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Financial Administration Manual

developed for people employed at the NWT Power
.t 'WES the basic requirements for authorizing financial
ns eg. Contracts, Leases, Insurance, Tenders, General Signing

this manual you have any doubt about whether you have

: _ﬁufhﬂrﬂ:y or whether you should sign a financial transaction
ple ESF cﬂnsult the General Signing Authority Policy (F -1A) and
Signing Authority Policy (F-1B).

rity for Directors, except for the Director of Finance & CFO, is
roups, unless otherwise delegated. Further delegation of
is done by way of the Signing Authorities Spreadsheet,
the approval of both the President & CEO and the Director
). If you still have doubts, you must consult with your



1. Signing Authority

1.1 General

In order to authorize financial transactions for the NWT Power
you must have signing authority (Policy F-1A or E-1B ) and pla
written signature on the required documents. When "_,rpu;re'
permission by the CFO to have signing authority, you sign a 5S¢ _ !
Signature Record, which describes your personal authority. By sig
provide the Finance Administrator with a specimen nfy'nur'éi
certify that you know the conditions and limits of your author
Finance Administrator files the original so an auditor can verify
authority (see section 1.5). Your signing authority may be te

occasional (see section 1.6). |

Having financial signing authority makes you one or more nftha: ol
two types of signing officer: '
= contract authority

= project monitor

You may not subdelegate (pass on) your signing authority to 2
unless your Specimen Signature Record authorizes you to. d ) SC

case, you may subdelegate temporary or occasional 51gmng authc
someone else by filling out a Temporary Delegation of Sig run ' C

Authority form.

The most common financial transactions are purchase contracts
payments for goods and services. In order to make a contract
Specimen Signature Record must designate you as a cnntracfl
state the conditions and monetary limits of your authurtw to m

contracts. Every spending transaction requires a mlnlmurrl of one
a project monitor and a contract authaority if the ex_pend_lt,u_lja
signing authority of the Project Monitor.




§ ties are responsible to justify purchases and control
oject Monitors are responsible to control payment and ensure
' BﬁWer Corporation accounting policies and procedures are
varation of spending and accounting duties is a very important
rol principle in the Corporation.

parate parts of a transaction into smaller transactions in
maonetary limits or other restrictions on your signing
signing authority limit is 515,000, for example, you may
@!@ﬂﬁpumhase into smaller purchases of $15,000 or less.

a Contract Authority

a contract, you must be a contract authority for the
pe of goods or services being purchased. The authorization
n have a contract authority line for your signature.

make a contract, you must verify that your Specimen Signature
s you authority to make contracts of the type and dollar value
in mind. Your authority is limited to the conditions, budgets, and
shown on your Specimen Signature Record (see section 1.1).

uthﬂrrb,r, you must be familiar with related directives in this




1.3 If you are a Project Monitor

increased to a maximum of 550,000 on a pmject-hyvprojg;:.‘t____'
in writing by a Director).

As a Project Monitor, you may have one or both of the follow
authorities:

a) commitment certification authority; and

b) payment certification authority.

Your payment authority is limited to the conditions, budgets a
values shown on your Specimen Signature Record (see se '
payment authorities you may have are described as follows.

Commitment certification authority permits you to cerﬁf’fﬁ'
a) the particular budget has sufficient funds available for an
expenditure;
b) a Project Monitor has signed to authorize the expe
c) if the expenditure is being made under a contract for
goods or services, a contract authority has signed to au
contract.

Payment certification authority permits you to sign in order
a) certify that a Project Monitor has signed to confirm ce
performance and price; and
b) authorize the release of payment.




ration relies on the availability and integrity of its records or
the performance of its daily business operations. Effective
of the Corporation’s information resources is critical to reduce
effort necessary to locate documents needed for business and
n purposes in order to increase efficiency. An approved
e File Classification Schedule provides guidelines for the

nent of authorized financial transaction supporting documents
”"rnsa.uf the record creation to final disposition based on legal,
a 'rhlmstratwe historical and other considerations. All authorized
: ﬁéttran related electronic documents are to be saved
y into NTPC's records management system called iManage;
-ords deemed necessary for retention should be managed
e Corporate File Classification Schedule and in accordance with

ate Records Management (Policy A-2 ).

he current Corporate File Classification Schedule can be obtained
a search within iManage on the description “retention
‘contacting the Records Management Coordinator within
Technology department. Further information on the use of
befﬂund in the Information Systems Online Training Library.




1.5 Some Basic Common Sense Rules

You may use your signing authority only when the transaction is ¢
legitimate.

Every expenditure must use funds that have an approved bud
Board. For example, for capital projects, each project will hav
number and when charging to the project the funds must be wit
approved budget and also, if over your signing authority, must |
appropriate Director/Manager signature in accordance with Cor
(Policy F-1B). If you are spending funds on projects or for O&M
against job budgets that you do not have a direct _respﬂhs'ib_ilitg.
must also obtain the permission of the appropriate project
manager/monitor to spend these funds.

1.6 Temporary Delegation of Signing or Acting Authority

You may be called upon to act (fill in) for someone else who is
example, you may be appointed to act for your supervisor who
duty travel or annual leave. When you act for another person
automatically assume their financial signing authorities unless nc
Temporary Delegation of Signing or Acting Authority form.

Temporary authority is called acting authority. It permits \mu
another position or person for a specified time and ceases au
when that time is past.

You are permitted to act for the person who would m}rmally
they are also unable to be present and unable to exercise finan
authority while absent.



2. Purchasing Procedures

oration employees follow three Purchasing Values as set
ing Policy F2. These are:

A. 0- 55,000 (informal tendering)
e bids not required, but encouraged.

ount Workplace: Request for any material, both inventory
n-inventory
ase of Service (0-55,000)

re B. $5,m1 -575,000 {informal or formal tendering)
competitive bids required.
r ]rq:l:.m"tes {minimum 2 suppliers) or public tender

vrice Agreement ($5,001 - $75,000)
reement - Sole Source (55,001 - $75,000)
equest for Proposal ($5,001 - $75,000)

nal Request for Proposal ($5,001 - $75,000)
urce Tender ($5,001 - $75,000)

e C. Over $75,000 (formal tendering)
1 competitive bids required.
nder, unless invitational tender approved by President

Tender (over $75,000)

rional Tender Process (over $75,000)

‘Request for Proposal (over $75,000)
ational Request for Proposal (over $75,000)
Source Tender (over $75,000)




Procedure Al - Paramount WorkPlace:
Request for any material, both inventory and non-i

Paramount WorkPlace is NTPC's web-based electronic pureh
requisitioning system. Any request for materials, both invent
inventory, should originate in this system as a user suhmi__tt&d _

Once a requisition is submitted, it will follow routing rules satu
NTPC's Policy on Signing Authority (F-01). The rgquisitiﬂn'w.ii '
different levels of approval depending on who submitted the
and the total cost of materials requested. Once the requisition
fully approved by all required parties, the requisition wilj..bg' :
Logistics for review.

Logistics will review the requisition to determine the best wa
request, usually issuing the materials from inventory or convertin
requisition into a purchase order within NTPC's financial'sjtkfém_ar
Dynamics GP.

Paramount WorkPlace has direct ties into Microsoft Dynamics G
user is able to select the appropriate data (project, coding, ven
etc) directly from the financial system upon creatiqn‘u_f_t-h_ﬂ, re
helps speed up the processing of each requisition and gives ap
better view of the accounts affected.

For more information on how to use WorkPlace please uisé'ii:'thae:d:
Systems Online Training Library.




Procedure A2 - Service Agreement (0 - $5,000)

ct Monitor (PM)® fills out the Service Agreement (SA)

‘and including 2.1 on the SA. PM can sign the SA as long as
contract is within their signing authority (F-1B). NOTE: A
rational expenditure can only sign a contract up to their

j only. If not, the contract has to be signed by a contract

igning authority.

‘minimum of 1 quote, completes the Request for Authority
Contract form and sends all completed paperwork to
‘Lands Coordinator (CLC).

cuted SA to vendor via email for signing.

 insurance policy from vendor and Letter of Good Standing
SA into system when all documentation has been received

ited SA.

Monitor authority is delegated while an employee is monitoring a
pwjm:t This signing authority is not intended for operational

res and does not extend past the life of the capital project. Capital Project
ay have signing authority temporarily increased to a maximum of

awenﬁhy—pmject basis (approved in writing by a Directar).



Procedure Bl - Service Agreement (55,001 -

* Capital Project Monitor (PM)* fills out the Service Agree
sections up to and including 2.1 on the SA. PM can sif
the value of the contract is within their signing authori
PM for an operational expenditure can only sign a contra :
signing authority only. If not, the contract has to be sigr

* PM attaches a minimum of 2 vendor quotes, completes the
Authority to Enter into a Contract form and sends all com
paperwork to the CLC.

* CLC sends executed SA to vendor via email for signing.

* CLC requests insurance policy from vendor and Letter of Goc
from WSCC.

* CLC enters SA into system when all documentation has&hga_;r
from vendor.

» CLC files executed SA.

!Capital Project Monitor authority is delegated while an employee
specific capital project. This signing authority is not intended fo
expenditures and does not extend past the life of the capital
Monitors may have signing authority temporarily increasét_l t& B
$50,000 on a project-by-project basis (approved in writing by a




e B2 - Service Agreement - Sole Source (55,001 - $75,000)

ject Monitor (PM)! fills out the Service Agreement (SA)
) _a]'ld'in{'.luding 2.1 on the SA. PM can sign the SA as long as
the contract is within their signing authority (F-1B). NOTE: A
1 operational expenditure can only sign a contract up to their

Tender/Exemption from Tender Policy and Request for
Enter into a Contract forms signed by the contract authority
s all to CLC.

1 executed SA to vendor via email for signing.

s insurance policy from vendor and Letter of Good Standing

Monitor authority is delegated while an employee is monitoring a
al project. This signing authority is not intended for operational
does not extend past the life of the capital project. Capital Project
Fﬂﬁaﬂgmng authority temporarily increased to a maximum of
project-by-project basis (approved in writing by a Director].




Procedure B3 - Public Request for Proposal (53;3!1%

* Project monitor (PM) requests RFP # from Contract & Land
(CLC).

* PM sends scope of work to Safety/Environment for review.

* PM completes Reguest to Tender/Exemption from Tender
attaches scope of work, obtains signatures based on cont
value and returns all to CLC.

® CLC advertises public RFP.
* |nvitees submit RFP's via hard copies (no fax ur',e_mﬂ_i_i}.
* Logistics open RFP's on closing date & time along with the P

* PM completes an evaluation and makes a Recommet
sample copy of the Recomendation for Award form can b

Appendix B.

* PM completes Request for Authority to Enter into a Contract |
attaches evaluation and obtains approval signatures based
value. Returns to CLC.

* CLC sends out award & regret letters.

* CLC assembles contract & obtains required paperwo rk*f oI
signatures (contract documents sent via courier).

* CLC sends executed contract to Senior Managem‘entﬁ!‘y!i
contract authority value.



contract and returns back to CLC.
cuted contract to vendor via registered mail.

uted contract.

Walﬁ.are evaluated using the Evaluation Form included in

}_E_il;]ig_a'st:three employees, including the project monitor
rtake a scoring of the RFP on the Proposal Rating Form that was
he RFP. The evaluation shall be comprised of a review of the
nsj.me that they are responswe and a review of the

 their submission as to help them improve their submission for
- tender.

ould like to know who they successful bidder was, they should
C for more information. The CLC will only release the name
 bidder. No information on the contents or price of any

on will be disclosed.



Procedure B4 - Invitational Request for Proposal (S5,

* Project monitor (PM) requests RFP # from Contract & Lands
(cLe).

PM sends scope of work to Safety/Environment for review.

PM completes Request to Tender/Exemption from Tend
attaches scope of work, obtains signatures based on con
value and returns all to CLC.

CLC emails or couriers RFP to invitees.
Invitees submit RFP's via hard copies (no fax or email).
* Logistics open RFP's on closing date & time along with the

* PM completes an evaluation and makes a Recommer
sample copy of the Recomendation for Award form can

Appendix B.
* pPM completes Request for Authority to Enter into a Con

attaches evaluation and obtains approval signatures based
authority value. Returns to CLC.

* CLC sends out award & regret letters.

» CLC assembles contract & obtains required paperwork from v
signatures (contract documents sent via courier).

* CLC sends executed contract to Senior Management (
contract authority value.




contract and returns back to CLC.
ds executed contract to vendor via registered mail.

uted contract.

tion
Proposals are evaluated using the Evaluation Form included in

of at least three employees, including the project monitor
' scoring of the RFP on the Proposal Rating Form that was
P, The evaluation shall be comprised of a review of the
ensure that they are responsive and a review of the
termine if they are responsible, using only the criteria as

PM may review an RFP submission with a bidder that was not
']T!,'l,&:m:re cannot be divulged to the bidder, only where their bid
n their submission as to help them improve their submission for

or tender.

vould like to know who they successful bidder was, they should
CLC for more information. The CLC will only release the name
ces Il bidder. No information on the contents or price of any

n will be disclosed.




Procedure B5 - Sole Source from Tender ($5,001

* PM sends scope of work to Safety/Environment for review.

* PM completes Justification for Sole Source, Reque -t
from Tender Policy and Request for Authority to E)
forms, signed by the contract authority, attaches vendo
returns all to CLC.

* CLC sends out award letter.

.....

signatures (contract documents sent via courier).

®* CLC sends executed vendor contract to Senior Mar,r-_l;gg_‘
on contract authority value.

* SM executes contract and returns to CLC.
* CLC sends executed contract to vendor via registered mail.

* CLC files executed contract.



it of a proprietary nature and only one business can do

-ﬂ.qpﬂertaken is an Emergency, or
hin the signing authority of Director.

must approve all other sole source contracts.

e award the contract authority must complete and have
mj tion from Tender form. This form will be forwarded to
oup. ‘The Chief Executive Officer or Directors may approve
p to their signing authority.

at

stances, the competitive bidding process will apply.




Procedure C1 - Public Tender (over $75,000)

* Project monitor (PM) requests Tender # from Contract &
Coordinator (CLC).

* PM sends scope of work to Safety/Environment for review.

* PM completes Request to Tender/Fxemption from Tend
attaches scope of work, obtains signatures based on con:
value and returns all to CLC.

* CLC advertises public tender.

* Vendors submit tenders via hard copies (no fax or ﬂﬂ'ﬂﬂ}(

* Logistics open tenders on closing date & time along with the

* PM completes an evaluation and makes a Recomme:
sample copy of the Recomendation for Award form can

Appendix B.
* PM completes Request for Authority to Enter into a Contraci

attaches evaluation and obtains approval signatures based ol
value. Returns to CLC.

* Approval signatures are obtained by the PM according to
commitment & returns to the CLC.

* CLC sends out award & regret letters.

* CLC assembles contract & obtains required paperwor
signatures (contract documents sent via courier).




ands executed vendor contract to Senior Management (SM) based
ct authority value.

ecutes contract and returns back to CLC.

nifnr shall undertake a detailed bid evaluation. The
all be comprised of a review of the bids to ensure that they are
: and a review of the contractors to determine if they are

istrative Review: From an administrative point of view is the
| responsive? In this review the tender is examined to ensure that
and has been properly filled out. Are all of the schedules
d as requested? Have all of the addenda been acknowledged? If
; ;i.?._-[feqi:l_ired was it attached and is it in an acceptable form and
ave any tender terms been deleted or qualified?

Review: From a technical point of view is the tender bid
ih'i;h'is review the tender is reviewed to ensure that it is
ponsive to the tender call. Does the tender bid comply with
" ical specifications? Have any technical requirements been
-qualified?

C f'HI!Hiew. Is the contractor responsible? In t:-ther words, with

f “v,r the t:nntract req mraments and the integrity and reliability to
yrmance of the contract obligations?
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Procedure C2 - Invitational Tender (over 575,

* Project monitor (PM) requests Tender # from Contract & La
Coordinator (CLC).

* PM sends scope of work to Safety/Environment for review.

* PM completes Request to Tender/Exemption from Te
attaches scope of work, obtains signatures based on cont
value and returns all to CLC.

* CLC emails or couriers Tender to Invitees.
* vendors submit tenders via hard copies (no fax or EmaﬂL,

* Logistics open tenders on closing date & time along with th

s

* PM completes an evaluation and makes a Recommendatiol
sample copy of the Recomendation for Award form can b

Appendix B.

* PM completes
evaluation and obtains approval signatures based on con
Returns to CLC.

* CLC sends out award & regret letters.

* CLC assembles contract & obtains required paperwufk':ﬁ;mmm
signatures (contract documents sent via courier).



ands executed vendor contract to SM based on contract authority

ecutes contract and returns back to CLC.
‘executed conract to vendor via registered mail.

s executed contract.

Mmﬁtnr shall undertake a detailed bid evaluation. The
5hal| be comprised of a review of the bids to ensure that they are
and a reivew of the contractors to determine if they are

ative Review: From an administrative point of view is the
sponsive? In this review the tender is examined to ensure that
and has been properly filled out. Are all of the schedules
requested? Have all of the addenda been acknowledged? If
required was it attached and is it in an acceptable form and
ave any tender terms been deleted or qualified?

cal Review: From a technical point of view is the tender bid
mthls review the tender is reviewed to ensure that it is
.ﬁ'.‘-rahshu'riisive to the tender call. Does the tender bid comply with
chnical specifications? Have any technical requirements been

or qualified?

ractor Review: Is the contractor responsible? In other words, with
to this specific contract, is the contractor capable in all respects to
ully the contract requirements and the integrity and reliability to

ormance of the contract obligations?



Procedure C3 - Public Request for Proposal tnvé s

* Project monitor (PM) requests RFP # from Contract & Land!:
(CLC).

* PM sends scope of work to Safety/Environment for review.

* PM completes Request to Tender/Exemption from
attaches scope of work, obtains signatures based on contra
value and returns all to CLC.

® CLC advertises public RFP.

* |nvitees submit RFP's via hard copies (no fax t_)r',e_rnaﬂ}.

* Logistics open RFP's on closing date & time along with the P

* PM completes an evaluation and makes a Recommet
sample copy of the Recomendation for Award form can be foi

Appendix B.

* PM completes Request for Autharity to Enter into a Contract |

attaches evaluation and obtains approval signatures base
value. Returns to CLC.

* CLC sends out award & regret letters.

* CLC assembles contract & obtains required papemm_'lg':*_f rom v
signatures (contract documents sent via courier).



ds executed vendor contract to Senior Management (SM) based

o

‘authority value.
s contract and returns back to CLC.
‘executed conract to vendor via registered mail.

‘executed contract.

e RFP. The evaluation shall be comprised of a review of the
to ensure 't_l'_lat*they are responsive and a review of the
b .i:_armine if they are responsible, using only the criteria as

PM may review an RFP submission with a bidder that was not
. The score cannot be divulged to the bidder, only where their bid

their submission as to help them improve their submission for
FP or tender.

‘would like to know who they successful bidder was, they should
& CLC for more information. The CLC will only release the name

[__h'idder. Mo information on the contents or price of any
will be disclosed.



Procedure C4 - Invitational Request for Proposal (ov

* Project monitor (PM) requests RFP # from Contract & Lands C
(CLC).

PM sends scope of work to Safety/Environment for review.
PM completes Request to Tender/Exemption from Tend
attaches scope of work, obtains signatures based on cont

value and returns all to CLC.

CLC emails or couriers RFP to Invitees.

Invitees submit RFP's via hard copies (no fax or ernai_i},-i

* Logistics open RFP's on closing date & time along with the

i

* PM completes an evaluation and makes a Recomment
sample copy of the Recomendation for Award form can be

Appendix B.
* PM completes Request for Authority to Enter into a

attaches evaluation and obtains approval signatures based ¢
value. Returns to CLC.

* CLC sends out award & regret letters.

* CLC assembles contract & obtains required paperwork from vendo
signatures (contract documents sent via courier).




Is executed vendor contract to Senior Management (SM) based
ract authority value.

utes contract and returns back to CLC.

xecuted conract to vendor via registered mail.

or Proposals are evaluated using the Evaluation Form included in

t least three employees, including the project monitor
scoring of the RFP on the Proposal Rating Form that was
n the RFP. The evaluation shall be comprised of a review of the
 to ensure that they are responsive and a review of the
o determine if they are responsible, using only the criteria as

he RFP.

PM may review an RFP submission with a bidder that was not
1e score cannot be divulged to the bidder, only where their bid
their submission as to help them improve their submission for

or tender.

Idlike to know who they successful bidder was, they should
CLC for more information. The CLC will only release the name
il bidder. No information on the contents or price of any

will be disclosed.




Procedure C5 - Sole Source (over 575
* PM sends scope of work to Safety/Environment for review

* PM completes Justification for Sole Source, Reque tto"
from Tender Policy and Request for Authority to Enter
forms, signed by the contract authority value, a‘];tat: 5
returns all to CLC. :

® CLC sends out award letter.

* CLC assembles contract & obtains required paperws
signatures (contract documents sent via courier).

* CLC sends executed vendor contract to Senior Manageme
on contract authority value. '

* SM executes contract and returns to CLC.

* CLC sends executed contract to vendor via regis_t&m_’ﬂff:-: )

* CLC files executed contract.




urce

;.'::r-_-_r'.ﬂ:a\,'r' be called if in the opinion of the tendering

is available and capable of undertaking the work, or
s out of a proprietary nature and only one business can do

! ;_iertaken is an Emergency, or
s within the signing authority of Director.

ust approve all other sole source contracts.

rce award the contract authority must complete and have
ption from Tender form. This form will be forwarded to
The Chief Executive Officer or Directors may approve

pir signing authority.

es, the competitive bidding process will apply.

A




2.1 Informal Tendering

Paramount WorkPlace is NTPC's web-based electronic purchasi
requisitioning system used for informal tendering. Any request
materials, both inventory and non-inventory should originate in |
as a user submitted requisition.

Once a requisition is submitted, it will follow routing rules se
NTPC's Policy on Signing Authority (F -01). The requisition will f
different levels of approval depending on who submitted th
and the total cost of materials requested. Once the requisit
fully approved by all required parties, the requisitipn-will..béf
Logistics for review.

Logistics will review the requisition to determine the best w
request, usually issuing the materials from inventory or conv
requisition into a Purchase Order within NTPC's financial sy
Dynamics GP. '

Paramount WorkPlace has direct ties into Microsoft Dynam

user is able to select the appropriate data (project, coding,

etc) directly from the financial system upon creation of the EF
helps speed up the processing of each requisition and gives apg
better view of the accounts affected.

For more information on how to use WorkPlace, please visit thi
Systems Online Training Library.




d in Section 1, a contract authority must be authorized to

for the particular type of goods or services being purchased. As a
ery contract for the purchase of goods, services, or construction

= tendered so as to promote the submission of competitive bids.

v, a contract based on competitive tender is awarded to the

who submits the lowest price to do the work, as the lowest price
ed to be the best deal. The type and amount of work must be

ed accurately and all interested contractors must be given identical
on so they all know exactly what is to be done. Dealings with

, must be absolutely fair to every competing contractor and must
r to be absolutely fair. Wherever possible, the description of

) - services being purchased must be as generic and universal as

50 as not to favour a particular supplier.

itive proposal-based contract must be awarded to the proponent
J“s thﬁ best value to the Northwest Territories Power Corporation.
value cannot be based on price alone, because a detailed

on of the work is not possible. The type, quality and amount of
posed, the methods proposed, and the proponent’s experience
ications are usually as important as price. The best proposal can
e most costly, which is very different from a tender-based

hﬂﬁei-‘és, on reasonable grounds, that: Only one business is
e and capable of undertaking the work, or the work is of a

en is an Emergency, or the work is within the signing authority



2.4 Special Contacts

The President of the Corporation may also give the work to
company.

For any sole source award the contract authority must comg i
approved a Request to Tender / Exemption from Tender
Justification for Sole Source, and a Request for Aut'hnrii:',r
Contract form. The Chief Executive Officer or Directors m
exemptions up to their signing authority.

In all other instances, the competitive bidding process wil

Certain types of contracts have special conditions or limitat
contract. Contracts for Air Charters, Legal Service Contracts,

Contracts and Property Leases, Equipment Lease;s:_a‘nd:i 1
are Special Contracts. Only the Finance Department has the a
make these contracts. Please consult with the {Zhlt-:-fF‘ i
entering into any of these special contracts. .



3. Corporate Purchasing Card
e Purchasing Card program was implemented to enable the
operationally feasible to do so. The intent is to streamline

0 ié-hy allowing the cardholder to complete the
reducing the time spent preparing requisitions and

z on reconciling your P-card can be found in the
ems Online Training Library.

35



Appendix A - Glossary

administrative monitor - a person employed by the Corporatiol
responsible for implementing and managing the adm_ini's_tqgtiyg:-;
requirements of the tender process. '

administrative requirements - relates to the adm‘inistra_‘t_i-’:}_q:;_é_:-f,_
process.

approval authority - a person employed by the Corporation w
delegated a signing authority for reviewing, verifying and appro
request for payment made pursuant to an approved contract,
associated with Project Monitor.

best value - overall choice, includes all options (ie: price, pmdu

bid - an offer to perform a contract for the provision of goods an
services at a specified price. A bid is submitted in responseto at
referred to as a tender Bid.

bid security - security provided by the bidder as part of the fori
submission to the Corporation that ensures that if the Corpo
the bid, the bidder will enter into a contract to perform the
addition will provide contract security.

budget quote - a price requested of and received from a shbﬂ
of suppliers of goods and services for the purpose of prepal‘i' i
No tender is issued in order to receive a budget quote and no obl
shall be created upon the Corporation as a result of receiving a
quote. Budget quotes are not requested or received once a
has been initiated.

Glossary



uthority - a person employed by the Corporation who has been
gning authority and unless otherwise restricted, is therefore

| to authorize the issuing of a tender. Contract authority is
ndividually, by signing authority and the contract authority is

ble for the effectiveness of the purchasing decision.

n - work to build, supply, repair, renovate, restore, maintain or
structure and includes the hiring of equipment necessary for

a corporation or organization that employs individuals

s professionals by membership in a regulatory association

d pursuant to Territorial or Provincial statutes or individuals and
s with recognized credentials in a scientific, technical,
accounting or any other field that is applicable and at times

d to the total operation of the Corporation.

7 services - services provided by a consultant.

- an agreement for the purchase of goods, construction or services.

ct ecurity - security provided by a contractor to ensure that contract
ents are met and that all sub contractors are paid.

. r-bn'-'_*the Morthwest Territories Power Corporation.

y - a situation where the failure to do work immediately could in

ion of the tendering authority, result in a major disruption to the
on's services and/or infrastructure, or would result in contingent

1 uld severely affect the Corporation's ability to provide services.

ider - a tender that is requested and responded to in writing and
d by the use of the Corporation's standard tender documents.

Glossary



goods - materials, goods or equipment, whether in existence or r
time of the contract.

informal tender - a tender that is requested and responded or
writing. '

invitation to tender - an invitation to interested bidders to
respect to a tender document prepared by the Corporation.

invitational tender - a tender that is extended to a selected numt
firms. May be restricted (only those invited may bid) or non-re
(other firms may bid if they wish).

letter of acceptance - a letter pursuant to a tender bid pro
successful bidder, approved and signed by the contract aut

forms a legally binding contract between the Corporation and
bidder. '

letter of intent - a letter pursuant to a tender bid provided to t
apparently successful bidder, that indicates that a contract will |
entered into with the bidder.

lump sum price - a price that is the total amount payable unt
of a contract and the total price will not decrease or increase
approval of a change to the work approved in accordance wit th
and conditions of the contract.

lump sum price contract - a contract based on a tendered lum|
major project - a project for which the total cost for ai[.‘ﬁfﬂﬁg

including overheads and AFUDC exceeds $5 million or 10% of t
community rate base.
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‘nature - something that is important enough to influence a party
a decision or was considered in making the decision.

: é—_:equi_pment, apparatus and supplies used.

, _"-:'lil.lsiness - a business that complies with the legal requirements to
n business in the NWT and is physically located in the NWT.

| content — the portion of the contract (ie: travel, transportation,
guipment rental and materials) that will be purchased in the NWT
northern business or supplier.

 preference — a) to support our customers northern suppliers will
10% preference on the purchase price of goods, materials and
content” of tender bids and b)to encourage the use of the
Dr](ft_:-r_t:e and northern suppliers, non-northern contractors are
ceive a 10% preference for northern content of tender bids. In
on of a) and b), bids will be reduced by the amount of the

for non-compliance with contract provisions. In northern
s where there are two or more qualified local contractors for
ited at less than 575,000 the Corporation will invite only the
ctors to bid on the work. If there is only one qualified local
tor in the community, the Corporation will invite the local contractor
as at least one other qualified contractor.
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planholder log — the Corporation will keep a log of all companie
request and are sent formal tender documents, incluc_ling._;él:l'
planholder’s log is a public document and can be sent to an
requests it.

pre-qualification — a formal or informal process undertaken either on:
project specific basis or on a regularly updated basis to deter
companies that are considered sufficiently qualified to be able to
and complete specific types of contracts for the Corporation in .
competent manner. '

project monitor — the Corporation employee responsible for thi
proposal — a written submission from a consultant in response -
for proposal issued by the Corporation.

public tender — an invitation to tender that is advertised public
which any interested firm may submit a tender bid.

restricted items — goods and/or service requirements furwmt;h I
restrictions placed on the normal procedures for tendering.

request for proposal (RFP) — a written request for proposal, us
collective number, to gather proposals submitted by perspective 1
The RFP allows the bidder to "propose" different meth_(idgjnf carry
the work.

responsible —in relation to a tender or proposer, the capability i

respects, to perform fully the contract requirements and the inte
reliability to assure performance of all of the contract oblig:

responsive — in relation to a tender, that the tender conforms ir
respects to the invitation to tender.
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tender — the request to initiate the formal tender process.

h f&;hniﬁl conditions and specifications of a job; the overall
ts of a specific project.

am,r service except the provision of goods.

wority — authority delegated to persons employed by the
mpowering them to commit the Corporation to legally

nents — formal documents approved for use by the

ritor — a person employed by the Corporation who is
- defining the technical requirements of the goods and

3 uirements tender — the process of inviting the submission of a
the purchase of goods and/or services. Also referred to as an
b tender. Bids may be invited from one or more sources.

—see bid.

all - means an initiative to issue an invitation to tender. See tender.

- the time indicated in the tender after which tender bids will
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tender documents — forms, relating to tender. Examples in
plans and specifications, terms and conditions, standard co

tender log —a list of all formal tenders issued by the Corporatic
accompanied by the tender number issued by the Logistics Grou

tender period — the timeframe in which the tender is out,
the issue date and ending with the closing date.

tender process — begins with the documents describing the r
the goods and services (ie: plans, specifications, and/or a requi
request for tender) are received by the tendering authority.

tendering authority — an employee or organizational ul.'ﬁtﬁ ti
Corporation which is given authority to implement and ma 123
process on behalf of a contract authority and which may includ
an invitation to tender, advertise, receive tender bid(s). '

unit price — a price per unit for one or more items the quanti
been estimated by the Corporation.

unit price contract — a contract based on an estimated num
one or more items times a tendered unit price per item. “[h
depends on the actual number of units required.

unsolicited bid — a bid which has been submitted without an
tender.

Glossary



‘Appendix B - Policies & Forms

Policies

- F-01 Signing Authority

neral Signing Authority (Schedule 1)

__‘_i._qrrl' of Signing Authority (Schedule 2)

_E-02 Purchasing Policy

Forms

elegation of Signing or Acting Authority

for Autharity to Enter into Contract

lustification for Sole Source

Tender/Exemption from Tender Policy

'Recommendation for Award

e le Recommendation for Award

Policies & Forms
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