responsibly 

handled. The contract is to be written in the name of RECO and prepared based upon 

RECO's standard forms of contract. Where RECO's standard contract is not acceptable 
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(due to vendor stipulation), the agreement must be reviewed by RECO’s Legal 

Department.  Confidential information about RECO, its registrants, customers, clients, 

suppliers or employees should not be divulged to anyone other than persons who are 

authorized to receive such information.  A confidentiality agreement/provision should form 

part of any contract that is entered into between RECO and a vendor. 

Ethical Considerations 

All purchases made on behalf of RECO shall be consistent with RECO's Employee Conduct 

policies. RECO employees involved in purchasing will discharge their duties honestly, 

forthrightly, objectively and with integrity. RECO employees shall not use their official 

capacity or company time to negotiate or conduct personal purchases for themselves or 

others. 

Accessibility for Ontarians with Disabilities Act 

In conducting its purchasing activities, RECO will consider facility accessibility when 

procuring deliverable goods and services. RECO will take all reasonable steps necessary to 

comply with the Accessibility for Ontarians with Disabilities Act. 

Vendor Selection 

Supply Sources 

Requisitioning departments are encouraged to suggest sources of supply for required 

items. 

Vendor Qualifications 

Orders shall be awarded to the most qualified, responsive, and responsible bidder whose 

proposal meets the requirements and criteria set by the requisitioning departments and 

whose bid is determined to be the most advantageous to the organization. 

Special Considerations 

Information Technology 

Departments requesting any computer related equipment shall refer such requests 

through the Director, Information Technology (IT) for recommendation and approval, 

subject to prior budget approval. 

Lease or Rental 

The use of lease, lease purchase or rental options on office equipment (or any other 

equipment leases) are to be determined by the Director, Finance and Accounting, in 

consultation with the Director, Information Technology, and the Vice-President, Corporate 
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Services. Expenditure commitments are then to be approved by the requisitioning 

department head, based on the approved budget. 

Consulting and Professional Service Providers 

Overview 

The need for assistance in the performance and delivery of RECO required services, 

through the use of non-RECO employees, will periodically necessitate the engagement of 

outside service providers. Outside service providers may be classified as consultants or 

professional services. Expenditures should be captured in operating budgets. 

Notwithstanding the availability of budgeted funds, all expenditures for consultants or 

professional service providers committed to by RECO will be made in a manner of utmost 

fiscal prudence. 

Consulting and professional services are to be acquired through a cost justified and 

competitive process, providing vendors generally with a minimum quotation response time 

of 5 business days for contracts valued below $50,000 and a minimum of 15 business 

days for procurements assessed as high risk or having a value in excess of $50,000. The 

above response times are guidelines and may vary under specific circumstances which 

should be reviewed in advance with the relevant senior management member (Registrar 

or Vice-President, Corporate Services or CEO). 

Procurement of consulting and professional services resulting in a contract is to be clearly 

defined and responsibly handled. The contract is to be written in the name of RECO and 

prepared based upon RECO's standard forms of contract. Where RECO's standard contract 

is not acceptable (due to vendor stipulation), the agreement must be reviewed by RECO’s 

Legal Department.  Confidential information about RECO, its registrants, customers, 

clients, suppliers or employees should not be divulged to anyone other than persons who 

are authorized to receive such information.  A confidentiality agreement/provision should 

form part of any contract that is entered into between RECO and a consultant or 

professional service provider. 

Terms of Engagement 

The requisitioning department must establish a clear rationale and terms of reference for 

any consulting or professional services agreement including objectives, background, 

scope, constraints, staff responsibilities, tangible deliverables/results, timing, progress 

reporting, approval requirements, and where applicable, knowledge transfer 

requirements. 

RECO may not purchase external consulting or professional services where existing in-

house resources are available for the assignment unless otherwise justified and approved 

by the applicable senior management team member (Registrar or Vice-President, 
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Corporate Services or CEO). The requisitioning department is to document all prior 

consideration for the use of external resources and where applicable, a transfer of 

knowledge should occur from the consultant to RECO staff to avoid continuous reliance 

upon consultants. 

The relevant manager responsible for the administration of the consulting or professional 

service provider agreement will review external service providers contracted by RECO for 

more than three consecutive years and provide senior management (Registrar or Vice-

President, Corporate Services or CEO) with a request to assist in a new competitive bid 

review, or provide senior management with written justification continuing with the same 

vendor, a copy of which will be forwarded to and maintained by the Director, Finance and 

Accounting. The business case will include the rationale for continuing with the vendor's 

services and a timeframe for the next review not to exceed three years (i.e. ongoing 

vendor arrangements will not exceed a maximum of 6 years without a new competitive 

process). 

Qualification Based Service Selection 

Qualification based selection will be the method used for the procurement of consulting 

and professional services which permits RECO to tailor the final selection process. 

Qualification based selection means acquiring the best available consulting and 

professional services through a fair and equitable selection process based upon the 

professional qualifications of the service provider. 

Ad Hoc Service Requirements 

From time to time, RECO will require specialized professional services on an ad hoc basis 

to support its regulatory activities (e.g., external legal counsel to defend against a lawsuit, 

or to prosecute a matter in times of high workload for in-house counsel).  Given the 

nature of these activities, it will not be possible to determine in advance the value of the 

contract.  Further, time constraints in dealing with such matters may make it impossible 

to meet the full requirements of this policy.  To address this situation, RECO can pre-

qualify service providers through a “standing offer” process. 

A “standing offer” is an agreement between RECO and a service provider regarding the 

rates, terms and conditions to be applied to services that may be supplied at a future date 

on an “as and when required” basis.  An RFP process is used to solicit expressions of 

interest from relevant service providers.  A standing offer agreement will be entered into 

with one or more vendors who meet RECO’s qualifications for the area of service in 

question.  When a need for the service arises, a “call up” is issued against the standing 

offer specifying the work to be completed, timeframes, etc.  No further quote or approval 

is required. 
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Execution of Contracts for Consulting or Professional Services 

Departmental Responsibilities 

The departmental manager is accountable for: 

• planning, acquiring and managing professional or consulting resources; 

• preparing all related documentation; 

• ensuring that the terms of the proposed contract are approved by the relevant 

member of RECO’s senior management (Registrar or Vice-President, Corporate 

Services or CEO); 

• ensuring that contracts greater than $5,000 are co-signed by the relevant member of 

senior management (Registrar or Vice-President, Corporate Services or CEO); 

• ensuring the contract, other than those prepared using RECO's standard form, are 

reviewed by RECO’s Legal Department; 

• ensuring that a contract is signed in accordance with RECO's standard contract format 

prior to work proceeding; 

• ensuring that all supporting documentation related to the contract is forwarded to the 

Director, Finance and Accounting; and 

• preparing and approving all purchase requisition documentation, including invoices. 

Amendments 

In the event of a contract being extended due to an increase in the scope of work or other 

contractual terms, the relevant manager shall prepare a memorandum to all affected 

parties outlining the reasons for the scope change and obtain all necessary additional 

approvals. All increases in cost are to be approved by RECO’s senior management 

(Registrar or Vice-President, Corporate Services or CEO).  A copy of the amendment shall 

be forwarded to the Director, Finance and Accounting. 

Document and Records Retention 

Retention 

The Finance and Accounting Department shall maintain a centralized resource for all 

purchases and all contracts for consulting or professional services, including the original 

quote information, supporting documentation, contracts and invoices. 
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