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Purpose  

The  purchasing funct ion of Carlt on Trail College  shall be  pe rformed in an open, fair 
and t ransparent  manner where  goods and services are  procured in an open 
compet it ive  environment  and where  all t ransact ions yie ld t he  opt imal benefit  t o t he  
College . The  purpose  of t his policy is t o e st ablish t he  principles for and the  context  
within which purchasing act ivit ie s will t ake  place . 

Policy 

• All acquisit ions of goods or services must  be  properly authorized pe r t he  
College’s Signing Authorit y Mat rix (Procedure  1.4). 

• Finance  has t he  responsibilit y for t he  management  of all procurement  se rvices. 
• No person will commit  Carlt on Trail College  t o agreement s, licenses, cont ract s, 

leases or othe r legally enforceable  obligat ions unless authorized t o do as 
indicat ed within t he  Signing Authorit y Mat rix. 

• All purchases shall be  made  in compliance  with legislat ion and st at utory 
regulat ions including Occupat ional Health and Safe ty and Canadian St andards 
Associat ion (CSA) for safe ty st andards, Workplace  Hazardous Mate rials 
Informat ion Syst em (WHMIS) for hazardous product s, custom dut ies, excise  
t axes, goods and se rvices t ax (GST) and provincial sales t ax (PST). 

• All procurement  of goods or services will be  based on the  following minimum 
guide lines: 

• Any it em(s) not  excee ding $5,000 in value  may be  purchased based on: 

o Purchasing’s knowledge  of and experience  with t he  supplie r, or 
o Based on the  purchase r’s knowledge  of last  purchase  price  and/or 
o Based on a ve rbal quotat ion. 

• Any it em(s) not  excee ding $10,000 in value  may be  purchased on the  basis of 
ve rbal quotat ions from no fewer t han three  supplie rs. The  quotat ions must  be  
documented in writ ing. 

• Any it em(s) not  excee ding $25,000 in value  may be  purchased on the  basis of 
writ t en quotat ions from no fewer t han three  supplie rs. 

• Any it em(s) exceeding $25,000 in value  must  be  purchased in accordance  with 
Tendering Policy 2.16. 



• Any employee  making a purchase  or commitment  in t he  name of t he  College  
without  following proper process may be  subject  t o disciplinary act ion. 

• Carlton Trail College  e mployees are  governed by a Code  of Conduct  3.2. 
Accordingly, Carlt on Trail College  employee s must  disclose  any financial or 
pe rsonal int e rest , direct  or indirect , in a prospect ive  vendor t o t he  VP of t he  
respect ive  department  or t he  President  and CEO and where  deemed 
appropriat e , withdraw from the  decision-making process. 

  

  


