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August 11, 2009
Purchasing Limit Changes

On August 10, 2009, Council approved changes to the purchasing limits. These limits had not been
updated since 1992 and were causing a slow down in the purchasing process and required excessive staff
time for operational departments and Finance. Following is a summary of the changes and their
implications:
•

Purchases less than $1,500 (low value) ‐ no quotations required
‐ anything under this value can now be handled with a small purchase order as the limit has been
increased to $1,500
‐ anything regarding small purchase orders is now being handled by Lisa Dorey, Accounts Payable
‐ currently our small purchase orders have noted “Goods on this order not to exceed $500.00".
This will be corrected on the next print order but for the time being they can be used up to
$1,500. If there are any problems with the supplier regarding this, you can advise them to
contact myself or Lisa Dorey to have clarified

•

Purchases between $1,501 and $10,000 ‐ three quotations
‐ a large purchase order is still required. Documentation to be provided with the purchase
requisition showing quotation values obtained

•

Purchases between $10,001 and $20,000 ‐ three written quotations or proposals. Advertising
on the Town’s website required. Director of the Operational Department can award provided
purchase is within budget and is being awarded to the lowest bidder, otherwise Council
approval of award is required.
‐ Request for Quotes/Proposals should be advertised on the Town’s website for at least a one
week period. This can be coordinated through myself to have either a member in your
department or Finance place the advertisement on the Town’s website
‐ a large purchase order is still required and the three written quotes from the suppliers are to be
provided with the purchase requisition (signed by the Director), as well as, a copy of the
advertisement on the Town’s website
‐ Council approval of award is not required if it is the lowest bidder and it is within the approved
budgeted amount. If that is not the case, Council approval is required.

•

Purchases greater than $20,000 ‐ sealed tenders or requests for proposals. Council approval of
award required.
‐ still following the same tender/proposal process except that the Department Director can sign
the letter to be attached to the Tender package provided copies of both the letter and
tender/proposal document are supplied to Purchasing

These changes will also affect the Public Service Commission as they follow the Town of Bridgewater’s
purchasing process. It is hoped that a review of the purchasing policy will be completed during this fiscal
year, which will likely result in further changes. If you have any questions or concerns, please contact
myself or Dawn Keizer, Director of Finance.

