
Cégep Heritage College Procedure #27 relating to purchasing 

Procedure #27 relating to purchasing - 1 - 27/10/2021 

Subject: Procedures relating to purchasing at Heritage College. 
 
Administrator: Director of Building Services 
 
Issuing 
Service: Building Service  
 
Coming 
into Force: February 24, 2009 
 
Revised: October 27, 2021  
 
 
Purpose 
 

The purpose of this document is to provide standard procedures that support the Heritage 
College Policy #30 concerning the acquisition of good and services1. 
 
 

Application 
 

These procedures apply to all employees that participate directly or indirectly in the 
college’s purchasing processes.  
 
 

Procedure 
 

The college purchasing process is made up of different stages, which are described 
below, identifying their requirements and responsible. 
 

All amounts mentioned in this procedure are before taxes. 
 
 

1) Identification of needs  
The administrative unit, hereinafter the requester, that has a need to be attended by means 
of the acquisition of a service or a product, identifies its need clearly and in detail, 
defining at least the following: 
 

 Complete description of the good or service to be acquired; 
 Quantity 
 Estimated price (if known) 
 Required delivery date 
 Budget code for the purchase 

 

If the product or service to be purchased is for an estimated value greater than $25,000 
CAD before taxes, it’s highly recommended to fill out the form “202105 Fiche 

                                                 
1 See the Glossary at the end of this document for definitions of frequently-used terms. 
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d'expression du besoin”. If the estimated value is equal to or greater than $100,000 CAD, 
it’s mandatory to fill out the aforementioned form. 
 
 

2) Define the acquisition strategy and number of quotations required 
According to the estimated amount of the purchase, the acquisition strategy and the 
number of quotes required are indicated below: 
 

Amount before taxes 
(CAD) 

Adquisition strategy 
(Mode de solicitation) 

Required quotations or companies invited 
to participate in call for tender 

From $0 to $5,000 Direct negotiation 1 quote 
$5,001 to $25,000  Direct negotiation 2 quotes or;  

1 quote and the comparison with a previous 
purchase of the same category. 

$ 25,001 to $99,999 Direct negotiation 3 quotes 
Invitation to tender Minimum 3 companies invited to participate 
Regional public tender 
Public tender 

Unlimited 

$100,000 and + Public tender Unlimited 
Direct negotiation under the exceptions 
described on the LCOP, Art. 132. 

1 quote 

 
The requester and the Purchasing team3 from Building Services, are responsible to define 
the acquisition strategy.  
 
It is forbidden to divide the amount of the purchase or the contract value into several 
purchases or contracts, in order to avoid carrying out a call for tender, and instead to 
make a direct negotiation.   
 
 

3) Define the method for awarding the contract (Mode d’adjudication) 
The method to awarding the contract must be defined prior to requesting quotes or before 
opening the call for tender, to avoid any kind of misunderstanding in the process. 
 
The detailed explanation and the calculations for each of the methods must be carried out 
according to the regulations from the Quebec Government4.  
 
 

 
 
 

                                                 
2 Loi sur les contrats des orgarnismes publics – LCOP.  http://legisquebec.gouv.qc.ca/fr/showdoc/cs/c-65.1 
3   Purchasing team: Director of building services, Procurement manager (must have the qualification as Secretary of the selection 
committee, after succeeding the test from the Sécretariat du Conseil du trésor), and Buyer (Administration technician of Building 
services). 
4 Secrétariat du Conseil du trésor – Modes d’adjudication. https://www.tresor.gouv.qc.ca/faire-affaire-avec-letat/les-contrats-au-
gouvernement/modes-dadjudication/ 
Minimum quality and the lowest price:  RCA Annex 1, RCS Annex 1, RCTC Annex 4, RCTI Annex 1. 
Quality price/ratio: RCA Annex 2, RCS Annex 2, RCTC Annex 5, RCTI Annex 2. 
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Based on the nature of the contract, the methods are indicated below: 
 

Nature of the Contract Adquisition strategy 
(Mode de solicitation) 

Awarding method 
(Mode d’adjudication) 

Supply contracts Direct negotiation Lowest price 
Call for tenders5 Lowest price 

Minimum quality and the lowest price 
Service contracts 
 
 
 

Direct negotiation Lowest price 
Call for tenders 
 
 

Lowest price 
Minimum quality and the lowest price 
Quality/price ratio (according to the adjusted 
lowest price) 
Quality only (the highest final score) 

Construction contracts Direct negotiation Lowest price 
 Call for tenders Lowest price 

 
3.1 Additional considerations: 
For the acquisition of goods and services, under a Direct negotiation, the method for 
awarding the contract is the lowest price quoted. However, aspects such as the quality of 
the product, the delivery date, and the availability, must be considered in order to obtain 
the best quality/price ratio, which meets the needs of the requester. 
 
For construction contracts, the method used in most cases is the lowest price. However, 
the quality of the submissions can only be evaluated in the exceptional cases mentioned 
in the RCTC, Art.226. 
 
 

4) Request for quotations 
Before requesting the quote, the requester must ensure that there is no conflict of interest 
with the possible suppliers, as defined in the internal Policy # 30 concerning the 
acquisition of goods and services, Art. # 3.11 - Conflict of interest. 
 

Once the acquisition strategy has been defined, the quotes are requested to the suppliers, 
as indicated below: 
 
4.1 Direct negotiation 
The requester contacts the supplier, preferably a supplier from the Quebec province or 
Outaouais region, to get quote for the product or service to be purchased. This quote must 
contain the following information: 

 Description and code (reference, SKU) of the product or service 
 Price per unit 
 Quantity 
 Estimated delivery date in the case of a product / Service duration 

                                                 
5 Hereinafter, “Call for tenders” includes the Invitation to tender, Regional public tender and Public tender. 
6 Règlement sur les contrats de travaux de construction des organismes publics. RCTC. Art.22.     
http://legisquebec.gouv.qc.ca/fr/ShowDoc/cr/C-65.1,%20r.%205/ 
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 Shipping fees 
 Additional fees 
 Payment method 

 
Quotes, and therefore purchases, on e-commerce sites such as Amazon and BestBuy are 
accepted for amounts of less than $ 5,000, when the product is not available in traditional 
suppliers. 
 
Quotes, therefore purchases of used products, normally sold on sites like Kijiji, 
AliExpress, etc., are not allowed due to the lack of regulation and guarantee. The only 
exception to this definition is products purchased to be disassembled or destroyed in 
hands-on student workshops. In this case, the requester must be aware of the limitations 
at the level of guarantees, exchanges and returns for this kind of product.  
 
4.2 Invitation to tender 
4.2.1 For this acquisition strategy, it is recommended that the requester fills out the 

form “202105 Fiche d'expression du besoin” 7, which helps defining the need to 
be satisfied, with the level of detail necessary to begin with the invitation to 
tender. 
 

4.2.2 The requester provides to the procurement manager the filled form mentioned 
above, informing of the need to carry out a purchase of more than $25,000 CAD. 
The procurement manager reviews the form, and asks the necessary questions in 
order to obtain the complete information for the invitation to tender process. 

 
4.2.3 The requester fills out the form “202105 Devis génerique”8, with the support of 

the procurement manager.  
 
4.2.4 The procurement manager, based on the information in the two aforementioned 

formats, creates the legal documents to proceed with the Invitation to tender, 
using the Edilex platform models9.  
 
In drafting these documents, the procurement manager must apply the Quebec 
government legislation concerning contracts awarded by public bodies.10   
 
The previously selected method for awarding the contract, according to section #3 
of this document, must be consigned in the legal documents. 

                                                 
7 This form is managed and provided by Building Services.  
8 This form is managed and provided by Building Services. 
9 Edilex” https://www.edilex.com/solutions-organismes-publics/  - https://edilexpert-prod.edilex.com/Users/Account/LogOn 
10 Laws and regulations mentioned in the Heritage College Policy #30 concerning the acquisition of goods and services, Art. 3.2 – 
Legal framework.  
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For invitations to tender, the term for the reception of proposals is calculated from 
the tender opening date indicated on the legal documents, and must not be less 
than ten (10) working days. This term must be specified in the legal documents. 

 
The legal documents to be drawn up are listed hereunder: 
 Governance document (Document de la régie) 
 Technical specification document (Dévis technique) 
 Bid submission form (Formulaire de soumission) 
 Contract (Contrat) 
 
These documents must be reviewed and approved by the Director of Building 
Services, prior to their publication. They must be handled confidentially, prior to 
publication. They can only be distributed to possible tenderers by the official 
publication media, giving access to all the tenderers at the same time.  

 
4.2.5 The procurement manager and the requester define the suppliers to invite to the 

tender, taking special care that there is no conflict of interest of any kind with the 
suppliers, as defined in the internal Policy # 30 concerning the acquisition of 
goods and services, Art. # 3.11 - Conflict of interest. 

 
4.2.6 The procurement manager issues the invitation to tender through the college's 

computer system - CLARA, using the option "Create a request for quotation", 
under the purchasing module. 
 
All the legal documents written for the tender, have to be uploaded in the system, 
under the request for quotation created for the tender. 
 
It’s mandatory that all the invitations to tender are done through the system, to 
keep track of the process, to keep history of the college negotiations and for 
auditing processes.  

 
4.2.7 If during the proposal’s reception period, the tenderers invited have doubts or 

questions, these should be sent to the procurement manager, who is responsible 
for answering, using official means. 
 
Additionally, if during that same period, modifications are made to the legal 
documents, as a result of doubts or questions made by the tenderers, these 
changes must be informed by the procurement manager to all the tenderers by 
means of an addendum11, dated and numbered, sent through CLARA. The 
addendum must accomplish all the exigences related to terms, previously defined 

                                                 
11 For the purposes of these procedures, an addendum is an explanation, amendment or supplement to any part of the original call for 
tender documents added during the tendering period. 
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in legal documents of the tender.   All the tenders must get the same addendums 
and information, at the same time. 

 
4.3 Regional public tender 
For this type of negotiation, the same steps of the Invitation to tender must be followed, 
from the point 4.2.1 to point 4.2.4, except for the term to receive the offers. In this case, 
the term to receive the offers must be at least fifteen (15) working days, from the 
moment the documents are published in the SEAO12.  
 
Next, the process to follow is described below: 
 
4.3.1 Once the legal documents of the tender have been finalized and approved, the 

procurement manager publishes the regional public tender in the SEAO, defining 
in this system that it is a regional offer and choosing the specific region for which 
the tender applies. 
 

4.3.2 The procurement manager records this publication, creating a “Request for 
quotation” in CLARA. As it is a public offer, no type of communication is sent 
through this system to potential tenderers. Only the date information is filled out 
and the legal documents of the public tender are uploaded, as attachments to this 
requisition. 

 
4.3.3 If during the proposal’s reception period, the tenderers invited have doubts or 

questions, these should be sent to the procurement manager, who is responsible 
for answering, using official means. If the question is of a technical nature, the 
procurement manager contacts the requester to obtain the missing information. 
 
Additionally, if during that same period, modifications are made to the legal 
documents, as a result of doubts or questions made by the tenderers, these 
changes must be informed by the procurement manager to all the tenderers by 
means of an addendum, dated and numbered, sent through SEAO. The addendum 
must accomplish all the exigences related to terms, previously defined in legal 
documents of the tender.  All the tenders must get the same addendums and 
information, at the same time. 
 
The procurement manager uploads a copy of the addendum in the Request for 
quotation created in CLARA. 

 
4.4 Public tender 
For this type of negotiation, the same steps of the Invitation to tender must be followed, 
from the point 4.2.1 to point 4.2.4, except for the term to receive the proposals. In this 

                                                 
12 SEAO – Système électronique d’appel d’offres du gouvernement du Québec. https://www.seao.ca/  
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case, the term to receive the offers must be at least fifteen (15) working days, from the 
moment the documents are published in the SEAO. 
 
Next, the process to follow is described below: 
 
4.4.1 Once the legal documents of the tender have been finalized and approved, the 

procurement manager publishes the public tender in the SEAO, defining in this 
system that it is a public offer, selecting the applicable economic integration 
agreements for the education sector13. 
 

4.4.2 The procurement manager keeps a record of this publication, creating a “Request 
for quotation” in the CLARA. As it is a public offer, no type of communication is 
sent through CLARA to possible tenderers. Only the date information is filled out 
and the legal documents of the public tender are uploaded, as attachments to this 
requisition. 

 
4.4.3 If during the proposal’s reception period, the tenderers invited have doubts or 

questions, these should be sent to the procurement manager, who is responsible 
for answering, using official means. If the question is of a technical nature, the 
procurement manager contacts the requester to obtain the missing information. 
 
Additionally, if during that same period, modifications are made to the legal 
documents, as a result of doubts or questions made by the tenderers, these 
changes must be informed by the procurement manager to all the tenderers by 
means of an addendum, dated and numbered, sent through SEAO. The addendum 
must accomplish all the exigences related to terms, previously defined in legal 
documents of the tender.   All the tenders must get the same addendums and 
information, at the same time.  
 
The procurement manager uploads a copy of the addendum in the Request for 
quotation created in CLARA.  
 

 

5) Reception of proposals or bids 
In the case of Direct negotiations, quotes are received by the requester or by a member 
of the purchasing team.  
In the case of any call for tender, the bids are received up to the defined deadline, in the 
place indicated in the tender's legal documents. The bids cannot be opened, under any 
circumstances, before the deadline for receipt of offers. 
 
 

6) Opening of proposals  
This section does not apply for Direct negotiations. 

                                                 
13 Synthèse des accords de libéralisation des marchés publics Réseau de l’éducation – Secrétariat du Conseil du trésor. 
https://www.tresor.gouv.qc.ca/fileadmin/PDF/faire_affaire_avec_etat/cadre_normatif/accords/tab_synthese_internet_education.pdf 
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For all the call for tenders, the opening of the bids must immediately follow the cut-off 
time set for their reception. In the event of an act of God, the opening of the bids may be 
done at a later date, in which case, such notice is given to all the bidders. 

 
The opening of the bids must be done publicly, by a member of the purchasing team in 
the presence of at least one witness. 
 
During the public opening of the tenders, the purchasing team member recognizes each 
proposal and reads aloud the following information: 
 

 Name of the bidder;  
 Total amount of the submission (before taxes), only when the selection is based 

on the lowest price. If the selection is based on quality, only the bidder’s name 
is read and the envelope with the price is kept closed. 

 
The purchasing team member informs attendees that all bids will be reviewed in detail to 
assess compliance and admissibility of the bids, according to the legal documents of the 
tender. 
 
The procurement manager publishes the results of the public opening of the tender in the 
SEAO, maximum during the next four (4) working days after the public opening.  
 
 

7) Supplier selection   
The selection of the supplier is carried out based on the method previously defined in 
section 3 of this document, verifying that its proposal fully complies with all the 
compliance and admissibility requirements specified in the legal documents of the call for 
tender. 
 
If the method involves a quality evaluation (Minimum quality and the lowest Price, 
Quality/price ratio, or Quality only), a selection committee is carried out led by the 
procurement manager, who will act as secretary of the selection committee. The secretary 
will carry out the committee meeting all the requirements defined by the Government of 
Quebec14.  
 
 

8) Awarding of the contract 
 

8.1 Direct negotiation 
Under this acquisition strategy, the contract is awarded as follows: 

 The requester creates a requisition in CLARA.  

                                                 
14 RCA Art.24, RCS Art. 26, RCTC Art. 31, RCTI Art. 27.  
    Guide pratique du secrétaire de comités de sélection, published by Secrétariat du Conseil du trésor. 
    Guide pour les membres de comité de sélection, published by Secrétariat du Conseil du trésor. 
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 If the supplier chosen is a new supplier, the requester must provide to the buyer 
the supplier’s complete name, address, telephone number, and name and email of 
the sales representative. The buyer makes a quick search on internet to be sure 
that the supplier is a quality supplier, then proceeds to create it in the system.  

 The requisition is approved by its respective chain of approval in CLARA. 
 The buyer reviews the requisition. If there is any doubt or missed information in 

the requisition, the purchaser contacts the requester to get the complete and 
clarified information.  

 The buyer accepts the requisition and converts it into a purchase order in CLARA.  
 The buyer sends the purchase order to the supplier, through CLARA or by email 

(PDF of the purchase order created in CLARA). 
 The supplier acknowledges the reception of the purchase order.  

 
For purchases approved by the Budget committee, all requisitions are created in CLARA 
by the buyer, based on the quote approved by the committee, using the capital budget 
code defined by the Finance Department for this expense. 
 
8.2 Call for tenders 
For any of these three acquisition strategies, Invitation to tender, Regional public tender 
or Public tender, the selected supplier is automatically in a contractual obligation with the 
college. 
 
The awarding of the contract is made official through an award notification (avis 
d'adjudication), made by the procurement manager, and signed by the director of 
Building Services. This notice is sent by email and by mail to the selected supplier, 
requesting confirmation of receipt. 
 
The result of the selection process is communicated to all other bidders through a refusal 
letter (avis de rejet), carried out by the procurement manager, and signed by the director 
of Building Services. This notice is sent by email and by mail to each bidder. 
 
Both, the award notification and the refusal letters, must be sent to the bidders during the 
next fifteen (15) calendar days after the awarding of the contract15. 
 
In the college's system, CLARA, the process is as follows: 

 The procurement manager fills the Request for quotation, previously created in 
CLARA (numeral 4.2.6, 4.3.2 or 4.4.2), with the information of the bids obtained 
from the tender.  

 The procurement manager converts the Request for quotation into a Requisition, 
making sure to use the budget code defined for this contract. If the budget code is 
not defined or if the funds are not registered into CLARA, the procurement 

                                                 
15 RCA Art.26, RCS Art. 28, RCTC Art. 32, RCTI Art. 32. 
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manager contacts the requester or the director of Building services to obtain this 
information. 

 The procurement manager converts the Requisition into a purchase order and 
obtains the required signature on it, based on the internal Policy #30 concerning 
the Acquisition of good and services, Art 3.3. Level of spending; and the internal 
Bylaw #8 Delegation of Power given by virtue of the Law respecting Contracting 
by Public Bodies. 

 The procurement manager sends the purchase order to the supplier by email. 
 The supplier acknowledges the reception of the purchase order.  

 
 

9) Publication of initial description of the contract in the SEAO 
For any acquisition strategy, if the total amount of the contract/purchase is equal or 
higher to $25,000 CAD before taxes, the procurement manager publishes the 
information about the contract in the SEAO, on the conditions and in the manner 
determined by government16. 
 
If the acquisition strategy is a Direct negotiation or an Invitation to tender, the 
publication has to be done maximum on the next thirty (30) calendar days after the 
awarding of the contract.  
 
If the acquisition strategy is a Regional public tender or a Public tender, the 
publication has to be done maximum on the next fifteen (15) calendar days after the 
awarding of the contract.  
 
 

10) Additional expenditures 
For contracts made under Direct negotiation, Invitation to tender, or Regional public 
tender, for an initial amount equal or higher to $25,000 CAD, if at any time, during the 
execution of the contract, the mentioned amount changes for more than the 10%, this 
change has to be published in the SEAO, within the next sixty (60) calendar days after 
the change17.   
 
In the case of a contract involving an expenditure equal to or greater than the threshold 
for a public call for tenders, Public tender, a modification which results in additional 
expenditure must be authorized by the Director General. However, the Director General 
could delegate the power to authorize the modifications up to 10% of the initial amount 
of the contract18.  The modifications for more than 10% of the initial amount of the 
contract must be published in the SEAO system, and then all the successive modifications 

                                                 
16 Aide-mémoire Publication des renseignements, published by Secrétariat du Conseil du trésor, Sous-secrétariat aux marchés 
publics. 
17 RCA Art.39.1, RCS Art. 52.1, RCTC Art. 42.1, RCTI Art. 74. Aide-mémoire Publication des renseignements, published by 
Secrétariat du Conseil du trésor, Sous-secrétariat aux marchés publics. 
18 LCOP, Art.17. Internal Bylaw#8 concerning the Delegation of Power given by virtue of the Law respecting Contracting by Public 
Bodies, Annex #8.1. 
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for the same contract, even if the modification is less than the 10%19, using the from 
Annex#2 available at the “Extranet des marchés publics Secrétariat du Conseil du 
trésor.20” 
 
The additional charges of a contract are accepted, as long as they do not modify the 
nature of the contract. These should be minor additions.   
 
The Purchasing department must keep a record of the reasons for the modifications in the 
expenses of the contract and of the approval of the change by the authorized person. This 
information must be kept as attached document to the purchase order in CLARA and in 
the contract/tender folder for auditing purposes. 
 
 

11) Receiving of Orders 
The supplier must deliver the products/services in the place defined in the purchase order, 
which in most cases is at Heritage College main campus. Only in exceptional cases, 
previously authorized by the purchasing department, the deliveries can be made in 
different places. 
 
Once the products received, the buyer identifies the boxes with the name and office 
number of the requester. The parcels are distributed by the building service maintenance 
team once per day. 
   
The requester must verify the products, sign the packing slip and return it as soon 
as possible to the buyer. The requester is responsible to verify the quantity and the 
quality of the product.  A signed packing slip means that the product was received 
satisfactorily.  Then, the buyer makes the reception of the product in CLARA.  
 
If the merchandise received does not correspond to the original request, because it is the 
wrong item, wrong quantity, damaged, broken or defective, the requester must 
immediately notify the buyer.   
 
In the case of services, once the service is provided, the requester must confirm to the 
buyer that the service was provided satisfactorily. 
 
 

12) Returns, exchanges or claims 
If the product received is not as required, the buyer will proceed to make the claim to the 
supplier. The claim can be solved with the return of the merchandise or the exchange of 
the merchandise. In either case, the buyer must follow up on the claim until receiving the 
replacement product or the credit as compensation for the return, ensuring that the college 
only pays for the products received in accordance with the request. 
 

                                                 
19 RCA Art.38.1, RCS Art. 51.1, RCTC Art. 41.1, RCTI Art. 70.  
20 Extranet des marchés publics. https://www.marchespublics.tresor.gouv.qc.ca/extranet/login.aspx 
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In the case of international purchases, prior to making the return of the product, the buyer 
must calculate the duties, taxes and international shipping fees of the return. Based on 
this calculation, the buyer and the procurement manager define whether it is worth 
making the return. 
 
 

13) Payment 
Once the complete order is received satisfactorily, the buyer reviews the invoice against 
the purchase order, making sure that the prices and charges on the invoice are those 
originally agreed with the supplier. In case of discrepancies, the buyer must find the 
cause of the discrepancies. If the causes are justifiable, the buyer proceeds to make the 
adjustments to the purchase order in CLARA, or otherwise to request the correction of 
the invoice from the supplier. 
 
After the revision, the buyer passes the invoice, the packing slip and a printed copy to the 
purchase order to the Finance Department, so they can proceed with the payment to the 
supplier.  If for any reason, there is a delay in the payment of an invoice, interest must be 
paid to the supplier based on the definitions made by the Government of Quebec21.  
 
 

14) End of the contract  
 

14.1 Final description of the contract SEAO 
For all the contracts published in the SEAO, based on the section 9 of this document, the 
procurement manager adds the final description of the contract, on the conditions and in 
the manner determined by government22.  The publication has to be done maximum 
within the next 90 calendar days upon the completion of the contract to the satisfaction 
of the college.  
 
14.2.  Return of the execution guarantee to the supplier 
If during the bidding process, an execution guarantee was requested from the supplier, 
this guarantee must be returned to the supplier, once the contract has been completed to 
satisfaction. It is the responsibility of the procurement manager to keep this guarantee in 
the folder that contains all the bidding documents, and to return it to the supplier at the 
time previously indicated. 
 
 

15) Monitoring of the contract and Performance evaluation  
For all the acquisitions, the requester must monitor the execution of the contract. In the 
case of acquisitions of products, the requester must monitor that the products are 
received as negotiated with the supplier and on the requested dates. In the case of service 
contracts or construction contracts, the requester must monitor that the contract is 

                                                 
21 Règlement sur le paiement d’intérêts aux fournisseurs du gouvernement.  
    http://legisquebec.gouv.qc.ca/fr/ShowDoc/cr/C-65.1,%20r.%208 
22 Aide-mémoire Publication des renseignements, published by Secrétariat du Conseil du trésor, Sous-secrétariat aux marchés 
publics. 
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executed according to the defined schedule and in the terms specified in the legal 
documents. Monitoring must be carried out throughout the execution of the contract, and 
not only at the end of it. 
 
For all the call for tenders, the requester must evaluate the product/service received, the 
supplier, as well as the procurement process, in order to have a benchmark of supplier 
performance and to identify aspects to improve in the procurement process. To carry out 
the evaluation, the requester must complete the form "202106 Évaluation du 
rendement”23 and send it to the procurement manager, who will be in charge of uploading 
it to the CLARA system, working on process improvements and informing the supplier of 
the result of said evaluation based on the Quebec legislation24.  
 
 

16) Other considerations 
 
16.1) Form “Engagement de confidentialité et Déclaration de conflit 
d’intérêts” 
As mentioned in internal Policy # 30 concerning the acquisition of goods and services, 
Art. 3.11, all employees who have any involvement in the purchasing process, from 
whoever makes the requisition to whoever executes it, must sign the form “Engagement 
de confidentialité et Déclaration de conflit d’intérêts,”, at the moment the employee is 
involved in this process. 
 
The procurement manager is responsible for monitoring so that the aforementioned form 
is signed by the employees involved in the purchasing process, keeping track of the 
employees who have already signed it and those who are pending to do so. The 
procurement manager must inform new employees or coordinators who are going to be 
involved in the contractual process, about the need to sign this form. 
 
The signed forms are kept as confidential information in the Building Services archives. 
 
16.2) Cash purchases and reimbursement 
As mentioned in internal Policy # 30 concerning the acquisition of goods and services, 
Art. 3.4.6, administrative and teaching staff can make cash purchases of up to $ 50, 
previously authorized by the department coordinator. This type of purchase must be 
executed following the procedure below: 
 

 The employee must obtain the approval of the budget coordinator prior to making 
the purchase. 

 The employee gets the signature of the budget coordinator on the invoice or 
receipt, and writes on it the budget code to which the expense must be charged. 

                                                 
23 This form is managed and provided by Building Services.  
24 RCA Art.42 à 45, RCS Art. 55 à 58, RCTC Art. 55 à 58, RCTI Art. 79 à 82. 
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 The employee delivers the invoice to the buyer, who will reimburse the employee 
for the amount indicated on the invoice, using the money from the Petty cash. If 
the receipt is not signed or does not have the budget code, the buyer cannot make 
the refund. 

 At the end of each quarter, the buyer makes the report of the expenses paid with 
the Petty cash, and delivers it to Finance Department along with all the invoices 
that support said report. 

 Finance issues a check payable to the procurement manager or the director of 
building services, for the amount spent on Petty cash, as justified in the report. 

 Once the check is cashed, the buyer deposits this money in the Petty cash, thus 
having the full amount that is handled in it ($ 300 CAD). 

 
If the purchase amount is greater than $50 and up to $200, the reimbursement will be 
made through a check requisition. In this case, the reimbursement must be processed with 
the Finance Department. 
 
All purchases for an amount higher than $200, must be processed through the college 
system, CLARA, and it must follow the normal procedure described in the present 
document.  
 
16.3) Maintenance 
All expenses related to prevention and maintenance for the preservation of assets are 
included in the operating budget. 
16.4) Disposal of goods 
When goods are no longer judged to be useful by an administrative unit, the user must 
contact the administrative support agent at Building Services, who coordinates with the 
maintenance team to evaluate the status of the products, and define if it can be kept in 
stock for a future requisition or if it should be discarded. If the product to be evaluated is 
furniture, the Annex No.1 - Evaluation form for used furniture, from the internal 
Procedure # 43 Relating to acquisition of furniture, must be used. 
 
16.5) Conservation of files 
All the contracts and all the files resulting of the call of tenders must be identified, kept 
and archived at Building Services archives.  
 
 

17) Revision 
This procedure will be reviewed at least ever five (5) years by the Director of Building 
Services, and revised as required. 
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Related Documents 
 
This document is to be used in conjunction with: 
 
 Cégep Heritage College Policy #2 concerning Signing Authority25. 
 Cégep Heritage College Policy #30 concerning the acquisition of goods and 

services26. 
 Loi sur les contrats des organismes publics. (RLRQ c C-65)27. 
 Loi sur la fonction publique3 RLRQ c F-3.1.12. 
 Loi sur la transparence et l’éthique en matière de lobbyisme RLRQ c T-11.0112. 
 Loi sur l’intégrité en matière de contrats publics RLRQ c C-65.12. 
 RCA - Règlement sur certains contrats d’approvisionnement des organismes publics 

(LCOP C-65.1, r. 2). 
 RCS - Règlement sur certains contrats de services des organismes publics (LCOP C-

65.1, r. 4). 
 RCTC - Règlement sur les contrats de travaux de construction des organismes 

publics (LCOP C-65.1, r. 5). 
 RCTI - Règlement sur les contrats des organismes publics en matière de technologies 

de l’information (LCOP C-65.1, r. 5.1). 
 
 
 
 
 
 
 
  

                                                 
25 Copies of this document are available from Building services. 
26 Copies of this document are available from Building services. 
27 Copies of all laws related to procurement, issued by the government of Quebec, are available from Building Services. 


