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Section - 1.  RFP Proposal Checklist

Queen’s University recommends that Suppliers use the following checklist when completing the RFP to help ensure that all the key components to your company’s proposal are submitted on time.  Documents must be delivered to the Queen’s Work Clothing Procurement Team by the dates and times set out below.
Intent To Respond date

Monday March 9, 2009 = 12:00 PM EST
Fax to the Work Clothing Procurement team representative:

· One (1) copy of Appendix A – Intent to Respond to RFP -   page  17
Question Cut-Off date

Wednesday March 11, 2009= 12:00 PM EST

· Appendix C – RFP Question sheet – page 19
RFP Submission date
Monday March 16, 2009 = 12:00 PM EST

· Courier or deliver to the Queen’s Work Clothing Procurement team representative.

2.1 Copies of all RFP materials, in one package.  The package should contain two envelopes, and clearly marked on the outside:

Proposal for Work Clothing Request for Proposal - Q-2009-10-SL
Envelope one should contain:

	
	Two (2) printed copies of the RFP Word Document Work Clothing RFP.doc

	
	One (1) printed copy of the RFP Excel Document Work Clothing RFP Pricing.xls

	
	One (1) CD containing your completed proposal, exhibits, etc.


Envelope two should contain:

	
	One (1) printed copy of the RFP Word Document Work Clothing RFP.doc

	
	One (1) printed copy of the RFP Excel Document Work Clothing RFP Pricing.xls

	
	One (1) CD containing your completed proposal, exhibits, etc.


Failure to provide the proposal contents in the indicated format may result in your proposal being rejected.

Section - 2. Introduction

A. Definitions

“Queen’s” wherever used in this Request for Proposal shall mean Queen’s University at Kingston.
“Supplier” wherever used in this Request for Proposal shall mean RFP Recipient/Participant, including 3rd parties that need to be involved in the process.

B. University Background

Queen’s University is one of Canada's leading universities, with an international reputation for scholarship, research, social purpose, spirit and diversity. Consistently ranked among the top universities in Canada, Queen’s is known for its high quality and incomparable 24-hour learning environment. Great teaching, great students, community and tradition, these are the hallmarks of the Queen’s experience.
The University was established by Royal Charter of Queen Victoria in 1841 - twenty-six years before Canadian confederation. Classes were first held in 1842. The earliest degree-granting institution in the united Province of Canada, Queen’s has reflected and helped shape Canadian values and policies, educating many of the country's most notable political and cultural figures. 
As a public institution, Queen’s is committed to an operating model of transparency and accountability.
For more information, please visit our website: www.queensu.ca 

C. Proposal call for Work Clothing Category

Queen’s is undertaking a proposal call for Work Clothing and is part of an undertaking of continuous cost control process to identify and implement various improvement opportunities associated with purchased products and services across a broad range of categories. As part of this process, Queen’s is looking for responses for Work Clothing services for Queen’s Housing & Hospitality. 

Description of Environment
Work clothing is required for Queen’s Housing and Hospitality.  There are approximately 37 full time and 37 part time custodial and maintenance employees who are a mixture of both male and female. 
Scope of Work Required
Clothing:

T-shirts, Golf Shirts, Sweatshirts, Sweaters, Easy Care Dress Shirts, Cargo Pants, Plain Work Pants, Walking Shorts, Ball Caps, Toques, Headbands, Spring/Fall Jackets, Winter Coats.

Note:  Further description of clothing available on the pricing spreadsheet.

Colour/Fabric

Poly/Cotton blends, easy care fabric, short and long sleeves, pockets

Traditional blues, black, grey, red/burgundy

Embroidery of ball caps, shirts, sweaters, sweatshirts in contrast colour to the fabric

Sizing Options

Female sizes range from small - 2XL

Male sizes range from small - 2XL

Queen’s Logo
Supplier must Be (or become) an official licensee of Queen’s University and comply with all applicable requirements, terms and conditions.  For details please go to: http://www.queensu.ca/studentaffairs/trademarklicensing.html

Additional RFP Information
Suppliers who wish to be considered must provide samples (to be kept on site) of clothing in different sizes and colours.
The quality of the clothing must be able to be washed/dried and worn on a regular basis while keeping its shape, good stitching and resisting fade.

Suppliers must have the ability to accept direct payment from employees who wish to purchase additional items.

Suppliers must have the ability to be on site to accept large orders in late winter/early spring and be available by phone or onsite for subsequent small orders for the balance of the year and have a representative available onsite or by phone to follow up on orders.

Suppliers must have the ability to deliver within 4 – 6 weeks from received order.

Suppliers must not substitute without prior written consent from Queen’s Housing and Hospitality.

It is the intention of Queen’s Housing and Hospitality to enter into a two (2) year agreement with the successful supplier with an option to renew for two (2) additional one (1) year terms.
D. Purpose of the RFP

The objective of this RFP is to collect qualitative and quantitative information necessary to assess your company’s ability to meet the Work Clothing needs of Queen’s in a cost-effective and value-added manner.  In order to meet this objective, Queen’s is asking your company to describe your Work Clothing products/services.  Responses to this RFP will not serve as the basis for any contract awards and is for the purposes of information gathering only. 
E.  Work Clothing Procurement Team Representative

All contact and questions with regard to this RFP must be made through the Work Clothing Procurement Team Representative selected for this initiative, by e-mail only.  Discussion of this RFP with any other parties within Queen’s, or associated with Queen’s, may result in your company’s proposal not being considered.  For the purposes of this RFP, the Work Clothing Procurement team representative is:

Name:

Shelley Lloyd, C.P.P
E-mail:

shelley.lloyd@queensu.ca 

Fax:

613 533 2579
Mail:

Work Clothing Procurement Team – Attn: Shelley Lloyd, C.P.P
Strategic Procurement Services

Rideau Building – 3rd Floor

207 Stuart Street,

Kingston  ON  K7L 3N6


Section - 3. RFP Process

A. RFP Package

The Work Clothing RFP package contains this document:  
Work Clothing RFP.doc, and  
Work Clothing Pricing RFP.xls
Suppliers are requested to complete and return these files to the specified Work Clothing Procurement team representative per the specified timeline. 

B.  RFP Timeline

	Event
	Date

	Queen’s issues RFP
	Monday March 2, 2009 – 12:00 PM EST

	Intent to Respond Form Submission 1
	Monday March 9, 2009 – 12:00 PM EST

	Final Date to Submit Questions
	Wednesday March 11, 2009– 12:00 PM EST

	Hard-Copy Received by Queen’s
	Monday March  16, 2009– 12:00 PM EST


Failure to submit the Intent to Respond or hard-copy proposal may result in your company’s proposal not being considered by Queen’s.

C. Intent to Respond

You should complete the Intent to Respond to RFP Form – Appendix A, found on page 17 and return it to the Work Clothing Procurement team representative stated on page 6 by email on Monday March 9, 2009 – 12:00 PM EST.   Questions, responses, clarifications and/or addenda, if any, will be shared with RFP respondents who have completed an “Intent to Respond” form.  

Your company is required to sign the Respondent Acknowledgement Form – Appendix B, found on page 18. It should be included with the original copy, with your representatives’ signatures, in your RFP response, which is due Monday March 16, 2009– 12:00 PM EST.
D. Questions and Clarifications

Queen’s will accept questions regarding this RFP in writing only.  Questions may be sent via e-mail ONLY to the Work Clothing Procurement team representative stated on page 6 . A form for submitting questions and requesting clarification has been included in APPENDIX C – RFP Question Sheet in page 19. 
All questions must include the following:

· Supplier’s name and address

· Contact person’s name, telephone number, fax number and e-mail address

· Reference to the specific section and page number of the RFP in question

Substantive questions from RFP participants (where Queen’s considers the answer to the question may assist in the preparation of a proposal) and the corresponding Queen’s responses will be shared with all Suppliers via e-mail.  RFP Suppliers will not be identified with questions asked. Questions may be re-worded by Queen’s as appropriate. The Work Clothing Procurement Team will answer questions as quickly as possible.  No employee of your organization is permitted to contact any members of Queen’s University directly with questions regarding this RFP.  Discussion of this RFP with any other parties within Queen’s University may result in your company’s proposal not being considered.

E. RFP Response

Suppliers must complete their entire RFP package electronically (on CD (WORM)
).  Queen’s will not accept hand-written proposals.  Once Suppliers have completed the document, please send it to the Work Clothing Procurement team representative listed on page 6 by Monday March 16, 2009– 12:00 PM EST.

Suppliers must send the RFP materials, in one package.  The package should contain two envelopes.  

Envelope one should contain two (2) printed copies of the RFP document Work Clothing RFP.doc, one printed copy of the RFP Excel Document Work Clothing RFP Pricing.xls and any other paper Exhibits added to your company’s proposal, and all supporting files on CD (WORM).  

Envelope two should contain one printed copy of the RFP document Work Clothing RFP.doc, one printed copy of the RFP Excel Document Work Clothing RFP Pricing.xls and any other paper Exhibits added to your company’s proposal, and all supporting files on CD (WORM).  

Prior to sending your company’s hard copy proposal, please remember to sign the Respondent Acknowledgement Form – Appendix B on page 18.

Please read all instructions carefully.  Failure to comply with the detailed instructions may result in your company’s proposal not being considered.  As well, please respect the proposal formats contained in the RFP (i.e. answer in the space provided). 

The checklist on page 3 has been provided to assist you in ensuring that you have completed all required documents and submitted them to the Work Clothing Procurement team representative specified on page 6.

While the University will not consider more than one proposal from a Respondent under the same or different names, the University is prepared to consider, in addition to the original proposal, alternative proposals submitted within the same proposal package providing such are clearly marked as alternatives.

Respondents are cautioned that proposals will be solely evaluated upon the disclosed evaluation criteria and no linkage of offers to donations, scholarships or similar arrangements will be considered.

F. Proposal Review Process

The following outlines the three-stage process that Queen’s expects to undertake for reviewing proposals, and selecting and concluding a contract with a qualified provider.  This information is provided for general guidance only and Queen’s reserves the unqualified right to modify or eliminate any aspect of this process, or to add additional stages thereto, at any time, without notice to Suppliers.

Stage 1 – Proposal Quality and Value

Queen’s will not necessarily accept the lowest priced proposal or any proposal.  While price is an important element in the selection process, Suppliers should recognize that there are other criteria in this RFP that Queen’s will consider in evaluating proposals. Any award made by the University shall be made in writing and shall be subject to the availability of funding at the time of award (if any).

In order to obtain the most advantageous offer for the University, Queen’s reserves the right in its sole discretion:

a) to waive irregularities and/or minor non-compliance by any Respondent with the requirements of this Request for Proposal

b) to request clarification and/or further information from one or more Respondents after closing without becoming obligated to offer the same opportunity to all Respondents

Respondents are advised however to submit a complete offer as their proposal. Any waiver, clarification or negotiation will not be considered as an opportunity for Respondents to correct errors in their proposals.

Stage 2 – Interviews / Meetings

Subsequent to evaluating the proposals, the review committee may, at its discretion, select Suppliers to meet with the Work Clothing Procurement team.  This meeting may include both a presentation by the Supplier and/or a question and answer session in support of, and/or to clarify questions arising from the Supplier’s proposal. Queen’s expects that the Supplier’s proposed key personnel shall be present at the interview and/or presentation.  A request to attend will not in any way indicate acceptance or rejection of any proposal.  Queen’s cautions Suppliers against drawing any inferences regarding Queen’s interest in their proposal from a request or lack of a request to attend such a meeting.  

Stage 3 – Negotiations

Queen’s may, in its sole discretion, enter into negotiations with one or more Suppliers.  Queen’s reserves the right to negotiate with more than one Supplier concurrently or consecutively, and to add to or delete from the scope of this RFP.  If Queen’s and the selected Suppliers are unable to negotiate an agreement, then Queen’s may begin or continue negotiations with any other Supplier, at any time.  Negotiations may take place with selected Suppliers without the obligation to re-call proposals or provide an opportunity for other Suppliers to quote on the same changes.  No Supplier shall have any rights against Queen’s arising from such negotiation.  

G. Additional Information

Queen’s may request additional data, discussions, presentations or on-site visits in support of the response to this RFP, all without obligation to provide other RFP recipients with similar information or notice of such communication. Additionally, Queen’s may conduct a survey of any Supplier to confirm or clarify any information provided, or to collect more evidence of managerial, financial and technical abilities, including but not limited to, meetings and visits with current customers served by the Supplier.

Any written information received by Queen’s from a Supplier in response to a request for additional data from Queen’s will be considered as an integral part of the Supplier’s proposal.   

Section - 4. RFP Terms

By submitting a proposal, the Supplier agrees the following terms and conditions shall apply:

A. Information Gathering Process

This Request for Proposal (“RFP”) is issued for information gathering purposes only; it is not intended to directly result in the award of a contract to any Supplier.   This RFP shall not in any way restrict any of Queen’s rights or create any legal obligations regarding the procurement of products or services.  Without limiting the generality of the foregoing, Queen’s expressly reserves the right, at its sole discretion, (i) to initiate direct negotiations for the procurement of any good or service with any Supplier or Suppliers regardless of whether the Supplier or Suppliers responded to this RFP; (ii) to contact a limited number of Suppliers, which may be limited to those who responded to this RFP, or may include Suppliers who did not respond to this RFP, for the purpose of an invitational tender call for the procurement of any good or service; (iii) to elect to proceed by way of open tender call where all potential Suppliers, whether or not they responded to this RFP, are eligible to compete for the award of a contract for the supply of any good or service; or (iv) to elect not to procure the good or service that is the subject of this RFP.

Queen’s intends to obtain information based upon the subject matter of the proposal.  In no way will Queen’s be bound or be obligated in any manner as a result of issuing this RFP. Queen’s reserves the right to reject any or all proposals at any time throughout the process for any reason.

Queen’s will be the final judge on proposal acceptability. Queen’s may, at its sole discretion, revise the scope of this RFP in its entirety, or to cancel it in its entirety at any time.  Should the RFP be amended, each Supplier having provided the Queen’s Work Clothing Procurement Team with a completed Intent To Respond will be sent a notice of the amendment in writing. 

B. Cost of RFP Response

All work undertaken by any Supplier in preparation of its response to this RFP, and/or any amended RFP, is performed on a speculative basis.  Queen’s accepts no responsibility for costs of proposal preparation, benchmarking, piloting, or other activities related to any response to this RFP and/or any amended RFP.  All proposals submitted will be regarded as the permanent property of Queen’s and will not be returned.

C. Copying of RFP Response

Queen’s has the right to copy the Supplier’s RFP response for distribution to Queen’s employees and advisors involved in evaluating proposals, and as otherwise may be required by law.

D. Use of Queen’s University’s Name

The Supplier shall not use Queen’s name or logo, or make reference to this RFP in any advertising copy or other promotional materials or messages without Queen’s prior written consent.

E. Explanation of Information Evaluation

Queen’s is not bound to explain how any proposal was evaluated nor is Queen’s bound to explain any decision it makes based upon the subject matter of the proposal.

F. Restriction on Queen’s University Contacts

All contacts, written and oral, concerning this RFP in any respect, should be made solely through the Work Clothing Procurement team representative. 

G. Jurisdiction

The laws of the Province of Ontario shall apply to this Request for Proposal and any contract formed as a result of this Request for Proposal, and the Courts of Ontario shall have exclusive jurisdiction over any contract formed as a result of this Request for Proposal.

H. Confidentiality of Supplier Proposal

Each Supplier is requested to identify in its proposal any information it wishes Queen’s to keep confidential. Suppliers are advised that the information provided by a Supplier, even if identified as being confidential, may be disclosed:  (i) on a confidential basis to third parties retained by Queen’s in connection with the subject matter of this RFP, including without limitation, retained for the purposes of evaluating the information; and (ii) to third parties where an order by the Information and Privacy Commissioner or a court requires Queen’s to do so.

I. Data Validity

All data and information included in this Request for Proposal (RFP) have been extracted from sources deemed to be reliable. However, Queen’s makes no warranties and accepts no responsibility for inaccurate data contained herein.  

Section - 5.  Supplier Qualifications

Qualifier Statement


Queen’s is interested in identifying and securing relationships with exceptional suppliers who’s  product/service offering covers as many of the services as possible in this RFP.  In addition, Queen’s is also interested in reducing its supply base and working with fewer qualified suppliers who are committed to helping Queen’s achieve our objective of being a world-class University by which all others are measured. 

Total Cost of  Ownership

As the Work Clothing industry continues to standardize components, there is less to differentiate one supplier from another. That is why “Total Cost of Ownership” (TCO) is important in the overall decision.  Determination of the best overall proposal(s) will be based upon our evaluation of all information received.  Queen’s is taking a total cost of ownership (TCO) view which includes not only best in class pricing, but also value added services, improved processes, life cycle costs and increased operational efficiencies on a continuing basis.  

Please review all Appendix materials before completing this questionnaire.

A. Respondent Information 

Please fill out the following form and name one person to be the contact for this RFP response and for any clarifications that might be necessary.

	Full Company Legal Name:

	

	Street Address:
	

	City, Province/State:
	

	Postal Code:
	

	Phone Number:

	

	Fax Number:

	

	Company Website:

	

	Company Ownership (specify private or public company):

	

	Parent Company Name (if any):

	


	RFP Contact Person and Title:

	

	E-mail Address for RFP Contact Person:
	

	
	


B. Additional Information

B-1.
 
Please provide us with a breakdown of your company’s revenue by line of business or product/services. 
	Line of Business or Product/Services
	% of Total 2008 Revenue 
	% of Total 2008 Operating Income
	% of Total 2007 Revenue
	% of Total 2007 Operating Income

	
	
	
	
	

	
	
	
	
	


B-2.

Provide a copy of the WSIB Rating Form and a current copy of WSIB Clearance Certificate
MACROBUTTON NoMacro [Click here to enter response]
B-3.

Describe your organizations quality control and safety policy and procedures
MACROBUTTON NoMacro [Click here to enter response]
B-4.

The successful supplier will be required to provide a certificate of insurance evidencing comprehensive liability insurance of at least $2,000,000.

[Click here to enter response]
B-5

Please provide you Company Profile, including years of experience in industry.
MACROBUTTON NoMacro [Click here to enter response]
B-6

The successful contractor(s) must comply with Queen’s University Health & Safety Policies/Procedures.  This can be found on the website at http://www.safety.queensu.ca

MACROBUTTON NoMacro [Click here to enter response]
C. References

	Provide three (3) Canadian references.  Each reference must:

a) Be for the proposed Work Clothing;

b) Have been successfully completed within five (5) years prior to the issuance of this RFP;

c) Include the following information:

· Client organization and location;

· Client Contact persons’ full name, position title, phone number and e-mail address;

· The date the project was started and completed;

· Customer satisfaction (very satisfied, satisfied, not satisfied); and

· Any additional information you believe would be beneficial.



	MACROBUTTON NoMacro [Click here to enter response]


D. Sub-Contractor(s)
Queen’s expectation is that the incumbent will be the single point of contact and will be accountable for all third party relationships inclusive of all billing, contractual obligations and problem resolutions, such that Queen’s will communicate solely with the incumbent.

D-1.

	Do you intend to use sub Contractor(s) for any services?  If yes, where are they located?  Which services do they provide? Are they certified to perform the services required by Queen’s?  Please provide proof of certification.

	MACROBUTTON NoMacro [Click here to enter response]


D-2.

	Please comment on your company’s abilities to provide prior written notice to Queen’s of sub-contractor involvement, including the name of the sub-contractor, and the name and phone number of a contact at the sub-contractor?

	MACROBUTTON NoMacro [Click here to enter response]


E.  Value Added Services

Queen’s is interested in learning about additional value added services, which will maximize your overall proposal. This may include, but is not limited to customer support, training, project management, documentation, surveys, inventories, education, training credits, equipment supply, leasing, provisioning of application programs etc.

E-1.

Please include any other value-added products and/or services that you deem appropriate which have not been covered in this RFP. If you believe that any proposed value-added services has monetary value to Queen’s, as it relates to the intent of this RFP, please provide an indication as to the value of each item. 

MACROBUTTON NoMacro [Click here to enter response]
Section - 6. Pricing 

Queen’s University requires you to complete the pricing section separate from the qualitative section of the RFP response. Please open the attached Work Clothing RFP Pricing.xls document, review and follow the instruction tab to complete the pricing for each of the services. 

Actual prices are to be entered in the spreadsheet on the appropriate Tab and pricing grid.

There are (2) two sheets in the spreadsheet file. Queen’s University requires pricing in each section. Suppliers are requested to fill out all sections of the pricing spreadsheet, on all tabs. 

The total costs must include all costs from each area. Any other costs included in these areas must be fully stated. The total costs must include ALL charges related to the category description.
	TABS
	Instruction

	Instructions
	RFP and Pricing Instructions 

	Pricing
	Insert pricing in columns provided for every category you wish to quote on.

	
	

	
	


General Pricing Questions -

Please explain your pricing assumptions and inclusions. Actual prices must be entered in the spreadsheet but if you have bundled a number of prices included in the cells please disclose that here. 

MACROBUTTON NoMacro [Click here to enter response]
Please describe how your company would provide the consolidated invoicing for all services. If your solution is combined with a sub-contracted supplier, explain how you will show these costs.

MACROBUTTON NoMacro [Click here to enter response]
Please explain your billing or invoicing process and your usual payment terms and any financial conditions that need to be described.

MACROBUTTON NoMacro [Click here to enter response]
Section - 7. Savings Opportunities

Queen’s is interested in understanding how changes in our procurement practices can drive savings and increase the value of our relationships with Supplier(s).  Please use the following questions to describe how your company would be able to offer additional savings.  

A. Volume Incentives

Queen’s recognizes that Suppliers may be able to provide volume incentives based upon total dollar revenue from Queen’s.  Please offer suggestions on your company’s volume discount programs.

MACROBUTTON NoMacro [Click here to enter response]
B. Multi-Year Contract Incentive

Queen’s expects that cost savings will be generated in large part from volume discounts and process improvement opportunities, and that benefit from these savings would be shared with Queen’s as they are realized.  In addition to these anticipated savings, some Suppliers may be willing to offer more attractive pricing for multi-year contracts.  Please explain what concessions (e.g. percentage discounts) your company would make assuming it was awarded a contract, in the future, to supply Queen’s for Work Clothing.
MACROBUTTON NoMacro [Click here to enter response]
C. Payment Term Discounts

C-1

Does your company offer discounts on accelerated payment terms?  Please describe discounts available for accelerated payments.

MACROBUTTON NoMacro [Click here to enter response]
D. Cost Containment/Cost De-escalation 
D-1

Please provide any details that your company would be willing to offer around future cost containment.

MACROBUTTON NoMacro [Click here to enter response]
E. Other Discounts

E-1

Please describe any other discounts available to Queen’s (e.g.  Quantity/Volume Commitments, Service Level Adjustments).

MACROBUTTON NoMacro [Click here to enter response]
Section - 8. APPENDIX A – Intent To Respond To RFP Form

Please complete and e-mail this form to the Work Clothing Procurement Team representative at shelley.lloyd@queensu.ca or fax to 613-533-2579 no later than Monday March 9, 2009 at 12:00 PM EST.
	To:
	Shelley Lloyd, C.P.P
	
	From:
	
	

	
	Work Clothing
Procurement Team 
	
	Company Name
	
	

	
	 Queen’s University
	
	
	
	

	
	 Rideau Building – 3rd Floor

207 Stuart Street,

Kingston  ON  K7L 3N6
Fax 613-533-2579
	
	Company Address
	
	

	
	
	
	Phone #
	
	

	 
	  
	
	Fax #
	
	

	
	
	
	Email
	
	

	
	
	
	
	
	


Re:
Work Clothing Request for Proposal (RFP)

Please indicate your intention to respond to this RFP by placing an “X” in the following box.

	
	
	
	
	

	
	
	
	We intend to respond to this RFP 
	

	
	
	
	
	


________________________________________
Company Name

_____________________________                          
______________________________
Contact Person



 

Title/Position

________________________________________
Signature of Contact Person

Section - 9. APPENDIX B - Respondent Acknowledgement Form

Work Clothing
Respondent’s registered legal business name and mailing address:

______________________________________________________________________________

______________________________________________________________________________

Respondent’s Contact Person and Contact Person Telephone and Facsimile numbers:

______________________________________________________________________________

______________________________________________________________________________

The respondent hereby acknowledges

(i) that the information it is providing is, to the best of its knowledge, complete and accurate;

(ii) that it consents to the disclosure, on a confidential basis, of its information by Queen’s to any third party who may be retained by Queen’s in connection with the subject matter of this RFP, including without limitation, retained for the purposes of evaluating the information;

(iii) that Queen’s shall not be liable for any costs incurred by the respondent in the preparation of its proposal;

(iv) that all materials submitted to Queen’s by the respondent shall become the sole property of Queen’s and shall not be returned;  

(v) that, as elaborated upon in the paragraph of the RFP entitled Information Gathering process,  page 10 this RFP is for information gathering purposes only and does not create any legal obligations or restrict Queen’s rights regarding the procurement of any good or service. 

	Signature of Witness:
	Signature of Respondent representative: 

	_________________________________
	_________________________________

(I have authority to bind the Respondent).

	Name of Witness:
	(corporate seal)

	
	Name: 

Title: 

Date: 


Section - 10. APPENDIX C – RFP Question Sheet

	To:
	Shelley Lloyd, C.P.P 
	
	From:
	
	

	                                                      
	Queen’s University
	
	Contact Name(s)
	
	

	
	Strategic Procurement Services

Rideau Building – 3rd Floor

207 Stuart Street,

Kingston  ON  K7L 2V9

shelley.lloyd@queensu.ca
	
	Company Name
	
	

	
	Fax (613) 533-2579
	
	Company Address
	
	

	
	
	
	Phone #
	
	

	
	
	
	
	
	


Work Clothing
	Section
	Subsection
	RFP Item

	
	
	

	Question

	


	Section
	Subsection
	RFP Item

	
	
	

	Question

	


	Section
	Subsection
	RFP Item

	
	
	

	Question

	








� WORM -Write-Once Read-Many – Compact Disk (CD) storage medium to which data can be written only a single time, but can be read from any number of times. Typically this is an optical disk whose surface is permanently etched using a laser in order to record information.








