Procedure for Invitation to Quote (ITQ) Goods and Services under $121,200

Purpose of ITQ
The objective of the ITQ template is to invite Vendors to submit a non-binding offer (Quote) for the provision of goods or services under the open competitive threshold of $121,200 and create a standardized and efficient process in which vendors are able to provide identical information to ensure a fair and transparent competitive procurement process.  
Using the ITQ template when soliciting quotes for purchases less than $121,200 is considered the best practice but is not mandatory.  Invitations to Ontario Businesses, if available, are preferred practice pursuant to the Building Ontario Business Initiative Act (BOBIA).
Quotation Requirements
Competitive procurement thresholds for goods, non-consulting services and construction are as follows:
	Procurement Value
	Requirement

	$0 - $25,000
	One (1) written quotation

	$25,001 -$121,200 
	Three (3) invitational written quotations 

	$121,000 and over   
	Open competitive RFx process to be advertised using an electronic bid service for appropriate number of calendar days as defined per applicable trade agreement


         	
Competitive procurement thresholds for consulting services are as follows: 
	Procurement Value
	Requirement

	$0 – $121,200                   
	Three (3) invitational written quotations from qualified consultants

	$121,200 and over
	Open competition RFx process advertised using an electronic bid service for appropriate number of calendar days as defined per applicable trade agreement


Procurement value excludes applicable sales taxes.  
Invitation to Quote (ITQ) Templates
· ITQ Goods/Services
· ITQ CFI Funded Procurements
Process for using ITQ Templates
· Download the appropriate ITQ template 
· Prepare the ITQ template by providing:
· Timetable (identify an issue date and due date)
· Complete the University Contact Information section
· Outline the requirements of the goods or services for the Vendor to provide a quote adjusting template requirement fields as needed.  Focus on performance and functional specifications rather than design characteristics. 
· Select the method of evaluation.  If using a rated criterion, define what the Vendor should submit per the criteria and assign appropriate weighting.  Building Ontario Businesses Initiative Act (BOBIA) preferential margin defined at 10% scoring weight.  Refer to preferential margin and scoring examples below.
· Forward, via email, the ITQ to the invited Vendors ensuring the appropriate minimal number of Vendors are invited per competitive quote requirement
· When the ITQ closes, review all received quotations and ensure ITQ has been signed and completed appropriately by the Vendor.  Score quote submissions by the defined methodology.
· When/if a quotation is selected, prepare a requisition for Procurement to review, approve and place a Purchase Order with Vendor.  
· Forward all received documentation of the quote process to Procurement Services including any Vendor “no quotation” responses.  Documentation to be retained by Procurement Services for audit purposes.
· There is no obligation to make a purchase resulting from any quotation solicitation
[bookmark: _Toc500432796]For non-competitive procurements in which the acquisition of a deliverable does not comply with the competitive bidding requirements, authorizations are required.  The requisitioning department authorized account holder must complete the Non-Competitive Procurement Approval Form to obtain approval for non-competitive procurement. 
Seeking Budgetary Quote Requests
An ITQ Template can be used to seek budgetary quote requests from vendors.  When building a budget for a research project or other, the University may request a Budgetary Quote from the Vendor indicating “ITQ is for budget purposes only” when communicating request.  Budgetary requests are for information purposes only and do not exclude the university’s requirement to engage in competitive procurement where required by Procurement Policy.
Need Help?
Contact Procurement Services if any questions regarding the ITQ process at purchasing@trentu.ca





BOBIA PREFERENTIAL MARGIN

Examples of giving 10% preference to Ontario Businesses
The ITQ requires you to select an evaluation method when requesting quotes from invited vendors. Below are examples of how to conduct the evaluation for each method.

Price Only Evaluation Criteria (Section A of ITQ Evaluation):

	Criteria
	Weight (%)

	Price
	90%

	Ontario Business Preferential Margin
	10%

	Total
	100%


A price score is calculated for each supplier. The lowest price receives the highest score (e.g., 90 points). Suppliers with higher prices receive lower scores.
For instance, if Supplier B offers the lowest price, they would receive the maximum score of 90 points.
To calculate the score for Supplier A, the following formula is applied:
Price Score = 90 x [(Lowest Supplier Price / Supplier A Price)]
Using the example provided: 
· Supplier B offers a price of $25,000 (the lowest score and receives maximum score of 90 points)
· Supplier A offers a price of $27,500
· Supplier C offers a price of $30,000

Supplier A's pricing score is calculated as follows:
· Price Score = 90 x [(Supplier B $25,000) / (Supplier A $27,500)] = 81.8 points.
The same calculation would apply to Supplier C.
In this example, the Ontario business should be selected based on the total score. 

If a Non-Ontario Vendor were the top ranked, would need to complete the Non-Ontario Business Procurement Justification Form accordingly stating This was awarded to a non-Ontario Business by giving a 10% preferential margin.


	
	Quotation Price
	Price (90%)
	Ontario Business Preferential Margin (10%)
	Total

	Supplier A 
Ontario Business
	$27,500.00
	81.8
	10
	91.8

	Supplier B 
Non-Ontario Business 
	$25,000.00
	90
	0
	90

	Supplier C 
Non-Ontario Business
	$30,000.00
	75
	0
	75




Rated Criteria Evaluation Criteria (Section B of ITQ Evaluation)
	

	Criteria
	Weight (%)

	Rated Criteria 1 - (e.g., Price)
	40

	Rated Criteria 2 – (e.g., Technical Requirements)
	30

	Rated Criteria 3 – (e.g., Delivery Timelines)
	10

	Rated Criteria 4 – (e.g., Warranty)
	10

	Rated Criteria 5 - Ontario Business Preferential Margin
	10

	Total
	100%



Examples of Rated Criteria:
· Experience/Qualifications
· Delivery Timelines
· Methodology/Work Plan
· Project Team/Key Personnel
· Price
· Support and Maintenance
· Sustainability
· Technical Requirements
· Warranty


How to use Rated Criteria to Evaluate Quotations
· Rated criteria is established to evaluate quotations by assigning a score to each criterion. 
· These criteria will vary depending on the nature of the purchase, but common factors might include price, delivery time, warranty terms (see sidebar). Once Rated Criteria has been identified, assign weights to each criterion based on its relative importance. The weight assigned to each criterion will indicate its importance to the purchase.   
· Once ready to evaluate, assign a rated score against the established criteria by multiplying the rating for each criterion by its assigned weight.  The sum of the scores across all criteria will be the total score for each supplier. Once the evaluation has been completed, review the total scores to determine which supplier to select. 
· In the example below, a rating scale of 1-10 is used for this purpose, with 10 being the highest rating. 

Evaluating with Rated Criteria Example
In this example, the Ontario business should be selected based on the total score. 
	
	Quotation Price
	Rated Criteria 1 - Price
(40 Points)
	Rated Criteria 2 - Technical Requirements (30 Points)
	Rated Criteria 3 - Delivery Timelines
(10 Points)
	Rated Criteria 4 - Warranty
(10 Points)
	Rated Criteria 5 - Ontario Business Preferential Margin
(10 Points)
	Total

	Supplier A Ontario Business
	$27,500.00
	36.4
	27
	10
	10
	10
	93.4

	Supplier B Non-Ontario Business 
	$25,000.00
	40
	15
	10
	10
	0
	75

	Supplier C  Non-Ontario Business
	$30,000.00
	33.3
	24
	10
	10
	0
	77.3



 
