
 

 
Drtment identifies a need 

 
 
 
 

Obtain 2 written quotes between 
$25,000 and $74,999, and 3 written 

quotes between $75,000 and $121,199 
using the Invitational Competition 

Process for Goods and/or Non-
ng Services 

Department identifies a need for 
goods and/or services 

Consulting 
Services 

Obtain 1 written quote using 
Single Quote Process 

Under 
$25,000 

Obtain 1 written quote using 
Low Value Process  
(P-Card Purchase) 

Obtain approval of the Consultation 
Department for any of the following: 

Legal Services 
Advertising/Promotional Materials 

AODO-Related Goods/Services 
IT Hardware/ Computer Software  

Building Infrastructure  
Chemicals/Hazardous Materials 

Obtain 3 written quotes using 
Invitational Competition Process 

for Consulting Services 

$0 - 
$4,999 

Goods / Non-
Consulting Services 

$25,000 -
$121,199

    $0 -
$24,999

YES 

YES 

YES 

YES 

YES 

NO 

NO 

NO 

NO 

These procedures do 
not apply. 
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If
Consulti
 the procurement value  is $121,200+, contact Procurement Services



 Low Value Process 
$0-$4,999 

Goods / Non-
Consulting Services 

under $5,000 

Choose a supplier from the 
Collaborative Agreement  

OR 
Identify a reputable qualified 

supplier. Consider local/Canadian 
suppliers where possible. Make sure 

there is no conflict of interest. 

Obtain a verbal or written quote. 
Pay with P-Card, if possible. 

Otherwise, obtain the supplier’s 
invoice and make a direct payment. 

NO 

YES 

This is not the correct process. 
For Goods/Non-Consulting from $5,000 - 
$24,999, follow the Single Quote Process.
For Consulting Services follow the Invitational 
Competition Process for Consulting Services 

If the supplier will be performing 
work on College property or at 
College events, the Department is 
required to obtain the supplier’s 
WSIB and insurance certificates. 
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Singlecx  Quote 
Process 

$5,000  - $24,999

Goods / Non-
Consulting 

Services $5,000 
- $24,999

Choose a supplier from the 
Collaborative Agreement  

Active 
Collaborative 
Agreement 

Identify a reputable qualified 
supplier. Consider local/Canadian 

suppliers where possible. Make sure 
there is no conflict of interest. 

Obtain a written quote. 
Enter requisition in PeopleSoft. 

Upload the written quote.  

Do not proceed with the procurement 
until you receive notification that the 
PO has been issued to the supplier. 

NO 

NO 

YES 

YES 

This is not the correct process. 
For Goods/Non-Consulting from $25,000 -
$121,199, follow the Invitational Competition 
Process for Goods and/or Non-Consulting Services 
For Consulting Services from $0 - $121,199 follow 
the Invitational Competition Process for 
Consulting Services 

If the supplier will be performing work 
on College property or at College 
events, the Department is required to 
obtain the supplier’s WSIB and 
insurance certificates. 
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This is not the correct process. 
For Consulting Services from $0 - $121,199 follow the 
Invitational Competition Process for Consulting Services 

Invitational 
Competition Process 

for Goods and/or Non-
Consulting Services 
$25,000 - $121,199

Goods / Non-
Consulting 

Services $25,000 -
$121,199

Choose a minimum of two suppliers 
from the Collaborative Agreement. 

Active 
Collaborative 
Agreement 

Identify a minimum of two reputable and 
qualified suppliers.  

Prepare the RFQ and email the RFQ to the 
identified suppliers. 

Enter requisition in PeopleSoft. Upload the 
RFQ (including any addenda), quotes, and 

Supplier Data Form (for new suppliers).

Do not proceed with the procurement until 
you receive notification that the PO has 

been issued to the supplier. 

NO 

NO 

YES 

YES 

Consider local/Canadian suppliers where 
possible. Make sure there is no conflict of 

interest. 

Use the RFQ Template User Guide to 
prepare the template. 

Contact the suppliers to confirm their interest 
and get contact info for issuing the RFQ. 

If you cannot identify the required number 
of interested suppliers, you do not have 

authority to proceed. 
Contact Procurement Services. 

Follow the steps and instructions in the 
Procedures to manage the RFQ process 

and select the successful supplier. 

Manage the RFQ process, obtain quotes, select 
supplier, collect insurance documentation and 

Supplier Data Form (for new suppliers). 
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Consulting 
Services $0 - 

$121,199

Choose a minimum of three suppliers 
from the Collaborative Agreement. 

Active 
Collaborative 
Agreement 

Identify a minimum of three reputable and 
qualified suppliers.  

Prepare the RFQ and email the RFQ to the 
identified suppliers. 

Enter requisition in PeopleSoft. Upload the 
RFQ (including any addenda), quotes, and 

Supplier Data Form (for new suppliers). 

Do not proceed with the procurement until 
you receive notification that the PO has 

been issued to the supplier. 

NO 

NO 

YES 

YES 

Consider local/Canadian suppliers where 
possible. Make sure there is no conflict of 

interest. 

Use the RFQ Template User Guide to 
prepare the template. 

Contact the suppliers to confirm their interest 
and get contact info for issuing the RFQ. 

If you cannot identify the required number 
of interested suppliers, you do not have 

authority to proceed. 
Contact Procurement Services. 

Follow the steps and instructions in the 
Procedures to manage the RFQ process 

and select the successful supplier. 

Manage the RFQ process, obtain quotes, 
select supplier, collect insurance 

documentation, Supplier Data Record, and 
Electronic Funds Transfer form (for new

suppliers). 

This is not the correct process. 
For Goods / Non-Consulting Services from $0 -
$121,199 follow the Single Quote Process or the 
Invitational Competition Process for Goods and/or 
Non-Consulting Services 

Invi tational 
Compet ition Process 

for Consulting Services 
$0 - $121,199
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