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THE CORPORATION OF 

THE CITY OF BELLEVILLE 

Purchase Order Terms and Conditions 
 

“Bid” means a Tender, Proposal or Quotation submitted in response to a solicitation from the Owner. 
 

“Bidder” means any person who submits a response to a solicitation.  For clarity, the “Bidder” shall   also 
include “Proponent” and “Offeror”. 

 
“Bid Document” means the Owner’s solicitation document, which may be in the form of an Request for 
Quotation (RFQ) or Request for Proposal (RFP), Request for Tender (RFT), For greater certainty the term 
Bid Document includes but is not limited to; the Terms, the Owner  Standard  Terms  and  Conditions and 
the Instructions to Bidders. 

 
“Contractor” means the selected Bidder that has a Contract with the Owner  to  perform  the Work and/or 
Services described in a Bid Call Document. For clarity, for  this  by-law  only,  “Contractor”  includes 
“Consultant”, “Vendor” and “Supplier”. 

 
“Consultant” means services of an advisory nature required to support policy development, decision 
making, administration, or management of a business or public entity, generally provided by individuals or 
organizations who possess specific knowledge, technical skills or unique abilities not usually available in-
house or from the entity. 

 
“Owner” means the Corporation of the City of Belleville and its local boards. 

 
“Procurement Bylaw” means the Owner’s Procurement Bylaw Number 2021-99, as it may be 
amended, restated, supplemented or replaced from time to time. 

 
“Work” means the Work to be undertaken by the Contractor pursuant to the provisions of the Contract. 

For a complete list of definitions see the Owner’s Procurement Bylaw Number 2021-99, as amended. 

1. ACCEPTANCE 
 

The Contractor by accepting this order further acknowledges and accepts all Purchase Order Terms and 
Conditions stated herein, as amended. 

 
2. F.O.B. 

 
2.1 All shipments shall be FOB Destination, Freight Prepaid and Allowed. 

 
2.2 The F.O.B. Prepaid Destination point shall be the destination as indicated on the purchase order. For 
greater certainty, the Contractor shall be responsible for the payment of shipping, bearing the cost of 
shipping and for all liability related to the goods until the goods are delivered to and accepted by the Owner 
at the Owner’s facility or if stated, the actual Facility Room or Department location indicated on the purchase 
order. 
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2.3  A copy of the Ownership and the Bill of Sale to the project contact is required for all vehicles and 
equipment. 
3. INTENDED PURPOSE OF USE 

 
The Contractor warrants that the goods, materials and/or equipment are of merchantable quality, and fit for the 
intended use and will perform according to the requirements set out by the Owner. 

 
4. INSURANCE (if applicable)  
 

All respective insurance coverage shall be the responsibility of the   until acceptance is given by the City of 
Belleville. 
 
The Contractor shall in effect and maintain for the period of the Contract/ PO, at its own expense with insurers 
acceptable to the City, all necessary insurance considered appropriate for a prudent contractor undertaking work 
similar to this work including such of the following types of insurance as the City may elect, unless otherwise noted 
in the Bid document: 
 
a) Commercial General Liability Insurance 

Commercial General Liability, underwritten by an insurer licensed to conduct business in the Province of 
Ontario, for a limit of not less than Five Million ($5,000,000.00) Dollars per occurrence, an aggregate 
limit of not less than Five Million ($5,000,000.00) Dollars within any policy year with respect to 
completed operations and a deductible of not less than Five Thousand ($5,000.00) Dollars. The policy 
shall include an extension for a standard provincial and territorial form of non-owned automobile 
liability policy.  This policy shall include but not be limited to: 

• Name the Owner as an additional insured 
• Cross-liability and severability of interest 
• Blanket Contractual 
• Products and Completed Operations 
• Premises and Operations Liability 
• Personal Injury Liability 
• Contingent Employers Liability 
• Owners and Contractors Protective 
• Broad Form Property Damage 
• 30 days’ notice of cancellation 

 
b) Automobile Liability Insurance;  

Standard Form Automobile Liability Insurance that complies with all requirements of the current 
legislation of the Province of Ontario, having an inclusive limit of not less than Five Million 
($5,000,000.00) Dollars per occurrence for Third Party Liability, in respect of the use or operation of 
vehicles owned, operated or leased by the Contractor. 

 
c) Professional Liability Insurance coverage shall be in the amount of Two Million ($2,000,000.00) Dollars 

providing coverage for acts, errors and omissions arising from their professional services performed under 
this Agreement. The policy SIR/deductible shall not exceed $100,000 per claim and if the policy has an 
aggregate limit, the amount of the aggregate shall be double the required per claim limit. The policy shall be 
underwritten by an insurer licensed to conduct business in the Province of Ontario and acceptable to the 
City of Belleville. The policy shall be renewed for 3 years after contract termination. A certificate of 
insurance evidencing renewal is to be provided each and every year. 
 

d)  All insurance policies required to be carried by the successful Contractor shall be primary and not 
additional to or contributing with any other insurance carried by the City of Belleville. 
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Ten days prior to contract commencement, the Contractor shall provide to the City a valid signed Certificate of 
Insurance with the City of Belleville as the certificate holder and any replacements thereof that references the 
project name and contract number and confirms the coverage’s identified above.  The Contractor shall provide 
the City with a copy of the Policy if requested by the City and any renewal or replacement Certificates as may be 
necessary. 

 
• Certificates must be provided allowing thirty (30) days’ notice to the City in the event of Cancellation of 

such policy; 
 

• The Contractor will be responsible for deductible amounts under all policies; 
 

• To achieve the desired limits, umbrella or excess liability insurance may be used; 
 
5. WORKPLACE SAFETY AND INSURANCE BOARD (if applicable).  

 
The Contractor is required to protect its employees with Workplace Safety and Insurance Board 
coverage and a valid Certificate of Clearance indicating the project involved must be provided prior to 
commencement of any work. 
 

a) The Contractor must submit a copy of a valid and current "Clearance Certificate" from the WSIB with their 
Tender, or documentation from the WSIB confirming their exemption. This information is available to the 
Contractor on-line at www.wsib.on.ca. 

b) The Contractor, forthwith upon being notified that they are the successful Contractor, shall provide the City 
with a current and valid “Clearance Certificate” from the WSIB. 

c) If the Contractor does not provide a current and valid Clearance Certificate, or proof of exemption, 
on or before the commencement of the Contract, then at the option of the City, the Contract will be 
terminated and may be awarded to the next qualified Contractor. 

d) During the term of the Contract, the Contractor shall ensure that the City has a current and valid “Clearance 
Certificate”.  The City will not pay invoices unless a current and valid “Clearance Certificate” is provided. 

e) The City reserves the right to terminate any Contract in the event there is not a current and valid Clearance 
Certificate and reserves the right to refuse the Contractor access to the jobsite. 

f) The Contractor clearly understands and agrees that they are not, nor is anyone hired by them, covered by 
the City under the Workplace Safety Insurance Act, Employment Insurance Act, or any other act 
whether provincial or federal in respect of themselves, their employees and operations, and shall, upon 
request, furnish the City with satisfactory evidence that they have complied with the provisions of any such 
Acts. 

g) Information on coverage under the Workplace Safety and Insurance Act can be obtained directly from 
the WSIB.  The City is not to be deemed the employer of the Contractor or their personnel under any 
circumstances whatsoever. 

h) The Contractor will file a “Certificate of Clearance” from the WSIB prior to commencing the Contract.  
Clearance certificates should be renewed every ninety (90) days during the term of the Contract. 

 
6. WARRANTY PERIOD 

 
Unless a greater warranty period is stated in the specifications of the Bid Call Document, the warranty period 
shall be for a minimum of one (1) year on all parts, labour, goods, materials, equipment and/or services 
provided under the Contract (Unless otherwise stated in the specifications, the warranty period shall 
commence either from the date of substantial performance for construction or the day after delivery and 
acceptance for goods, services and equipment). A copy of all warranties shall be furnished upon delivery.  

http://www.wsib.on.ca/
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7. DEFECTS 

 
All products or services provided by the Contractor shall be new upon delivery and installed in good operating 
condition free of defects. 
 
8. MANUALS 

 
Access to a complete manual, including repair and parts, shall be supplied for the Equipment and/or 
Vehicle/Equipment in either electronic or paperback. 
 
9. PAYMENT TERMS 

 
Payment for provision of Goods, Services and/or Construction, satisfactorily performed in the opinion of the 
Owner is Net Thirty (30) days unless otherwise noted in the Bid document. 
 
The City of Belleville has implemented a mandatory direct deposit payment (EFT) that requires all Contractors 
to set up direct deposit as the method of receiving payment from the City. If your firm is not already set up to 
receive payments from the City through direct deposit, your firm is required to complete a City of Belleville direct 
deposit form. Contact ap@belleville.ca for more information. 
 
10. INVOICES 

 
10.1 All invoices shall be sent to the City of Belleville, Finance Department - Accounts Payable, 169 

Front Street, Belleville, ON K8N 2Y8 unless otherwise noted in the bid document. 
 

10.2 All invoices submitted by the Contractor shall reference the Purchase Order number and conform 
to the order and content as set out in the Owner’s Purchase Order form and shall provide additional 
information as follows: 

• Harmonized Sales Tax shown separately 
• Contractor's HST registration number 

 
10.3 The Invoice shall state it is an invoice and contain sufficient detail in accordance with the items 

and unit  prices  of  the  awarded Bid. For example: Time and Material Contracts should provide a 
breakdown of labour and material utilized for the project. 

 
11. MATERIAL SAFETY DATA SHEETS (MSDS) 

 
The Contractor shall supply current Material Safety Data Sheets for all controlled products supplied on or 
before delivery of initial shipments and again sixty (60) days prior to expiry of the sheet. Failure 
to comply with this instruction or to label products in accordance with the Workplace Hazardous Materials 
Information System Act may result in  cancellation  of  the  Contract,  in  which  event  any  existing stocks 
shall be removed and credited back to the Owner in full by the Contractor.   The Owner   shall be under no 
obligation whatsoever, to any Contractor who does not comply with the Owner’s procedure in this regard. 

 
12. DISCOUNT TERMS 

 
If a discount is allowed for payment within a certain time, the time for taking the discount will not begin until 
the date of the receipt of the invoice or the date of the delivery of the goods, whichever is later. However, if 
an invoice is returned for correction, the time for taking the discount will not begin to run until the date of the 
receipt of the corrected invoice. 
 

mailto:ap@belleville.ca
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13. EXTRAS/CHANGES TO THE PURCHASE ORDER 
 

No charges for extras or changes or changes to pricing will be allowed unless it has prior written authorization 
of the Purchasing Supervisor or designate. 

 
14. MANDATORY HEALTH & SAFETY DIRECTIVE - COVID-19 

 
The successful Bidder shall take all possible measures to prevent the spread of COVID-19 through compliance 
with requirements under the Occupational Health & Safety Act and associated regulations and any other 
applicable laws, including but not limited to municipal by-laws. The Contractor shall have regard to public health 
directives (from the Chief Medical Officer of Health and/or the Region’s Medical Office of Health) and apply as 
appropriate. 

 
15. TERMINATION 

 
The Owner may terminate this Purchase Order without prior written notice if Goods, Services and / or 
Construction are not provided within the timeframe specified. The Contractor shall give the Owner written 
notice of the cause and extent of any delay, and the Owner, at its sole discretion may terminate the Purchase 
Order and may order with another Contractor, without penalty or other fee. Furthermore if the Owner, in its 
sole opinion, determines that the Contractor has neglected, failed or refused to proceed promptly with delivery 
of the Goods, Services and/or Construction, the Owner may cancel the Purchase Order without penalty or 
other fee. 

 
16. HAZARDOUS GOODS 

 
Goods must be transported by the Contractor or Contractor’s agent in accordance with all relevant federal 
and provincial legislation covering the handling and transportation of all hazardous and dangerous goods. 

 
17. INSPECTION AND ACCEPTANCE 

 
All Goods, Service(s) and/or Construction are subject to inspection and acceptance by the Owner or the 
Owner’s representative.  Rejected Goods, Services and/or Construction, upon written notice of rejection by 
the Owner, shall be returned and either exchanged, refunded or cancelled at the Owner’s discretion, at the 
Contractor’s expense and cost. 

 
18. GOVERNING LAWS 

 
This Purchase Order shall be governed by the laws of Province of Ontario. 

 
19. ASSIGNMENT 

 
The Contractor is not permitted to assign the work of this Purchase Order, in whole or in part, to any party, 
without the prior written approval of the Manager, Procurement Services or designate. 
 
20. FORCE MAJEURE 

 
It is understood and agreed that the Contractor shall not be held liable for any losses resulting if the 
fulfilment of the terms of the Contract shall be delayed or prevented by wars, acts of public  enemies, 
strikes, fires, floods, act of God, or for any other  cause not within the control of the  Contractor and  which 
by the exercise of reasonable diligence the Contractor is unable to prevent.  Should the performance of  
any Contract be delayed or prevented as herein set forth, the Contractor agrees to give immediate written 
notice and explanation of the cause and probable duration of any such delay. 
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21. INDEMINITY 
 

The Contractor shall indemnify and save harmless the Owner, its officers, Council members, partners, agents 
and employees (the “Indemnified Parties”) from and against all actions, claims, demands, losses, costs, 
damages, suits or proceedings whatsoever which may be brought against or made upon the Indemnified 
Parties or which the Indemnified Parties may sustain, suffer or be put to, resulting from or arising out of the 
Contractor’s actions, omissions or negligence in the performance of the Work, Services or this Purchase Order, 
or the breach, default, violation or non-performance of the Purchase Order, or in the performance or non-
performance of any Work or service required to be performed hereunder, whether performed by the Contractor, 
its agents, servants, officials, employees, or otherwise, including any damage to property or injury to any 
persons, including third parties. This indemnification shall include all legal costs incurred by the Indemnified 
Parties on a substantial indemnity basis, including those incurred to defend any criminal or other prosecutions 
against the Indemnified Parties resulting from the actions of the Contractor. 

 
22. SUPPLIER CODE OF CONDUCT 

 
Contractors agree by accepting this order declare that they have read and understood the Owner’s Supplier 
Code of Conduct in its entirety and that the Contractor and any applicable sub-contractors, are not only in full 
compliance with this Supplier Code of Conduct but we will maintain compliance with it throughout the full 
duration of this Contract. 

 
23. STRIKES / ACCIDENTS 

 
In the event of strikes, accidents or unforeseen contingencies causing stoppage of work, the Owner reserves 
the right to; delay or cancel the work specified on the Purchase Order. 
 
24. CONFIDENTIALITY 

 
All requirements and information obtained by the Contractor in connection with the work specified on the Purchase 
Order is the property of the City and its Departments, Agencies, Boards and Commissions, and must be treated 
as confidential and not used for any purposes other than the fulfillment of this assignment. 
 
Information, data, material, etc., gathered as part of this assignment shall be treated as confidential and shall only 
be discussed with the City Contact listed herein, unless directed otherwise by the City Contact.  The Consultant 
shall not duplicate information unless authority has been received from the City Contact. 
 
All documentation, which a Contractor/ Consultant delivers to the City or its designated agents for the purposes 
of this Purchase Order, becomes the property of the City. 
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