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A.
Definitions and Administrative Requirements

1.
Definitions

Throughout this Request for Proposals, the following definitions apply:

a) “BC Secretariat” or “BC Olympic and Paralympic Winter Games Secretariat” means the BC Olympic and Paralympic Winter Games Secretariat of the Ministry of Finance;
b) “Contract” means the written agreement resulting from this Request for Proposals executed by the Province and the Contractor;

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

d) “Ministry” means Ministry of Finance;

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

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

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

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

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

2.
Terms and Conditions
The following terms and conditions will apply to this Request for Proposals.  Submission of a proposal in response to this Request for Proposals indicates acceptance of all the terms that follow and that are included in any addenda issued by the Province.  Provisions in proposals that contradict any of the terms of this Request for Proposals will be as if not written and do not exist.

3.
Additional Information Regarding the Request for Proposals

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

Proposals will be marked with their receipt time at the closing location.  Only complete proposals received and marked before closing time will be considered to have been received on time.
Hard-copies of late proposals will not be accepted and will be returned to the Proponent.  Electronic proposals that are received late will be marked late and will not be considered or evaluated.

In the event of a dispute, the proposal receipt time as recorded at the closing location shall prevail whether accurate or not.

5.
Eligibility
j) Proposals will not be evaluated if the Proponent’s current or past corporate or other interests may, in the Province’s opinion, give rise to a conflict of interest in connection with the project described in this Request for Proposals.  This includes, but is not limited to, involvement by a Proponent in the preparation of this Request for Proposals.  If a Proponent is in doubt as to whether there might be a conflict of interest, the Proponent should consult with the Government Contact Person listed on page 1 prior to submitting a proposal.
k) Proposals from not-for-profit agencies will be evaluated against the same criteria as those received from any other Proponents.
6.
Evaluation 

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

7.
Negotiation Delay

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

8.
Debriefing

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

9.
Alternative Solutions

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

10.
Changes to Proposals

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

11.
Proponents’ Expenses

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

12.
Limitation of Damages

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

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

14.
Firm Pricing

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

15.
Currency and Taxes

Prices quoted are to be:

l) in Canadian dollars;

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

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

16.
Completeness of Proposal

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

17.
Sub-Contracting

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

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

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

18.
Acceptance of Proposals

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

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

19.
Definition of Contract

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

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

21.
Liability for Errors

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

22.
Modification of Terms

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

23.
Ownership of Proposals

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

24.
Use of Request for Proposals

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

25.
Reciprocity

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

26.
No Lobbying

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

27.
Collection and Use of Personal Information

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

B.
Requirements and Response 

1. Summary of the Requirement
During the Vancouver 2010 Olympic and Paralympic Winter Games, the BC Olympic and Paralympic Winter Games Secretariat (BC Secretariat) of the Ministry of Finance will be promoting British Columbia, in areas such as business development, business investment and tourism to domestic and international audiences. Various programs and initiatives will be established to meet this goal, including Robson Square, which uses an existing central and primarily public venue as the hub for all British Columbian activities during the 2010 Winter Games. 
Robson Square will be one of the celebration sites in greater Vancouver and will highlight the spirit, enthusiasm and beauty of this province. It is an opportunity to build on what is known about British Columbia and reinforce the perception of British Columbia as a dynamic, creative, innovative player on the world stage.  The schedule for the restoration of Robson Square’s upper and lower plaza will be at a point in the late summer that will allow it to be open to the public.  This will be a lead-up to having the entire area of Robson Square, during the Olympic and Paralympic Games, designed to promote BC to the world and host activities for families, communities and businesses.  Live televisions broadcasts from the British Columbia International Media Centre, business programs at the 2010 Commerce Centre, special events at the BC Showcase and skating at the GE Plaza are just some of what will take place at Robson Square. 

The purpose of this RFP is to select a Contractor to supply comprehensive event management services for Robson Square.  Working under the direction of the BC Secretariat, the Contractor will plan and deliver the integration of activities and events of those groups that are using Robson Square – including industry sectors, provincial government ministries, the federal government, the media, etc. – to maximize use of the venue and ensure the success of Robson Square.  It should be noted that Robson Square includes the following spaces: 

· 2010 Commerce Centre;
· BC Showcase and Hosting area;
· GE Plaza – expected to open in August 2009, with an ice rink operating from November 2009 through March 2010;
· BC International Media Centre (BCMC) – located in the space usually occupied by UBC’s downtown campus, expected to operate from February 1 through 28, 2010; and
· The Great Hall and Atrium of the Law Courts (during non-business hours).
It is envisioned that there will be three “waves” of activity with different levels of activation – pre-Games, Olympic Games-time (February 2010) and Paralympic Games-time (March 2010). The Olympic and Paralympic Games-time “waves” (February – March 2010) are expected to be much more intensely programmed; therefore, the BC Secretariat reserves the right to contract additional event management services for these periods as required.

2. Additional Definitions

In addition to the Request for Proposals Definitions set out in paragraph 1 of Section A, throughout this Request for Proposals, the following definitions will apply:

a.  “2010 Games” or “2010 Olympic Games” means the Vancouver 2010 Olympic and Paralympic Winter Games;

b. “Robson Square” means the downtown Vancouver facility located between Hornby and Howe Streets, and Robson and Smithe Streets (see maps provided - one shows the entire Robson Square development, and one shows the lower level plaza and ice rink area); 
c. “BC Secretariat” means the BC Olympic and Paralympic Winter Games Secretariat of the Ministry of Finance;

d. “Plan” or “Event Management Plan” means the plan to be developed, implemented, and evaluated by the Contractor, in conjunction with the BC Secretariat; and

e. “Project” or “Services” means the various services to be performed by the Contractor for the Province pursuant to this RFP. 
3. Ministry Situation/Overview
3.1 Ministry Context
The BC Secretariat is the branch of the Ministry of Finance responsible for ensuring the complete benefits associated with British Columbia’s hosting the 2010 Winter Games are identified early, realized before, during and after the Games, and evolved into enduring legacies for communities and businesses throughout British Columbia. 
The BC Secretariat is searching for every opportunity to achieve these goals.  In British Columbia, Canada and internationally, the BC Secretariat is looking to increase British Columbia’s profile as “the” place to visit, work and invest.  Operating Robson Square as a multi-use venue to welcome visitors, the local public, and media attending the 2010 Games and to host business activities is an opportunity for British Columbia to demonstrate its talents to the international community.  
3.2 Background
With over 3 billion television viewers around the world, the 2010 Winter Games is an invaluable opportunity to present the diversity of British Columbia, in areas such as business, art, tourism, culture and sport.  As host of the 2010 Winter Games, British Columbia has the chance to leverage knowledge about its products and services, to increase international trade and investment and to raise awareness of tourism and culture.
Robson Square is a public venue expected to be re-opened, following its restoration/construction work, in August 2009.  Hours for public events and activities have not yet been set; however, it can be expected they will be extended during the Olympic and Paralympic periods.  During the 2010 Winter Games, Robson Square will be the Province’s signature hosting venue, and in February 2010, will be the home of the BC International Media Centre (BCMC).  

The 2010 Commerce Centre, BC Showcase and Hosting area at Robson Square are designed primarily for invited guests only and will have activities (e.g. business seminars) that take place before and after public opening hours.  
A programming plan and organizational calendar needs to be developed for the space, which will specify month-to-month, week-to-week and day-to-day themes and activities.  The calendar should reflect specific sectoral goals and incorporate key milestones, signature events, hospitality events and activities taking place at Robson Square.  It is envisioned that there will be three “waves” of activity with different levels of activation – pre-Games, Olympic Games-time (February 2010) and Paralympic Games-time (March 2010) – the calendar system must allow for consistency throughout.
Activities for the calendar should focus on achieving the overall goals for Robson Square and may include, but are not necessarily limited to the following:

· An official opening of Robson Square in mid-September;

· An official opening of GE Plaza’s ice rink in mid-October;

· Signature events to highlight and celebrate BC;

· Live performances and visual and musical arts programming running from August 2009 through March 2010; and

· Athlete celebrations during the 2010 Olympic and Paralympic Games.

3.3 Goals

BC-Canada Place at the Torino 2006 Olympic and Paralympic Winter Games was a huge success, hosting 100,000 visitors, 86 British Columbian businesses, 125 journalists and generating over $30 million in editorial coverage for British Columbia. Similarly, the BC Canada Pavilion at the Beijing 2008 Olympic and Paralympic Summer Games was another success – hosting 32,000 visitors, 871 Canadian and British Columbian business delegates, 150 journalists and generating over $56 million in editorial coverage.   The BC Secretariat is looking for a Contractor to supply comprehensive event management services to help ensure that, as BC’s signature 2010 venue, Robson Square is even more successful. 
More specifically, the BC Secretariat has the following goals for Robson Square:

1. Following the completion of the restoration of this historic landmark venue, to raise its profile as a public venue and “the” place to go in downtown Vancouver. 

2. Leave visitors to Robson Square with an impression that BC is a vibrant and exciting place to live, work, play and invest. 
3. Secure positive international media coverage that shows BC as a great place to visit, live, work and invest.

4. Creatively showcase and promote British Columbia internationally.
5. Provide a location for businesses, individuals and communities to tap into the 2010 Games, regardless of whether they have an event ticket. 
6. Demonstrate both the Province’s and Canada’s strong commitment to sustainable buildings that incorporate design, construction and operational practices that combine healthy and high performance advantages with reduced environmental impacts, particularly in relation to greenhouse gas emissions.

The event management and planning services that are subject of this RFP should reflect these core goals.

3.4 Project Scope

The purpose of this RFP is to select a Contractor with proven expertise in large-scale, multi-stakeholder event planning and event management. The Contractor will be responsible for the following:

· Developing a comprehensive event management plan, in conjunction with and subject to the approval of the BC Secretariat, to stage the key events and activities planned for Robson Square leading up to the February and March 2010 activations;  
· Developing an overall calendar of events and programming for the period August 2009 through March 2010 (While it is envisioned that there will be three “waves” of activity with different levels of activation – pre-Games, Olympic Games-time (February 2010) and Paralympic Games-time (March 2010) – the calendar system must allow for consistency throughout);
· Developing an overall implementation plan subject to the approval of the BC Secretariat which sets out the key milestones, deadlines and budget for the activities from August 2009 through January 2010 (pre-Games) – the next “waves” (Olympic & Paralympic Games-time) are expected to be much more intensely programmed and the BC Secretariat reserves the right to contract additional event management services for these periods as required;

· Under the direction of the BC Secretariat, delivering these plans.  This will involve working closely with Robson Square staff and sponsors, and BC Secretariat contractors (i.e. communications/media, catering, administrative services, etc.);
· Organizing and facilitating the physical needs of the key events, including any additional equipment required;

· Ensuring that users of  Robson Square enter into facilities use agreements, as directed by the BC Secretariat, and use suppliers designated by the BC Secretariat (e.g., caterer);

· Assigning experienced staff dedicated to the key events that will be sensitive to the needs of the BC Secretariat and other key stakeholders involved;

· Strategically conceptualizing and developing specific themes and event plans;

· Identification of key challenges and opportunities, and the strategies and tactics to meet these identified challenges and opportunities, and to take advantage of all opportunities to achieve the goals of Robson Square; and

· Providing an overview of how the events management plan will be evaluated on its success.
Out of Scope
The scope of this RFP does NOT include:

· supervision of day-to-day operations and activities;

· recruitment, training or day-to-day supervision of staff on the ground;

· repair and upkeep of exhibitry and displays (including interactive media); 
· day-to-day administrative support services for the Robson Square; and 
· communications and media services.

4. Requirements

4.1 Deliverables   

Under the direction of the BC Secretariat, the Contractor will be responsible for developing and implementing a comprehensive event management plan for key events.  The Plan should clearly outline how it will help achieve the goals outlined in Section 3.3.  Elements of the event management plan to be delivered are as follows:

a) an events overview, developed in collaboration with the BC Secretariat and key stakeholders;
b) developing and delivering on entertainment and cultural programming options; 
c) an overall implementation plan, which sets out the key milestones, deadlines and budget necessary to ensure the programming and events go ahead in a coordinated, efficient and effective manner; and

d) a project schedule, which describes key activities, milestones, timelines, deadlines, detailed budget requirements, and agency and stakeholder responsibilities.
4.2 Additional Services

The full scope of additional services is not completely defined at this stage. The Services listed below are examples of the services the Contractor may be contracted to provide -- the list is not exhaustive and deliverables may differ.

a) Ongoing liaison with, and coordination of, all potential collaborators and agencies, which are involved with specific events outlined in the comprehensive calendar developed for Robson Square.

b) Ongoing liaison and coordination with on-site Robson Square team to ensure they meet the needs and requirements for events taking place at Robson Square.

c) Liaison with suppliers in order to assist and coordinate all shipping and delivery of production items associated with activities and events taking place at Robson Square.

d) Liaison with suppliers to ensure coordination of all technical requirements for events taking place at Robson Square.

e) Developing and delivering on invitations and invitation lists.
Provision of the Services may involve interaction with a variety of different public and private stakeholders.  

The Contractor will be expected to manage all administrative responsibilities associated with the Contract, including but not limited to:

· Provision of accurate financial accounting of all billable items associated with the Contract;

· Appropriate assignment of all staff and/or subcontractors who deliver any part of the Services required under the Contract; and,

· Overall coordination of all activities required to perform the Services.

4.3 Experience and Qualifications

Proponents should have proven expertise in large-scale, multi-stakeholder event planning and event management.  Proponents should have experience developing comprehensive event management and implementation plans, with extensive experience planning and managing business events that are similar in scope and complexity to those events planned for Robson Square.  Having experience with business events that are of a similar scope and complexity is defined as including the following:

· Organizing and managing;

· Organizing and facilitating the needs of business and public events that include from 10 up to and including 600 attendees;
· Organizing and facilitating the needs of business and public events that include high-profile attendees, such as elected officials and/or other public personalities;

· Developing implementation plans, which set up key milestones, deadlines, budgets, etc. to ensure success of the event;

· Managing changes to the original plans, including those that occur on the day of the scheduled business event.

Proponents should have experience providing the services for at least three (3) events for government organizations similar in scope to events contemplated for Robson Square.  Proponents should also be familiar with issues around political sensitivity and confidentiality that may be encountered when working with government.  

Proponents should also have experience in the following areas:

· Experience liaising with client staff, contractors (i.e. communications/media, catering, administrative services), sponsors, and other key stakeholders;  

· Experience liaising with suppliers to ensure coordination of all technical requirements;

· Ability to identify key challenges and opportunities, and develop strategies and tactics to take advantage of identified opportunities and overcome key challenges;

· Ability to work within tight timelines and under severe time pressures; and

· Ability to strategically conceptualize and develop specific themes and event plans.

The Ministry is interested in entertaining a wide range of ideas and concepts, and therefore is looking for innovative solutions on how to manage the requirements of this project.

4.3.1 Team Experience and Key Personnel

Team members should have at least 5 years experience providing the Services, as described throughout the RFP.  Consideration will be given to the following components of Team Experience:

a) Demonstrated experience providing the Services (i.e. years of experience and projects worked on);

b) Depth of experience (i.e. experience/skills employed in the assignments or projects, and projects worked on);

c) Formal education and training; and
d) Availability until April 2010 to provide the services required at Robson Square.
4.4 Estimated Timelines
The following timetable outlines the anticipated schedule for the Request for Proposal process.  The timing and sequence of events resulting from this Request for Proposal may vary and shall ultimately be determined by the Province.

	Timelines
	Expected Date

	Request for Proposal is issued
	April 9, 2009

	Request for Proposal closes
	April 27, 2009

	Evaluation of proposals
	April 28 – May 1, 2009

	Proponent Presentations 
	May 6, 2009

	Contract Award
	May 7, 2009


4.5 Budget
At this point, no formal budget has been set for this service, pending development of the Robson Square business programming calendar and an examination of the responses received through this RFP.   
5. Evaluation

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

5.1 Mandatory Criteria

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

	Criteria

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

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

	c)
Four (4) hard copies of the proposal (and 1 copy on CD) must be submitted 
if that delivery method is chosen, with one unaltered, completed Request for 
Proposals cover page including an originally-signed Proponent Section with 
the first copy.                    

                                                        OR
  
Alternatively, one electronic copy of the proposal must be submitted in 
accordance with BC Bid instructions for e-bidding.  Only pre-authorized e-
bidders registered on the BC Bid system can submit electronic bids.  

	d)
Proposals must provide a response to the sample event scenario presented in 
Appendix A, including a proposed methodology and approach and pricing 
details for the event (maximum 3 pages). Proponents must also provide 
charge out rates as part of their pricing proposal.


5.2 Desirable Criteria

Proposals meeting all of the mandatory criteria will be further assessed against desirable criteria.
	Criterion
	Weight
	Minimum Score

	Demonstrated Understanding of the Duties and Scope
	15
	

	Experience and Qualifications
	30
	18

	Approach and Implementation Plan
	35
	

	Pricing
	20
	

	TOTAL
	100
	


Proposals not meeting the minimum score(s) will receive no further consideration during the evaluation process.

5.3 Short List Presentations

Top scoring Proponents may be short-listed and requested to make a presentation to the evaluation committee relating to the requirements of the Project. Short-listed Proponents will be given one hour appointments to present a summary of their qualifications and approach as outlined in their written proposal to the evaluation committee.  Presentations should summarize key aspects of the written proposal.  No new information may be introduced. The evaluation committee may also use the presentation as an opportunity to validate any statements made in the written proposal.  
Proponents are solely responsible for their own expenses for the preparation and delivery of their presentation. 
The presentations will be evaluated and scored as follows:

	Presentation Criteria
	Weight

	· Clarity and suitability of the proposal (demonstrated ability to develop a comprehensive event management plan; approach to implementation of the plan, integration of goals into the Plan, etc.) as outlined as desirable criteria under Section 5.2;

· Ability to convey an understanding of the Project and event management and planning needs;

· Appeal and suitability of presented collateral materials;
· Cohesiveness of the team and the demonstrated suitability of each team member for the role in which they are proposed.
	20


The Ministry intends to enter into contract negotiations with the highest ranking proponent.  

5.4 References
References may be contacted to verify statements made in the proposal.  The Ministry reserves the right to contact any clients of the referenced projects or work provided throughout the proposal to verify statements made, in additional to the corporate references provided by the Proponent. The Ministry will not enter into a Contract with any Proponent whose references, in the Ministry’s sole opinion, are found to be unsatisfactory.
6. Proposal Format

The following format, sequence, and instructions should be followed in order to provide consistency in Proponent responses and ensure each proposal receives full consideration.  All pages should be consecutively numbered.
a) An unaltered, completed and signed RFP cover page including Proponent Section.

b) An unaltered, completed and signed RFP cover page including Proponent Section.

c) Table of contents including page numbers.

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

e) A response to Appendix A: Sample Robson Square Event Scenario (maximum 3 pages).

7. Proponent Response

In order to receive full consideration during evaluation, proposals should include a detailed response to the requirements listed below.

7.1 Demonstrated Understandings of Duties and Scope
a) The proposal should clearly outline the Proponent’s understanding of the work to be completed as part of this Project; 

b) The proposal should describe an understanding of the needs of the BC Secretariat for the development and implementation of a comprehensive event management plan for Robson Square.

c) The proposal should demonstrate an understanding of the core goals, as described in Section 3.3 and the ability to integrate and achieve these goals in the event management plan.

7.2 Experience and Qualifications
7.2.1 Corporate Capabilities
Proponents should provide the following information:

a) A company profile and history outlining experience and qualifications, as they relate to the services requested (see Section 4.3);
b) A description of the firm’s overall capability and experience in delivering services, particularly in Vancouver, BC;

c) Project summaries for three completed or ongoing projects that involved the services contemplated in this Request for Proposal. Project summaries should describe the time pressures the project team was under, the diversity of the project team and stakeholders, the public profile of the institutions involved, and the nature and scale of the event; 
d) Contact information for at least two references for the firm.

7.2.2 Team Experience and Qualifications
Proponents should provide the information listed below:
a)
Name and describe the roles of the individuals who will be providing the services contemplated in this Request for Proposal;
b)
Provide resumes for each of the proposed team members, outlining their qualifications and experience;
d)
A description of the availability of the proposed team members through to April 2010;
e)
For each team member, provide brief descriptions of two recent projects involving the provision of similar services as described in this RFP.
7.3 Approach and Implementation Plan

Proponents should describe their approach to developing the event overview and implementation plan as follows:
· outline the key activities proposed for development of an event management plan;

· describe how the Proponent plans to implement the Plan – specific examples to illustrate this are encouraged;

· describe how the program goals, as described in Section 3.3 will be reflected in the Plan;

· describe the Proponent’s staffing plan for delivering the services;

· outline typical challenges and critical success factors;

· describe how the Proponent will mitigate the challenges;

· with a chart, show the critical path of activities;

· confirm ability to remain flexible to including sponsorship opportunities that may arise and passing any related cost saving on to the BC Secretariat; and

· confirm ability to provide a cash and/or Value in Kind sponsorship for the benefit of Robson Square.

A sample scenario of an event similar in scope to that expected to occur at Robson Square has been provided as Appendix A.  As part of the response to this RFP, Proponents must provide a response as outlined in Appendix A (maximum 3 pages).  The methodology and approach presented will be used in conjunction with the Proponent’s written response to evaluate the Proponent’s ability to provide the services required for this Project.

7.4 Pricing

Proponents should provide charge out rates for individuals assigned to this project and for the services outlined in this RFP.  
In order to evaluate the firm’s pricing structure for costs associated with a particular event, a sample scenario of an event similar in scope to that expected to occur at Robson Square has been provided as Appendix A.  In addition to providing information on the methodology and approach as outlined above, Proponents must also provide pricing details for the scenario event.  Pricing detailed for the scenario event will be used in conjunction with Proponent’s charge out rates to evaluate price.
Appendix A
Sample ROBSON SQUARE Event Scenario

It is anticipated Robson Square will hold an official opening reception in August 2009.   Guests of honour will include a senior BC Government official and a senior representative of GE, a major corporate sponsor.   The Robson Square team will officiate.

It is expected that approximately 400 guests will attend the event, scheduled for 4:00 pm – 7:00 pm.   The official ceremony would take place outside, and guests will be invited to view the BC Showcase and Hosting area.   (Interior floor plans and exterior display area are attached.) 

In three (3) pages maximum: 

a) provide an outline of the Proponent’s proposed methodology and approach to developing an event plan for the event described above, including how the Plan will fully meet the expectations of the BC Secretariat;

b) Provide a plan that outlines tasks and timelines associated with successfully planning the event for mid-August 2009;

c) demonstrate how the BC Secretariat’s goals (as outlined in Section 3.3 of the RFP) will be integrated into the Plan; and
d) Provide pricing details, including an estimated total event price with a basic breakdown of costs that separates service fee from other items (e.g. catering costs, decor, sound and staging, invitations, talent, etc).

Appendix B
Contract Form

	By submission of a proposal, the Proponent agrees that, should its proposal be successful, the Proponent will enter into a Contract with the Province in accordance with the terms of the Province’s General Service Agreement and attached Schedules (including Schedules D and F).  A copy of the Province’s General Service Agreement, and Schedule D, is available on the Internet at:
http://www.pc.gov.bc.ca/psb/GSA/General_Service_Agreement.doc
http://www.pc.gov.bc.ca/psb/GSA/Draft%20Schedule%20D.doc
and may, at the Province’s discretion, include the following additional terms:


	General Service Agreement

Schedule F - Additional Terms

1.
The Contractor will treat as confidential and will not, without the prior written consent of the Province, publish, release or disclose or permit to be published, released or disclosed either before or after the expiration or sooner termination of this Agreement, any material or any information supplied to, obtained by, or which comes to the knowledge of the Contractor as a result of this Agreement except insofar as such publication, release or disclosure is required by law, including the Freedom of Information and Protection of Privacy Act.

2.
Without restricting the generality of paragraph 1 of this Schedule, the Contractor agrees to comply with such directions as the Province may make with respect to ensuring confidentiality, which direction may include the following:

(a)
restrictions upon personnel to be permitted access to confidential information or material;

(b)
restrictions upon time and place of access and methods of reproduction, if any;

(c)
restrictions upon uses to which such information or material may be put by the Contractor;

(d)
imposition of other procedures to ensure secrecy, both prior to and subsequent to termination of this Agreement; and

(e)
a requirement that each employee of the Contractor, and each employee of every approved subcontractor of the Contractor, sign an Undertaking of Confidentiality (the contents of which are satisfactory to the Province) with the Contractor wherein the employee agrees to treat as confidential that information or materials which the Contractor is required to treat as confidential pursuant to this Agreement.

3.
The Contractor will not issue any media releases or create any promotional materials regarding the Contractor’s agreement with the Province, or the Services without the prior written approval of the Province. In relation to the Services, and any documents, Materials or advertisements created by the Contractor in respect of the Services, the Contractor will only be permitted to use names, phrases, logos or indicia associated with the “Olympic Brand” upon the prior written consent of the Vancouver Organizing Committee for the 2010 Olympic and Paralympic Winter Games (“VANOC”).  For more information on the “Olympic Brand”, see http://www.vancouver2010.com/En/nr/winter2010/docs/Vancouver2010_brand_and_logo_guidelines_en.pdf;
4.
For greater certainty, the Contractor will not use its association as a contractor to the Province in any media or public forum in any way without written permission from the Province.

5.         The Contractor acknowledges that:

(a)
the Contractor is not authorized to enter into any sponsorship contracts or arrangements on

            behalf of the Province, or on its own behalf, in relation to the Services;

(b)
the Contractor is not authorized to make any representations to potential sponsors regarding

            the Province or its activities without the prior written approval of the Province; 

(c)
after identifying potential sponsorship arrangements, the Contractor must forward all relevant

            information to the Province for its consideration; and

(d)       if the Province enters into sponsorship agreements whereby a third party sponsor agrees to provide value-in-kind (services) contribution(s) to the Province that would otherwise have been provided by the Contractor as Services pursuant to this Agreement, the Contractor will accept a reduction in the amount of fees payable by the Province to the Contractor pursuant to this Agreement to reflect the full value of the Services that will no longer be required to be provided by the Contractor pursuant to this Agreement as a result of the relevant value-in-kind (services) contribution(s). 

6.         The Contractor agrees and acknowledges that it is not permitted to create, expressly or impliedly, an association with the VANOC, the International Olympic Committee, the International Paralympic Committee, the Olympic movement, the Paralympic movement, any Olympic Games, during the time period beginning on commencement of this Agreement and expiring on March 31, 2010, notwithstanding that the term of the Agreement expires prior to March 31, 2010.  

7.          If there is a conflict or inconsistency between (a) this Agreement, (b) the RFP, and (c) the Contractor’s proposal submitted in response to the RFP, the order of interpretation will be (a), (b), and then (c).

8.     
Prior to any deliverable being shipped to the Robson Square site, the Contractor is responsible for creating an itemized list of each item/good/deliverable, such list to be provided to and approved by the Province prior to shipping.  The parties agree that all items on the list are owned by the Province, unless it is expressly noted by the Contractor on the list that specific items are either pre-owned by the Contractor or have been leased/rented pursuant to this Agreement (in which case, the Contractor must specify the name of the entity that the Contractor has leased/rented the item from).   

9.     
The Contractor agrees that it is solely responsible for any costs or fees that it may incur as a result of a failure to follow the Guidelines.  

10.     
For greater certainty, the Contractor acknowledges that the indemnity provided pursuant to section [X] of this Agreement applies to the Contractor’s use of the VANOC designation in providing the Services and to any failure to comply with the Guidelines.

11.    The Contractor represents and warrants that all information, statements, documents and reports forming part of the Proposal are true and correct.

12.       The Contractor will comply with all promises, commitments, and assurances made by in its proposal submitted in response to the relevant RFP pursuant to which the Contractor and the Province entered into this Agreement, except to the extent that to do so would be contrary to an express provision of this Agreement.

13.       Notwithstanding section 46 of this Agreement, the provisions of this Schedule F will operate despite a conflicting provision of this Agreement.

14.       In addition to section 44 of this Agreement, the provisions contained in this Schedule F will continue in force indefinitely even after this Agreement ends.
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