
Flow Chart of Standard Procurement Procedures

Create Requisitions / 
Budget Requests

Budget Approved

Petty Cash / Corporate Visa / 
Direct Credit Purchase

If greater than the greater of 10% or $10,000 over 
budget, a Council Report must be prepared to seek 

additional funding.
If less than the greater of 10% or $10,000 over budget, 
the CAO or delegate must approve additional funding

Value over or less 
than procurement 

thresholds

Is approved budget 
sufficient to commit the 

total amount for 
purchase?

1. Decision of informal / formal
RFQ/RFQ/RFT/RFP

2. Advice on preparing specification
3. Preparing tender documents
4. Posting tenders on bids and 

tenders software

1. Tender Opening
2. Price Analysis
3. Distribute RFP technical proposals to 

evaluation committee members for 
review

4. Guidance for the evaluation committee 
Member to make decisions

5. Assist in preparing Council Report to 
seek approval for value over $250,000

6. Assist in prepare quarterly Council report
identifying expenditures over $50,000

1. Contract Award
2. Assist in Preparing Purchase

Order/Agreement
3. Posting Competitive Bidding Results (if

applicable)
4. Assist in Debriefing upon request
5. Assist in Following up for required insurance 

certificates and bonds
6. Following up with user on supplier's

delivery progress

1. Delivery of Goods or
Services

2. Invoice for Payment

1. Receiving and Inspection
2. Vendor Performance 

Record, if any
3. Invoice Certification
4. Coding of invoice

Send invoice to respective users 
for certification upon receipt          

1. Review all invoices for Capital Projects and 
ensure apropriate approval signatures

2. Ensure accurate coding to appropriate 
account as approved in budget

3. Track Capital Projecs and identify when 
projects are complete (Supervisor)

4. Review, identify, and reconcile year-end 
Capital Project reports to ensure that all 
invoices are received and processed in a 
timely manner (Supervisor)

5. Payment According to the agreed credit
period

Payment received     

Governed by 
Procurement By-law, 
Trade Agreements, 

Applicable Provincial 
and Federal Laws
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Value less than thresholds
in procurement policy

No

Yes

Approved

Value over thresholds
in procurement policy

Purchase Order /
Agreement

Delivery of 
Goods/Services

Send invoice to 
Accounts Payable or 
Driectly to individual

purchased good / service

Follow up with user on supplier's 
performance and document 
results
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