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BRITISH
COLUMBIA

The Best Place on Earth





Request for Proposals
	Fish and Wildlife Branch Data Entry
Ministry of Environment Request for Proposals Number: RFPFWB9003
Issue date: February 20, 2008
Closing Time: Proposal must be received before 2:00 PM Pacific Time on: March 12, 2008

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

Jennie Hutchison
A/Contract Supervisor

Phone # 250-953-3901

Email: jennie.hutchison@gov.bc.ca

	DELIVERY OF PROPOSALS:

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

A.  (4 complete hard-copies(and 1 copy on diskettes or CD) must be delivered by hand or courier to:

Jennie Hutchison
Ministry of Environment

3rd floor, 2975 Jutland rd

Victoria BC  V8T 5J9

Proposal envelopes should be clearly marked with the name and address of the Proponent, the Request for Proposals number, and the project or program title.

OR

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

	PROPONENTS’ MEETING: 

	· A Proponents’ meeting will not be held.


	PROPONENT SECTION:
For hard-copy proposals, a person authorized to sign on behalf of the Proponent must complete and sign the Proponent Section (below), leaving the rest of this page otherwise unaltered, and include the originally-signed and completed page with the first copy of the proposal. For electronic proposals, all parts of the Proponent Section (below) must be completed except the signature field, as the BC Bid e-bidding key is deemed to be an original signature. The rest of this page must be  otherwise unaltered  and submitted as part of your proposal.

The enclosed proposal is submitted in response to the above-referenced Request for Proposals, including any addenda.  Through submission of this proposal we agree to all of the terms and conditions of the Request for Proposals and agree that any inconsistent provisions in our proposal will be as if not written and do not exist.  We have carefully read and examined the Request for Proposals, including the Administrative Section, and have conducted such other investigations as were prudent and reasonable in preparing the proposal.  We agree to be bound by statements and representations made in our proposal.

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

	Printed Name of Authorized Representative:
	Address of Proponent:



	Title:
	

	Date:


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

1.
Definitions

Throughout this Request for Proposals, the following definitions apply:

a) “CBS” means the Common Business Services of the Ministry of Labour and Citizens’ Services;

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 Environment
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
Proponents are advised to fill out and return the attached Receipt Confirmation Form.
AND]

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 its sole discretion.  This includes the right to cancel this Request for Proposals at any time prior to entering into a Contract with the successful Proponent.

23.
Ownership of Proposals

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

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

25.
Reciprocity

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

26.
No Lobbying

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

27.
Collection and Use of Personal Information

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

1.
Summary of the Requirement

The Ministry of Environment (MOE), Fish and Wildlife Branch (FWB) is seeking a contractor to provide data entry services on an as, if and when required basis to capture data for FWB applications.

The successful proponent will be required to provide data entry services for the period of April 1, 2008 to March 31, 2009. 
The Ministry may, at its sole discretion, award to the successful proponent of this RFP, an option to extend for up to two additional one-year terms, without a competitive procurement process based on additional services to be delivered of the same or similar nature as described in this RFP, subject to available funding and or satisfactory performance. 
Alternatively, the Ministry may initiate a separate procurement process for this additional work if deemed appropriate.  Successful delivery of the work in this RFP will neither entitle the successful Proponent to any subsequent work, nor preclude the successful Proponent from competing for subsequent contracts.
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:

n/a
3.
Ministry Situation/Overview

The Ministry of Environment, Fish and Wildlife Branch has been collecting information on fish and wildlife for over 20 years which is utilized by FWB to provide base-line information too assist regional and Victoria Fish and Wildlife Branch managers to manage the fish and wildlife resources of the province.  Data being handled is derived from, but not limited to, hunting licence issue, hunter surveys, compulsory hunter reporting, and voluntary submission of harvest and effort information.
4.
Requirements

A)
SERVICES

The successful proponent will be required to provide data entry services as specified by the following requirements

1. SUPPLIES

The successful proponent will be required to provide as part of the data entry services all supplies including but not limited to the following; 

· disks, 

· output Forms, 

· batch control documentation, 

· envelopes, bins, and 

· any other office supplies required to hold, safeguard, and transfer the Ministry’s documents to and from the Contractor’s work site.

2. AUDIT REQUIREMENTS
The successful proponent will be required to establish and maintain internal audit control procedures for services rendered against the resulting contract.  Implementing any internal audit control procedures or changes will be the successful proponent’s responsibility.  

The Ministry reserves the right to review these internal audit control procedures and have them adjusted/ modified to the Ministry’s satisfaction.

The successful proponent will be required to make available to the Ministry all records necessary to establish compliance with the internal control standards.  
The successful proponent will be required to provide access for the Ministry’s contract administrator or designate to the successful proponent’s work site.

3. OWNERSHIP OF MATERIALS

The Province will retain ownership of all source material, formats, records, documents, data entry instructions and other technical specifications, and all data captured from those or any other media for the purpose of conducting its programs and financial/statistical reporting activities.

4. ACCURACY STANDARDS/QUALITY CONTROL
The successful proponent will be required to meet or exceed the data keying accuracy standard of 99.5%.  Key entry will be verified.  
The successful proponent will be required to ensure verification of keying is performed by someone other than the original entry operator.
Failure to meet the established accuracy standards may result in pre-estimation of liquidated damages or cancellation of the Contract.  A 10% (ten percent) per day compound will be applied to the contracted keying rate to incorrect batches.

The successful proponent will be required to correct any operator or equipment error in the keyed data, at no additional cost to the Ministry.
5. ESTIMATED WORKLOAD AND RELATED FACTS

The volumes in Appendix C are estimates only, based on the most recent production statistics available and must not be considered a guarantee of future volumes.  
There are some new licence categories being considered.  The Ministry reserves the right to determine which licences will be included in any contract resulting from this RFP.   

The Ministry may, from time to time, request the successful proponent to undertake the data entry of Forms not identified in this RFP.  This requirement has historically involved extremely low volume, low-complexity and short-term duration.  The Ministry reserves the right to determine if such requirements will be added to the Contract.


a)  VOLUME OF FORMS
Sample Form volume figures are given (Appendix C) only to illustrate the volume fluctuations.  The volumes vary by day, within a monthly cycle, and vary by month, depending on the business cycles. The volume data on the “Proponent Price Quote” forms (Appendix D) show approximate annual volume but must not be considered a guarantee of future volumes.  

b)  AMOUNT OF DATA KEYED:
The average number of keystrokes/characters actually created for each Form is given in Appendix D on the “Proponent Price Quote: Forms.  This average is based on the annual Form volume figures that have been provided.  These averages have been generated from a representative sample of forms and experience with data entry on these forms for a number of years.


These figures do not count:

· Verification strokes

· Tab strokes

· Enter strokes

· Any other “navigation” strokes

· Batch Header Form Fields

· Contractor application control fields.

NOTE: During the Contract term, the Ministry expects to be exploring alternate ways of data 
capture.  New 
methods may alter volume peak/volume patterns or reduce the volume of forms that need to be manually keyed by the data entry Contractor.  The Ministry will keep the successful proponent informed of any volume changes that result from these alternate data capture initiatives.


c)  NUMBER OF FORMS WITHIN A BATCH


The number of forms within a batch may vary.

6. TURNAROUND

The successful proponent will be required to meet turnaround times listed below for each application.  The required turnaround times are dictated by:

a) Type of project, and

b) The Ministry’s need to update the databases as rapidly as possible.
Expected turnaround times are specified on the Data Entry Facts Sheet (Appendix D)
Failure to meet the established turnaround times may result in pre-estimation of liquidated damages or cancellation of the contract.  A 10% (ten percent) per day compound will be applied to the contracted keying rate to late batches.

8. COURIER SERVICE

The successful proponent will be required to arrange and pay for Courier service.  Currently, this involves a pick-up and delivery at the Ministry after 2:00 pm (Pacific Time) weekly.  Daily pick-up of forms for key entry may be required everyday during peak periods.  (Note that deliveries may be made when there are no pick-ups).  These charges must be inclusive in the quote.  The successful proponent will have the option to arrange for an employee of their company to pick-up and deliver the data entry batches providing the employee has signed an “Employee’s Confidentiality Agreement” and is able to maintain the expected turnaround and security provisions.  The Ministry reserves the right to request the successful proponent to provide a bonded courier service at no extra cost to the Ministry, if the successful proponent is unable to meet the need of the Ministry using their employees.

9. CONTIGENCY SITE AND PLAN

To ensure continuity of service, the successful proponent will be expected to have a contingency site and plan to provide all the services in the contract, with minimal interruption, in the event of fire, labour, equipment, or any other type of problem. The Ministry contract administrator may periodically test the contingency site for readiness.
The successful proponent will be required to inform the Ministry of any planned system upgrades or other situations (fire, etc.) that could potentially affect the service levels being provided.

10. SECURITY PROVISIONS

The successful proponent will be required to ensure the data against misuse, loss, destruction, or unauthorized access in a manner that is consistent with BC Government protection and privacy standards. 
The successful proponent will be required to maintain security standards that strictly control the access to data and maintain confidentiality of information gained while carrying out their duties.  This will include but may not be limited to:

· Physical access security;

· Off-site data security;

· Document transport security

· Data transmission security;

All current or future employees of the successful proponent with access to the application information as a result of the contract will be required to sign an “Employee Confidentiality Agreement”.  The Ministry will provide this agreement to the successful proponent.  The Ministry may visit the successful proponent’s work site to ensure that the security provisions are being met.

11. BACKUP OF DATA

The successful proponent will be required to create and store for a minimum of six (6) months in a secure off-site location, a backup copy of all data created and supplied to the Ministry.  The successful proponent will be required to retain the backup copy of all data created and supplied to the Ministry for up to six (6) months beyond termination or expiry of the Contract.

The backup data will be available for processing within twelve (12) hours of notification and will be available for inspection by the Ministry.
12. REPORTS AND STATISTICS

The successful proponent will be required to produce reports and statistics related to work performed for the Ministry.  At a minimum, the successful proponent must be prepared to provide, by application:

a) Daily “work in progress” reports showing the status for each individual batch as received, days in progress, and completed;

b) Average number of keystrokes (keyed and verified) per form, per batch, to be reported monthly; and

c) Number of forms keyed, reported monthly.

All such audit and control records maintained by the successful proponent will be retained for atleast one-month following termination or expiry of the Contract.

13. BATCH CONTROL

Proponents should provide documentation on their batch control methodology that they use to control the life cycle of a batch from receipt to dispatch.  The successful proponent will be responsible for providing the status of any batch as requested by the Ministry.

14. CHANGE CONTROL

The successful proponent will be required from time to time, to manage a change in application data entry requirements.  These changes will follow the defined time that the successful proponet indicates to:

a) Implement changes to application formats

b) Implement new Forms.

NOTE: All of the Ministry’s Forms are subject to change.  In the event of a change, it is understood that the Ministry will provide new data entry instructions, and document samples.  The successful proponent will be required to indicate the costs associated with these type of changes for each application.
15. CONVERSION


Conversion is defined as the cost and effort for the successful proponent to initially setup their data entry service to be in a position to process the forms listed in Appendix C.  The conversion period should not exceed 4 weeks of elapsed time.  This conversion period will occur prior to the contractor processing production data.  Proponents are expected to document their conversion methodology and estimated costs in their response to this RFP as per Mandatory Requirement “i)”.  
During the conversion period, the successful proponent will be responsible for processing test forms created by the Ministry.  Depending on the results of these tests, this may result in more tests being conducted, until the Ministry is satisfied with the accuracy of these tests.  The Ministry will pay the contractor “at cost” during this conversion period.  The Ministry reserves the right to negotiate conversion costs 

After the conversion period (while the successful proponent becomes familiar with the forms), the required turnaround times will be adjusted for a period that is agreeable to the Ministry.  Proponents must specify their required conversion time for each form.  After this period of time the application will be considered to be “in production” and the applicable turnaround time specified in the Data Entry Fact Sheet will apply.  
The conversion period is from April 1, 2008 until April 30, 2008.  If the successful proponet is unable to meet the requirements of the data entry service during the conversion period, the Ministry reserves the right to terminate the Contract.
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.
· The Ministry may check proponent reference without first notifying the proponent.

· The Ministry will not enter into a contract with any proponent whose references are unsatisfactory in the sole opinion of the Ministry.

· In the event that a proposal is rejected due to unsatisfactory references, the Ministry will consider the next highest scoring compliant proposal.
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
	(

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

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

	v) 4 hard copies of the proposal (and 1 copy on diskettes or 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.  

w) Alternatively, one electronic copy of the proposal must be submitted, in accordance with BC Bid instructions for e-bidding, if that delivery method is chosen.  Only pre-authorized e-bidders registered on the BC Bid system can submit electronic bids.
	

	x) Proponents must provide the name of the Project Manager
	

	y) Proponents must include 3 corporate references for the Project Manager for projects completed during the past five years similar in scope and nature to this project.. The Ministry reserves the right to seek references independently.
	

	z) Proponents must include 3 corporate references for the company, for projects completed during the past five years similar in scope and nature to this project.. The Ministry reserves the right to seek references independently.
	

	aa) Proponents must complete Appendix D and submit with their proposal.
	

	ab) Proponents requiring “conversion consideration” must submit their conversion methodology and estimated costs in a separate sealed envelope with “CONVERSION” clearly labelled on it.. 
	


5.2
Desirable Criteria

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

	Criterion
	Weight
	Minimum score 

	Suitability of the proposal

1. Audit Requirements

2. Estimated Workload and Related Facts

3. Contingency Site and Plan

4. Telecommunication Requirements

5. Batch Control
6. Security Provisions
	35%
	60%

	Qualifications, Capacity and Experience
	35%
	60%

	Pricing
	30%
	na

	
	100%
	


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

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

ad) Table of contents including page numbers.

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

af) The body of the proposal, including pricing, i.e. the “Proponent Response”.
7.
Proponent Response

In order to receive full consideration during evaluation, proposals should include a detailed response to the following: 

1. Suitability of Proposal:
a. Proposals should identify each of the Ministry’s stated requirements and explain how this requirement will be addressed including but not limited to:
i. Capacity to handle the volumes for this contract to the Ministry’s satisfaction.

ii. Methods for ensuring accuracy and quality control.

iii. Meeting or exceeding the Ministry’s audit requirements.
iv. Contingency Site and Plan

v. Telecommunication Requirements
vi. Security provision
vii. Batch Control
b. Provide details on your anticipated invoicing schedule.

c. Negotiations during proposal evaluation, award and execution of the contract and all contract payments shall be between the Ministry and prime contractor.

d. Where two or more independent firms are co-operating in the submission of a proposal, the proposal shall be submitted in the name of one firm which shall be considered by the Ministry to be the prime contractor.  Firms other than the prime contractor shall be identified in the proposal as subcontractors.  The proposal must identify all subcontractors, their qualifications, and their respective roles in the project.

e. Negotiations during proposal evaluation, award and execution of the contract, and all contract payments shall be between the Ministry and the prime contractor.

2. Qualifications, Capacity and Experience:

a. Describe in detail your company’s past experience delivering similar services.   Resumes may be used, however they must be tailored specifically to the experience and skills required for this project;

b. Provide the name(s) of the Project Manager and person(s) responsible for quality assurance. Resumes may be used, however, they must be tailored specifically to the experience and skills required for this project;

c. Provide reference and performance history as required in this RFP.

3. Pricng:

a. Complete appendix D and submit with your proposal
Appendix A
Receipt Confirmation Form
Fish and Wildlife Branch Data Entry
Request for Proposals No. RFPFWB9003
Ministry of Environment
Closing Date and Time: 
before 2:00 PM (Pacific Time) March 12, 208
For any further distributed information about this Request for Proposals, 
please return this form by fax as soon as possible to:

Jennie Hutchison
A/Contract Supervisor
Email: jennie.hutchison@gov.bc.ca
 Fax: 250-356-9836
Company:

______________________________________________________

Street Address:
______________________________________________________

City:
________________
Postal/ZIP Code:
__________________

Province/State:
________________
Country:
________________________

Fax Number:
( ___ ) ___________
Phone Number: 
( ___ ) ____________
Contact person:
______________________________________________________

Title:
______________________________________________________

E-mail Address:
______________________________________________________
NOTE: Only those proponents who complete and return this form will be advised of updates to BC Bid regarding this RFP by the contact.

Appendix B
Contract Form

	

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

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