
 
 
 
 
    
Department of Corporate Services 
Supply & Services 
 
 
How to Do Business with the  
City of Pickering 
 
Welcome to the City of Pickering.  The 
purpose of this pamphlet is to acquaint 
you with our organization and 
procedures in carrying out the 
purchasing activity for the City. 
 
WHO AND WHERE WE ARE 
 
Purchasing is under the direction of the 
Manager, Supply & Services who reports 
to the Director, Corporate Services & 
Treasurer. 
 
The centralized purchasing function is 
administered by Supply & Services for 
all departments. 
 
Supply & Services is located within 
Corporate Services on the 2nd floor, 
Pickering Civic Complex, One The 
Esplanade, Pickering.  Business hours 
are 8:30am – 4:30pm Monday through 
Friday.  
 
 

WHAT IT IS THAT WE DO  
 
With due regard for price, quality, service 
and delivery, Supply & Services solicits 
pricing on a variety of items including but 
not limited to the following:  vehicles, 
equipment, products, services, rentals, 
consulting, construction, renovations, 
printing, and equipment.  
 
Supply & Services operates on the 
premise that a competitive market exists 
to provide best value goods and services 
to benefit the City and its taxpayers.  
 
To seek opportunities for improved 
pricing, standardization and avoid 
redundancy, the City is an active 
member of the Durham Purchasing Co-
operative Group. 
 
WHAT YOU CAN DO  
 
1. Complete the electronic supplier 

application form on the City’s 
website as an introduction to Supply 
& Services.   

 
2. Keep the information for your 

company updated such as your 
address, telephone, fax number and 
products or services offered. 

 
 
 
 
 

HEALTH & SAFETY 
 
Health and safety is a #1 priority when 
considering contractors and service 
providers to the City.   
 
A contractor is required at minimum to 
provide a valid Certificate of Insurance, 
Workplace Safety & Insurance Board 
Certificate of Clearance, Workplace 
Injury Summary Report and 
acknowledge the City’s Health & Safety 
requirements before an order will be 
confirmed.   
 
If a contractor is believes he/she is an 
independent operator, the contractor is 
required to complete the WSIB 
Independent Operator Status 
questionnaire available from the WSIB 
website or directly from WSIB.  The City 
will not consider equivalent disability 
insurance coverage – the contractor 
must be covered by WSIB.  
 
A contractor is required to also provide a 
valid certificate of qualification as 
applicable related to the work being 
performed.  
 
PERFORMANCE 
 
Good performance and compliance to 
safety requirements is also considered 
before engaging with a service provider.  
Poor performance and unsafe practises 
can result in not considering your 



company for a time period.  After the 
time lapse, a request to be added to the 
listing may be made in writing to Supply 
& Services for consideration. 
 
ACCESSIBILITY REGULATIONS 
 
In accordance with Ontario Regulation 
429/07, Accessibility Standards for 
Customer Service Sect. 6, every 
provider of goods and services shall 
ensure that every person who deals with 
members of the public or participates in 
the developing of the service providers 
policies, practices and procedures 
governing the provision of goods and 
services to members of the public, shall 
meet the requirements with regard to 
training. 
 
PURCHASING POLICY & 
PROCEDURE 
 
Purchasing By-law No. 5900/01 adopted 
by Council on November 5, 2001 and as 
amended from time to time, governs the 
purchasing activity and applies to 
bidders as well.  It is strongly suggested 
that you become familiar with its 
directives to avoid any 
misunderstanding.   
 
GENERAL INFORMATION – PRICING 
AND AUTHORITY 
 
Purchases up to $550 may be confirmed 
by City staff without a purchase order 

number.  Ensure you include the full 
name of the person confirming the order 
with you, their telephone number and 
their department on your invoice. 
 
A purchase order number is required for 
purchases beyond $550.  Purchases up 
to $5,400 shall be obtained by an 
acceptable method having regard for the 
means by which the most favourable 
price might be obtained, the nature and 
importance of the purchase, the urgency 
of the requirement, and other factors 
including general trade practices and 
market conditions. Informal written 
quotations shall be obtained if possible 
for purchases between $5,400 and 
$27,000. 
 
Formal quotations shall be obtained by 
soliciting a minimum of three formal 
written quotations if possible for 
purchases greater than $27,000 and not 
exceeding $108,000. 
 
Public tenders shall be obtained for 
purchases greater than $108,000. 
 
FORMAL QUOTATION / REQUEST 
FOR PROPOSAL  
 

 Forms are provided to invited 
vendors by mail or by courier at 
vendor's expense upon request or 
pick up at Supply & Services.  

 

 Submissions must be returned as 
instructed before the closing date 
and time specified in the document. 

 
 Supply & Services staff opens the 
submission as soon as practicable 
after the closing time.  Submissions 
are reviewed, tabulated and a 
recommendation is made to the 
Client department and subject to 
consultation with the Client, the 
Manager shall approve the award.  
When circumstances require, a 
recommendation for award must be 
approved by the CAO or City 
Council. 

  
TENDERS 
 

 Public tenders are advertised on the 
City’s Website, and/or Daily 
Commercial News at least two 
weeks prior to the closing date. 

 
 Tendering documents can be 
downloaded from the City’s website 
at no charge. A fee is charged if you 
wish to pick up the document from 
Supply & Services. 

 
 Tendering documents are received 
by Supply & Services prior to the 
closing date and time and in 
accordance with tendering 
instructions. 

 
 Tenders are opened in public at a 
specified time, date and location as 



specified in the tendering document 
and bidders may attend.  Tenders 
are usually opened shortly after 
closing time. 

 
 Tendering irregularities are handled 
as soon as possible in accordance 
with policy to maintain the integrity 
of the public tendering process. 

 
 Tenders are evaluated, a 
recommendation is made and award 
is subject to Council approval. 

 
ETHICS 
 
The City expects a high standard of 
ethics in conducting its business and 
serves the right to not consider any 
vendor whose performance breaches 
these standards.   
 
Employees may not accept gifts or 
gratuities from vendors. 
 
PROFESSIONAL AFFILIATIONS 
 
To maintain, promote professional 
purchasing standards, principles and 
ethics, membership is maintained in the 
Purchasing Management Association of 
Canada, National Institute of 
Governmental Purchasing, and the 
Ontario Public Buyers Association. 
 
 
 

OPERATING PRINCIPLES 
 
Supply & Services is guided in its 
purchasing procedures as follows:  
 

 To purchase on a non-restrictive, 
competitive basis with qualified 
vendors. 

 
 To obtain goods and services for 

the best value possible in an 
efficient manner. 

 
 To provide all viable vendors an 

opportunity to offer their goods or 
services to the City. 

 
 To treat vendors fairly. 

 

CONTACT INFORMATION 
 
Vera A. Felgemacher, C.P.P, CPPO, 
CPPB, CMM III, C.P.M. 
Manager, Supply & Services 
905.420.4660 extension 2152 
vfelgemacher@cityofpickering.com  
 
Bob Kuzma, C.P.P., C.P.M., A.M.C.T. 
Purchasing Analyst 
905.420.4660 extension 2131 
bkuzma@cityofpickering.com  
 
Jill Hone, CPPB 
Buyer  
905.420.4660 extension 2122 
jhone@cityofpickering.com  
  
Jim Gill 
Buyer  
905.420.4660 extension 2027 
jgill@cityofpickering.com   
 
THE CORPORATION OF THE CITY OF 
PICKERING 
 
Pickering Civic Complex 
One The Esplanade 
Pickering, Ontario 
L1V 6K6 
cityofpickering.com 
 
905.420.2222 (General Inquiries) 
905.420.4616 (Supply & Services) 
905.420.5313 (Facsimile) 
 


