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A. Definitions and Administrative Requirements

1. Definitions 

Throughout this Request for Proposal, the following definitions apply:

a) “BC Assessment” means the British Columbia Assessment Authority;

b) “Contract” means the written agreement resulting from this Request for Proposal executed by BC Assessment and the Contractor;

c) “Contractor” means the successful Proponent to this Request for Proposal who enters into a written Contract with BC Assessment;

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 Proposal”; 

f) “Province” means the province of British Columbia, Canada; and

g) “should” or “desirable” means a requirement having a significant degree of importance to the objectives of the Request for Proposal.

2. Terms and Conditions

The following terms and conditions will apply to this Request for Proposal.  Submission of a proposal in response to this Request for Proposal indicates acceptance of all the terms that follow and that are included in any addenda issued by BC Assessment.  Provisions in proposals that contradict any of the terms of this Request for Proposal will be as if not written and do not exist.

3. Subsequent Information

Subsequent information regarding this Request for Proposal, including changes made to this Request for Proposal, will be posted on the BC Bid(   Website. It is the responsibility of Proponents to check this web site regularly for any further information about this RFP.

4. Late Proposals

Late proposals will not be accepted and will be returned to the Proponent.

5. Eligibility

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

b)
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 BC Assessment and may include employees and contractors of BC Assessment. BC Assessment’s intent is to enter into a Contract with the Proponent who has the highest total score as described in sections 5.2 and 5.3.

7. Negotiation Delay

If a written Contract cannot be negotiated within thirty days of notification of the successful Proponent, BC Assessment 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 Proposal process and not enter into a Contract with any of the Proponents.

8. Debriefing

At the conclusion of the Request for Proposal process, all Proponents will be notified. Unsuccessful proponents may request a debriefing meeting with BC Assessment.

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 BC Assessment for purposes of clarification.

11. Proponents’ Expenses

Proponents are solely responsible for their own expenses in preparing a proposal and for subsequent negotiations with BC Assessment, if any.  If BC Assessment elects to reject all proposals, BC Assessment 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 Proposal specifically states otherwise.

15. Currency and Taxes

Prices quoted are to be:

a) in Canadian dollars;

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

c) exclusive of Goods and Services Tax and Provincial Sales Tax.

16. Completeness of Proposal

By submission of a proposal the Proponent warrants that, if this Request for Proposal is to design, create or run the 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

a) 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.

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

c) 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 BC Assessment.

18. Acceptance of Proposals

a)
This Request for Proposal should not be construed as an agreement to purchase goods or services.  BC Assessment 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.  BC Assessment will be under no obligation to receive further information, whether written or oral, from any Proponent. 

b)
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. Form of Contract

By submission of a proposal, the Proponent agrees that should its proposal be successful the Proponent will enter into a contract with BC Assessment on the terms set out in Appendix C.

21. Liability for Errors

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

22. Modification of Terms

BC Assessment reserves the right to modify the terms of this Request for Proposal at any time in it sole discretion.  This includes the right to cancel this Request for Proposal at any time prior to entering into a Contract with the successful Proponent.

23. Ownership of Proposals

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

24. Use of Request for Proposal

Any portion of this document, or any information supplied by BC Assessment in relation to this Request for Proposal may not be used or disclosed, for any purpose other than for the submission of proposals.

25. Reciprocity

BC Assessment 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 BC Assessment, 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 RFP or otherwise in respect of the RFP, other than as expressly directed or permitted by BC Assessment.
B. Requirements and Response

1. Summary of the Requirement

The purpose of this Request for Proposal is to select a qualified Proponent to enter into a Contract to assist the British Columbia Assessment Authority (“BC Assessment”) in integrating all of its current websites under one common information technology platform, one content management system, and uniform graphic standards. BC Assessment requires the Contractor to conduct a requirements analysis of functional business requirements and create a new website design and branding through stakeholder consultations.  The Contractor will also be expected to provide support during integration to Microsoft Office SharePoint Server 2007.
The Contractor must have experience with Microsoft Office SharePoint Server 2007 and must have designed and implemented Microsoft Office SharePoint Server 2007 for one Intranet OR one Internet site.

As a result of this RFP, BC Assessment will enter into a Contract for Phase One of this project for the term of December 8, 2008 to January 31, 2009.  
BC Assessment reserves the right to award, at its sole discretion, the Contract for Phases Two and Three to the successful Proponent of this RFP. The term of this Contract is expected to be from February 1, 2009 to October 31, 2009. The award of the Contract for Phases Two and Three is dependent on the successful completion of Phase One by the Contractor.  It may also be subject to other factors such as, but not limited to, internal resource availability.
BC Assessment reserves the right to award, at its sole discretion, additional contract(s) to the successful Proponent for work related to this Project during the period of November 1, 2009 to December 31, 2010.
2. Additional Definitions

In addition to the RFP Definitions set out in the first paragraph of Section A, throughout this Request for Proposal the following definitions will apply:

a) “BCA Project Manager” means the BC Assessment Project Manager responsible for the project.  This person is the key contact and will work closely with the Contractor;
b) “Consultant Project Manager” means the individual identified by the Proponent who is the key contact for the BCA Project Manager and who will be responsible for the deliverables identified in this RFP;

c)  “Phase One” refers to the requirements described in section 3.3.2 – Scope;
d) “Phase Two” refers to the roll-out of SharePoint 2007 to the Intranet sites as described in section 3.3.1 - Overview; 
e) “Phase Three” refers to the roll-out of SharePoint 2007 to the Internet sites as described in section 3.3.1 - Overview; 
f)  “Project” refers to the Website Integration Project; and 
g) “SharePoint 2007” refers to Microsoft Office SharePoint Server 2007.
3. Situation Overview

3.1 Corporate Overview

The British Columbia Assessment Authority (“BC Assessment”) was established in 1974 by the Province of British Columbia with the enactment of the Assessment Authority Act.  The purpose of BC Assessment is to establish and maintain property assessments that are uniform in the whole of the province in accordance with the Assessment Act.  

BC Assessment maintains uniform real property assessments throughout British Columbia in compliance with the Assessment Act.  The Assessment Act requires that properties be assessed as of July 1st each year.  BC Assessment has 19 offices throughout the Province with the head office located in Victoria.

An annual Assessment Roll and Assessment Notices (approximately 1.9 million) are prepared and distributed by BC Assessment in December of each year.  The primary purpose of the Assessment Roll is to provide taxing authorities with a tax base and other information collected about property including the classification and value.  The total roll value is approximately $940 billion and raises $5 billion in property taxes.  A secondary purpose of the Assessment Roll is to provide external clients with information about real property (land and improvements).  

Additional information is available under the “About BC Assessment” tab at www.bcassessment.ca.

3.2 Background

BC Assessment’s Business and Customer Services Division, in partnership with the Information Technology and the Communications Departments, is leading the Website Integration Project (“Project”).  The goal of this corporate project is to integrate all of BC Assessment’s current websites under one common information technology platform, one content management system, and uniform graphic standards.
Currently, the various websites are hosted on different web servers, using different content management systems, administered by different staff or contractors, each with a different and unique web design (e.g. navigation, templates, graphics, etc.).  
BC Assessment currently has a total of five corporate websites in operation.  Two of these websites are internal: an Intranet (also known as the InSite) for employees which includes a Legal Services Microsite for employees (large, searchable set of legal documents), and a private Intranet site for the exclusive use by the Board of Directors and select staff.  The Legal Services Microsite has complex indexing which will require special attention during the migration to SharePoint 2007.  BC Assessment also has one public Internet website, www.bcassessment.ca, plus two additional Extranet sites which provide data services for local government clients (Assessment LinkBC and Data Advice).  The Assessment LinkBC site is a Cognos Series 8 service which may have limited ability for web standardization.  Appendix A has screen shots of these websites.  

In January 2008, BC Assessment began the Website Integration Project to move all its websites to a common server platform.  After reviewing its current information technology infrastructure and determining application and content management delivery requirements for internal and external websites, BC Assessment made the decision to use SharePoint 2007 as its content management system and application delivery service.  BC Assessment has acquired this software and is now seeking a Contractor to assist with its implementation.
3.3 Project – Overview, Scope, Term and Budget

3.3.1
Overview

The purpose of the Website Integration Project is to provide improved customer service by consolidating all of BC Assessment’s current and future web sites under one integrated management approach.  This Project has three key objectives:

1. To provide a consistent, easy to manage and easy to maintain web technology platform for all BC Assessment websites, including application delivery; 

2. To define, support and communicate clear corporate accountabilities and structure for website services, including content management, change management and security administration, within BC Assessment; and

3. To define and apply appropriate standards for appearance and navigation to BC Assessment websites (visual design, navigation, fonts, colours, tools).  Practical examples of improvements for the appearance and navigation to the websites include:  improved navigation, use of fonts/colours, use of multimedia teaching tools, online forms.
The Website Integration Project has three phases:

Phase One consists of conducting the requirements analysis, documenting the functional requirements, and developing a web interface design prototype.  Phase One also includes developing a project plan and providing a cost estimate for Phases Two and Three.  

Phase Two consists of rolling out SharePoint 2007 to the Intranet sites by June 30, 2009 and providing support during the integration.  

Phase Three consists of rolling out SharePoint 2007 to the Internet sites by October 31, 2009 and providing support during the integration.

3.3.2
Scope

The scope of Phase One includes:

a) Conducting a requirements analysis through stakeholder consultations, interviews, and/or focus groups, to determine the stakeholders’ needs as they relate to SharePoint 2007 features.  Stakeholder consultations are to include individuals who update the websites and external and internal stakeholders who are users of the websites;

b) Documenting the functional business requirements and developing a web interface design prototype for both Intranet and Internet websites, with easy-to-use templates and style sheets for new navigation, layout, colours, fonts, graphics, etc.  This component also requires research of and recommendation of software tools, including templates, style sheets static content management software etc., to deliver a consistent appearance and behaviour.  It also requires determining, if anything can be done to make BC Assessment websites using a vendor supplied product, (e.g. Cognos Series 8 used for AssessmentLinkBC) conform to its standards for appearance and behaviour; and
c) Creating an implementation plan for rolling out SharePoint 2007 to the Intranet sites by June 30, 2009 and to the Internet sites by October 31, 2009.
3.3.3
Term

The term of the Contract for Phase One will be from December 8, 2008 to January 31, 2009.  
BC Assessment reserves the right to award, at its sole discretion, a Contract for Phases Two and Three to the successful Proponent of this RFP. The term of this Contract is expected to be from February 1, 2009 to October 31, 2009. The award of the Contract for Phases Two and Three is dependent on the successful completion of Phase One by the Contractor.  It may also be subject to other factors such as, but not limited to, internal resource availability.
BC Assessment reserves the right to award, at its sole discretion, additional contracts for work related to this Project, if any, to the successful Proponent during the period of November 1, 2009 to December 31, 2010.
The estimated timeframe for this Project is as follows: 

	Event
	Target Dates

	Issue Date for Request for Proposal 
	November 12, 2008

	Closing Time of Request for Proposal
	December 2, 2008 (no later than 2:00 p.m.)

	Engagement commences
	December 8, 2008

	Completion date for the Phase One 
	January 31, 2009

	Completion date for Phase Two 
	June 30, 2009

	Completion date for Phase Three 
	October 31, 2009


3.3.4
Budget
The maximum budget allocation for Phase One of this Project is $60,000.  
4. Requirements

4.1
Deliverables

The Contractor will provide the following deliverables for Phase One of this Project:

a) A recommendation report identifying the SharePoint 2007 features and applications to be included in the initial implementation, based on stakeholder consultations;

b) A web interface design prototype for both the Intranet and Internet websites, with easy-to-use templates and style sheets for new navigation, layout, colours, fonts, graphics, etc.; and
c) A project plan and cost estimate for Phases Two and Three.  This project plan should include training requirements in order for existing staff to effectively support the SharePoint 2007 infrastructure.

4.2 
Contractor Responsibilities
The Contractor will be responsible for:
a) completing the deliverables outlined in section 4.1; 
b) providing a detailed project plan, including tasks, dates, timelines, and resources for Phase One;
c) using their SharePoint 2007 knowledge to determine the best way to manage static content of the BC Assessment’s websites, in consultation with the users;

d) providing a uniform approach to all graphic design to build a consistent visual identity for BC Assessment materials;
e) developing new and advanced website design solutions;

f) offering innovative solutions without preconceptions or prejudice;

g) designing navigation and visual features to enhance the overall experience for users within the SharePoint 2007 technical environment;

h) providing skills/knowledge transfer to BC Assessment staff for support and enhancements;

i) managing project issues and risks;

j) managing any subsequent changes to the approved project plan;

k) ensuring the quality of the deliverables;

l) communicating regularly with the BCA Project Manager on the status of the Project and any issues/constraints encountered, and provide status reporting;

m) working in cooperation with any other service providers that BC Assessment contracts with (e.g. webmasters, hosting providers, etc.);

n) being available via telephone or e-mail during the business hours of 8:00 a.m. and 5:00 p.m. (Pacific Time), Monday to Friday, excluding holidays observed by the Province of British Columbia; and
o) managing documentation and information in accordance with the Freedom of Information and Protection of Privacy Act.

The Contractor is expected to have computer capabilities, including email, word processing, and software compatible with Microsoft Windows XP, Microsoft Office 2007, and Microsoft Office SharePoint Server 2007.  

The Contractor will confirm the vesting of the copyright, waiver of moral rights and all rights of the material to BC Assessment.

Any documentation and all deliverables resulting from this Contract are the sole property of BC Assessment, and are subject to the Freedom of Information and Protection of Privacy Act.
4.3
BC Assessment Responsibilities
BC Assessment will be responsible for:
a) working with the Contractor in identifying the Project priorities and approving the detailed project plan;  
b) providing overall guidance and direction in the creative work;

c) selecting and arranging stakeholder consultation sessions;

d) providing access to staff resources and other contract resources that are directly involved in the maintenance and operation of websites;
e) working with the Contractor to develop a consistent visual identity or “brand” that is reflected in all materials produced;

f) providing any existing graphic standards (e.g. corporate logo);

g) retaining ownership and copyright of any graphic design produced as part of this contract; and 

h) signing off on the deliverables for Phases One using BC Assessment’s signoff template.
5. Evaluation

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

	a) The proposal must be received at the closing location by the specified closing date and time.

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

	c) Five (5) printed copies of the proposal must be submitted.

	d) One unaltered, completed, and signed RFP cover page including proponent section must be submitted with the proposal.

	e) Proponent must have experience with Microsoft Office SharePoint Server 2007 and must have designed and implemented Microsoft Office SharePoint Server 2007 for one Intranet OR one Internet site.

	f) The Proposal must include the completed Proponent Information Section in substantially the same format as shown in Appendix B.  Evaluation of the Proponent will be conducted in reliance only on information presented in Appendix B.  Resumes will not be considered in the evaluation.

	g) The proposal pricing must be stated in Appendix B as an all-inclusive fixed hourly rate and estimated travel costs for each proposed team member, and must be firm for the term of the Contract.


5.2
Desirable Criteria

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

	Desirable Criteria


	Maximum score
	Minimum score

	Corporate Experience and Capabilities 
	15
	9

	Key Personnel Qualifications
	25
	15

	Skills/Knowledge Transfer
	5
	3

	Project Approach and Methodology
	25
	15

	Price 
	30
	

	Total
	100
	


A Proponent not reaching the minimum score in a given category will receive no further consideration during evaluation. 

NOTE - Evaluation of the Proponent will be conducted in reliance only on information presented in the format set out in Appendix B. 
5.2.1 Corporate Experience and Capabilities
The evaluation committee will assess the Proponent’s corporate experience, and capability to provide SharePoint 2007 and web design services.

BC Assessment expects Proponent to have successfully completed projects of similar scope for two similar organizations in the last two years.
“Successful completion” of a project means the project was completed on time and within budget, and the deliverables were acceptable to the client organization. 

“Similar scope” means: 
1. conducting a requirements analysis through stakeholder consultations;

2. documenting functional business requirements and developing a web interface design with easy-to-use templates and style sheets;

3. creating an implementation plan for rolling out SharePoint 2007; and

4. providing support during integration to SharePoint 2007.

“Similar organizations” means government, crown corporations, taxing jurisdictions or property assessment organizations.

Preference will be given to Proponents who have the following experience:

1. designing and implementing SharePoint 2007 for Intranet and Internet sites;

2. developing new and advanced website design solutions; and
3. designing navigation and visual features to enhance the overall experience for users within the SharePoint 2007 technical environment.
5.2.2 Key Personnel Qualifications
The evaluation committee will assess the Proponent’s ability to provide qualified project team members who are capable of gathering and documenting functional business requirements, providing advice on the functional business requirements impact on the SharePoint 2007 implementation, and designing websites that are professional and have an enticing look and feel. 

BC Assessment expects Proponents to name their project team, which includes the following roles:

1. Consultant Project Manager (Key contact and responsible for the deliverables);
2. Business Analyst (Elicit and document business requirements);
3. SharePoint Specialist (Technical advisor for SharePoint 2007 implementation); 
4. Web Designer (Responsible for the website design and structure, inclusive of font and colour scheme); and

5. .Net Expert (Responsible for the production of templates compatible with SharePoint 2007).
Team members must have experience in their field of expertise:

1. Consultant Project Manager – minimum of five years; 
2. Business Analyst – minimum of five years; 
3. Web Designer - minimum of five years; and
4. SharePoint Specialist – minimum of two SharePoint 2007 implementation projects.
Preference will be given to Proponents whose team members have:

1. Experience with implementation of SharePoint 2007; 

2. Successfully completed projects of similar scope (see Section 5.2.1); and 

3. Designation/degree/certificate/coursework in their area of expertise.  

A team member may be assigned more than one role.
BC Assessment prefers the SharePoint Specialist to have experience designing navigation and visual features that enhance the overall experience for users within the SharePoint 2007 technical environment.  The SharePoint Specialist should have experience with SharePoint technologies, workflow and collaboration (such as calendaring and electronic lists), and content management.  
Consideration will be given to graphic design samples, demonstrating the experience of the proposed Web Designer in designing websites that are professional, have an enticing look and feel, and are easy to navigate.
BC Assessment expects the personnel named in the successful proposal to be available for the term of the Contract.  Any changes to the named personnel require prior, written approval of BC Assessment.

5.2.3 Skills/Knowledge Transfer

The evaluation committee will assess the Proponent’s proposed project team’s ability to transfer SharePoint 2007 skills and knowledge to BC Assessment staff.
Preference will be given to Proponents with a project team who have experience in skills/knowledge transfer and who have a skills/knowledge transfer plan that has been tested and determined to provide positive results. 
5.2.4
Project Approach and Methodology

The evaluation committee will assess the Proponent’s project management approach and methodology for meeting this Project’s deliverables.  
BC Assessment expects Proponents to use a generally accepted project management approach and methodology to: 

· Develop and maintain the detailed project plan and schedule, showing dependencies and constraints as well as milestones and deliverables;

· Ensure quality of the deliverables; 

· Manage any subsequent changes to the approved project plan; and

· Communicate regularly with the BC Assessment Project Manager on the status of the project and any issues/constraints encountered.

Preference will be given to quality assurance, change requests, and communication processes which have been successfully applied on previous projects.  

Preference will be given to Proponents whose proposed Consultant Project Manager has experience applying the project management approach and methodology proposed for this Project.

Preference will also be given to Proponents who have procedures/processes that ensure the solution for all stakeholders meets BC Assessment’s expectations and for offering innovative solutions without preconceptions or prejudice.
The project plan should include a minimum of three meetings with the BC Assessment project team, in person or by conference call. 
NOTE:   All Proponents are advised that BC Assessment’s Professional Services Agreement includes a Privacy Protection Schedule (see Appendix C).  This Schedule includes a provision whereby the Contractor is prohibited from storing personal information outside Canada.  Therefore, all information related to the performance of the services described in this RFP must remain within Canada.

5.2.5   Price
The proposal pricing must be stated as an all-inclusive fixed hourly rate and estimated travel costs for each proposed team member, and must be firm for the term of the Contract as noted in section 5.1. 

Estimated travel costs must be calculated assuming one 4-hour meeting at BC Assessment’s Head Office in Victoria.  Travel costs are to include all expenses: airfare, accommodations, meals, car rentals, cab fare, etc.
Overtime rates will not be paid. Any travel requirements that arise as part of the Contract, and require expenses on behalf of the Contractor, must be pre-approved by the BC Assessment Project Manager.
The proposal pricing evaluation will be based on the proposed hourly rates and travel costs and will be made according to the following methodology:
       $ Lowest Price
_________________________ X Maximum Points Available

$ This Proposal’s Price

5.3
Interview
Up to three (3) Proponents with the highest scores for the written proposals may be short-listed and interviewed by members of BC Assessment’s evaluation committee.  BC Assessment may, at its discretion, interview only the Proponent with the highest score. 

	Interview Criteria
	Maximum score

	Skills and Abilities relating to the Project
	10

	Communications
	10

	Total 
	20


Proponents are advised that nothing in the interview will impact the results of the written proposal evaluation.

If interview(s) are conducted, final scores for short listed Proponent(s) will be determined by adding the score for the written response to the score for the oral interview.

6. Proponent Response

In order to receive full consideration during evaluation, Proponents should note the following:

6.1
To Meet Mandatory Criteria

Proposals must demonstrate that all items in section 5.1 have been addressed or provided.

6.2
To Meet Desirable Criteria

Evaluation of the Proponent will be conducted in reliance only on information presented in the format set out in Appendix B.  Resumes will not be considered in the evaluation. 

References may be contacted to verify statements made in the proposal.  BC Assessment will not enter into a Contract with any Proponent whose references, in BC Assessment’s sole opinion, are found to be unsatisfactory.
Appendix A 
Current Websites Designs

BC Assessment currently has five corporate websites in operation.  Two of these sites are internal websites: an Intranet (also known as the InSite) for employees which includes Legal Services Department Microsite for employees (searchable set of legal documents), and a private Intranet site for the exclusive use by the Board of Directors and select staff.  BC Assessment also has one public Internet website, www.bcassessment.ca, plus two additional Extranet sites which provide data exchanges for local government clients (Assessment LinkBC and Data Advice).  

Following are the screen shots for four of the websites, with an extra screen shot to illustrate the Legal Services Microsite on the BC Assessment Intranet.  The fifth website is exclusive and confidential to the Board of Directors and select staff. Details about this very simple and static website will be provided to the Contractor.

1.  BC Assessment Public Internet Website
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2.  Data Advice Website (External)

[image: image2.png]BCAssessment

Home

Bulletins

Known Issues

Data Advice Files

Schedule

User Guide

Statutory Reports

BCAssessment

Welcome to the Data Advice web site.

Please check the Bulletins and Known Issues before downloading your files.

Data advice is a sefvice that provides our clients with the most current
assessment information available on the BC Assessment property database.
Our data advice clients include cities, towns, municipalities, regional districts
and other taxing jurisdictions. Our clients use the data advice information
primarily for taxation purposes. The data advice information includes property
ownership, legal description, address, sales data and more.

If you are a data advice cllenl and wanl more mlurmalmn on this service,
please contact

Customer Services

BC Assessment

1537 Hillside Avenue

Victoria BC VST 412

Tel: 1-250-595-6211 (Local 240)
email: Customer Services




3.  Assessment LinkBC (External)
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4.  InSite (Internal)
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5.  Legal Microsite (Internal)
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Appendix B 
Proponent Information Section

(Pages 22-31)

Five (5) copies of Appendix B must be submitted with the response to the RFP.

Evaluation will be conducted in reliance only on information presented in Appendix B.

Proponent must ensure the requirements in Section 4 and 5 of the RFP are addressed.

	Company Name

	

	Corporate Experience and Capabilities

	1. Provide an overview of the company.  The overview should include details on:

a) the number of years in business, and the number of years providing SharePoint 2007 services; and

b) a description of all services the company provides.

	

	In the answers to questions in Sections 2 & 3 below, describe two projects of similar scope completed for two similar organizations in the last two years.

Preference will be given to Proponents who demonstrate they have the following experience:

1. designing and implementing SharePoint 2007 for Intranet AND Internet sites; 

2. developing new and advanced website design solutions; and

3. designing navigation and visual features to enhance the overall experience for users within the SharePoint 2007 technical environment.

	Project 1

	2(a) Client name and current reference contact information.  

	

	2(b) Describe the project and how it is similar in scope to this RFP’s project. In particular, whether the project included:

1. conducting a requirements analysis through stakeholder consultations;

2. documenting functional business requirements and developing a web interface design with easy-to-use templates and style sheets; 

3. creating an implementation plan for rolling out SharePoint 2007; and

4. providing support during integration to SharePoint 2007.

Indicate if this project was for the design and implementation of SharePoint 2007 for an Internet or an Intranet site or both.  State which version of SharePoint was used.

	

	2(c) Indicate the project start date and project completion date (month and year).  

	

	2(d) Describe if the project was completed on time (within the specified timeframe) and within budget.  If not, provide an explanation for the delay or for being over budget.  Were the deliverables acceptable to the client organization?

	

	2(e) Provide the address for the website produced for this project.  State the project’s and website’s objective.  If the project was for an Intranet, provide other documentation (if possible) for the website.

	

	Project 2

	3(a) Client name and current reference contact information.

	

	3(b) Describe the project and how it is similar in scope to this RFP’s project. In particular, whether the project included:

1. conducting a requirements analysis through stakeholder consultations;

2. documenting functional business requirements and developing a web interface design with easy-to-use templates and style sheets; 

3. creating an implementation plan for rolling out SharePoint 2007; and

4. providing support during integration to SharePoint 2007.

Indicate if this project was for the design and implementation of SharePoint 2007 for an Internet or an Intranet site or both.  State which version of SharePoint was used.

	

	3(c) Indicate the project start date and project completion date (month and year).

	

	3(d) Describe if the project was completed on time (within the specified timeframe) and within budget.  If not, provide an explanation for the delay or for being over budget.  Were the deliverables acceptable to the client organization?

	

	3(e) Provide the address for the website produced for this project.  State the project’s and website’s objective.  If the project was for an Intranet, provide other documentation (if possible) for the website.

	

	General

	3(f) Provide three website addresses from other projects which were designed and implemented using SharePoint.  State the version of SharePoint used. If the project was for an Intranet, provide other documentation (if possible) for the website.

	

	Key Personnel Qualifications

	4(a) List the proposed project team roles and provide the individual’s name for each role.  For each named individual, describe their position in the company, length of service and the individual’s office location.

	

	Consultant Project Manager

	4(b) How many years project management experience does the proposed Consultant Project Manager have?  How many years managing design and implementation of projects using SharePoint and SharePoint 2007?

Using the following table, provide the relevant qualifications for the proposed Consultant Project Manager.

	Relevant professional qualifications and/or formal training

Consultant Project Manager’s relevant Degrees, Certificates, Diplomas Professional Designations, Other Designations or Qualifications Held:

Degree, Certificate, Diploma, Designation, or Qualification

Issuing Institution or Association

Date Conferred or Awarded



	4(c) Was the proposed Consultant Project Manager involved in the two projects described in sections 1 and 2 above?  If yes, describe in what role.

If the proposed Consultant Project Manager was not involved in both of the projects described in sections 1 and 2 above, as the project manager, provide details on two projects where the proposed Consultant Project Manager was the project manager.  Include the client name and the current reference contact information for the additional projects.  Also, provide details on how these projects relate to the scope of this RFP’s project.

	

	Business Analyst 

	4(d) How many years experience analyzing the business needs of their clients does the proposed Business Analyst have?  How many years experience using SharePoint and SharePoint 2007?
Using the following table, provide the relevant qualifications for the proposed Business Analyst.

	Relevant professional qualifications and/or formal training

Consultant Project Manager’s relevant Degrees, Certificates, Diplomas Professional Designations, Other Designations or Qualifications Held:

Degree, Certificate, Diploma, Designation, or Qualification

Issuing Institution or Association

Date Conferred or Awarded



	4(e) Was the proposed Business Analyst involved in the two projects described in sections 1 and 2 above?  If yes, describe in what role.

If the proposed Business Analyst was not involved in both of the projects described in sections 1 and 2 above, as the business analyst, provide details on two projects where the proposed Business Analyst was the business analyst.  Include the client name and the current reference contact information for the additional projects.  Also, provide details on how these projects relate to the scope of this RFP’s project.

	

	SharePoint Specialist

	4(f) How many projects implementing SharePoint 2007 has the proposed SharePoint Specialist completed?

Using the following table, provide the relevant qualifications for the proposed SharePoint Specialist.

	Relevant professional qualifications and/or formal training

Consultant Project Manager’s relevant Degrees, Certificates, Diplomas Professional Designations, Other Designations or Qualifications Held:

Degree, Certificate, Diploma, Designation, or Qualification

Issuing Institution or Association

Date Conferred or Awarded



	4(g) Was the proposed SharePoint Specialist involved in the two projects described in sections 1 and 2 above?  If yes, describe in what role.

If the proposed SharePoint Specialist was not involved in both of the projects described in sections 1 and 2 above, as the SharePoint specialist, provide details on two projects where the proposed SharePoint Specialist was the SharePoint specialist.  Include the client name and the current reference contact information for the additional projects.  Also, provide details on how these projects relate to the scope of this RFP’s project.

Describe the proposed SharePoint Specialist’s experience in:

· designing navigation and visual features to enhance the overall experience for users; and

· SharePoint technologies, workflow and collaboration (such as calendaring and electronic lists), and content management.

	

	Web Designer

	4(h) How many years experience in web design and branding does the proposed Web Designer have?  How many years experience using SharePoint and SharePoint 2007?

Using the following table, provide the relevant qualifications for the proposed Web Designer.

	Relevant professional qualifications and/or formal training

Consultant Project Manager’s relevant Degrees, Certificates, Diplomas Professional Designations, Other Designations or Qualifications Held:

Degree, Certificate, Diploma, Designation, or Qualification

Issuing Institution or Association

Date Conferred or Awarded



	4(i) Was the proposed Web Designer involved in the two projects described in sections 1 and 2 above?  If yes, describe in what role.

If the proposed Web Designer was not involved in both of the projects described in sections 1 and 2, as the web designer, provide details on two projects where the proposed Web Designer was the Web Designer.  Include the client name and the current reference contact information for the additional projects.  Also, provide details on how these projects relate to the scope of this RFP’s project.

	

	4(j) Provide the address for the website(s) produced for the proposed Web Designer’s projects described above.  State the design(s)’ objective.  

Provide an explanation as to how the design demonstrates the Web Designer’s ability to create professional websites that have enticing look and feel, and are easy to navigate.

	

	4(k) Describe how you will ensure completion of the deliverables in the event team members become unavailable.  Provide a brief description of experience and qualifications of backup resources for the Consultant Project Manager, Business Analyst, MS SharePoint Specialist, Web Designer, and any other proposed project team members.

	

	Skills/Knowledge Transfer

	5(a) Describe how you plan to ensure that knowledge of SharePoint 2007 is transferred to BC Assessment staff.  What learning opportunities you will provide?  State whether the proposed plan has been tested with positive results.

	

	5(b) Which proposed project team member(s) will be responsible for skills/knowledge transfer? 

Did the project team member(s) have responsibility for skills/knowledge transfer in any of the referenced projects?  If not, describe experience in other projects.

	

	Project Approach and Methodology

	6(a) Describe the proposed project management approach and methodology for this Project.  Provide an explanation as to why this approach is best suited for this Project.  Indicate if this approach was successfully applied in any of the referenced projects, and whether the proposed Consultant Project Manager was involved in a successful application of the approach.

	

	6(b) Provide a detailed draft project plan that includes tasks and dates to address the project deliverables for Phase One.  Include estimated number of hours/days of proposed project team members’ time allocated for Phase One and state any assumptions.

	

	6(c) How will you explore ideas and offer solutions without preconceptions or prejudice?

	

	6(d) How will you ensure the solution is appropriate for this project’s client groups?

	

	6(e) What actions would you take to ensure the solution meets BC Assessment’s expectations?

	

	6(f) Describe how you will ensure the quality of the deliverables.

	

	6(g) Describe how you will manage any changes/alterations to the approved project plan.

	

	6(h) Describe how you will communicate with the BCA Project Manager on the status of the Project and any issues/constraints encountered.

	

	Price

	7(a) Using the following table, state the fixed hourly rate for each resource.  Add lines for resources not identified in the table.

The proposal price must be stated as all-inclusive fixed hourly rates and must be firm for the term of the Contract.  
Proponents are to estimate the travel costs per visit to meet in-person with the BC Assessment project team.  Travel costs are to be calculated assuming one 4-hour meeting at BC Assessment’s Head Office in Victoria.  Travel costs are to include all expenses: airfare, accommodations, meals, car rentals, cab fare, etc.

	Hourly Rates

Resource

2008/2009
Consultant Project Manager

Business Analyst

SharePoint Specialist

Web Designer

.Net Expert
Travel Costs Per Visit (All-Inclusive Cost)
Resource
2008/2009
Consultant Project Manager

Business Analyst
SharePoint Specialist

Web Designer

.Net Expert




Appendix C 
BC Assessment Professional Services Agreement   

PROFESSIONAL SERVICES AGREEMENT

# C08-

BETWEEN:
AND:

British Columbia Assessment Authority  

(“BC Assessment”, "we", "us", or "our" as applicable)
(the "Contractor", "you", or "your" as applicable) 

at the following address:
at the following address:

1537 Hillside Avenue


Victoria BC   

V8T 4Y2


Contact Person:

Contact Person:


Telephone Number:
(250) 595-6211 ext.
Telephone Number:


Fax Number:
(250) 595-6223
Fax Number:


E-Mail:
name@bcassessment.ca
E-Mail:


_____________________________________________________________________________________________

BC Assessment and the Contractor agree to the terms in sections 1 through 47 attached to this document and in the schedules outlined below (the “Schedules”)  

The attached schedules, if specified (marked in the appropriate square), are applicable to and form a part of this Agreement:

 FORMCHECKBOX 

SCHEDULE "A" attached – SERVICES 

 FORMCHECKBOX 
 
SCHEDULE "B" attached – FEES and EXPENSES 

 FORMCHECKBOX 

SCHEDULE "C" attached – APPROVED SUBCONTRACTORS

 FORMCHECKBOX 

SCHEDULE "D" attached – INSURANCE

 FORMCHECKBOX 
  
SCHEDULE "E" attached – PRIVACY PROTECTION SCHEDULE

 FORMCHECKBOX 
  
SCHEDULE "F" attached – ADDITIONAL TERMS

 FORMCHECKBOX 
  
GUIDELINES FOR CLAIMING EXPENSES

____________________________________________________________________________________________

The parties have duly executed this agreement as of the ______day of _________2008.

	SIGNED AND DELIVERED on behalf of 

BC Assessment by an authorized signatory of 

BC Assessment
	)

)

)

)
	SIGNED AND DELIVERED on behalf of the Contractor by an authorized signatory of the Contractor

	_________________________________________

(Authorized Signatory)
	)

)
	___________________________________________

(Contractor or Authorized Signatory)

	
	
	

	_________________________________________

(Print name of Authorized Signatory)
	)

)
	____________________________________________

(Print name of Authorized Signatory)

	_________________________________________

(Title)
	)

)

)
	____________________________________________

(Title)

	Date:   ______________________________________
	)

)


	Date:  _______________________________________


See terms attached

CONTRACTOR’S OBLIGATIONS

1. You must provide the services described in Schedule A (the “Services”) in accordance with this agreement.  You must provide the Services during the term described in Schedule A, regardless of the date of execution or delivery of this agreement.

2. Unless the parties otherwise agree in writing, you must supply and pay for all labour, materials, facilities and approvals necessary or advisable to perform your obligations under this agreement, including the license under section 14.

3. Unless otherwise specified in this agreement, you must perform the Services to a standard of care, skill, and diligence maintained by persons providing, on a commercial basis, services similar to the Services.

4. You must ensure that all persons you employ or retain to perform the Services are competent to perform them and are properly trained, instructed, and supervised.

5. We may from time to time give you reasonable instructions (in writing or otherwise) as to the performance of the Services. You must comply with those instructions but, unless otherwise specified in this agreement, you may determine the manner in which the instructions are carried out.

6. You must, upon our request, fully inform us of all work done by you or a subcontractor in connection with providing the Services.

7. You must maintain time records and books of account, invoices, receipts, and vouchers of all expenses incurred, in form and content and for a period satisfactory to us. 

8. You must permit us at all reasonable times to inspect and copy all accounting records, findings, software, data, specifications, drawings, reports, documents and any other material,  whether complete or not, that as a result of this agreement are

a) produced by you or a subcontractor (the ”Produced Material”, which includes any material in existence prior to the start of the Term or developed independently of this agreement, and that is incorporated or embedded in the Produced Material by you or a subcontractor (the “Incorporated Material”)); or

b) received by you or a subcontractor from us or any other person (the “Received Material”).

In this agreement the Produced Material and the Received Material are collectively referred to as the “Material”.

9. You must treat as confidential all information in the Material and not permit its disclosure without our prior written consent except

a) as required to perform your obligations under this agreement or to comply with applicable law; 

b) if it is information that is generally known to the public other than as a results of a breach of this agreement; or

c) if it is information in any Incorporated Material.

10. You must make reasonable security arrangements to protect the Material from unauthorized use, disclosure or disposal.

11. If you receive a request for access to any of the Material from a person other than us, and this agreement does not require or authorize you to provide access, you must advise the person to make the request to us.

12. We exclusively own all property rights in the Material which are not intellectual property rights. You must deliver any Material to us immediately upon our request.

13. We exclusively own all intellectual property rights, including copyright, in

a) Received Material that you receive from us; and

b) Produced Material, other than an Incorporated Material.

Upon our request, you must deliver to us documents satisfactory to us waiving in our favour any moral rights which you or your employees or subcontractors may have in the Material and confirming the vesting of the copyright in the Produced Material, other than any Incorporated Material, in us. 

14. Upon any Incorporated Material being embedded or incorporated in the Produced Material, you grant us a non-exclusive, perpetual, irrevocable, royalty-free, worldwide license to use, reproduce, modify and distribute that Incorporated Material to the extent it remains embedded or incorporated in the Produced Material.

15. You must comply with the Privacy Protection Schedule if attached as Schedule E.

16. You must maintain and pay for insurance on the terms, including form, amounts, and deductibles, outlined in Schedule D, if any, as modified from time to time in accordance with our directions.  At our request from time to time, you must provide us with a certificate of insurance evidencing your compliance with this provision.

17. You must apply for and, immediately on receipt, remit to us any refund or remission of federal or provincial tax or duty available with respect to any items which we have paid for or agreed to pay for under this agreement.

18. You must comply with all applicable laws.

19. You must indemnify and save harmless us and our employees and agents from any losses, claims, damages, actions, causes of action, costs and expenses that we or any of our employees or agents may sustain, incur, suffer, or be put to at any time, either before or after this agreement ends, which are based upon, arise out of or occur, directly or indirectly, by reason of, any act or omission by you or any of your agents, employees, officers, directors, or subcontractors in providing the Services.

20. You must not assign any of your rights under this agreement without our prior written consent.

21. You must not subcontract any of your obligations under this agreement other than to persons listed in Schedule C without our prior written consent.  No subcontract, whether consented to or not, relieves you from any obligations under this agreement.  You must ensure that any subcontractor you retain fully complies with this agreement in performing the subcontracted obligations.

22. You must not provide any services to any person in circumstances which, in our reasonable opinion, could give rise to a conflict of interest between your duties to that person and your duties to us under this agreement.

23. You must not do anything that would result in personnel hired by you or a subcontractor being considered our employees.

24. You must not commit or purport to commit us to pay any money unless specifically authorized by this agreement.

PAYMENT

25. If you comply with this agreement and the services are performed to our satisfaction, we must pay you

(a) the fees described in Schedule B; and

(b) the expenses, if any, described in Schedule B if they are supported, where applicable, by proper receipts and, in our opinion, are necessarily incurred by you in providing the Services. 

We are not obliged to pay you more than the “Maximum Amount” specified in Schedule B on account of fees and expenses.

26. In order to obtain payment of fees and expenses under this agreement, you must submit to us a written statement of account in a form satisfactory to us upon completion of the Services or at other times described in Schedule B.

27. We may withhold from any payment due to you an amount sufficient to indemnify us against any lien or other third party claims that could arise in connection with the provision of the Services.

28. ​Unless otherwise specified in this agreement, all references to money are to Canadian dollars.

29. If you are not a resident of Canada, we may be required by law to withhold income tax from the fees described in Schedule B and then to remit that tax to the Receiver General of Canada on your behalf.

TERMINATION

30. We may terminate this agreement

(a) for your failure to comply with this agreement, immediately on giving written notice of termination to you; and

(b) for any other reason, on giving at least 10 days’ written notice of termination to you.

If we terminate this agreement under paragraph (b), we must pay you that portion of the fees and expenses described in Schedule B which equals the portion of the Services that was completed to our satisfaction before termination.  That payment discharges us from all liability to you under this agreement.

31. If you fail to comply with this agreement, we may terminate it and pursue other remedies as well.

GENERAL

32. You are an independent contractor and not our employee, agent, or partner.

33. If you are a corporation, you represent and warrant to us that you have authorized the signatory or signatories who have signed this agreement on your behalf to enter into and execute this agreement on your behalf without affixing your common seal.

34. We must make available to you all information in our possession that we consider pertinent to your performance of the Services.

35. This agreement is governed by and is to be construed in accordance with the laws of British Columbia.

36. Time is of the essence in this agreement.

37. Any notice contemplated by this agreement, to be effective, must be in writing and either

(a) sent by fax to the addressee’s fax number specified in this agreement;

(b) delivered by hand to the addressee’s address specified in this agreement; or 

(c) mailed by prepaid registered mail to the addressee’s address specified in this agreement.

Any notice mailed in accordance with paragraph (c) is deemed to be received 96 hours after mailing.  Either of the parties may give notice to the other of a substitute address or fax number from time to time.

38. A waiver of any term of this agreement or of any breach by you of this agreement is effective only if it is in writing and signed by us and is not a waiver of any other term or any other breach.

39. No modification of this agreement is effective unless it is in writing and signed by the parties.

40. This agreement and any modification of it constitute the entire agreement between the parties as to performance of the Services.

41. All disputes arising out of or in connection with this agreement or in respect of any defined legal relationship associated with it or derived from it must, unless the parties otherwise agree, be referred to and finally resolved by arbitration under the Commercial Arbitration Act.

42. Sections 6 to 15, 17, 19, 27, 29-31 and 41 continue in force indefinitely, even after this agreement ends.

43. The schedules to this agreement are part of this agreement.

44. If there is a conflict between a provision in a schedule to this agreement and any other provision of this agreement, the provision in the schedule is inoperative to the extent of the conflict unless it states that it operates despite a conflicting provision of this agreement.

45. This agreement does not operate as a permit, license, approval or other statutory authority which you may be required to obtain from BC Assessment, the Province or any of its agencies in order to provide the Services. Nothing in this agreement is to be construed as interfering with the exercise by BC Assessment, the Province or its agencies of any statutory power or duty.

46. The agreement may be entered into by each party signing a separate copy of this agreement (including a photocopy or faxed copy) and delivering it to the other part by fax.

47. In this agreement, 

a) the words “includes” and “including” are not intended to be limiting;

b) unless the context otherwise required, references to sections by number are to sections of this agreement; and

c)“we”, “us”, and “our” refer to BC Assessment alone and never refer to the combination of the Contractor and BC Assessment: that combination is referred to as “the parties”.

SCHEDULE “A”

SERVICES

The Contractor will provide the following services:

Key Personnel:

The services will be performed by the following “Key Personnel”:

and there shall be no substitution for the person(s) listed above without the prior consent of BC Assessment.

Term:
Start:  _______________, 2008

End:  _______________, 2008

SCHEDULE "B"

CONTRACT PAYMENT

1.
Fees will be based on a rate of $___________ and will be payable to the Contractor for those hours/days of the Term (and in a proportioned amount of the daily rate for part days) during which the Contractor is engaged in the fulfillment of the obligations under this Agreement, 7 hours being the equivalent of one day.

2. Notwithstanding paragraph 1 of this Schedule, in no event will the fees payable to the Contractor in accordance with paragraph 1 of this Schedule exceed, in the aggregate, $________________.

3. There are no expenses provided for in this Agreement.

Or:  The following expenses, to a maximum of $____________, will be paid to the Contractor, at the approved BC Assessment rate (see Guidelines for Claiming Expenses attached), provided the same are supported, where applicable, by proper receipts and are, in the opinion of the BC Assessment, necessarily incurred by the Contractor in the fulfillment of the obligations under this Agreement:

(a) travel, accommodation, and meal expenses for travel greater than 32 kilometers away from _______________, British Columbia; and

(b) telecommunication charges, postage and other identifiable business communication expenses, at cost.

4.
Notwithstanding paragraphs 1 and 3 of this Schedule in no event will the fees and expenses payable to the Contractor in accordance with paragraphs 1 and 3 of this Schedule exceed, in the aggregate, $__________.            

5. The Contractor will submit to BC Assessment monthly, on or after the 1st day of each month and commencing no sooner than ______________________, a written statement of account:

(a) showing the calculation of all fees claimed under this Agreement for the month preceding the month in which the statement is submitted, with all relevant hours and dates; and

(b) listing in reasonable detail and with dates, all expenses claimed under this Agreement for the month preceding the month in which the statement is submitted, and with all applicable receipts attached.

Or:  The Contractor will submit to BC Assessment on the date on which the Services as described in Schedule “A” are completed, a written statement of account:

(a) showing the calculation of all fees claimed under this Agreement, with all relevant hours and dates; and

(b) listing in reasonable detail and with dates, all expenses claimed under this Agreement, and with all applicable receipts attached.

6. Within 30 days of receiving a written statement of account, as described in paragraph 5 of this Schedule, from the Contractor, BC Assessment will pay to the Contractor the fees set out in paragraphs 1 and 2 of this Schedule and the expenses in paragraph 3 of this Schedule.

SCHEDULE "C"

Approved Subcontractor(s)

SCHEDULE "D"

INSURANCE REQUIREMENTS

The Contractor shall, without limiting its obligations or liabilities herein and at its own expense, provide and maintain the following insurances with insurers licensed in British Columbia and in forms and amounts acceptable to BC Assessment.

1.1
Automobile Liability on all vehicles owned, operated or licensed in the name of the Contractor, and if used for business under this contract, in an amount not less than $ 2,000,000.

1.2
Comprehensive General Liability in an amount not less than $2,000,000 inclusive per occurrence, insuring against bodily injury, personal injury and property damage. BC Assessment is to be an additional Insured under this policy. Such insurance shall include, but not be limited to:

1. Products and Completed Operations Liability;

2. Owner’s and Contractor’s Protective Liability;

3. Blanket Written Contractual Liability;

4. Personal Injury Liability;

5. Non-Owned Automobile Liability;

6. Cross Liability

7. Employees as Additional Insureds;

8. Broad Form Property Damage; and

9. If applicable, Tenant’s Legal Liability in an amount adequate to cover a loss to premises of BC Assessment occupied by the Contractor.

1.3.
Professional Liability in an amount not less than $ 2,000,000 insuring the Contractor’s liability resulting from errors and omissions in the performance of professional services under this agreement.

2.
The foregoing insurance shall be primary and not require the sharing of any loss by any insurer of BC Assessment.

3.
When requested by BC Assessment, the Contractor shall provide certified copies of required policies.

4. The Contractor hereby waives all rights of recourse against BC Assessment with regard to damage to the Contractor’s property.

5. The Contractor will comply with the Workers’ Compensation Legislation for the Province of British Columbia.

SCHEDULE "E"

PRIVACY PROTECTION SCHEDULE

This Schedule forms part of the agreement between BC Assessment and __________________________________ (the “Contractor”).

Definitions

1.
In this Schedule,

(a) “Act” means the Freedom of Information and Protection of Privacy Act (British Columbia), as amended from time to time;

(b) “contact information” means information to enable an individual at a place of business to be contacted and includes the name, position name or title, business telephone number, business address, business email or business fax number of the individual;

(c) “personal information” means recorded information about an identifiable individual, other than contact information, collected or created by the Contractor as a result of the Agreement or any previous agreement between BC Assessment and the Contractor dealing with the same subject matter as the Agreement.

Purpose

2.
The purpose of this Schedule is to:

(a) enable BC Assessment to comply with its statutory obligations under the Act with respect to personal information; and

(b) ensure that, as a service provider, the Contractor is aware of and complies with its statutory obligations under the Act with respect to personal information.

Collection of personal information

3.
Unless the Agreement otherwise specifies or BC Assessment otherwise directs in writing, the Contractor may only collect or create personal information that is necessary for the performance of the Contractor’s obligations, or the exercise of the Contractor’s rights, under the Agreement.

4.
Unless the Agreement otherwise specifies or BC Assessment otherwise directs in writing, the Contractor must collect personal information directly from the individual the information is about.

5.
Unless the Agreement otherwise specifies or BC Assessment otherwise directs in writing, the Contractor must tell an individual from whom the Contractor collects personal information:

(a)
the purpose for collecting it;

(b)
the legal authority for collecting it; and

(c)
the title, business address and business telephone number of the person designated by BC Assessment to answer questions about the Contractor’s collection of personal information.

Accuracy of personal information

6.
The Contractor must make every reasonable effort to ensure the accuracy and completeness of any personal information to be used by the Contractor or BC Assessment to make a decision that directly affects the individual the information is about.

Requests for access to personal information

7.
If the Contractor receives a request for access to personal information from a person other than BC Assessment, the Contractor must promptly advise the person to make the request to BC Assessment unless the Agreement expressly requires the Contractor to provide such access and, if BC Assessment has advised the Contractor of the name or title and contact information of an official of BC Assessment to whom such requests are to be made, the Contractor must also promptly provide that official’s name or title and contact information to the person making the request.

Correction of personal information

8.
Within 5 business days of receiving a written direction from BC Assessment to correct or annotate any personal information, the Contractor must annotate or correct the information in accordance with the direction.

9.
When issuing a written direction under section 8, BC Assessment must advise the Contractor of the date the correction request to which the direction relates was received by BC Assessment in order that the Contractor may comply with section 10.

10.
Within 5 business days of correcting or annotating any personal information under section 8, the Contractor must provide the corrected or annotated information to any party to whom, within one year prior to the date the correction request was made to BC Assessment, the Contractor disclosed the information being corrected or annotated.

11. If the Contractor receives a request for correction of personal information from a person other than BC Assessment, the Contractor must promptly advise the person to make the request to BC Assessment and, if BC Assessment has advised the Contractor of the name or title and contact information of an official of BC Assessment to whom such requests are to be made, the Contractor must also promptly provide that official’s name or title and contact information to the person making the request.

Protection of personal information

12.
The Contractor must protect personal information by making reasonable security arrangements against such risks as unauthorized access, collection, use, disclosure or disposal, including any expressly set out in the Agreement.

Storage and access to personal information

13.
Unless BC Assessment otherwise directs in writing, the Contractor must not store personal information outside Canada or permit access to personal information from outside Canada.

Retention of personal information

14.
Unless the Agreement otherwise specifies, the Contractor must retain personal information until directed by BC Assessment in writing to dispose of it or deliver it as specified in the direction.

Use of personal information

15.
Unless BC Assessment otherwise directs in writing, the Contractor may only use personal information if that use is:

(a) for the performance of the Contractor’s obligations, or the exercise of the Contractor’s rights, under the Agreement; and

(b) in accordance with section 13.

Disclosure of personal information

16.
Unless BC Assessment otherwise directs in writing, the Contractor may only disclose personal information inside Canada to any person other than BC Assessment if the disclosure is for the performance of the Contractor’s obligations, or the exercise of the Contractor’s rights, under the Agreement.

17.
Unless the Agreement otherwise specifies or BC Assessment otherwise directs in writing, the Contractor must not disclose personal information outside Canada.

Inspection of personal information

18.
In addition to any other rights of inspection BC Assessment may have under the Agreement or under statute, BC Assessment may, at any reasonable time and on reasonable notice to the Contractor, enter the Contractor’s premises to inspect any personal information in the possession of the Contractor or any of the Contractor’s information management policies or practices relevant to its management of personal information or its compliance with this Schedule and the Contractor must permit, and provide reasonable assistance to, any such inspection.

Compliance with the Act and directions

19.
The Contractor must in relation to personal information comply with:

(a)
the requirements of the Act applicable to the Contractor as a service provider, including any applicable order of the commissioner under the Act; and

(b)
any direction given by BC Assessment under this Schedule.

20.
The Contractor acknowledges that it is familiar with the requirements of the Act governing personal information that are applicable to it as a service provider.

Notice of non-compliance

21.
If for any reason the Contractor does not comply, or anticipates that it will be unable to comply, with a provision in this Schedule in any respect, the Contractor must promptly notify BC Assessment of the particulars of the non-compliance or anticipated non-compliance and what steps it proposes to take to address, or prevent recurrence of, the non-compliance or anticipated non-compliance.

Termination of Agreement

22.
In addition to any other rights of termination which BC Assessment may have under the Agreement or otherwise at law, BC Assessment may, subject to any provisions in the Agreement establishing mandatory cure periods for defaults by the Contractor, terminate the Agreement by giving written notice of such termination to the Contractor, upon any failure of the Contractor to comply with this Schedule in a material respect.

Interpretation

23.
In this Schedule, references to sections by number are to sections of this Schedule unless otherwise specified in this Schedule.

24.
Any reference to the “Contractor” in this Schedule includes any subcontractor or agent retained by the Contractor to perform obligations under the Agreement and the Contractor must ensure that any such subcontractors and agents comply with this Schedule.

25.
The obligations of the Contractor in this Schedule will survive the termination of the Agreement.

26.
If a provision of the Agreement (including any direction given by BC Assessment under this Schedule) conflicts with a requirement of the Act or an applicable order of the commissioner under the Act, the conflicting provision of the Agreement (or direction) will be inoperative to the extent of the conflict. 

27.
The Contractor must comply with the provisions of this Schedule despite any conflicting provision of this Agreement or the law of any jurisdiction outside Canada.

SCHEDULE "F"

ADDITIONAL TERMS

GUIDELINES FOR CLAIMING EXPENSES

1.
Accommodation
While traveling on official BC Assessment business, individuals are eligible for BC Government Accommodation rates.  To obtain current BC Provincial rates please see the following web site: www.pc.gov.bc.ca.  This web site provides the Provincial Government travel information by Accommodation rates/city.  In choosing accommodation, claimants should obtain the government rate available to public sector agencies for the region. 
2.
Meals/Transportation

· Receipts are required for all actual expenses claimed except for:  meals, mileage on private vehicles, bus fares, parking less than $ 5.00 per day, and private accommodation.

· While on travel status meals will be reimbursed to the following maximum amounts: 

Breakfast $ 12.25; Lunch $ 12.50; Dinner $ 26.75.

· On the day of departure, travel status must begin before the following times to claim the respective meals:  Breakfast: before 7:00 am; Lunch: before 12:00 noon; Dinner: before 6:00 pm.

· On the day of return, travel status must end after the following times to claim the respective meals:  Breakfast: after 7:00 am; Lunch: after 12:00 noon; Dinner: after 6:00 pm.

· Claimants who are on travel status and are provided a meal free of charge through a business meeting, shall not make a separate claim for such meals. 

· The reimbursement rate for use of a private vehicle while on BC Assessment business is $ 0.49/km.

Note:


All claims must be supported by a detailed invoice with all original receipts attached, showing clearly that they have been paid in full, except as noted above.  
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