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Procurement Guideline
This Guide was developed to help you ensure the business relationships you establish with contractors on behalf of Company Name are in compliance with Company Name Contractor Practice. It contains the following sections: 
· The Basics

· Contractor Categories 
· Company Name Programs and Events 
· Business Tools

· Payment Principles 
· Checklists for Engaging Contractors 
· Resources 
The Basics 
When you engage a contractor to provide services for Company Name you must: 
· only hire contractors through incorporated business entities 
· document the business relationship in one of Company Name’s standard agreements for services, or an agreement with terms and conditions consistent with Company Name’s standard agreements

· treat contractors consistently and fairly

· manage the business relationship to ensure business interests are effectively served while maintaining compliance with legislation, Canada Revenue Agency guidelines and Company Name’s Contractor Practice
· obtain required approvals from your team lead

· ensure the contractor understands who their primary Company Name  point of contact is.

Contractor Categories
Contractors: 
· Independent incorporated business entities engaged to perform services Company Name
· Services and deliverables are outlined in a written agreement between the entity and  Company Name .
· Individuals Company Name performing the services are engaged by the business entity, which provides the business infrastructure to manage its workforce
· Contractors can be:

· companies from whom Company Name has selected one or more specific individuals to perform a service (e.g. professional or technical specialists, temporary staffing agencies)

· companies Company Name has selected to perform a service without specifying the individuals who will provide the service (i.e. service providers such as document reproduction services; services for drilling, completions and workovers)
· The term contractor can refer to the business entity or an individual it employs. 
Service Providers: 
A subset of contractors.

· Independent incorporated business entities engaged to provide services for Company Name.
· Services and deliverables are outlined in a written agreement between the entity and Company Name.
· Individuals performing the services are engaged by the business entity, which provides the business infrastructure to manage its workforce.
· Generally companies Company Name has selected to perform a service without specifying the individuals who will provide the service (e.g. document reproduction services; services for drilling, completions and workovers). 
· May conduct their work onsite at Company Name facilities or offsite from their own facilities. 
· Not included in Company Name’s definition of staff and may not be eligible for the same business tools and programs as other contractors. (See individual program descriptions for more detail.) 
· Not included in staff counts.

Contractors and service providers must be identified within data management tools and systems (e.g. JDE), so that these entities and their employees are readily identifiable.
Company Name Programs and Events
· All contractors are welcome to be members of Company Name social clubs, but must pay the full unsubsidized membership fee.
· Participation in other Company Name programs will be determined on a case-by-case basis. There may be a charge.
· Contractors are not eligible to receive company matching on their charitable donations.
· Contractors, excluding service provides, remain welcome to participate in Company Name clubs and classes, but must pay the unsubsidized fees.
· Contractors, excluding service providers, are welcome to participate in Company Name training when required to do so by their Company Name supervisors.
· Contractors, excluding service providers, continue to be welcome to attend Company Name events. However, in certain circumstances, depending on the event, there may be a charge.
Employees of service providers receive benefits, including invitations to their own events, from their employer, not Company Name.

Details for each event, club or program will be provided as they are offered.
Business Tools 

	Tool
	Contractor Eligibility
	Authority for Approval

	E-mail addresses 
	Provide to use for Company Name business only. 
	Team Lead 

	Laptopsl/blackberries 
	Provide when a business need exists for the role to access Company Name systems. Limit use to Company Name Business. 
	Team Lead 

	Office space/equipment
	Provide where a business need exists. It must not be the contractors’ primary place of business or equipment. Limit use to Company Name business.
	Team Lead 

	Access Cards 
	Provide where the contractor is required to provide services from within an Company Name facility on a frequent basis.
	Team Lead 

	Vehicles 
	Provide pool vehicle where a business need exists for the role to provide services (e.g. field operations). Limit use to provision of services.
	Regional practices apply

	Business cards 
	Provide only where a business need exists. Clearly identify the individual as a contractor on the card. Limit use to  Company Name business.
	Team Lead 

	Cell phones 
	Contractor should provide its own unless a unique business need exists. Limit use to Company Name business. 
	Team Lead 

	Signing authority 
	Any authority should be specifically detailed in the agreement. 
	Region 

President/BU VicePresident


Payment Principles
	Income Source
	The contractor’s income resulting from its agreement for services with Company Name must not represent the sole source of annual income for the incorporated entity engaged under the agreement.

	Payment
	Pay rates are negotiated with contractors and stated within agreements. 

Additional fees and specific extra payments for successful project completion should be negotiated, included in the agreement and payable to the incorporated entity

Contractors seeking reimbursement of expenses incurred on behalf of Company Name should include these expenses on their invoices or seek reimbursement through their contracting company

Contractors are not eligible for High Performance Rewards, Long-term Incentives or other Company Name compensation and benefits programs.

	Designated Company Name Days, Flex Days, General/Statutory Holidays and Vacation Pay
	Contractors are not eligible to receive payment for time off during Company Name Designated Holidays or flex days.
Contractors are responsible for payment of vacation pay and general holidays/statutory holidays to their employees as outlined under applicable provincial employment or labour standards legislation.


Checklists for Engaging Contractors 
	Company Name Supervisor’s Responsibilities
	Reviewed

	Review Company Name’s Contractor Practice
	 FORMCHECKBOX 


	Verify the contractor’s status as an incorporated
	 FORMCHECKBOX 


	Ensure engagement of the contractor fits within the Operating or Corporate 
Group’s approved staffing plan and meets the requirements of the Human 
Resources Delegation of Authority, or the Document Execution Policy.
	 FORMCHECKBOX 


	Verify the purpose of the contractor’s role in supplementing Company Name’s employee workforce as one of the following:
	 FORMCHECKBOX 


	The role is not consistent with Company Name’s core business at the time.
	 FORMCHECKBOX 


	There is specific extra project work that cannot be completed by employees during a defined period of time 
	 FORMCHECKBOX 


	· The role is specialized or requires a unique skill set not available among employees
	 FORMCHECKBOX 


	· There is a peak work load demand requiring extra resources.
	 FORMCHECKBOX 


	· Employee vacations or leaves of absence created a need for temporary coverage.
	 FORMCHECKBOX 


	· Summer-student or co-op positions are being filled.
	 FORMCHECKBOX 


	· Interim staffing is needed during recruitment of employees. 
	 FORMCHECKBOX 


	Verify the category for the contractor:
	 FORMCHECKBOX 


	· Contractor
	 FORMCHECKBOX 


	· Contractor - service provider
	 FORMCHECKBOX 


	Review with the contractor
	 FORMCHECKBOX 


	· payment principles
	 FORMCHECKBOX 


	· business tools required in order to provide services and to be supplied by Company Name (e.g., office, computer, cell phone).
	 FORMCHECKBOX 


	· eligibility for  Company Name programs and events
	 FORMCHECKBOX 


	· Company Name’s Corporate Constitution, policies and practices, particularly
	 FORMCHECKBOX 


	· Corporate Responsibility
	 FORMCHECKBOX 


	· Business Conduct and Ethics
	 FORMCHECKBOX 


	· Conflicts of Interest
	 FORMCHECKBOX 


	· Alcohol & Drug
	 FORMCHECKBOX 


	· Non-Harassment
	 FORMCHECKBOX 


	Document the business relationship in a standard Company Name agreement for services (e.g. Master Services and Supply Agreement, Contractor Services  Agreement, Short-term Contractor Services Agreement) or an agreement with terms and conditions consistent with Company Name’s standard agreement and have it executed by Company Name and the contractor before any services are delivered by the contractor.
	 FORMCHECKBOX 


	Ensure the contractor has accurate information for directing invoices (e.g. contract reference number, name and address of the individual who will approve it for payment).
	 FORMCHECKBOX 


	Ensure the contractor understands who their primary point of contact is. 
	 FORMCHECKBOX 


	Confirm the correct budget cost code or approval for expenditure number. (When the nature of the work is charged to capital, G&A or operating budgets. the cost of the contractor services should be charged to the respective budget.)
	 FORMCHECKBOX 



	Contractor’s Responsibilities
	Reviewed

	Provide proof of incorporation.
	 FORMCHECKBOX 


	Execute a standard Company Name agreement  for services, or an agreement with terms and conditions consistent with Company Name’s standard agreements.
	 FORMCHECKBOX 


	Provide the business infrastructure to effectively manage its business operations and workforce (e.g. staff recruitment and hiring, training, provision and maintenance of specialized equipment, payroll administration, etc.).
	 FORMCHECKBOX 


	Remit statutory deductions (Employment Insurance, Canada Pension Plan, Income Tax).
	 FORMCHECKBOX 


	Provide proof of the following insurance in good standing:
	 FORMCHECKBOX 


	· Workers Compensation Board (WCB) coverage (as required by provincial legislation).
	 FORMCHECKBOX 


	· liability insurance coverage as defined in the agreement
	 FORMCHECKBOX 


	· automobile insurance coverage of $1MM, when required for provision of services.
	 FORMCHECKBOX 


	Provide GST number.
	 FORMCHECKBOX 


	Ensure contracts with Company Name do not represent the sole source of annual income for the contractor’s business entity.
	 FORMCHECKBOX 


	Notify Company Name of any substantive changes regarding corporate information included in the agreement.
	 FORMCHECKBOX 


	Invoice Company Name  the negotiated rate
	 FORMCHECKBOX 


	Acknowledge, accept and uphold Company Name’s Corporate Constitution, policies and practices, particularly: 

· Corporate Responsibility 
· Business Conduct and Ethics

· Conflicts of Interest

· Alcohol & Drug


	 FORMCHECKBOX 









