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Procedural points to consider:
	
		TENDERING
 
To establish a process for tendering major contracts and to govern the letting and administration of contracts for work undertaken by firms or individuals with whom the society does not have an employer-employee relationship.

[Note: check for procurement requirements in any agreements with funders, particularly with respect to provincially owned assets]

1. Any work that the society expects will cost more than $5,000, and which will not be performed by staff, must be tendered in writing to at least three competitive bidders.

2. Any work that the society expects will cost more than $5,000, and which will not be performed by staff, must be advertised and put to public tender.


3. [Staff] [A committee of the board] will develop a list of criteria to use in judging the bids. The criteria will be approved by the board.

4. For jobs worth less than $30,000 the invitation sent to bidders will include a clear description of the work to be done, and an explanation of what information to include with the bid. 

For jobs worth more than $30,000 the invitation sent to bidders will also include detailed technical specifications and drawings, if appropriate, of the work to be done. 

5. The society will enter into a written contract with any person or firm who is retained to provide materials and services to the society worth more than $_______.

6. For construction jobs worth more than $30,000 the society will adopt a standard industry contract (CCDC2 or similar).


At a minimum, the contract will describe:
· the scope of work to be undertaken, the total price;
· methods of evaluating the work;
· deadlines for completion or, where the work is ongoing, frequency of service;
· a payment schedule;
· provisions for 10% lien and deficiency holdbacks if applicable; 
· methods for resolving disputes;
· proof of contractor’s liability insurance;
· registration with the Workers’ Compensation Board; and
· bonding, if the board considers it necessary.

 
7. Contracts for the ongoing provision of a service will be reviewed annually and may be re-tendered at the option of the society.

Contracts with a value of more than $______require board approval, and contracts with a value of more than $_______ will be drafted with professional legal advice.


(See procedural points 2 and 3 under “Purchasing” Policy).
1. Contracts requiring board approval.
2. General contents of contracts (if not specified in policy).
3. Scoring and weighting table
Example table: From BCNPHA and BC Housing: Procurement Guidelines for Non-Profit Housing, May 2020

	
[bookmark: 2._Using_scores_and_weightings:]CRITERIA
	
EXPLANATION
	
WEIGHT

	
Pricing
	
The prices, fees and/or rates and expenses as they relate to the requirements
	
40%

	
Experience
	
The relevant experience and performance within the environment described in this document for work performed within the past three (3) to five (5) years
	
25%

	
Qualifications
	
Methodology and approach, schedule of milestones, expected deliverables, reports, etc.
	
25%

	
References
	
Provide three (3) local references, referring to services of similar application and complexity
	
10%

	
	
	
100%
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