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Request for Proposals
	Sample Event Services for GNPI Workshop
Ministry of Community Services  Request for Proposals Number: ON-00xxxx
Issue date: [TODAY]
Closing Time: Proposal must be received before 11:31 AM Pacific Time on: [TODAY]

	GOVERNMENT CONTACT PERSON: All enquiries related to this Request for Proposals (RFP), including any requests for information and clarification, are to be directed, in writing, to the following person who will respond if time permits. Information obtained from any other source is not official and should not be relied upon. Enquiries and any responses will be recorded and may be distributed to all Proponents at the Province’s option.

Liz Busch (Lowe), Director of Strategic Business and Procurement Transformation
Email:  procurement@gov.bc.ca  Fax:  (250) 387-7309

	DELIVERY OF PROPOSALS: 

	Proposals must not be sent by mail, facsimile or e-mail.  Proposals are to be submitted to the closing location as follows:

A.  One (1) complete hard-copy must be delivered by hand or courier to:

Strategic Business and Procurement Transformation 

c/o 3rd Floor 563 Superior Street

Victoria, B.C.  V8V 1T7

Attention:  Liz Busch (Lowe)
Proposal envelopes should be clearly marked with the name and address of the Proponent, the Request for Proposals number, and the project or program title.

OR

B.  One complete electronic proposal must be received in accordance with BC Bid instructions for e-bidding.  Only pre-authorized e-bidders registered on the BC Bid system can submit electronic bids. 

	PROPONENTS’ MEETING: 

	A Proponents’ meeting will not be held.


	PROPONENT SECTION:
For hard-copy proposals, a person authorized to sign on behalf of the Proponent must complete and sign the Proponent Section (below), leaving the rest of this page otherwise unaltered, and include the originally-signed and completed page with the first copy of the proposal. For electronic proposals, all parts of the Proponent Section (below) must be completed except the signature field, as the BC Bid e-bidding key is deemed to be an original signature. The rest of this page must be  otherwise unaltered  and submitted as part of your proposal.
The enclosed proposal is submitted in response to the above-referenced Request for Proposals, including any addenda.  Through submission of this proposal we agree to all of the terms and conditions of the Request for Proposals and agree that any inconsistent provisions in our proposal will be as if not written and do not exist.  We have carefully read and examined the Request for Proposals, including the Administrative Section, and have conducted such other investigations as were prudent and reasonable in preparing the proposal.  We agree to be bound by statements and representations made in our proposal.

	Signature of Authorized Representative:
	Legal Name of Proponent (and Doing Business As Name, if applicable):

	Printed Name of Authorized Representative:
	Address of Proponent:



	Title:
	

	Date:


	Authorized Representative phone, fax or email address (if available):
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A.
Definitions and Administrative Requirements

1.
Definitions

Throughout this Request for Proposals, the following definitions apply:

a) “Contract” means the written agreement resulting from this Request for Proposals executed by the Province and the Contractor;

b) “Contractor” means the successful Proponent to this Request for Proposals who enters into a written Contract with the Province;

c) “Ministry” means the Ministry of Community Services;
d) “must”, or “mandatory” means a requirement that must be met in order for a proposal to receive consideration; 

e) “Proponent” means an individual or a company that submits, or intends to submit, a proposal in response to this Request for Proposals;

f) “Province” means Her Majesty the Queen in Right of the Province of British Columbia and includes the CBS division and the Ministry;

g) “Request for Proposals” or “RFP” means the process described in this document; 

h) “should” or “desirable” means a requirement having a significant degree of importance to the objectives of the Request for Proposals; and
i) “SSBC” means the Shared Services British Columbia of the Ministry of Citizens’ Services.
2.
Terms and Conditions
The following terms and conditions will apply to this Request for Proposals.  Submission of a proposal in response to this Request for Proposals indicates acceptance of all the terms that follow and that are included in any addenda issued by the Province.  Provisions in proposals that contradict any of the terms of this Request for Proposals will be as if not written and do not exist.

3.
Additional Information Regarding the Request for Proposals
All subsequent information regarding this Request for Proposals, including changes made to this document will be posted on the BC Bid website at www.bcbid.ca.  It is the sole responsibility of the Proponent to check for amendments on the BC Bid website.
4.
Late Proposals

Proposals will be marked with their receipt time at the closing location.  Only complete proposals received and marked before closing time will be considered to have been received on time.
Hard-copies of late proposals will not be accepted and will be returned to the Proponent.  Electronic proposals that are received late will be marked late and will not be considered or evaluated.
In the event of a dispute, the proposal receipt time as recorded at the closing location shall prevail whether accurate or not.

5.
Eligibility
j) Proposals will not be evaluated if the Proponent’s current or past corporate or other interests may, in the Province’s opinion, give rise to a conflict of interest in connection with the project described in this Request for Proposals.  This includes, but is not limited to, involvement by a Proponent in the preparation of this Request for Proposals.  If a Proponent is in doubt as to whether there might be a conflict of interest, the Proponent should consult with the Government Contact Person listed on page 1 prior to submitting a proposal.

k) Proposals from not-for-profit agencies will be evaluated against the same criteria as those received from any other Proponents.

6.
Evaluation 

Evaluation of proposals will be by a committee formed by the Province and may include employees and contractors of the Province.  All personnel will be bound by the same standards of confidentiality.  The Province’s intent is to enter into a Contract with the Proponent who has the highest overall ranking. 

7.
Negotiation Delay

If a written Contract cannot be negotiated within thirty days of notification of the successful Proponent, the Province may, at its sole discretion at any time thereafter, terminate negotiations with that Proponent and either negotiate a Contract with the next qualified Proponent or choose to terminate the Request for Proposals process and not enter into a Contract with any of the Proponents.

8.
Debriefing

At the conclusion of the Request for Proposals process, all Proponents will be notified.  Unsuccessful Proponents may request a debriefing meeting with the Province.

9.
Alternative Solutions

If alternative solutions are offered, please submit the information in the same format, as a separate proposal.

10.
Changes to Proposals

By submission of a clear and detailed written notice, the Proponent may amend or withdraw its proposal prior to the closing date and time.  Upon closing time, all proposals become irrevocable.  The Proponent will not change the wording of its proposal after closing and no words or comments will be added to the proposal unless requested by the Province for purposes of clarification.

11.
Proponents’ Expenses

Proponents are solely responsible for their own expenses in preparing a proposal and for subsequent negotiations with the Province, if any.  If the Province elects to reject all proposals, the Province will not be liable to any Proponent for any claims, whether for costs or damages incurred by the Proponent in preparing the proposal, loss of anticipated profit in connection with any final Contract, or any other matter whatsoever.

12.
Limitation of Damages

Further to the preceding paragraph, the Proponent, by submitting a proposal, agrees that it will not claim damages, for whatever reason, relating to the Contract or in respect of the competitive process, in excess of an amount equivalent to the reasonable costs incurred by the Proponent in preparing its proposal and the Proponent, by submitting a proposal, waives any claim for loss of profits if no Contract is made with the Proponent.

13.
Proposal Validity
Proposals will be open for acceptance for at least 90 days after the closing date.

14.
Firm Pricing

Prices will be firm for the entire Contract period unless this Request for Proposals specifically states otherwise.

15.
Currency and Taxes

Prices quoted are to be:

l) in Canadian dollars;

m) inclusive of duty, where applicable; FOB destination, delivery charges included where applicable; and 

n) exclusive of Goods and Services Tax, Harmonized Sales Tax, and Provincial Sales Tax.

16.
Completeness of Proposal

By submission of a proposal the Proponent warrants that, if this Request for Proposals is to design, create or provide a system or manage a program, all components required to run the system or manage the program have been identified in the proposal or will be provided by the Contractor at no charge.

17.
Sub-Contracting

o) Using a sub-contractor (who should be clearly identified in the proposal) is acceptable.  This includes a joint submission by two Proponents having no formal corporate links.  However, in this case, one of these Proponents must be prepared to take overall responsibility for successful performance of the Contract and this should be clearly defined in the proposal.

p) Sub-contracting to any firm or individual whose current or past corporate or other interests may, in the Province’s opinion, give rise to a conflict of interest in connection with the project or program described in this Request for Proposals will not be permitted.  This includes, but is not limited to, any firm or individual involved in the preparation of this Request for Proposals.  If a Proponent is in doubt as to whether a proposed subcontractor gives rise to a conflict of interest, the Proponent should consult with the Government Contact Person listed on page 1 prior to submitting a proposal.

q) Where applicable, the names of approved sub-contractors listed in the proposal will be included in the Contract.  No additional subcontractors will be added, nor other changes made, to this list in the Contract without the written consent of the Province.

18.
Acceptance of Proposals

r) This Request for Proposals should not be construed as an agreement to purchase goods or services.  The Province is not bound to enter into a Contract with the Proponent who submits the lowest priced proposal or with any Proponent.  Proposals will be assessed in light of the evaluation criteria.  The Province will be under no obligation to receive further information, whether written or oral, from any Proponent.

s) Neither acceptance of a proposal nor execution of a Contract will constitute approval of any activity or development contemplated in any proposal that requires any approval, permit or license pursuant to any federal, provincial, regional district or municipal statute, regulation or by-law.

19.
Definition of Contract
Notice in writing to a Proponent that it has been identified as the successful Proponent and the subsequent full execution of a written Contract will constitute a Contract for the goods or services, and no Proponent will acquire any legal or equitable rights or privileges relative to the goods or services until the occurrence of both such events.
20.
Contract

By submission of a proposal, the Proponent agrees that should its proposal be successful the Proponent will enter into a Contract with the Province on the terms set out in Appendix B.

21.
Liability for Errors

While the Province has used considerable efforts to ensure information in this Request for Proposals is accurate, the information contained in this Request for Proposals is supplied solely as a guideline for Proponents.  The information is not guaranteed or warranted to be accurate by the Province, nor is it necessarily comprehensive or exhaustive.  Nothing in this Request for Proposals is intended to relieve Proponents from forming their own opinions and conclusions with respect to the matters addressed in this Request for Proposals.

22.
Modification of Terms

The Province reserves the right to modify the terms of this Request for Proposals at any time in its sole discretion.  This includes the right to cancel this Request for Proposals at any time prior to entering into a Contract with the successful Proponent.

23.
Ownership of Proposals

All proposals submitted to the Province become the property of the Province.  They will be received and held in confidence by the Province, subject to the provisions of the Freedom of Information and Protection of Privacy Act and this Request for Proposals.

24.
Use of Request for Proposals
Any portion of this document, or any information supplied by the Province in relation to this Request for Proposals may not be used or disclosed, for any purpose other than for the submission of proposals.  Without limiting the generality of the foregoing, by submission of a proposal, the Proponent agrees to hold in confidence all information supplied by the Province in relation to this Request for Proposals.

25.
Reciprocity

The Province may consider and evaluate any proposals from other jurisdictions on the same basis that the government purchasing authorities in those jurisdictions would treat a similar proposal from a British Columbia supplier.

26.
No Lobbying

Proponents must not attempt to communicate directly or indirectly with any employee, contractor or representative of the Province, including the evaluation committee and any elected officials of the Province, or with members of the public or the media, about the project described in this Request for Proposals or otherwise in respect of the Request for Proposals, other than as expressly directed or permitted by the Province.
27.
Collection and Use of Personal Information

Proponents are solely responsible for familiarizing themselves, and ensuring that they comply, with the laws applicable to the collection and dissemination of information, including resumes and other personal information concerning employees and employees of any subcontractors.  If this RFP requires Proponents to provide the Province with personal information of employees who have been included as resources in response to this RFP, Proponents will ensure that they have obtained written consent from each of those employees before forwarding such personal information to the Province.  Such written consents are to specify that the personal information may be forwarded to the Province for the purposes of responding to this RFP and use by the Province for the purposes set out in the RFP.  The Province may, at any time, request the original consents or copies of the original consents from Proponents, and upon such request being made, Proponents will immediately supply such originals or copies to the Province.
B.
Requirements and Response

1. SUMMARY OF THE REQUIREMENT
NOTE:
This document is for the sole purpose of the GNPI Workshops held in 2011; it is intended to assist participants with understanding the procurement process.  In no way is this sample RFP intended to be an actual representation of services purchased or needed by the Province.  By participating in the workshop using this sample RFP, neither the attendees nor the Province are bound to any representations made as part of the workshop.
The Ministry requires a Contractor to plan and deliver Events on an as, if and when requested basis throughout the province.  Events are specific to acknowledging and celebrating Youth contributions to positive Community activities.  Some Events will focus on a specific community within the province, whereas others will spotlight specific ethnic or Aboriginal communities.  Events will highlight each Recipient’s accomplishments.  Attendees to the Events will range between a small group of up to 10, to large groups of 50 or more. 
As requested by the Ministry, the Contractor will:

· Plan Events, including the securing of appropriate venues, menus, entertainment, etc.;
· Invite attendees as provided by the Ministry, and confirm each one’s attendance;

· Coordinate all activities relevant to the Events;

· Supply an on-site manager to each Event who will manage any issues or concerns that occur during the Event;
· Ensure appropriate clean-up after each Event;

· Manage all payments related to each Event; and

· Provide detailed reports after each Event.

The term of the Contract is expected to be two years, with three one-year options to renew at the sole discretion of the Ministry.

Proponents must have an office located within the Capital Regional District.
2. ADDITIONAL DEFINITIONS
In addition to the Request for Proposals Definitions set out in paragraph 1 of Section A, throughout this Request for Proposals, the following definitions will apply:

a) “Capital Regional District” or “CRD” means the area of British Columbia defined at http://www.crd.bc.ca/about/members.htm; 
b) “Community” means geographic communities within British Columbia as well as ethnic and Aboriginal communities within British Columbia;
c) “Event” means a planned celebration to acknowledge Youth who have made positive contributions to their Communities through the Youth Community Program; 
d) “Event Expenses” means the applicable costs associated with the following aspects of planning and delivering an Event:  venue rental, food and beverage catering, entertainment, decorations, Recipient gifts, and travel and accommodation for Recipients, other approved guests, and Contractor resources to attend the Event;
e) “Recipients” means the Youth who are being recognized through an Event;
f) “Services” means the services described in the RFP related to Events that will form the basis of the Contract with the successful Proponent; 
g) “Youth” means an individual who is under the age of 21 years; and
h) “Youth Community Program” or “Program” means the program developed and managed by the Ministry to support and encourage Youth involvement in building stronger communities.
3. MINISTRY SITUATION/OVERVIEW
3.1. Ministry Responsibility

The purpose of the Ministry of Community Services is to encourage and equip communities across British Columbia to build strong, competitive economies that support sustainable and socially-responsible communities. The needs of urban and rural communities differ from one another, as do the needs of ethnic and Aboriginal communities.  Therefore, it is important for government to tailor its work to the individual needs of all these Communities. The Ministry supports Communities in reaching their full potential by providing a broad range of services, tools, and resources.

3.2. Background

As part of the Ministry’s mandate, the Youth Community Program was developed in 2002.  The purpose of the Program is to encourage Youth to:

· become involved in their Communities;

· positively influence activities within their Communities; and
· learn about leading Community activities that result in positive outcomes.

Since 2002, the Province has hosted over 75 Events for a wide variety of Communities that have recognized more than 100 Recipients.  

In 2003, the Ministry entered into a contract with Corporate Event Planning Inc. to plan and deliver such Events.  The current contract is expiring on June 30, 2011.  In order to ensure a continuing ability to contract for the Services, this RFP has been released to select the Contractor for up to the next five years.
3.3. Project Scope/Budget/Term
3.3.1. Scope
As requested by the Ministry, the Contractor will:

1. Plan Events for any location throughout the province, which includes:

· arranging travel, if necessary, for the Recipients;

· securing appropriate venues;

· developing menus;

· ensuring the required resources during the event;

· booking entertainment;

2. Invite attendees as directed by the Ministry, and confirm each one’s attendance;

3. Coordinate all activities relevant to the Events;

4. Supply an on-site manager to each Event who will manage any issues or concerns that occur during the Event;

5. Ensure appropriate clean-up after each Event that results in full refunds of any related deposits;

6. Manage all payments related to each Event; and

7. Provide detailed reports after each Event.

Events are categorized as follows:

· Small Events:  up to 10 invitees;

· Mid-range Events:  11 to 25 invitees;

· Moderate Events:  26 to 49 invitees; and

· Large Events:  50 or more invitees.

Events are planned specific to Communities, examples of which include, but are not limited to:

· B.C. cities, towns and villages, such as Terrace, Burnaby, and Spuzzum;

· Ethnic communities, such as African and Asian immigrants / Canadian citizens; and

· Aboriginal communities, such as the Nisga’a and Xeni Gwet’in Nations.

Historically, the Ministry has delivered an average of 8 to 10 events per year; however, this is provided as information only and is not a guarantee of future work.
3.3.2. Budget

Budgets for the Services fluctuate from year to year, depending on accomplishments that the Ministry deems appropriate for an Event and available funds.  Since 2003, the Ministry has spent an average of approximately $150,000 per year for hosting Events, which includes all associated costs such as venues, food, travel, etc.  However, this historical information is not a guarantee of future work; the Ministry makes no guarantees or predictions on how much Service will be purchased through this Contract.
3.3.3. Term
The term of the Contract is expected to be two years beginning approximately July 1, 2011, with three one-year options to renew at the sole discretion of the Ministry.
3.4. Contractor Responsibilities

The Contractor will:

· Deliver the Services as proposed;

· Obtain quotes for all Event Expenses, showing evidence of value for money;

· Obtain the Ministry’s approval before committing each Event Expense;

· Confirm final list of attendees no less than 7 days prior to each Event;
· Submit invoices at the completion of each Event, that includes a detailed accounting of all Event Expenses and Fees payable; 
· Contact the Ministry immediately of any issues or concerns that occur during the Event or Event planning;

· Maintain and keep confidential and personal information related to Recipients or attendees, which shall be accessible to the Province upon request; and
· Submit an annual evaluation report to the Ministry, describing all Events delivered in the past year and an evaluation of each.
3.5. Ministry Responsibilities

The Ministry will confirm the Recipients’ availability for their Event, and will provide the Contractor with the following information no less than two months prior to each Event:

· the Event date;

· the Recipient name(s);

· the general location where the Event will be held;

· the reason for the Event and/or the general theme;

· the expected overall number of attendees; and

· the initial names and contact information for expected attendees.

No less than one month prior to the Event, the Ministry will:

· provide a final list of attendees and their contact information, highlighting any additions to the previous list provided; and
· approve Event Expenses quotes submitted to date, or request additional quotes/changes.
4. REQUIREMENTS
NOTE:  This section includes “Response Guidelines” which are intended to assist Proponents in the development of their proposals.  The Response Guidelines are not intended to be all-inclusive; Proponents should use their own judgement in determining what information should be provided to demonstrate that the Proponent will meet or will exceed the Ministry’s expectations.  Unless a template has been provided (i.e. Appendix C), please address each of the following items in your proposal, in the order as they appear.  The Province recommends that the individual Response Guidelines be used as headings to proposal responses.
4.1. Approach
4.1.1. Event Planning
Proponents should have a proposed standard methodology for planning these Events that addresses:

a. arranging travel for the Recipients, other approved guests, and Contractor resources required on-site in the most economical manner in accordance with the Province’s Group II rates (see Appendix A);

b. securing appropriate and cost-effective venues such as hotels, conference centres, community centres, etc.;

c. developing menus that are reflective of the theme of the Event, the venue chosen, and the dietary requirements of the attendees;

d. booking entertainment, such as bands, dj’s, and others as deemed appropriate by the Ministry; and
e. inviting attendees as provided by the Ministry, and confirming each one’s attendance to the Ministry.
Note that Ministry pre-approval is required prior to the Contractor making firm commitments to any costs associated with an Event.

Response Guidelines

1. Explain the proposed methodology to plan Events that addresses items (a) through (e) above.  

4.1.2. Event Delivery
The Contractor is expected to supply an on-site manager for each Event who will be responsible to manage all last-minute activities, to oversee the Event, to ensure final clean-ups (if required) are completed, and to make decisions that will ensure a successful Event. 
NOTE:  The Contractor is responsible to pay any deposit required by a venue prior to the Event.  If the deposit is not returned because of an activity under the control of the Contractor, such costs are not billable to the Province and the Province will not pay such costs.  Activities under the control of the Contractor that may affect a deposit include, but are not limited to:

· the venue’s cleanliness after an Event;

· cancellation fees when the Ministry had either not approved the venue or had given notice to the Contractor within the non-billable cancellation period; and
· damage that occurs during an Event that the Contractor’s on-site manager should have known and that would have been more limited had it been reported it to the venue earlier.

Response Guidelines

2. Provide a proposed job description for the Contractor’s on-site manager that clearly identifies the position’s roles and responsibilities with respect to each Event.

4.1.3. Event Follow-up
After each Event, the Contractor will ensure that all related payments are made, and that an Event report is submitted to the Ministry.  The Event report should provide details that include but are not limited to:
· Event date, time and location;

· Event Expenses paid;

· Number of attendees; and

· Any outstanding issues.

Response Guidelines

3. Explain the proposed process for ensuring that all Event Expenses are appropriately paid, and that a complete Event report is provided.  Include a description of what will be included in the Event report.

4.2. Capabilities

4.2.1. Proponent Location

The Contractor will be expected to meet with Ministry staff on a regular basis as each Event is being planned.  To help ensure the Contractor’s ability to meet face-to-face frequently within sometimes short timelines (i.e. less than 2 hours notice), Proponents must have an office located within the Capital Regional District.  The Ministry expects that any individual who is leading the planning for an Event will be located at this office.
Response Guidelines

4. To meet the mandatory requirement, provide the address of the Proponent’s location within the Capital Regional District.

4.2.2. Proponent Organizational Experience
Proponent organizations should have three or more years experience delivering services of a similar scope and complexity.  Similar scope and complexity is defined as planning and delivering at least 5 separate occasions a year, each of which includes:
a. Securing appropriate venues, managing related food and beverage requirements, and booking entertainment;

b. Inviting and confirming attendees located in a wide geographic area;

c. Managing any issues that occur during the occasion;

d. Ensuring appropriate clean-up afterwards; and
e. Making all related payments.
NOTE:  Proponents are expected to complete Appendix C when responding to this section.  Evaluators will only consider information found in Appendix C; any related information found in other sections of the proposal will not be considered.

Response Guidelines

5. Complete Appendix C.

4.2.3. Key Personnel
Proponents should propose an Account Manager, who will be responsible to oversee all Services and to ensure the success of each Event.  The proposed Account Manager should have:

· formal education (i.e. certification, diploma or degree) in the hospitality industry;

· five or more years experience working in the hospitality industry, specifically with hotels and/or conference sites; and

· three or more years experience managing contracts valued at $75,000 per year or more.
Response Guidelines

6. Name a proposed Account Manager, and explain how this individual meets or exceeds the qualifications and experience expected.  Include dates when the specific experience cited occurred.
4.3. Price

Proponents are expected to provide a per-person cost for Events for each of the initial two years of the Contract, at the following four levels:
i. Small Events:  up to 10 invitees;

ii. Mid-range Events:  11 to 25 invitees;

iii. Moderate Events:  26 to 49 invitees; and

iv. Large Events:  50 or more invitees.

Prices proposed are inclusive of all costs that are not a pre-approved Event Expense.  With the exception of approved Event Expenses, the Province will not pay any additional amounts above the per-person price.  
When evaluating price, the Province will determine a typical sample two-years of Events and number of attendees at each.  The per-person prices proposed will be entered into this typical sample year, to determine an overall price.  This overall price will be used to evaluate price, as per the following:

· Only proposals that meet all mandatory requirements and minimum scores will be evaluated;

· The lowest overall price will be awarded all the points allocated to price; and

· All other proposals will be evaluated using the following formula:

	Lowest Overall Price
	X
	Maximum points available

	This Proposal’s Overall Price
	
	


NOTE1:  Proponents are expected to enter ONE per-person price for each of the categories of Events in each of the two years of the Contract term.  If a range of prices are given in a single category, the Province will use the HIGHEST price only when evaluating price.

NOTE2:  If a price category is left blank, the Province will assume that the price proposed in the closest category to the missing price is the price to use.  If such assumptions are made, the Proponent will not have the option of including a higher price in the Contract, if their proposal is successful.

Response Guidelines

7. Complete Appendix D.

5. EVALUATION
This section details all of the mandatory and desirable criteria against which proposals will be evaluated.  Proponents should ensure that they fully respond to all criteria in order to receive full consideration during evaluation.

5.1. Mandatory Criteria
Proposals not clearly demonstrating that they meet the following mandatory criteria will be excluded from further consideration during the evaluation process.

	Mandatory Criteria

	t) The proposal must be received at the closing location before the specified closing time.

	u) The proposal must be in English and must not be sent by mail, facsimile or e-mail.

	v) One hard copy of the proposal must be submitted if that delivery method is chosen, with one unaltered, completed Request for Proposals cover page including an originally-signed Proponent Section with the first copy.  Alternatively, one electronic copy of the proposal must be submitted, in accordance with BC Bid instructions for e-bidding, if that delivery method is chosen.  Only pre-authorized e-bidders registered on the BC Bid system can submit electronic bids.

	w) Proponents must have an office located within the Capital Regional District.


5.2. Desirable Criteria

Proposals meeting all of the mandatory criteria will be further assessed against desirable criteria.

	Criterion
	Weight
	Minimum score 

	Approach (section 4.1)
	40
	

	Capabilities (section 4.2)
	30
	18

	Price (section 4.3)
	30
	

	TOTAL
	100
	


6. PROPOSAL FORMAT
The following format, sequence, and instructions should be followed in order to provide consistency in Proponent response and ensure each proposal receives full consideration.  All pages should be consecutively numbered.

x) An unaltered and completed Request for Proposals cover page, including Proponent Section as per instructions.

y) Table of contents including page numbers.

z) A short (one or two page) summary of the key features of the proposal.

aa) The body of the proposal, including pricing, i.e. the “Proponent Response”.

ab) Appendices, appropriately tabbed and referenced.

Appendix A
Group II Rates
EXPENSES FOR CONTRACTORS

The following are allowable expenses for contractors. All expenses must be paid by the contractor. Expenses cannot be direct billed to the ministry except in unusual circumstances (in these cases a special clause must be included in the contract). Original receipts must be submitted with the expense claim (when receipts are required) but photocopies of receipts will be accepted if the contractor requires the original for another purpose (e.g., to claim for GST credits)

Travel Expenses

The contractor must be outside their headquarters area (32 kilometres from where they ordinarily perform their duties) to be eligible to claim travel, meal and accommodation expenses.

1. Meal Allowances

Effective March 29, 2009, the following meal allowances can be claimed which must not exceed $49.00 per day (receipts are not required)

	 Breakfast only 
	$22.00 
	claim if travel starts before 7:00 a.m. or ends after 7:00 a.m. 

	Lunch only 
	$22.00 
	claim if travel starts before 12:00 noon or ends after 12:00 noon. 

	Dinner only 
	$28.50 
	claim if travel starts before 6:00 p.m. or ends after 6:00 p.m. 

	Breakfast and lunch only 
	$30.00 
	see above 

	Breakfast and dinner only 
	$36.50 
	see above 

	Lunch and dinner only 
	$36.50 
	see above 

	Full day 
	$49.00 


2. Mileage Rates When Using Private Vehicle:

Effective March 29, 2009, the private mileage allowance is $.50 per kilometre (receipts are not required). This rate can be claimed when using a private vehicle for travel. It is intended to cover costs of gas and maintenance.

3. Taxi and Parking:

Taxi and parking charges will be reimbursed if receipts/copies of receipts are provided. Tips identified separately on taxi receipts cannot be claimed.

4. Car Rentals: 
Approved car rental agencies and the maximum rates for each community are listed at http://www2.gov.bc.ca/gov/content/governments/services-for-government/bc-bid-resources/goods-and-services-catalogue/daily-vehicle-rentals.  Other agencies are to be used only when these agencies cannot supply vehicles or when renting a vehicle outside BC. Contractors should ask for the government rate. Receipts/copies of receipts are required. PAI (personal accident insurance) will not be reimbursed. CDW/LDW (collision/loss damage waiver) will be reimbursed only when renting from a company not on the approved list for the specific community or when renting outside BC.

5. Accommodation:

a) Hotel/motel (Receipt/copy of receipt and proof of payment required).  

Approved hotels and the maximum rates that may be claimed for rooms and supplementary items (e.g., parking) are listed in the Accommodation Guide at http://www2.gov.bc.ca/gov/content/governments/services-for-government/bc-bid-resources/goods-and-services-catalogue/accommodation.  Rates may vary between summer, winter and shoulder seasons.  Only the single government rate will be reimbursed. The "number in party" identified on the receipt must show only one person.
Process for Selecting Accommodation:  Select the most cost-effective hotel from the accommodation guide that meets your business requirements.  Ensure the expectations of the ministry expense authority are clarified (through the contract manager) regarding the price of accommodation before travel takes place.  Ensure the rates charged by the hotel for the room and supplementary charges are at or below the rates quoted in the accommodation guide.  If the contractor cannot stay at any of the hotels listed in the guide due to an exceptional or emergency situation, pre-approval must be obtained from the ministry expense authority and attached to the expense claim. This approval should be obtained through the contract manager.

b) Private lodging (receipts are not required):

$30 per night may be claimed when private lodging is arranged (e.g., staying with friends).

6. Airfare:

Economy airfare only will be reimbursed. Receipts/copies of receipts and proof of payment are required.

7. Miscellaneous Travel Expenses:

Laundry, gratuities, porterage and personal phone calls cannot be claimed. Ferry charges and highway tolls can be claimed if supported by an original receipt. Other miscellaneous expenses incurred when travelling (e.g., courier and photocopying charges) can also be claimed if supported by a receipt/copy of receipt.

8. Out-of-Province Travel:

When B.C. contractors are required to travel out-of-province, a Travel Authorization form approved by the ministry director must accompany the expense claim.
Other Expenses

9. Business Expenses (e.g., all costs associated with meetings, including business and guest meals):

Claims for business expenses must be accompanied by an approved Business Expense Approval form (which should be completed by the ministry, not the contractor).

10. GST:

When receipts are submitted for reimbursement, they must be adjusted to deduct the GST. A contractor with a GST registration number can claim input tax credits from Canada Revenue Agency.

11. Miscellaneous Expenses (e.g. business telephone/fax calls, newspapers, etc.):

Miscellaneous expenses will be paid if supported by original receipts and in our opinion are necessarily incurred by you in providing the service. Contact the contract manager before incurring any miscellaneous expenses.
Appendix B
Contract Form

	By submission of a proposal, the Proponent agrees that should its proposal be successful, the Proponent will enter into a Contract with the Province in accordance with the terms of the Province’s General Service Agreement; a copy of which is available on the Internet at:

	
 http://www.pc.gov.bc.ca/psb/GSA/General_Service_Agreement.doc


Appendix C
Proponent Organizational Form

NOTES FOR USING THIS FORM:

Proponents are to complete and submit with their proposal this Appendix C or a form substantially similar to this Appendix C.  Proponents are advised to complete this form IN FULL.  No other information will be evaluated specific to Proponent experience (other than information gathered from references).  
When completing the “Demonstrated Experience”, Proponents are advised to provide information BY PROGRAM/PROJECT/ASSIGNMENT, and to include as many programs, projects or assignments as necessary to demonstrate that the Proponent organization has the experience being sought.  Be advised that Proponents whose listed programs / projects / assignments demonstrate that they have more experience than is being requested will score higher than those who demonstrate that they just meet the experience expected.  Evaluators will be looking at the dates cited to determine a Proponent organization’s length of experience; Proponents are advised to include both the MONTH and the year for each program / project / assignment.  

Dates that overlap will only be counted once (e.g. if project one was provided from January 1, 2007 to December 31, 2008, and project two was provided from April 1, 2008 to March 31, 2009, the overall time that will be allocated to these projects is 2 years and 3 months).
For each program / project / assignment, Proponents should list in the “Demonstrated Experience” column how the Proponent organization meets the requirement listed in section 4.2.2.  For example, if a specific project included: 

a)
Securing appropriate venues, managing related food and beverage requirements, and booking entertainment; 

c)
Managing any issues that occur during the occasion; and

d)
Ensuring appropriate clean-up afterwards; 

Proponents should provide specific details on how these elements were incorporated into the project (in the “Demonstrated Experience” field for the project), and indicate “(a), (c), and (d) in the “Similar Scope/Complexity” field.  
NOTE:  Evaluators will be looking for an explanation of how the items identified under “Similar Scope / Complexity” have been incorporated into the project.  Scores will be adversely affected if this explanation is not included.

For each program / project / assignment listed, Proponents should include the “Client Reference” information.  Note that the Ministry may contact the references cited without first notifying the Proponent.  If references are checked, the information that they provide may affect the evaluation of section 4.2.  The Province will not contract with any Proponent whose references, in the sole opinion of the Province, are found to be unsatisfactory.
Proponents are reminded that the evaluators will only refer to the information contained in Appendix C when evaluating the Proponent organization’s experience.  Any other information supplied will not be considered.  
Proponent Organization Experience Summary Form
	Proponent’s Organization Name:
	


	Demonstrated Experience – Programs / Projects / Assignments
	Similar Scope / Complexity
	Client Reference(s)

	Project No. 1 Name:
	
	Indicate which of the defined “similar scope and complexity” items were included in this program / assignment (e.g. a, b, c, etc)
	Provide:

Client Organization (i.e., program, project or assignment owner)

Client Contact

Contact’s Title

Contact’s telephone number

Contact’s e-mail

	Dates Services were Provided (MM/YYYY to MM/YYYY)
	
	
	

	Average # of occasions held per year for this project
	
	
	

	Provide specific details about a program/project/assignment the Proponent organization has been engaged on to clearly demonstrate the expertise being sought.   For example, indicate the details about the assignment and impact on the client organization, the Proponent’s role and accomplishments in the assignment etc.  Be sure to clearly indicate how the expected experience cited in 4.2.2 was met with this project.
	
	

	Project No. 2 Name:
	
	Indicate which of the defined “similar scope and complexity” items were included in this program / assignment (e.g. a, b, c, etc)
	Provide:

Client Organization (i.e., program, project or assignment owner)

Client Contact

Contact’s Title

Contact’s telephone number

Contact’s e-mail

	Dates Services were Provided (MM/YYYY to MM/YYYY)
	
	
	

	Average # of occasions held per year for this project
	
	
	

	Provide specific details about a program/project/assignment the Proponent organization has been engaged on to clearly demonstrate the expertise being sought.   For example, indicate the details about the assignment and impact on the client organization, the Proponent’s role and accomplishments in the assignment etc.  Be sure to clearly indicate how the expected experience cited in 4.2.2 was met with this project.
	
	

	Project No. 3 Name:
	
	Indicate which of the defined “similar scope and complexity” items were included in this program / assignment (e.g. a, b, c, etc)
	Provide:

Client Organization (i.e., program, project or assignment owner)

Client Contact

Contact’s Title

Contact’s telephone number

Contact’s e-mail

	Dates Services were Provided (MM/YYYY to MM/YYYY)
	
	
	

	Average # of occasions held per year for this project
	
	
	

	Provide specific details about a program/project/assignment the Proponent organization has been engaged on to clearly demonstrate the expertise being sought.   For example, indicate the details about the assignment and impact on the client organization, the Proponent’s role and accomplishments in the assignment etc.  Be sure to clearly indicate how the expected experience cited in 4.2.2 was met with this project.
	
	


Add additional programs/assignments/projects as you wish.

Appendix D
Pricing Matrix

NOTES FOR USING THIS FORM:

All prices proposed in this matrix are to include ALL costs associated with delivering the Services, with the exception of Ministry pre-approved Event Expenses.  Proponents are advised to provide a PER PERSON price in each category.

When evaluating price, the Province will determine a typical sample two-years of Events and number of attendees at each.  The per-person prices proposed will be entered into this typical sample year, to determine an overall price.

NOTE1:  Proponents are expected to enter ONE per-person price for each of the categories of Events in each of the two years of the Contract term.  If a range of prices are given in a single category, the Province will use the HIGHEST price only when evaluating price.

NOTE2:  If a price category is left blank, the Province will assume that the price proposed in the closest category to the missing price is the price to use.  If such assumptions are made, the Proponent will not have the option of including a higher price in the Contract, if their proposal is successful.

	# of Attendees
	Year One Per Person Price

(July 1, 2011 – June 30, 2012)
	Year Two Per Person Price

(July 1, 2012 – June 30, 2013)

	Small Events:  up to 10 invitees


	$
	$

	Mid-range Events:  11 to 25 invitees
	$
	$

	Moderate Events:  26 to 49 invitees
	$
	$

	Large Events:  50 or more invitees


	$
	$
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