[image: image1.png]COMMUNITY LIVING
BRITISH COLUMBIA




Request for Qualifications for

Communications and Marketing Services
RFQ No. 81-CSG-2009-069-RFQ

Issue date:    February 06th, 2009 
Closing Location:

	MAIL/COURIER/BY HAND:

	Community Living BC

7th Floor ~ 1200 W 73rd Ave
Vancouver BC   V6P 6G5 

Attention:  Mallory Boschalk



Closing Date and Time: 

One (1) complete copy and a CD in MS Word format of the Response must be submitted by

2:00 p.m. Pacific Time on

February 26th, 2009 
Contact Person:

Mallory Boschalk, Contract Analyst

Email: mallory.boschalk@gov.bc.ca
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1. Overview of the Requirements

Community Living BC

Community Living BC (CLBC) is a Crown Agency of the Province of British Columbia responsible for the delivery of services to adults with developmental disabilities and children and youth with special needs and their families.  The Community Living Authority Act, which was proclaimed on July 1, 2005, provides the statutory basis for CLBC and its mandate to:

a) Offer a range of funding and planning options that promote choice, flexibility and self-determination; for example, individualised funding, independent planning support and the involvement of community resources.

b) Promote choice and innovation in the manner in which services are delivered.

c) Encourage shared responsibility among families, service providers and community resources.

d) Utilize and further develop the capacity of individuals, families and community resources.

e) Assist adults with developmental disabilities to achieve maximum independence and live full lives in their communities.

f) Promote equitable access to community living support, and

g) Coordinate the provision of community living support with services provided by government and community resources.

Purpose of the RFQ
The purpose of this Request for Qualifications is to pre-qualify companies or Consultants with expertise in a number of different areas of expertise related to communications and marketing.  The support and services from these companies or Consultants will work with CLBC’s Director of Communications and staff to develop enhanced communications, branding and media relations efforts for the organization as a whole in the following Service Areas:

· Branding/Identity

· Intranet/Internet/Newsletter Design and Content Development

· Marketing/Special Events

· Media Relations Training

Based on the review of the RFQ responses, CLBC intends to establish a List of Qualified Suppliers who, on an “as, if and when requested” basis, may be contacted directly, or asked to compete, to enter into a contract(s) for provision of the services described in Section 4.

2. Definitions
Throughout this Request for Qualifications, the following definitions will be used:

a) “CBS” means the Common Business Services of the Ministry of Management Services;

b) “CLBC” means Community Living British Columbia;

c) “Contract” means a written contracted executed by CLBC and the Contractor;
d) “Contractor”; means a Qualified Supplier who enters into a Contract with CLBC;

e) “List of Qualified Suppliers” or “List” means a list of names of Qualified Suppliers, and in the case where the Qualified Supplier is a company, includes the names of their Respondents, who possess the qualifications described in this RFQ and that have satisfied any conditions set by CLBC for being added to and staying on that list;

f)  “must”, or “mandatory” means a requirement that must be met in order for a Response to receive consideration; 

g) “Province” means Her Majesty the Queen in Right of CLBC of British Columbia and includes CLBC;

h) “Qualified Supplier” means a Respondent who is either an individual Respondent, or who is a company having one or more Respondents, possessing the qualifications in a Service Area described in this RFQ that has satisfied any conditions set by CLBC for being added to, and staying on, the List of Qualified Suppliers in that Service Area; 

i) “Respondent” means an individual or a company that submits, or intends to submit, a Response ;

j) “Response” means a statement of qualifications for a Respondent submitted in reply to this RFQ;

k) “RFQ” or “Request for Qualifications” means the process described in this document;

l)  “Service Area” means a category of service described in this RFQ in respect of which a List will be established; and

m) “should” or “desirable” means a requirement having a significant degree of importance to the objectives of this RFQ.

3. Request for Qualifications

3.1
      
Enquiries

All enquiries related to this Request for Qualifications are to be directed, in writing, to the contact person at the address and/or email on the front cover.  Information obtained from any other source is not official and should not be relied upon.  Enquiries and answers will be recorded and may be distributed to all Respondents at CLBC’s option.
3.2      
Closing Date

One (1) complete copy and a CD in MS Word format of the Response must be received by 2:00 p.m. (1400 hours) Pacific Time, on Thursday, February 26th, 2009 at the closing location address on the front cover.  Responses must not be sent by facsimile or email.  Responses and their envelopes must be clearly marked with the name and address of the Respondent, the Request for Qualifications number and document title.

3.3     
 Late Responses

Late Responses will not be accepted and will be returned to the Respondent.

3.4      
Qualifications Review Committee

Responses will be evaluated by a committee formed by CLBC and may include employees and contractors of CLBC.

3.5      
Review and Selection

The qualifications review committee will check Responses against the mandatory criteria.  Responses not meeting all mandatory criteria will be rejected without further consideration.  Responses that do meet all the mandatory criteria will then be assessed and scored against the desirable criteria.  Responses not meeting a minimum score in a category will not be further considered.  Upon meeting the mandatory and desirable criteria, CLBC reserves the right to interview the candidate as final evaluation.  The name(s) of the successful Respondent(s) will be added to CLBC’s List of Qualified Suppliers.
3.6      
Signed Responses

The Response must include a cover letter substantially similar to the cover letter set out in Appendix A and the cover letter must be signed by a person authorized to sign on behalf of the Respondent and to bind the Respondent to statements made in response to this Request for Qualifications.  
3.7     
Changes to Response Wording

The Respondent will not change the wording of its Response after closing and no words or comments will be added to the Response unless requested by CLBC for purposes of clarification.

3.8



Respondents’ Expenses

Respondents are solely responsible for their own expenses in preparing a Response and for subsequent negotiations with CLBC, if any.  CLBC will not be liable to any Respondent for any claims, whether for costs or damages incurred by the Respondent in preparing the Response, loss of anticipated profit in connection with any final Contract, or any other matter whatsoever.

3.9



Acceptance of Responses

This Request for Qualifications is not an agreement to purchase goods or services.  CLBC is not bound to enter into a Contract with any Qualified Supplier.  Responses will be assessed in light of the qualification review criteria.  CLBC will be under no obligation to receive further information, whether written or oral, from any Respondent.

3.10
Definition of Contract

Notice in writing to a Respondent that it has been identified as a Qualified Supplier will neither constitute a Contract nor give the Respondent any legal or equitable rights or privileges relative to the service requirements set out in this RFQ.  Only if a Qualified Supplier and CLBC enter into a subsequent full written Contract will a Respondent acquire any legal or equitable rights or privileges.

3.11
List of Qualified Suppliers Not Binding

A Qualified Supplier may withdraw its name from the List of Qualified Suppliers by notifying CLBC in writing.  CLBC may withdraw a name of a Qualified Supplier from the List of Qualified Suppliers by notifying that Qualified Supplier in writing.

3.12
Modification of Terms

CLBC reserves the right to modify the terms of this Request for Qualifications at any time in it sole discretion.  This includes the right to cancel this Request for Qualifications or the List of Qualified Suppliers at any time without entering into a Contract.

3.13
Ownership of Responses

All documents, including Responses, submitted to CLBC become the property of CLBC.  They will be received and held in confidence by CLBC, subject to the provisions of the Freedom of Information and Protection of Privacy Act.

3.14
Confidentiality of Information

Information pertaining to CLBC obtained by the Respondent as a result of participation in this project is confidential and must not be disclosed without written authorization from CLBC.

3.15
Receipt Confirmation Form

A Receipt Confirmation Form will NOT be used and amendments will be posted on BC Bid.

3.16
Amendments to the RFQ

All subsequent information regarding this RFQ, 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 Respondent to check for amendments on the BC Bid website.

3.17
Form of Contract

Any Contract with a Qualified Supplier will be substantially similar to the terms and conditions of the General Service Agreement, a copy of which is available on the Internet at:

http://www.pc.gov.bc.ca/psb/GSA/GSA_index.htm
3.18
Sub-Contracting

Any proposal intending to use a sub-contractor should be clearly identified in the proposal.  Where applicable, the names of approved sub-contractors listed in the proposal will be included in the Contract.  No additional sub-contractors will be added, nor any other changes made to this list in the Contract without the written consent of CLBC.

4. Service Areas

CLBC has identified various areas that may provide opportunities for the successful Respondents under this Request for Qualifications in the following areas:

Branding/Identity
This can include creative brand development, application of brand to all internal and external communication strategies and the development of a tactical plan to continue to communicate CLBC.  An understanding of and appreciation for community input and feedback and a commitment to a collaborative approach is paramount.

Intranet/Internet/Newsletter Design and Content Development
Integral to CLBC’s branding initiative is the development of a comprehensive warehouse of supporting material and web-based communications.  Projects undertaken will require the following skill sets:

· Technical skills required to write, edit and design web-based communications that accurately and strategically present sensitive and/or complex information to a variety of audiences.

· Utilising creativity and innovation prepare web-based communications and provide expertise in the development of web-based communication materials.

· Development, implementation and evaluation of Web Strategic Plan and its objectives.

· Assists with the development of training materials for content gathering from contributors, editors and authors.  Provides support and clarification as needed for staff involved in web-based projects and content development.

· Develops and implements tracking and data gathering mechanisms.

· Identifies new developments and trends in web-based communications, through literature review, contact with peers in other organisations, industry advisor groups, professional associations and attendance at professional development events.

· Development of an integrated web-based system to support increased access to information and knowledge sharing internally and externally.

· Organisational electronic communication technology, desktop publishing and web-based technology practices.

Marketing/Special Events

To support its public, media and government relations role, CLBC will be required to hold occasional press conferences and special events to respond to or proactively report on certain accomplishments and innovations.  Services required may include:

· Presentation services.

· Communications technologies

· Event staging.

· Meeting and conference presentation solutions.

· Advanced equipment rentals.

Media Relations Training
As public and media interest, both proactive and reactive, is ongoing, identified CLBC staff will require media training to assist them in responding to local media questions, public inquiries and politically sensitive situations.  Training consultants and/or companies will have an understanding of the health services sector and a thorough working knowledge of the community living environment.

Submissions should specify the service area(s) that is/are being responded to and may specify one or more service area.
4.1 Pricing
Companies or Consultants are required to submit a schedule of fees for proposed services.  Companies may qualify their pricing by either identifying individual consultants’ fee structures, or outline their organisation’s pricing structure for anticipated work.  Fee rates will be used in evaluating and qualifying Consultants.
4.2 Location of Service Delivery 

Services will be primarily delivered in Vancouver, but may differ as specified in each individual project.  Contractors should be prepared to travel or make offerings available throughout the province, depending on the project.  Any travel required is subject to the prior approval of the Contract Manager.
4.3 Facilities

Qualified Suppliers may be required to work on-site from time to time.  They must also be prepared to work at their own off-site work location with access to standard office automations tools and system development tools and must be accessible by telephone, email and facsimile.

4.4 Security Clearance

CLBC may, in its sole discretion, require security clearances, in a form that is satisfactory to CLBC from the Respondent before entering into a Contract.  Any costs associated with obtaining such security clearances will be borne by the Qualified Supplier under the Contract.

5. Use of List

CLBC proposes to establish a List of Qualified Suppliers through this RFQ.  The list will provide CLBC with pre-approved suppliers which, will be used to form a short list for a future RFP process or for direct awards where applicable.  

Qualified Suppliers on the initial list will have their status approved until March 31, 2012.  An additional two one-year periods of qualification may be offered beyond March 31, 2012.

Guidelines

The guidelines set out in this Section 5 regarding the use of the List of Qualified Suppliers are subject to change from time to time as CLBC may deem necessary, without notice to the Respondents or firms on the List.  

5.1.1
The List of Qualified Suppliers will be in effect until March 31, 2012.  The list may be cancelled, extended, updated or added to at CLBC’s discretion.

5.1.2
CLBC may, in its sole discretion, from time to time, use the List of Qualified Suppliers in connection with projects or assignments.  The criteria for selecting Qualified Suppliers for each project or task will vary, depending upon the requirements of the applicable project or task and could involve requiring a Respondent to have a certain demonstrated experience and proficiency level in one or more Service Areas depending on the specific requirements of the project or assignment. 
5.1.3
Any Contracts entered into with a Qualified Supplier will be: 

a)
between CLBC and the individual Respondent where the Qualified Supplier is the individual Respondent, and 

b)
between CLBC and a company and specifying the individual Respondent(s) to be engaged where the Qualified Supplier is a Respondent company. 

5.1.4
Qualified Suppliers may be contacted on an "as, if and when requested" basis and may be contacted directly or asked to compete on opportunities for the provision of services in accordance with the selection method set out in paragraph 5.1.5 or as revised by CLBC and communicated to all Qualified Suppliers from time to time.  If a Qualified Supplier's requested Respondent is unavailable for a contemplated project or assignment, the Qualified Supplier may propose a substitute resource to CLBC for evaluation and consideration.

5.1.5
CLBC may select a Qualified Supplier from the List using one or more of the following selection methods:

a) If the estimated Contract value is less than $25,000 CLBC may directly invite a Qualified Supplier to provide a quotation based on Respondent availability and on specified requirements (e.g., deliverables, milestones, term etc.) of the project or assignment with the intent to enter into Contract negotiations with that Qualified Supplier;

b) If the estimated Contract value is $25,000 or more and less than $100,000, CLBC may directly invite a Qualified Supplier to provide a quotation based on Respondent availability and on specified requirements (e.g., deliverables, milestones, term, etc.) of the project or assignment with the intent to enter into Contract negotiations with that Qualified Supplier if it can be verified by CLBC that only one Qualified Supplier has a Respondent that:

i. is available to undertake the project or assignment; or,

ii. has the necessary qualifications to carry out the project or assignment based on CLBC’s specific assessment of the Respondent qualifications.

c) If the estimated Contract value is $25,000 or more and less than $100,000, and more than one Qualified Supplier has a Respondent available who has the necessary qualifications to carry out the project or assignment based on CLBC’s specific assessment of the Respondent qualifications, CLBC may, in its sole discretion, use a competitive or other selection process between a minimum of three (if available) such Qualified Suppliers that evaluates each Qualified Supplier's available Respondents, proposed approach, pricing, or other elements required for the project or assignment.  CLBC may in its sole discretion consider other Qualified Suppliers’ available Respondents that, in CLBC’s sole opinion, meet CLBC’s qualification criteria for the project or assignment (e.g., specialization, experience level, etc.).  

d) If the estimated Contract value is $100,000 or more, and more than one Qualified Supplier has a Respondent available who has the necessary qualifications to carry out the project or assignment based on CLBC’s specific assessment of the Respondent qualifications, CLBC will invite all such Qualified Suppliers to compete for the project or assignment.

e) Notwithstanding subparagraphs a), b), c), and d), CLBC may directly negotiate a contract with a Qualified Supplier where one of the following exceptional conditions applies:
i. only one available Respondent is qualified to provide the services;

ii. an unforeseeable emergency exists and the services could not be obtained in time by means of a competitive process;
iii. a competitive process would interfere with CLBC’s ability to maintain security or order or to protect human, animal or plant life or health; 
iv. the acquisition is of a confidential or privileged nature and disclosure through an open bidding process could reasonably be expected to compromise government confidentiality, cause economic disruption or be contrary to the public interest.
5.1.7
Qualified Suppliers will immediately, during the period that the List is in effect, advise CLBC of any material changes to the information contained in their Response.  

5.1.8
CLBC has the sole discretion to remove a Qualified Supplier from the List of Qualified Suppliers for unsatisfactory performance by a Qualified Supplier in a Contract or for failing to meet the requirements for staying on the List of Qualified Suppliers as set out in this RFQ or as may be communicated by CLBC from time to time. 

5.1.9
CLBC has no obligation to:

a)
inquire as to the availability of a substitute Respondent when advised by a Qualified Supplier that the Respondent named on the List is not available for a particular project;

b)
evaluate or accept any substitute Respondent proposed by a Qualified Supplier;

c)
enter into a Contract with any one or more Qualified Suppliers; or

d)
invite any one or more Qualified Suppliers to participate in 

competitive processes for a Contract.
5.1.10
CLBC reserves the right, in its sole discretion, to:

a)
employ open competitions that include suppliers external to the List of Qualified Suppliers; 

b)
otherwise engage suppliers external to the List of Qualified Suppliers in connection with any project required by CLBC; and

c)
at any time, cancel, extend, expand or make a call to the market-place to renew the List of Qualified Suppliers.  

5.1.11
CLBC may not necessarily select the Qualified Supplier offering the lowest rates, and may also review the qualifications or other criteria required for a specific project.

5.1.12 CLBC may, in its sole discretion, consider subsequent requests for inclusion on the List of Qualified Suppliers after September 30th, 2009 and during the term of the List.  Any such requests will be subject to those Respondents submitting their qualification information for review in the same manner as originally outlined in this RFQ.  There is no assurance that CLBC will require any future additions to the List or will accept any requests for inclusion. 

6. Review Criteria

This section details all of the mandatory and desirable criteria against which Responses to this RFQ will be evaluated.  Respondents should ensure that they fully respond to all criteria in order to receive full consideration during evaluation.

Mandatory Criteria

The following are mandatory requirements.  Responses not clearly demonstrating that they meet them will receive no further consideration during the evaluation process.

	Mandatory Criteria for all Responses

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

	b) The Response must be in English and must not be sent by facsimile or email.

	c) One (1) complete hard copy and a CD in MS Word format of the Response must be submitted.

	d)  The Response must be signed by a person authorized to sign on behalf of the Respondent.


Desirable Criteria

Responses meeting the mandatory requirements will be further assessed against the following desirable criteria.

	Desirable Criteria for all Responses
	Points Available
	Minimum Score 
65

	1. Demonstrated expertise in the service areas defined (evaluated as responded to).
	30
	

	2. Examples of relevant communications/marketing projects for past clients
	20
	

	3. Number of years experience supporting communications/marketing efforts as part of an organisation’s marketing department or as a consulting firm.
	30
	

	4. Hourly fee rates.
	20
	

	Total
	100
	


Qualification Review

CLBC will review Responses as follows:

Stage 1

Responses will be check for compliance with the Mandatory Criteria.  Responses that do not meet the mandatory requirements will receive no further consideration.

Stage 2

Responses will be reviewed and scored against the Desirable Criteria.  For each Service Area, Respondents will be assessed on their education, professional and other designations, skills, relevant experience and hourly fee rate as presented in their submitted Appendix B.  CLBC reserves the right to interview Respondents when reviewing these criteria for clarification purposes.  Corporate overviews and reference letters will also be reviewed.

Stage 3

Reference checks may be done by CLBC during the qualifications review and the term of the List to confirm any submitted information about Respondents.  CLBC reserves the right to contact references other than those provided by the Respondent.  If any of the references are unsatisfactory to CLBC, the Respondent may be excluded or removed from the List of Qualified Suppliers at CLBC’s sole discretion.

Stage 4

Respondents will be notified of their status on the List of Qualified Suppliers.
7. Response Details

Response Format

Responses are to be submitted in the following format and sequence to ensure that they receive full consideration during evaluation, and that the evaluations themselves may be handled in an efficient and consistent manner.  All pages should be consecutively numbered.

Section 1:


The Response covering letter as set out in Appendix A;

Section 2:


Cover page.

Section 3:


Table of Contents.

Section 4:

A corporate information overview (maximum three pages) of the Respondent firm, e.g. types of services offered, length of time in business, and accomplishments;

Section 5:

For each topic area, list contracts held with a social services organisation within the last 3 years defining:

· The client for the contract;

· A description of the contract;

· The value and time period of the contract;

· A reference that can be contacted (include name, position, address and phone number).

Section 6:

A resume (maximum three pages) for either the company or consultant proposed, containing information on the consultant’s education, relevant employment history including positions held and their duration, relevant skills and experience and professional designations and affiliations.

Section 7:


Two signed references by a management level individual responsible for work you performed within the Social Services sector in BC within the past 3 years, respecting the quality and effectiveness of the work performed.

Section 8:


Pricing ~ provide your fee schedule either by individual or by type of service.

Appendix A ~ Cover Letter

(Respondent’s Letterhead)

(Date)

Community Living British Columbia

#700 ~ 1200 West 73rd Avenue

Vancouver  BC     V6P 6G5

Attention:  Ms. Mallory Boschalk

Re:
Request for Qualifications


#81-CSG-2009-069-RFQ

Communications and Marketing Services
The enclosed Response is submitted to the above-referenced Request for Qualifications including any amendments.

We have carefully read and examined the Request for Qualifications and have conducted such other investigations as were prudent and reasonable in preparing the Response. We agree to be bound by statements and representations made in this Response and to any Contract resulting from the Response.

	Signature:


	Legal Name of Respondent:

	Printed Name:


	Address:



	Title:


	

	Date:


	Phone Number:

	Email:
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