VILLAGE OF HINES CREEK

POLICIES AND PROCEDURES MANUAL

ADMINISTRATION

TITLE: TENDER POLICY
POLICY NUMBER: 200-32
EFFECTIVE DATE: March 12, 2019
POLICY STATEMENT:

It is the policy of The Village of Hines Creek to acquire goods and services on a competitive basis and to
ensure openness, transparency and fairness in the purchasing of goods and services.

PURCHASING:

1. The C.A.O. of The Village of Hines Creek shall be the responsible authority for the purchase of
goods and services for The Village of Hines Creek subject to the policy and procedure herein.

2. Approval of Council will be required to purchase goods and services which exceed a value of
$10,000.

3. The Chief Administrative Officer is authorized to make contracts for the acquisition of goods and
services for the purpose of carrying on the business of the Village, where the amount of the
expenditure does not exceed $10,000, in any one case, and where such expenditure is included
in the approved budget allocation.

METHODS:

1. Procurement of goods and services shall generally be undertaken through a competitive bid
process in either of two ways, depending on the dollar value:

a. Bid by invitation:
i. Where the value of goods and services to be purchased exceeds $1,500 and less

than $10,000, in any one case, bids will be solicited by invitation in written form.
b. Public tender:
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i. Where the value of goods and services to be purchased exceeds $10,000, in any
one case, public tenders shall be solicited through public advertisement, in
accordance with the “Public Tender Process” section of this Policy.

2. The Purchasing Authorities shall maintain a file system that records proof of verbal and written
guotations and bids.

3. Whenever possible the Village will endeavor through its Tender Policy to open opportunities to
local business. If goods or services needed by the Village which are to be acquired by Tender,
staff will invite local business known to supply such goods or services to participate in the
competitive procurement process.

4. Notwithstanding the above, in the case of a pressing emergency, where the delay resulting from
inviting tenders or bids would be injurious to the public interest and/or the Village’s assets, the
Chief Administrative Officer may approve the purchase and report it to the Council at the
earliest date thereafter.

5. Tenders received after the closing shall be returned, unopened, to the bidder.

6. Unsolicited proposals received by the Village of Hines Creek shall be rejected but may be
retained on file for future reference.

Public Tender Process
1. Tender documents shall include the following attached forms:

Form of “Invitation to Tender”,

Form of “Invitation to Tender Terms and Conditions”,
Form of “Schedule A-Services”,

Form of “Schedule B-Fees and Expenses”,

Form of “Schedule C-Insurance”

Project drawings and/or specifications where required
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2. The above documents shall include, at least, the closing date and time, and the fact that all
tenders must be in sealed envelopes clearly marked with the purpose of the tender.

3. A statement shall be included in the advertisement that “The Village reserves the right to reject
any or all tenders, not necessarily accept the lowest tender, or to accept any tender which it
may consider to be in its best interest. The Village also reserves the right to waive formality,
informality or technicality in any tender.

Tender Awarding

1. The Village reserves the right to make an award for reasons deemed to be in its best interest.
The Village of Hines Creek may not accept the lowest, or any Tender. Tenders will be evaluated
on the principle of value for money.

2. After approval, a formal contract or a Purchase Order shall be prepared for the total amount of
the goods and services which is to be signed by the appropriate authority, and the successful
tenderer.
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INVITATION TO TENDER
Description of Job

Hines Creek, AB

TENDERS MUST BE RECEIVED BEFORE 4:00 P.M. ON AT THE FOLLOWING LOCATION:

Leanne Walmsley, C.A.O.
Box 421, Hines Creek, AB
TOH 2A0
Telephone: (780) 494-3690
Fax: (780) 494-3605
Email: walmsley@abnorth.com

THIS TENDER IS SUBMITTED BY:

NAME OF BIDDER:

ADDRESS:

PHONE: EMAIL:

Signature:

DATE:

NAME OF AUTHORIZED REPRESENTATIVE (PLEASE PRINT):

Checklist for Bidders:

1. Read all terms and conditions.

2. Complete the following pages that make up your tender (the “Tender”):
A signed front cover page of this Invitation to Tender;

A completed Schedule “B”; and

A completed Schedule “C”.

3. Submit the Tender before the closing date and time set out on the front cover page of this Invitation
to Tender.
4. Deliver the Tender by mail, email or by facsimile transmission to Leanne Walmsley as provided above.
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Invitation to Tender Terms and Conditions

1. Bidders must submit a Tender that complies with the instructions provided in the “Checklist for
Bidders” found on the front page of this Invitation to Tender.

2. By submitting a Tender in response to this Invitation to Tender, the bidders is deemed to have agreed
to the terms and conditions of this Invitation to Tender, and if selected as the successful bidder, to
supply the services listed at the prices Tendered in the submitted Tender and on the terms and
conditions of a formal written contract that will be prepared between the parties.

3. Late Tenders will not be considered or evaluated.

4. Tenders will remain valid for 30 days from the closing date of this Invitation to Tender, despite
anything to the contrary on a Tender bid.

5. The Village of Hines Creek may not accept the lowest or any Tender. Tenders will be evaluated on the
principle of value for money

6. Bidders must comply with all applicable laws.

7. In submitting a Tender, bidders represent and warrant to the Village of Hines Creek that they are
licensed and qualified to undertake construction work in the Province of Alberta and are able to
complete the services required in a professional manner.

8. Bidders are solely responsible for their own expenses, if any, in preparing and submitting a Tender
and, if successful, in finalizing a contract. In submitting a Tender, bidders agree that they have no claim
of any sort for any expense occurred in preparing a Tender in the event the Village of Hines Creek does
not accept the Tender or does not accept any Tender.

9. Once an award is made, the successful bidder will be held to its Tender as of the closing date of the
Invitation to Tender even if the bidder later alleges a mistake was made in the Tender.

10. If a bidder discovers that it has made an error in its Tender, the bidder may (1) forward a correction
notice to the Village of Hines Creek at the location identified on the front cover page of this Invitation to
Tender or (2) withdraw its Tender, but the correction or withdrawal must be received before the closing
date and time for the Invitation to Tender.

11. Before an award is made, if it appears that an error has been made in a Tender, the Village of Hines
Creek may, in its sole discretion, communicate with the bidder to ascertain if the bidder wishes to
honour the Tender of withdraw the Tender. If the bidder withdraws its Tender, the Tender will not be
considered further.

12. The Village of Hines reserves the right to award this order in part or in full, on the basis of Tenders
received unless a bidder specifies that its Tender is valid only for the complete order.

13. All inquiries related to this Invitation to Tender are to be directed to the Village of Hines Creek, to
the contact person noted on the front cover page of this Invitation to Tender. Information obtained
from any other source is not official and may be inaccurate.

14. Tenders will be opened at a.m/ p.m. on the at Hines Creek, AB.
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Schedule A — Services

PART 1 TERM:

1. Subject to section 2 of this Part 1, the term for the provision of work commences on 2019 and
ends on ,2019.

2. Start dates are subject to negotiation; however, all work must be completed prior to , 2019.
PART 2 SERVICES:

The Contractor must:

e Description of Services

**Note**

- In preparation of the Tender, bidders are advised to walk-through the site to assess the scope of the
work.
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Schedule B - Fees and Expenses

Complete and submit this Schedule B, clearly identifying the prices proposed for the Services in Schedule
A.

Description of Services Cost

Total: §
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Schedule C — Insurance

1. Prior to the commencement of work, the successful bidder must, without limiting the bidder’s
obligations or liabilities and at the bidder’s own expense, purchase and maintain throughout the Term
the following insurances with insurers licensed in Canada in forms and amounts acceptable to the
Village of Hines Creek:
(a) Commercial General Liability in an amount not less than $1,000,000.00 inclusive per
occurrence against bodily injury, personal injury and property damage and including liability
assumed under this Agreement and this insurance must
(i) include the Village of Hines Creek as an additional insured,
(ii) be endorsed to provide the Village of Hines with 30 days advance written notice of
cancellation or material change, and
(iii) include a cross liability clause
2. All insurance described in section 1 of this Schedule must:
(a) be primary; and
(b) not require the sharing of any loss by any insurer of the Village of Hines Creek.
3. (a) The successful bidder must provide the Village of Hines Creek with evidence of all required
insurance within 5 Business Days of the commencement of the Services.
(b) If any required insurance policy expires before the end of the Term, the bidder must provide
to the Village of Hines Creek within 10 Business Days of the policy’s expiration, evidence of a
new or renewal policy meeting the requirements of the expired insurance.
(c) Despite paragraph (a) or (b) above, if requested by the Village of Hines Creek at any time, the
bidder must provide to the Village of Hines Creek certified copies of the required insurance
policies.
4. The successful bidder must obtain, maintain and pay for any additional insurance which the bidder is
required by law to carry, or which the bidder considers necessary to cover risks not otherwise covered
by insurance specified in this Schedule in the bidder’s sole discretion.
END OF POLICY
APPROVED: C-107-19

AMENDED
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