City of Coquitlam
RFP No. 26-045 – Safety & Disability Management Software System
Proposal Submission Form
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[bookmark: _GoBack]City of Coquitlam
PROPOSAL SUBMISSION FORM
RFP No. 26-045
Safety & Disability Management Software System
Proposals will be received as per the date and time specified in the Key Dates Section of the RFP.

[bookmark: ProposalSubmissionForm]INSTRUCTIONS FOR PROPOSAL SUBMISSION
Proposal submissions and Microsoft Excel appendices should be submitted in the original format (MS Word and MS Excel) and any other supporting documents are to be consolidated into one PDF file and uploaded through QFile, the City’s file transfer service accessed at website: qfile.coquitlam.ca/bid 
1. In the “From” field enter: your email address
1. In the “Subject” field enter: Bid Name
1. In the “Bid Number” field enter: Bid Number
1. In the “Type” field enter New if this is a new submission or Update if this is an updated submission
1. Add files and Send (ensure your browser remains open until you receive a files sent message.  You will also receive an email from QFile confirming the submission).
Proponents are responsible to allow ample time to complete the Proposal Submission process. If assistance is required phone 604-927-3037.

	Legal Name of Company
	

	Contact Person and Title
	

	Business Address
	

	Telephone
	

	Email Address
	




1. MANDATORY REQUIREMENTS
Proponents MUST provide the following Mandatory Requirements for their Proposals to be evaluated:
	Proponents MUST provide the following Mandatory Requirements for their Proposals to be evaluated:

	I. Privacy Protection Schedule (PPS)
Proponent MUST agree to the City’s PPS.

	 Yes
	 No.


	II. Privacy Impact Assessment (PIA)
Proponent must either provide a completed Privacy Impact Assessment (PIA) based on the Ministry Standard (Appendix B), or cooperate with the development of one with the City.

	 Privacy Impact Assessment attached
 Agree to have one completed



2. FORM OF CONTRACT
	CONTRACTUAL FRAMEWORK AND AGREEMENT SUBMISSION
As part of its Proposal, the Proponent must submit its standard form of agreement, including any master services agreement, software-as-a-service (SaaS) agreement, cloud services agreement, terms of service, or equivalent, that it proposes to use for the provision of the Services to the City.
The submitted agreement must represent the complete contractual framework proposed by the Proponent, including all applicable terms, schedules, and service descriptions.
The City may require modifications to the Proponent’s submitted agreement to ensure alignment with the City’s Standard Terms and Conditions - Purchase of Goods and Services. 
The submission of Proponent contract documents is for review and negotiation purposes only and does not constitute acceptance by the City.
Proponent’s proposed agreement attached for City review and negotiation:

	☐ Yes
	☐ No





3. [bookmark: corporate]CORPORATE
	a) CAPABILITIES, CAPACITY AND RESOURCES - Proponents to provide information on the following (use the spaces provided and/or attach additional pages, if necessary):

	i. Provide an overview of the Proponent’s organizational background, including history, mission, vision, corporate structure, and years in business:

	



	ii. Provide a detailed narrative as to the Proponent’s understanding of the project objectives, outcomes and vision:

	



	iii. Proponent is to state any value added benefits and activities they can provide in delivering the Services. Provide details:

	



	iv. Describe the Proponent’s current capabilities and capacity to perform the Services, including relevant resources, staffing levels, and the ability to manage this project alongside existing workloads:

	





	b) REFERENCES – Proponent shall be competent and capable of performing the Services requested and  successfully delivered service contracts of similar size, scope and complexity. The City reserves the right to contact any person(s), agency(ies) or firm(s) not listed as part of an independent review (use the spaces provided and/or attach additional pages, if necessary):

	Reference No. 1

	Project Title and Description of Contract
	

	Size and Scope
	

	Work Performed
	

	Start Date and End Date
	

	Contract Value
	

	Completed on budget and schedule
	

	Project completed on schedule
	

	Reference Information
	Company:

	
	Contact Name:

	
	Phone Number and Email:

	Reference No. 2

	Project Title and Description of Contract
	

	Size and Scope
	

	Work Performed
	

	Start Date and End Date
	

	Contract Value
	

	Completed on budget and schedule
	

	Project completed on schedule
	

	Reference Information
	Company:

	
	Contact Name:

	
	Phone Number and Email:

	Reference No. 3

	Project Title and Description of Contract
	

	Size and Scope
	

	Work Performed
	

	Start Date and End Date
	

	Contract Value
	

	Completed on budget and schedule
	

	Project completed on schedule
	

	Reference Information
	Company:

	
	Contact Name:

	
	Phone Number and Email:



	c) KEY PERSONNEL – Proponent proposes the following key personnel for the Services stated in the RFP. No changes, additions or deletions are to be made to these Key Personnel without the City’s written approval. (use the spaces provided and/or attach additional pages, if necessary)

	LINE ITEM
	NAME
	TITLE/POSITION
	EXPERIENCE AND QUALIFICATIONS
	YEARS WITH YOUR ORGANIZATION

	i. 
	
	
	
	

	ii. 
	
	
	
	

	iii. 
	
	
	
	

	iv. 
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4. SUSTAINABLE BENEFITS AND SOCIAL RESPONSIBILITY
	I. Describe all initiatives, policies, programs and product choices that illustrate your firm’s efforts towards sustainable practices and environment responsibility in providing the services that would benefit the City:

	



	II. What policies does your organization have for hiring apprentices, indigenous peoples, recent immigrants, veterans, young people, women, people with disabilities and any other groups:

	



	III. What policies does your organization have for the procurement of goods and services from local small and medium sized business or social enterprises or Indigenous owned businesses:

	



	IV. What policies does your organization have to support reconciliation with indigenous peoples:

	





5. [bookmark: Technical]TECHNICAL
	a) APPROACH and METHODOLOGY
Summarize the key features of your Proposal and the Technical Approach to be used. Provide a brief description the various components required for successful completion of the Work. Provide details as to how your organization would approach this project and engage
with the City. Identify all the steps to be taken; hours/days that would be required of
City staff and Proponent team; all project phases including any consultation, design,
development, testing, training and implementation. Identify any challenges you
anticipate in this project and how you propose to mitigate them.

	I. Delivery, Set-Up and Execution - Proposals should address the plan for the delivery, set up and execution of the Work.

	




	II. Quality Assurance - Describe your quality assurance program, including standards, testing protocols, and procedures that ensure the reliability, accuracy, and integrity of the proposed system:

	




	III. Risk Factors - Identify key project risks and describe the strategies in place to mitigate them. Confirm your ability to meet all stated technical specifications and requirements, including licensing terms:

	





	IV. Lead Time – indicate the amount of time required between contract signing and project kick-off:

	





	V. Testing and Acceptance Plan - Outline your proposed testing and acceptance approach, including the processes for validation, defect management, and client sign-off prior to go-live:

	





	VI. Support Offerings - Describe training and support provided during implementation and ongoing.  Proponent should discuss:
· Initial and ongoing training that will be available, include training materials and manuals
· Method of requesting support, including standard support hours
· Support escalation process, including titles and name (if applicable) of staff

	






	VII. Integration with existing applications – Describe how the proposed solutions integrate with technology platforms specified within the scope and currently used by the City such as PeopleSoft, Oracle EBS and other web applications:

	





	VIII. Architecture and Design – Proponent is to provide a high-level context diagram of the solution that will illustrate at minimum:
· The network (e.g. technical architecture including servers, ports and protocols), the solution (including all components within the solution), data flows and interactions that occur between these.

	






	IX. Privacy Policies and Security Controls - How do your privacy policies and security controls ensure the City’s information is secured according to the SOC2 standard or its equivalents? Would you be able to provide SAQ (Self-Assessment Questionnaire), AOC (Attestation Of Compliance), Quarterly Vulnerability Scans reports? Proponents to discuss their approach to security including answers to Appendix A for Technical Questions and Non-Functional Requirements.

	




	X. AGREEMENTS AND LICENSING- 
· Indicate and describe the licensing model(s) for your offering.
· Provide any licensing and warranty information for third-party products you may require the City to purchase in support of this service.
· What is the Proponents Contract liability limitation if the Services that are performed failed (i.e., security breach)?
· Provide the metric used for annual license subscription and support fee increases (e.g., locked in at purchase, tied to Canadian CPI, consistent percentage increase)

	






6. [bookmark: FINANCIAL]FINANCIAL
	a) PRICE - Prices proposed are to be all inclusive; therefore, include all labour, material, tools, equipment, transportation, fuel, supervision, disposal fees, permit fees and any other items required for provision of the services (exclude GST):

	ITEM
	SCOPE OF WORK
	UNIT OF MEASURE
	PRICE (exclude GST)

	i. 
	Implementation and Integration
	Each
	$

	ii. 
	Initial Software Licensing and Subscription Fees
	Each
	$

	iii. 
	Years 2 to 5 Software Licensing and Subscription Fees
	Each
	$

	iv. 
	Training Services and Ongoing Support (if applicable)
	Each
	$

	v. 
	Other not Listed:
	
	$

	vi. 
	Other not Listed:
	
	$

	Total
	$




Attention Purchasing Manager:
7. I/We, the undersigned duly authorized representative of the Proponent, having received and carefully reviewed all of the Proposal documents, including the RFP and any issued addenda posted on the City’s website www.coquitlam.ca/Bid-Opportunities , and having full knowledge of the Site, and having fully informed ourselves as to the intent, difficulties, facilities and local conditions connected to performing the Services, submit this Proposal in response to the RFP.
8. I/We agree to the rules of participation outlined in the Instructions to Proponents (per section 2 of RFP) and should our Proposal be selected, agree to the City’s Standard Terms and Conditions - Purchase of Goods and Services (per Section 2 of RFP) and will accept the City’s Contract as defined within this RFP document.
9. I/We acknowledge receipt of the following Addenda related to this Request for Proposals and have incorporated the information received in preparing this Proposal.
	Addendum No.
	Date Issued

	
	

	
	

	
	


This Proposal is submitted this ____day of _______, 20______.
I/We have the authority to sign on behalf of the Proponent and have duly read all documents.
	Legal Name of Company
	

	Signature(s) of Authorized Signatory(ies)
	1.

	
	2.

	Print Name(s) and Position(s) of Authorized Signatory(ies)
	1.

	
	2.
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