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Purpose

To provide clarity and direction for the procurement of goods and services, giving consideration to in-
house expertise and fiscal constraints under which the municipality must operate.

Policy Statement

1. The Summer Village of West Cove recognizes the need to obtain the best service for the best value,
as it relates to best practices within the municipality. The Summer Village may utilize a tender
process (open or invitational), a request for proposal (RFP) (open or invitational) or a request for
quote (RFQ) (open or invitational) for capital or operational projects depending on the project scope
and as agreed by Council, the Chief Administrative Officer or both.

2. If the project that is to be tendered, proposed or quoted is of a significant dollar value, the Summer
Village may contract outside sources to prepare, evaluate and provide a recommendation(s).

3.  When a tender, RFP, or RFQ is requested, the tender, RFP or RFQ is to be received at the Summer
Village municipal office location in a sealed envelope and will remain sealed until the end of the
period set out for receipt of documents.

4. Once the period for submission is closed, the Chief Administrative Officer will open all sealed
documents in the presence of at least one other person —administrative staff, Public Works Foreman
and/or a member of Council.

5. For submission to Council, the Chief Administrative Officer will present the information from the
tender, proposal or quote documents in a spread sheet format which will provide the following
information:

e Name of firm submitting tender
e Value of the tender by the submitting firm

The original documents will be made available at the Council meeting should Council feel that they
require additional information.
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6. Adecision shall be made by Council or the Chief Administrative Officer (however directed by Council)
based on the information provided — spread sheet document and review of the original form if
necessary. Evaluation of the bids may consider the submitted price, delivery, servicing, the capacity
of the supplier to meet the requirements of the project and any other criteria relevant to the project.
No questions should be asked of those who submitted tenders if they are present.

Legal References: MGA Section 207 & 248(1)
Revisions:

Resolution Number MM/DD/YY
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