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Liquor Distribution Branch, 2625 Rupert Street, Vancouver, British Columbia, V5M 3T5

October 9, 2008
REQUEST FOR PROPOSAL (“RFP”)
e-LEARNING PROGRAM
RFP2008.10.24
The Liquor Distribution Branch (“the Branch”) is requesting proposals for an e-Learning Program. Details of this requirement are in the attached project outline.
The Closing Date for receipt of Proposals is October 24 2008 at 2:00 pm local time.

Any queries regarding this document are to be directed only to the undersigned via email at LDBNLP@bcliquorstores.com.

Yours truly,
[image: image2.jpg]



Gordon Hunt

Manager, Non-Liquor Purchasing

Attachments

PROJECT OUTLINE

1.0  
INTRODUCTION
The Branch is one of the largest distributors and retailers of beverage alcohol in Canada, generating a net profit of approximately $860 million on annual sales of approximately $2.7 billion.  The Branch operates approximately 200 retail stores across the province, oversees the operations of Rural Agency Stores and has the role of wholesaler to approximately 850 private liquor retail outlets and 7,000 licensed establishments.  The Branch is a unique government entity that operates with similar independence to a Crown Corporation, but under the direction of a General Manager.

2.0 PROPOSALS & SUBMISSIONS

Please note: The Branch will NOT accept proposals via e-mail.
Two (2) hardcopies of the Bidder’s proposal are to be submitted to and received by:





Mr. Gordon Hunt





Manager, Non-Liquor Purchasing





Liquor Distribution Branch





2625 Rupert Street





Vancouver, British Columbia V5M 3T5
no later than October 24, 2008 at 2:00pm local time (Closing Date) in a sealed envelope clearly marked RIMS e-Learning Program - RFP2008.10.24 including your Company name and address.
Proposals received after the Closing Date will not be accepted and will be returned unopened.  

2.1 All Proposals submitted to the Branch become the property of the Branch. Proprietary or Confidential information should be clearly identified and marked “Confidential”.  Any material marked “confidential” will be held in confidence by the Branch. All or part of the proposal may be subject to the disclosure provisions of the Freedom of Information and Protection of Privacy Act (attached).  Proposals will be evaluated based on information contained in the Proposal or presented by short listed Bidders.  The Branch will not enter into Non-Disclosure Agreements for information not contained in the Proposal.
2.2 Proposals are irrevocable and will remain open for acceptance for Sixty (60) days after the Closing Date.

2.3 By submission of a proposal, the Proponent agrees that should its proposal be successful the Proponent will enter into a Contract with the Branch on the terms set out in the attached General Service Agreement. No revisions to the terms will be accepted by the Branch. The completed Schedule A or a similarly formatted and completed statement of work will be attached to and form part of the Contract. 

2.4 The lowest cost or any Proposal may not necessarily be accepted.
2.5 All Proposals shall be signed in the appropriate and authorized fashion. 

2.6 A Bidder may submit questions via email to LDBNLP@bcliquorstores.com, and request that the question and response not be circulated to other bidders in order to protect the bidder’s strategy.
The Branch reserves the right to judge if the question points to an error or shortcoming in the RFP.  If that is the case, the Branch reserves the right to ignore the bidder’s request and will notify all interested bidders of the error and what corrective action to take. If the information is not critical, but the Branch judges it fair to circulate the response to all bidders, the enquiring bidder will be given the opportunity to withdraw the question and receive no response.  No other bidders will be informed of the question.
If none of the above conditions exist and the question reveals a bidder’s unique proposal strategy, the Branch will honour the bidder’s request and respond by fax or email only to the enquiring bidder.
All questions shall be sent by e-mail to LDBNLP@bcliquorstores.com.  The final date for the receipt of questions from Bidders to the Branch is October 14, 2008. All questions will be answered to interested Bidders by October 17, 2008. 

Bidders must not attempt to communicate directly or indirectly with any employee, contractor or representative of the Branch, including the evaluation committee and any elected officials of the Province of British Columbia, or with members of the public or the media, about the project described in this RFP or otherwise in respect of the RFP, other than as expressly directed or permitted by the Branch.
2.7
Bidder’s Expenses

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

2.8
Limitation of Damages


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

3.0 SCOPE OF WORK
The Liquor Distribution Branch (the Branch) requires a qualified service provider to develop an e-Learning  program for the Recorded Information Management System (RIMS).  The underpinning software is Oracle Collaboration Suite (OCS) 10g, Release 1 (10.1.2) comprising primarily of Content Services and Records Management modules and leveraging Oracle BPEL (Business Process Execution Language) business process engine.

The objectives of the e-Learning training program are:

· Support the delivery of the RIMS Project Change Management Strategy. 

· Educate users on Records Management policies and principles.

· Teach users how to use RIMS.

· Track user participation.

· Deliver training in an efficient and cost-effective manner.

· Deliver a consistent message to all participants.
· Establish a framework for the delivery of e-Learning on an enterprise basis.

· Allow for Instructor Led Course delivery (if applicable) in the future
· Provide a reusable training course.

· Provide instant recognition of course completion.  

The Branch will be responsible to provide the lessons content although the supplier will be invited to suggest additional content including images and text.

High level training modules will include:

· RIMS overview

· Basic records management 

· Using the Content Services client interface known as the “O” (Oracle) drive

· Using the Content Services web interface

· Using Records Management

· Working with BPEL (Business Process Execution Language) business processes

Proposed requirements for the above e-Learning modules and lessons are detailed at Appendix 1.

The long term vision of the Branch is to deliver e-Learning through via a Learning Management System that can be customized to meet future requirements. 

Learning will be achieved through a combination of computer based training activities and the participants logging onto RIMS to perform the action and confirming that the operation was successful.

It is anticipated that participants will progress through a series of role based lessons (based on an audience analysis), complete exercises to progress to the next level and ultimately receive an online completion certificate.  It is also anticipated that management reports will be provided in support of participant’s progress or review.

Users should at any time be able to review (replay) a specific lesson.

3.1
Audience Analysis

In preparing for the implementation of RIMS, training requirements were identified and users have been categorized as follows:

General End User

The vast majority of LDB staff receiving training will fall into this category.  They are individuals who create electronic records (both electronic documents and e-mail) and who need to know how to file/store/retrieve records using RIMS.

In addition LDB staff will be involved in scanning of paper documents on a ‘day forward’ basis.  As a result, they will need to understand the technologies (multifunction devices) and processes involved in scanning and storing electronic images.  

Departmental Records Coordinator
Departmental Records Coordinators (DRC) will be key individuals from each business unit who will receive broad training that covers all end user topics but at a significantly more detailed level.  In particular, DRCs will be intimately familiar with their department file plan (folder structure) and have significant knowledge about the use of RIMS so they can provide front line support, coaching, and mentoring. 

Manager No Support

LDB management can be divided into two groups: those who do not have any form of administrative support and those who do have support.  The vast majority of management does not have dedicated administrative support and as such will require more detailed training on the use of OCS.  In addition to all the standard “End User” training, management will also need training on policies and procedures to ensure their departments are in compliance with LDB and Provincial Government policies.

Manager with Support

Management at the LDB who have support are typically Directors and Executive level staff.  These individuals form a relatively small group and their training will be tailored to their specific needs. Generally they will require significantly less detail as a result of having an Administrative Assistant who in most cases will likely conduct most of their document management tasks.

System Administrators

Specific lessons will be designed to manage RIMS in terms of the administration of users, and a range of record management functions.
3.2
Participants Training

The Branch envisions:
· That an employee will log on to the RIMS e-Learning program and based on the participant ID (identity) the system will outline the modules to be completed and the estimated time required to complete each module.

· The participant will be able to choose audio or text training.

· The participant will perform a series of exercises to proceed from one lesson to another.

· Once a participant has completed all the modules the system should provide the ability to print a certificate.

· Upon completion the program will produce a report, in comma delimited format, certifying completion. This file will then be picked up by an internal business process for closing off access to shared drives.

· The program will provide participants the ability to exit a lesson and return to the point of exit at a later time.

· The program will provide participants the ability to complete non mandatory modules or lessons, as well as, the ability to review (replay) any modules or lessons at any time.

· The program will provide participants the ability to move back and pause within a lesson.

· The program will provide participants the ability to move to the next lesson.

· The program will provide management reports that are compatible with industry standard Learning Management Systems. The required reports are:
· Number and name of participants having completed modules and lessons.

· Number and name of participants that have abandoned or not completed specific modules and lessons.

· Number and name of participants who have not completed any specific modules and lessons based on their profile.
· The e-Learning program will reflect 3rd generation Learning Management System capabilities.
3.3
Support Various Learning Styles
The Branch anticipates that:

· Participants will follow their own learning path based on a pre-determined user role.

· A text version tab which delivers static non-concurrent text version of audio 

· Closed captioning provides scrolling concurrent text version of audio which is compatible with the JAWS software.

· Audio, free-form video, and animations are delivered. 

· Hands-on activities and tracking are delivered.

The Branch anticipates the following benefits:

· Variable use of media, rich behavior modeling scenarios, and adaptive participants paths that are well suited to build competence and master skills

· Multiple learning types that are supported:

· Textual learners through onscreen text and closed captioning

· Visual animations, graphics, and video

· Auditory learners through narration

· Kinesthetic learners through hands-on business activities and RIMS software simulation.
3.4
User Interface 
The Branch anticipates that:

· Lesson navigation will use collapsible lesson-topic outline on left navigation bar

· Topic navigation will use hidden tab with hyperlinks 

· Screen navigation will feature: next and back buttons; scrubber bar; pause, rewind, volume and replay

· Synchronous closed captioning

· Learner supported tabs for:
· Notes

· Glossary

· Resources

· Additional Reading

· Text Transcript

· Ability for a user to request “help” (via an “Ask for Help” button which automatically invokes the MS Outlook Client and addresses the email to a specified address).

The Branch anticipates the following benefits:

· User-friendly interface

· Non-linear course navigation at lesson, topic and screen level 

· Multiple learner support features
3.5
Hands on Activities
The Branch anticipates:

· Hands-on exercises

· Quizzes to progress from one lesson to another

· RIMS software and business simulations
The Branch anticipates the following benefits:

· Activities tailored to best suit the material and the participants’ needs.
3.6
Tracking and Assessment
The Branch anticipates that a full range of question types will be used: 

· Multiple choice

· True/false

· Multiple response

· Fill-in-the-blank

· Short answer

· Performance-based assessments
In addition, the Branch requires the ability to:

· Track participants progress
· Return a participant to the last screen visited (in the event that the participant leaves a session prior to completion).

The Branch anticipates the following benefits:

· Provide progress and final assessment of learner skills.

· User can print a completion certificate and integrate, via a comma delimited format (csv) file, to an LDB business process to update PPIIMS (Personnel Payroll Integrated Information System) on training completion.
3.7
RIMS Simulations
The Branch anticipates that:

· Complex processes involving multiple screens can be modeled.

· Full visual asset support for RIMS is provided.

· RIMS screen capture or simulation is straightforward to develop. 

· An intuitive and interactive experience for all participants

The Branch anticipates benefits that will allow for robust, interactive testing of principles and decision-making skills.  Additional learning mode and mid-activity features support participants.

3.8 Visual Support for RIMS
The Branch anticipates that the computer based training will:

· Support a full range of visual assets:

· Static graphics

· Animations

· Video (flexible size, behavior and screen placement) 

The Branch will benefit from a technically sophisticated, instructionally effective and visually appealing e-Learning program.

3.9 Technical Deployment and Sustainment Options
The Branch wishes to consider the following deployment and sustainment options:

· Option 1. The RIMS e-Learning system is hosted externally by the preferred service provider or approved partner. Under this option:

· Users will access the system via a URL link. The system must be accessible using IE6, IE7 and Firefox 3 browsers.
· The service provider will be responsible for ensuring system security and integrity.

· Under no circumstances will the Branch permit user data or content to be maintained or hosted outside of Canada. The service provider will be expected to prove that this is the case via penetration testing conducted by an approved independent system security specialist.

· The service provider will be responsible for system sustainment under a service level agreement defining (at a minimum):

· The minimum acceptable level of uptime

· Backup and restore processes

· Incident management processes

· Minimum response time to service requests

· The ability for the Branch to easily update content without reliance on the service provider.
· Option 2. The RIMS e-Learning system is hosted internally using the Branch’s own resources (technical infrastructure and technical personnel). Under this option
· Users will access the system via the Branch’s Intranet.

· The Branch will be responsible for ensuring system security and integrity.

· The service provider will provide:

· Technical assistance during initial deployment, system integration and system testing.
· All necessary knowledge transfer including (at a minimum) system documentation and maintenance training.

· On going support e.g. system modification (including content), troubleshooting, etc.

Bidders may quote on either or both of the options defined above.

When responding to either or both options, bidders are requested to outline the type and timing of LDB participation.
3.10 Extendibility

The Branch is interested in using this engagement to explore the potential of:

· Extending the RIMS e-Learning program as and when required
· Developing new e-Learning courses as and when required
Bidders are invited to outline their approach in this regard.
3.11 Sustainability

The successful proponent will work with the Branch to coordinate the exploration of other potential e-Leaning initiatives.

Bidders are invited to outline their approach in this regard.

4.0 MANDATORY SKILLS/EXPERIENCE
· Experience in the design, development, integration, testing, security, deployment and maintenance of computer based training courses.
 

· Experience in the technical integration with MS Exchange Mail.

 

· Ability to demonstrate conformity to Sharable Content Object Reference Model (SCORM) content authoring standards.
5.0 FORMAT OF PROPOSAL
Bidders should include the following in their proposals:

a) Per diem rates. Costs to include professional services, travel and all other costs including per diem rates per the Government standards.
b) Cost breakdown per Technical Deployment and Sustainment option (as previously defined) i.e.:
· Initial development to deployment cost

· Sustainment cost (e.g. monthly, quarterly or annual fee)

c) Proposed consultants – include a resume of work history with qualifications, experience and skills relative to this requirement.
d) Relevant references (minimum of 3)
e) Confirm ability to commence contract November 21, 2008 or such later date as required by the Branch

6.0 TERM OF AGREEMENT
The term of the agreement begins November 21, 2008 and terminates March 31, 2009 with an option to extend for up to three (3) months at the discretion of the Branch. The Branch in its sole discretion may delay the start date of the contract, which if delayed will terminate within six months after the start date, with the option to extend thereafter.

7.0        SCHEDULE OF EVENTS 
The following schedule is planned.  The Branch reserves the right to cancel or change the schedule at any time.
	Anticipated Event
	Expected Date

	RFP issued
	October 9, 2008 

	Bidder’s questions due by 
	October 14, 2008

	Bidder’s questions answered by 
	October 17, 2008

	RFP closes
	October 24, 2008 at 2:00 PM local time

	Proposals screened by
	October 31, 2008

	Vendor interview by(if required)
	November 7, 2008

	Final selection by
	November 14, 2008

	Project start date by
	November 21, 2008


8.0 EVALUATION CRITERIA


All Proposals will be evaluated based on the following criteria and the associated weighting and scoring:

	CRITERIA
	WEIGHTING
	MINIMUM SCORE

	Use and application of sound adult learning principles
	20%
	70%

	Instructional design plan and proposed level of engagement
	20%
	70%

	Conforms to Shareable Content Object Reference Model (SCORM) content authoring standards
 
	
	100%

	Sound technical solution
 
	20%
	70%

	Experience and references
	20%
	70%

	Price based on estimated run time
	20%
	-----


In addition, extra points (to a maximum of 25) will be awarded to the interviews/presentations, if required.
Bidder/Vendor Guide to the

Freedom of Information and Protection of Privacy Act

The Freedom of Information and Protection of Privacy Act provides the public the right to access all records in the custody or control of all levels of government in British Columbia.  The Act also prohibits unauthorized collection, use or disclosure of personal information by public bodies or contractors working on behalf of public bodies.

Impact on Bidders/Vendors*

How does the Act affect bidders or potential vendors?

Information created or submitted to the Branch by a bidder or potential vendor, even though intended to be confidential, may be disclosed to someone who requests it under the Act.  This may include information about bids, proposals or contracts and statements referencing individuals, other companies or products, unless the information meets the legal requirements for an exception to disclosure discussed in the following sections.

*BIDDER – supplier, contractor and consultant bidding or quoting on goods or services.

*VENDOR – company, corporation or individual who has a secured contract in the form of a purchase order, standing purchase order or consulting contract.

Records

What is a Record?

A record is any information recorded or stored by electronic, mechanical, graphic or other means.  A record could be a paper or electronic document, such as a purchase order or other legal agreement, letter or e-mail reflecting correspondence with the Branch, marketing plans or promotional material related to a product, or an electronic data base such as one containing product sales information.

There are three types of records that involve bidders/vendors:

1. Records in the custody and control of the vendor (e.g., records about vendor’s employees).

2. Records in the custody and control of the Branch (e.g., proposals or bids submitted by potential vendors).

3. Records created by the vendor providing a service, kept in either the Branch’s or vendor’s custody, may be under the control of the Branch (e.g., maintenance schedules).

What records are subject to the Act?

All records in the custody or control of provincial or local government bodies are subject to the access and privacy provisions of the Act.

Custody and Control

How are custody and control defined?

Having custody of a record generally refers to having physical possession of it.  But having custody does not necessarily mean having control of the record.  Control refers to having the power or authority to manage, restrict, regulate or administer the use or disclosure of the record.

Although a vendor may have custody of a record, the Branch may have control over it, if such control is either stipulated in the contract or is granted to the Branch by a specific statutory right.  The Branch is responsible for handling access requests, and the vendor is required to produce requested records for review by the Branch.  The Branch will then disclose the parts of the record that are not excluded from disclosure by the legislation.

What are vendors’ responsibilities regarding records in their custody?

Records under the control of the Branch may be specified in your contract as well as any requirements to make records available for specific time periods.  Records in your custody but under the control of the Branch must be kept according to the Branch's security standards.

A contract may require you to collect or handle personal information, such as a person’s name, address or opinions. As a vendor in custody of personal information covered by the Act, you have an obligation to protect it against risks, such as unauthorized access, collection, use, disclosure or disposal by taking reasonable security precautions.  Personal information in your custody must only be stored and accessed in Canada.  The Branch will review access issues and security arrangements in more detail with vendors who have or could have custody of records containing personal information under the control of the Branch. 

Release of Information

What happens when the Branch receives a request for information?

Although the Act gives the public access to information, exceptions to disclosure exists that may apply specifically to you.  The Act protects third parties, such as bidders/vendors, by prohibiting disclosures of certain types of records that could invade personal privacy, or harm business interests if the record was provided to the Branch in confidence.

The Branch reviews each record requested to assess whether the confidentiality and harm requirements (outlined in the following sections) are met.  If the confidence test is met, and if there is a risk of harm to a third party, the Branch does not release the information.  If the Branch does not consider that a risk of harm exists, we may advise the bidders/vendors of our decision to release the information.  If it is unclear whether the records should be released, the Branch will give you an opportunity to consent to the disclosure of the information or show that disclosure would be harmful.

What type of business record is protected?

Only records that would reveal trade secrets, commercial, financial, labour relations, scientific or technical information may be protected, if the records were supplied to the Branch in confidence and their disclosure would result in one of the harms specified in the legislation.

How is a record to be supplied in confidence?

You should request in writing that a record you provide to the Branch be treated as confidential.  Evidence must exist to demonstrate that the information contained in the record needs to be treated as confidential and has been treated as such in the past.

Records generated or information changed substantially by the Branch has not been supplied to the Branch and so would be disclosed unless another exception applies.  This includes contract information negotiated with the Branch. 

What is considered harmful to business interests?

To qualify for an exception under the Act, bidders/vendors must demonstrate a real and significant expectation of harm to their business interests.  Harm could be demonstrated if disclosure of the information could reasonably be expected to cause one of the following:

· significant harm to a bidder’s/vendor’s competitive position
· significantly interfere with a bidder’s/vendor’s negotiating position
· information no longer being supplied voluntarily to government
· undue financial loss or gain to any person or organization
· reveal information related to a labour relations dispute
What is considered harmful to personal privacy?

The Act refers to the privacy of individuals, not of companies or contractors.   There may be instances where you submit personal information about your employees.  Or you may collect or hold personal information about individuals on behalf of the Branch that is subject to the privacy provisions of the Act.

Examples of when disclosure of personal information is an unreasonable invasion of an individual’s privacy are:

1. a person’s employment history (e.g., resumes).

2. someone’s personal financial information.

3. personal recommendations or evaluations, (e.g., a psychological assessment of a Branch employee prepared by a vendor).

4. an individual’s name, address or telephone number to be used for mailing lists or solicitations (e.g., the names of individuals who attended a meeting).

If you operate out of your home, you should be aware that if your business address is also your residential address, the Branch would not generally consider this to be personal information.

You should also be aware that the names of your employees may sometimes be subject to disclosure.

Disclosure of financial and other details of a consulting service contract would not be an invasion of privacy.    Other reasons, such as harm to business interests, may be invoked to protect the information.

Preparing Your Bid

Before you submit a bid or proposal to the Branch, ask yourself these questions:

· Are you prepared to have information you create or submit to the Branch disclosed to the public if requested under the Act and if it is not covered by an exception?

· Do you understand which records will be under the control of the Branch?

· Do you know which records you will be expected to keep and for how long?

· Will you be collecting or handling personal information on behalf of the Branch?

· Are you familiar with the security standards for storing personal information and confidential Branch information?

If you are considering doing business with the Branch, be aware of the implications of the Freedom of Information and Protection of Privacy Act.  Discuss any concerns with your Liquor Distribution Branch Purchasing contact at (604) 252-3192.  Or call the Branch Information and Privacy Office at (604) 252-3010.  Reference information from the Information and Privacy Commissioner's Office of British Columbia is also available at http://www.oipcbc.org/.
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� Mandatory requirement


� Applies equally to either or both Technical Deployment and Sustainment options 
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