


Procurement Approval Authority Form

Introduction 



This document outlines the consideration for any procurement initiative and should be used to document the initiative, the necessary approvals and circumstances for competitive or non competitive procurement. Please complete the form and retain a copy with all relevant documentation to support each procurement decision.

	Procurement Summary

	1. Type of Request:



 FORMCHECKBOX 
 Competitive



 FORMCHECKBOX 
 Non Competitive

2. Procurement Description:

a. Are there additional planned procurements related to this request?

b. Is the procurement required for ongoing operations, a program initiative, or a one-time requirement?

3. Procurement Strategy:

a. Has due diligence research been conducted to support the procurement request?  If yes, please describe.

b. Is the procurement available through a Group Purchasing Initiative (GPI)?
c. Provide a summary of laws, policies, and guidelines that may impact the procurement request.

d. Is the procurement available through an enterprise-wide Vendor of Record arrangement within Ministry of Government Services? (www.doingbusiness.mgs.gov.on.ca/mbs/psb/psb.nsf/English/howtovor.html)
e. If available, provide the list of potential vendors that may bid on this procurement.
f. Provide the proposed contract start and end dates inclusive of extensions and durations of each.

g. Are there any dependencies that may impact the timelines?

h. Are there any conditions in any existing agreements that may impact the feasibility of the procurement?


	Stakeholder Engagement

	1. List all stakeholders and provide a description of the impact that the procurement may have on their organizations.
2. Briefly describe the stakeholder engagement strategy and the intended structure of the stakeholder relationships throughout the procurement.




	Competitive Procurement 
Complete this section for competitive procurements only. Please ensure that the competitive procurement is in accordance with requirements outlined by the Procurement Policies and Procedures in section 5.3.7 (Competitive vs. Non-Competitive Procurement Process Determination) and section 5.3.8 (Competitive Procurement).

	1. Identify all procurement documents to be issued for this procurement (e.g., RFI, RFQ, RFT, RFP).
2. a.
Identify the intended procurement communication methods (e.g., MERX, Newspaper Publications).
Or



b.
Identify the category of the Vendor of Record (VOR)/Preferred Suppliers List to be used. (All registered suppliers in that category must be invited to respond)
3. Provide the projected timeline for the competition process.
4. Contract Type:

 FORMCHECKBOX 
 Single Contract

 FORMCHECKBOX 
 Multiple Contracts (e.g., regional, unique requirements)



Please describe rationale for multiple contracts:

5. If applicable, provide the name of the incumbent and the number of years the incumbent has provided the good or service.
6. Describe how you will mitigate any potential incumbent supplier advantages (e.g., Vendor Info Sessions, Fairness Commissioner).
7. Describe any known or potential conflicts of interest.

8. Describe the estimated resource requirements to support this procurement.




	Non Competitive Procurement 
Complete this section for non competitive procurements only. Please ensure that the non-competitive procurement is an allowable exception under requirements outlined by the Procurement Policies and Procedures in section 5.3.9.1 (Exemptions from the Competitive Process).

	1. Identify the type of non-competitive procurement.
  FORMCHECKBOX 
 Below competitive threshold requirements
  FORMCHECKBOX 
 Sole Source (only one available supplier capable of delivering the goods or service)
 FORMCHECKBOX 
 Single Source (more than one supplier capable of delivering the goods or services)
2. Specify the allowable exception applicable to this non-competitive procurement.
3. Provide supporting rationale as to why an open competitive procurement method cannot be used to acquire the goods or services. 
4. Will the supplier be chosen from a Vendors of Record (VOR)/Preferred Suppliers List
  FORMCHECKBOX 
 Yes

  FORMCHECKBOX 
 No 

a. If No, state why a VOR/Preferred Suppliers List cannot be used.

5. If applicable, provide the name of the incumbent and the number of years the incumbent has provided the good or service.

6. Was the incumbent supplier awarded supply of the goods or services through a non-competitive procurement method?

  FORMCHECKBOX 
 Yes
  FORMCHECKBOX 
 No 
a. If Yes, state why a non-competitive procurement was utilized.
7. Describe any known or potential conflicts of interest.
8. Describe the estimated resource requirements to support this procurement.




	Procurement Initiative Information 

	Submitted by: 
	Date Submitted: 

	Telephone: 
	

	Contract Name:


	Total Estimated Contract Value:

(Inclusive of contract extensions) 



	Relevant Stakeholder(s)   

	 FORMCHECKBOX 
 Org:
	Name:

Title:
	Date:  

	 FORMCHECKBOX 
 Org:
	Name:

Title:  
	Date: 

	 FORMCHECKBOX 
 Org:
	Name:

Title:
	Date:  

	 FORMCHECKBOX 
 Org:
	Name: 

Title: 
	Date:  

	Risks and Issues: Provide a summary of any risks and issues relevant to the procurement initiative.

	

	Relevant Documents: Please include all relevant documentation and provide a summary of the attached documentation.

	


	Approvals:  BPS organizations must seek the necessary approval authority for all procurements prior to conducting the procurement.  Approvals for procurements must be in accordance with the organization’s delegated purchasing authority levels and should be based on the total estimated value of the procurement, including any agreed upon renewals. Refer to section 5.3.6.2 (Approval Authorities) of the PPP for additional information.

	Role
	Title*
	Name
	Signature
	Date

	Requisitioner
	
	
	
	

	Budget Approver
	
	
	
	

	Commitment Approver
	
	
	
	

	* The Title / Approver must meet the organization’s delegated purchasing authority levels and should be selected based on the total estimated value of the procurement, including any agreed upon renewals. Organizations may use their discretion in defining purchasing authority thresholds in accordance with the size and applicable roles of their organization.


	Additional Comments

	



1

