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Introduction Procurement is the whole process of the acquisition of goods 
and services (including the acquisition of infrastructure 
assets, associated services and contract award). Section 270 
(2) of the Municipal Act 2001, as amended, requires that all 
defined boards have in place a policy governing 
procurement and procedures.  The Ottawa Community 
Housing (OCH) Board of Directors initially provided direction 
regarding purchasing and procurement by means of the 
Financial Administration Policy (December 2002) which was 
replaced by the Purchasing and Procurement Policy (August 
2009).  In addition, the Board of Directors has provided 
direction regarding the Designation of Signing Officers and 
the Delegation of Signing Authority.   
 

Policy Statement 
 

As a steward of public assets and interests, OCH will 
conduct procurement in a fair, consistent, and accountable 
manner.  Procurement decisions and practices will ensure 
best value for money.  All activity related to purchasing and 
procurement will demonstrate appropriate legal, ethical and 
professional standards.  Procedures and practices will yield 
best value for goods and services purchased, measured in 
terms of quality, quantity, delivery, performance, price and 
community benefits.  
 
OCH will develop business relationships with vendors, 
contractors and suppliers that contribute to tenant 
employment and economic development in OCH 
communities and engage these business partners to 
promote tenant engagement and foster the development of 
healthy communities.   
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Policy Objectives 
 
 

The objectives of this Policy and the methods of purchasing 
authorized herein, and in the attached appendices, are: 

a) To ensure that OCH obtains the best value for goods and 
services. 

b) To ensure efficiency, effectiveness, fairness, 
accountability, openness and transparency in the 
procurement process while respecting the interests of 
those participating in the purchasing process.   

 

Policy Principles 
 

a) OCH will seek to standardize requirements, specifications 
and items to consolidate spending and reduce costs and 
ensure quality  

b) Decisions regarding purchases and the award of 
contracts will be made in an objective, transparent, and 
accountable manner 

c) OCH has a preference for environmentally friendly 
products and practices 

d) OCH values partnerships with vendors and suppliers who 
are able to help create jobs and further economic 
development in OCH communities 

e) OCH will seek to engage other organizations who share 
similar objectives and values in the pursuit of 
cooperative purchasing of goods and services 

f) OCH will pursue innovation and initiatives that support 
Service Excellence   

 
 

Application 
 
 
 

This policy applies to each and every employee of OCH, and 
to all goods and services to be acquired, purchased, 
procured and/or managed by the Corporation, including:  
 

a) Materials and supplies 

b) Advertising and communication 

c) Equipment 

d) Information technology equipment, services and 

software 

e) Consulting and advisory services 

f) Legal services 

g) Travel and accommodations  
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h) Capital assets, properties, buildings, and 

infrastructure 

 

 
Definitions 
 

Term Definition 

Accountability Refers to the obligation to answer for procurement results 
and for the way that procurement responsibilities are 
delegated.  Accountability, unlike responsibility, cannot be 
delegated and requires a clear segregation of duties and 
diligence in record keeping and management 
 

Award Authorization to proceed with the purchase of goods, 
services and/or construction from a chosen supplier 
 

Best Value for Money The selection of goods and services will be based upon the 
optimum combination of relevant factors beyond the 
purchase price.  This includes such factors as: total cost of 
acquisition; quality and fit-for-purpose issues; product or 
service lead time and delivery schedule; supplier 
performance; product or service support; environmental 
and sustainability issues; support and maintenance 
considerations; end of life disposal; risk mitigation; and 
economic impact on OCH communities.  Such goods and 
services must be consistent with all specifications and 
scopes of work without major irregularities or qualifications 
 

Bid A binding offer from a supplier in response to a Request for 
Quotation or Request to Tender 
 

Board The Board of Directors of the Ottawa Community Housing 
Corporation 
 

Conflict of Interest A situation where a personal or business interest of a Board 
member, officer or employee of the Corporation is in 
conflict with the best interests of the Corporation 
 

Construction Means a construction, reconstruction, demolition, repair or 
renovation of a building, structure or other civil engineering 
or architectural work and includes site preparation, 
excavation, drilling, seismic investigation, soil investigation, 
the supply of products and materials and the supply of 
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equipment and machinery if they are included in and 
incidental to the construction, and the installation and 
repair of fixtures of a building, structure or other civil 
engineering design or architectural work, but does not 
include professional services related to the construction 
contract unless they are included in the specifications for 
the procurement 
 

Consulting and 
Professional Services 

Means those services requiring the skills of a professional 
for a defined service and includes: 

a) architects  
b) engineers  
c) designers  
d) surveyors  
e) planners  
f) accountants  
g) auditors  
h) management professionals  
i) marketing professions  
j) software and information technology experts  
k) financial consultants  
l) lawyers  
m) law firms 
n) real estate agents and brokers  
o) planners  
p) environmental planners and engineers  
q) hydrogeologists,  
r) communications consultants  

and any other consulting or professional services which 
may be required by the Corporation 

 

Contract A binding agreement between two or more parties that 
creates an obligation to provide goods or services 
 

Corporation Ottawa Community Housing Corporation 
 

Department Any division of the Corporation that is managed under the 
authority of an Executive Director 
 

Effectiveness Refers to the extent to which the procurement process is 
achieving its intended results (i.e., the process delivered 
the goods and services required to meet the corporation’s 
needs) 
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Efficiency Measures the quality, cost and amount of goods and 
services procured as compared to the time, money and 
effort to procure them 
 

Expression of Interest A written detailed proposal, submitted in response to a 
Request for Expression of Interest, that identifies a 
proponent’s interest in providing a specific good or service 
to the corporation 
 

Extraordinary 
Circumstance 

An event or circumstance where the immediate purchase of 
Goods or services or the entering into of a Construction 
Contract is essential or necessary to prevent or alleviate 
serious delay, a threat to public health, safety or welfare, 
the disruption of essential services or damage to Corporate 
property or any expenditure that is necessary to respond to 
any emergency of the Corporation 
 

Fairness Refers to applying the policies equally to all bidders and 
suppliers 
 

Low Value Purchase A purchase of goods, services or Construction which is not 
included as part of a Standing Offer or Price Agreement, is 
not available out of the Corporation’s inventory and does 
not exceed a value of $5,000 
 

Objectivity Refers to approaching the procurement of goods and 
services in an unbiased way not influenced by personal 
preferences, prejudices or interpretations 
 

OCH Vendor A supplier who has been approved to provide goods or 
services 
 

Openness and 
Transparency 

Clarity and disclosure about the process for arriving at 
procurement decisions.  Purchasing and procurement are 
undertaken within the context of legal considerations about 
confidentiality and the protection of privacy.  Practices that 
promote openness and transparency are governed by these 
considerations 

Qualified Supplier A supplier who has been approved, through Supplier 
Qualification Process, to provide goods or services 
 

Request for Expression of A request made by the Corporation to the market place for 
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Interest (RFEI) the purposes of compiling a list of persons or corporations 
who may be interested in providing Goods, services or 
Construction to the Corporation from time to time. 
Acceptance of an expression of interest by the Corporation 
does not create any contractual obligation between the 
party submitting the expression of interest and the 
Corporation, but may be a precondition to Pre-qualification 
or further procurement Contracts with the Corporation 
 

Request for Qualification A request for the detailed submission of the experience, 
financial strength, education, background and personnel of 
persons, firms or corporations who may, from time to time, 
qualify to supply goods, services and Construction to the 
Corporation 
 

Request for Price 
Agreement 

A request for the submission of a Tender or Proposal to 
enter into a Price Agreement with the Corporation 
 

Request for Proposal 
(RFP) 

A process to obtain proposals for goods and services from 
qualified suppliers where the needs of the Corporation can 
be met by different methods.  Proposals are evaluated 
against pre-determined criteria and the selection process 
may include discussion and negotiation with Respondents.  
An RFP may or may not result in an award by OCH or a 
Contractual obligation between the parties 
 

Request for Qualification A request for a detailed profile of the experience, 
competencies,  personnel, and other resources of the 
Respondent(s) who may be considered to be qualified to 
provide, from time to time, services, quotations, bids, or 
proposals 
 

Request for Quotation 
(RFQ) 

A process to obtain goods and services where the 
requirements or the scope of work can be clearly defined in 
the request such that price is the sole differentiation 
between qualified bids 
 
 
 

Request for Tender (RFT) A process to obtain goods or services where bidders must 
meet requirements such as capacity, experience, capability 
and other conditions, in addition to pricing.  These 
conditions are evaluated and scored on both qualitative and 
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quantitative criteria, some of which may be mandatory, in 
order to secure best value to the Corporation 
 

Respondent A supplier or potential supplier who responds to a Request 
from OCH 
 

Signing Officer Corporate officers who have delegated authority to make 
contractual commitments and payment authorizations on 
behalf of OCH 
 

Sole Source Purchase The purchase of a good, service or Construction where 
there is only one available supplier of that good, service or 
Construction that meets the needs or requirements of the 
Corporation 
 

Standard Terms and 
Conditions 

Define the contract terms that are applicable to Work 
Orders and Purchase Orders 
 

Standing Offer Agreement A contract to supply goods and/or services under 
established conditions for a specific period of time.  Such 
an agreement is generally established through a Request 
for Proposal, Quote or Tender.  Terms typically state that 
OCH is under no obligation to purchase a set quantity nor is 
OCH obligated to deal exclusively with the supplier 
 

Successful Bid The Bid that would provide the Corporation with the best 
value for money for the product or service as measured by 
the evaluation criteria and which is compliant 

Supplier Qualification 
Process 

The procurement methods used, (Appendix A), whereby 
potential suppliers can become qualified to provide goods 
and services or existing suppliers maintain their status as 
“Qualified Suppliers” 
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Roles & Responsibilities  
 
Delegation of Authority 
The Delegation of Authority defines the ability of staff in specific positions to initiate 
procurement actions, authorize purchases and enter into contracts and agreements on 
behalf of OCH.  For details, please refer to Appendix A, Delegation of Authority and 
Procurement Process. The appropriate delegation of authority can empower OCH 
employees and clarify expectations and accountability.   
 

Key Roles Key Responsibilities 

Program/Project 
Manager 
 

The Program/Project Manager will sponsor the procurement 
requirement and support the following: 
 

a) Identify requirement/specification 
b) Obtain budget approval 
c) Conduct evaluation of proposals and tenders 
d) Recommend contract award 
e) Manage vendor performance including quality and 

timeliness of deliverables 
f) Escalate issues related to vendor performance for 

remedy 
g) Confirm receipt and quality of goods and services  
h) Recommend payment of invoices  

 

Corporate Services 
(Finance/Business 
Services)  
 

This department will enable procurement activity and 
ensure compliance with established policy and procedure 
(please refer to Appendix B, Methods of Procurement and 
Appendix C, General Conditions) including the following: 
 

a) Validate strategic sourcing, approach to market and 
procurement methodology 

b) Verify correct use of forms and templates, 
contracts, evaluation templates 

c) Confirm available budget and source of funds 
d) Conduct an assessment of corporate and individual 

risk and risk mitigation strategies 
e) Sign off to enable contract award 

 

 
 

Related OCH Policies 
and Procedures 
 

 Code of Conduct 
 Conflict of Interest 
 OCH Expense Policy 
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Other Supporting 
References 
 

OCH shall account for expenditures according to rules 
issued by the Public Sector Accounting Board (PSAB) except 
for any reporting requirements identified under the Housing 
Services Act. 
 

Sponsor Executive Director, Corporate Services 
 

Questions / Contact Manager, Business Services 
 

 
 
 

 
Appendices 

 
Appendix A – Delegation of Authority and Procurement Process 
Appendix B – Methods of Procurement  
Appendix C – General Conditions 
 

 
 
 


