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Complainant Means a person who seeks recourse under this Policy based on a belief that 
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Corporate Supply 

Arrangement 

(CSA) 

Means a pre-existing Provincial government arrangement for specific goods 

or services. 

Cross Institutional 

Supply 

Arrangement 

(CISA) 

Means a pre-existing arrangement for specific goods or services available 

through another purchasing institution or consortium including but not 

limited to BCNET, CAUBO. 

Direct Award or  

Sole Source 

Means an exceptional set of circumstances specifically outlined in this Policy 
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Labour and 

Materials Payment 

Bond 

Means a guarantee that a Contractor will pay for services and materials. A 

Labour and Materials Payment Bond is requested in a competitive bidding 

document typically for high-value and/or high-risk goods or services. This 

bond is intended to protect labourers, material suppliers and subcontractors 

against non-payment. 

Negotiated 

Request for 

Proposal (NRFP) 

Means a type of RFP where the College outlines the proposal requirements 

and learns what a Proponent can offer by way of a solution in response. An 

NRFP is not a call for tenders nor is it binding, it solicits solution-based 

competitive offers for more complex requirements and for significant value 

contracts and where there is a requirement to negotiate some aspects of 

that contract. Depending on the number and variety of responses, the 

College will subsequently negotiate with those Proponents that best serve 

its needs.  Contract A’s are not formed under NFRP’s and neither the 

Proponent nor OC will have the right to make any claims (in contract, tort or 

otherwise) against the other with respect to the award of a contract, failure 

to award a contract or failure to honour a proposal submitted in response 

to a NRFP.  

Negotiating Team 

(NT)  

Means the team that includes two or more individuals who are familiar with 

OC’s requirements and are experienced in planning and devising strategies 

for negotiating. 

New West 

Partnership Trade 

Agreement 

(NWPTA)  

Means the trade agreement between the provinces of British Columbia, 

Alberta, Saskatchewan, and Manitoba.  

Notice of Intent 

(NOI) 

Means a notice advertised on the BC Bid website indicating that a Direct 

Award (non-competitive award) is being contemplated over Trade 

Agreement thresholds, why the award is justified and provides vendors with 

the opportunity to challenge the potential award. 

NT Leader  Means the Procurement Team member who leads and manages 

negotiations. 

Offer(s)  Means a quotation, bid, tender or proposal submitted by a vendor to OC. 

OIPC or 

Commissioner 

Means the Office of the Information & Privacy Commissioner for British 

Columbia. 

Performance Bond  Means a guarantee that a Contractor will perform the work as specified in 

the contract.  

Personal 
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Personal 

Information 

Consent  

Means express written consent to the collection, use or disclosure of 

Personal Information. For the purpose of this policy, refers to consent when 

Okanagan College wishes to receive any information from a Proponent or 

Bidder that may include the Personal Information of any of its employees or 

subcontractors. 

Potential Bidder  Means an individual or business invited to submit a bid, or a vendor who 

has received a competitive bidding document and is considering submitting 

a Bid. 

Potential 

Proponent  

Means an individual or business invited to submit a proposal, or a vendor 

who has received a competitive bidding document and is considering 

submitting a proposal. 

Procurement Means the processes for acquisition of Goods, Services and Construction by 

purchase. 

Proponent Means an individual or business that has submitted a proposal in response 

to a Request for Proposal. 

Proposal  Means a Proponent’s Offer to supply Goods or Services.  

Purchase Order  Means a written acceptance of an offer to Purchase Goods and Services 

made on OC’s numbered form. 

Purchase 

Requisition  

Means the initial request for a Purchase Order, authorization from the 

Procurement Team to engage in a procurement process for Goods or 

Services. 

Records 

Management  

Means the process for managing files, documents, and other records in 

accordance with laws and regulatory bodies. 

Request for 

Expression  

of Interest (RFEI)  

Means a
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Request for 

Tender (RFT)  

Means a request for tenders including any amendments used when the 

required Goods, Services or Construction and the Evaluation Criteria that 

will be used in the competition are well defined. 

Requester  Means the person who submitted an approved Purchase Requisition to the 

Procurement Team to acquire the required goods, services, or construction. 

Routine Requests Means any requests for disclosure of Records that do not contain sensitive 

or confidential information or third-party Personal Information (i.e., the 

personal information of an individual other than the requestor) and includes 

requests for personnel records and transcripts. 

Standard 

Solicitation 

Document  

Means an Invitation to Quote, a Request for Expressions of Interest, a 

Request for Information, a Request for Proposals, a Negotiated Request for 

Proposals, a Request for Qualifications and/or a Request for Tender, 

including any amendments that have been approved by OC.  

Supplier Contract  Means a request to acquire services or Construction, submitted by a 

Requester to the Procurement Team as authorization to engage in a 

procurement process. 

Surety or 

Guarantor 

Means a promise by a party to assume responsibility for the debt obligation 

of a borrower if that borrower defaults. The party that provides the promise 

is also known as a surety or guarantor. 

Trade Agreements 

 

 

 

Means all applicable Trade Agreements and includes but is not limited to 

the New West Partnership Trade Agreement (NWPTA), Canadian Free Trade 

Agreement (CFTA), Canadian European Union: Comprehensive Economic 

and Trade Agreement (CETA), and any other trade agreement applicable to 

OC that exists on or after the adoption of this Policy. 

Total Cost of 

Ownership 

Means the sum of all costs attributable to the ownership of products, 

Construction, and services associated with performing the intended function 

over the entire term of use and includes factors such as acquisition cost, 

installation cost, disposal value, disposal cost, operational cost, maintenance 

cost, applicable taxes, quality of performance and environmental impact. 

Vendor Complaint 

Review Process 

(VCRP) 

Means the process by which the College receives and reviews Vendor 

Complaints related to an OC Procurement process. 

  

5. Division of Duties 

5.1 OC will provide procurement services using a hybrid model where responsibility is divided 

between the Procurement Team and College departments
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b) OC will receive the Best Value for money through consideration of the full range of 

procurement formats and the adoption of commercially reasonable business practices. 

c) Vendors will have fair access to information on procurement opportunities, processes, and 

results. 

d) OC will only engage in a competitive process when there is full intent to award a contract 

at the end of that process. 

e) OC will utilize Corporate Supply Arrangements (CSA), or Cross Institutional Supply 

Arrangements (CISA) identified or initiated by Procurement Services where those 

arrangements would provide Best Value to OC. 

f) OC is accountable for the results of procurement decisions and that the processes followed 

meet the requirements of all applicable Trade Agreements and legislation. 

g) Buying power is leveraged by using group buying and internal or external demand 

aggregation, wherever practical.  

h) The effort of the procurement process, to both vendors and OC, is appropriate in relation 

to the value and complexity of each procurement. 

i) OC is encouraged to follow the Guidelines for Procurement of Environmentally Responsible 

Products and Services. These guidelines are available at: 

https://www2.gov.bc.ca/gov/content/governments/services-for-government/bc-bid-

resources/reference-resources/green-procurement/guidelines-for-environmentally-

responsible-procurement. 

j) OC employees reviewing Procurement options will ensure that, where feasible and cost-

effective, OC will acquire Goods and Services that are environmentally responsible. 

k) Procurement at Okanagan College will incorporate EDISJ methodology supported by the 

College. 

l) Ensuring adherence to the highest standards of ethical conduct. 

Vendor Communication 

6.4 OC recognizes the importance of maintaining the integrity of its public procurement processes. 

Part of protecting the integrity of that process and OC’s authority within that process, is 

ensuring that vendor communications do not compromise OC’s or the vendor’s positions in a 

competitive process.  

6.5 OC staff are responsible for contacting the Procurement Team before contacting vendors and/or 

engaging in a Procurement process. Communication with vendors prior or during the 

competitive process may disqualify vendors from the competitive process and may result in 

disciplinary action to Employees. 

Confidentiality 

6.6 Procurement and Contract Documents will be held in confidence. From receipt of a Bid, 
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6.8 There will be occasions when a Confidentiality or Non-Disclosure Agreement is used prior to 

inviting vendors to submit Proposals or Bids. The objective is to ensure Potential Proponents or 

Potential Bidders are committed to keeping certain confidential information to themselves and 

to use the information only for purposes of preparing and submitting their Proposal or Bid. Such 

an agreement will be maintained in the procurement file. 

Security of Information 

6.9 All communications and details of the procurement selection process will be classified as 

‘restricted’ and kept in a secure location. Vendor Bids or Proposals will not be distributed 

outside of Procurement and the designated Evaluation Team except if required by senior 

management or for legal purposes. 

6.10 Access to procurement and Contract Documents is granted by the Procurement Team. 

Disclosure of Information & Freedom of Information and Protection of Privacy 

6.11 Individuals engaged in procurement activities on behalf of OC must comply with the College’s 

Privacy Policy and Procedures. 

6.12 Contractors and subcontractors will provide their consent to OC for the direct and indirect 

collection of their personal information. 

Due Diligence 

6.13 The level of Due Diligence undertaken regarding a procurement should be based on the 

potential risks associated with relying on certain Proponents or Bidders and their Offers.  

6.14 Due Diligence may include activities such as, but not limited to, credit and background checks; 

business reference checks; and identification of shareholders, directors, and officers of the 

company. 

6.15 OC must not bestow a favor on, or grant preferential treatment to, any prospective consultant 

or Contractor. 

Ethics, Conflict of Interest, Relationship Disclosure 

6.16 Ethical issues and actual, potential, or perceived conflicts of interest will be managed by OC 

consistently and professionally. All Employees involved in procurement activities and 

relationships with potential, current or former suppliers and Contractors will consistently engage 

suppliers in fair, transparent and open procurement processes to avoid, to the best of their 

ability, finding themselves in an ethical dilemma or conflict of interest.  

6.17 An Employee, consultant or Contractor involved in a procurement activity who believes an 

ethical issue is real or imminent will contact the Director, Financial Services who will arrange to 

investigate the matter and determine the best course of action to resolve the issue. 

6.18 An Employee involved in a procurement activity who believes a conflict of interest is actual, 

potential, or perceived will contact their supervisor, who in concert with the Director, Financial 

Services will arrange to investigate the matter and determine the best course of action to 

resolve the conflict of interest related to the procurement. 

6.19 No OC Employee, consultant or Contractor shall have an undisclosed direct or indirect interest 

in or relationship with any outside organization or person that might affect (or that might 

reasonably be understood or misunderstood by others as affecting) the objectivity or 
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independence of their judgement in carrying out the duties and responsibilities of each party in 

connection with OC’s procurement activities. 

6.20
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Procurement Sourcing  

7.2 Before undertaking a procurement sourcing process, employees should consider the minimum 

value thresholds in Table 1 below. These values are based on the aggregate value of a purchase, 

and multiple orders of varying values for the same Goods or Services may not be used to avoid 

adherence to these thresholds.  

7.3 The aggregate value thresholds for Goods and Services or Construction set out the 

requirements for each Procurement sourcing process. 

7.4 The Director of Financial Services may determine that a more stringent or comprehensive 

procurement process should be utilized for any competitive procurement requirement. 

TABLE 1 ð Procurement Sourcing Method Thresholds 

Procurement Sourcing 

Process: 

Goods and 

Services 



Okanagan College 

Procurement Policy 

 

PRCPL_2311N_AD/VPC  Page 13 of 16 

/sites/default/files/2023-12/procurement_procedures.pdf
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Worker’s Compensation 

7.20 Compliance with WorkSafe BC is essential for all contractors and is requested in all competitive 

Bid documents. Contractors must comply during a Contract term and immediately notify the 

College of any changes to their WorkSafe BC, or equivalent, coverage. 

Reference Checks 

7.21 To support their 
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