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Non-Binding Request for Quote (NRQ)
[@@Note to Drafter: 
a) Delete all @@ texts after filling out this template (including these instructions).
b) Fill out and finalize all sections except for the Supplier Name and Supplier Email Address.
c) Buyer is free to make as many copies of the filled-out template as the number of Suppliers to whom this NRQ form will be sent.
d) Send the NRQs to the Suppliers separately (do not use the BCC function to send one copy of the template to multiple Suppliers).
e) Maintain records of all NRQs.
f) If a fillable/dropdown box for text/date is accidentally deleted or text was typed in place of the @@ texts, use the ‘Undo Typing’ function to undo the action. 
g) Note that static text cannot be modified.@@]

Issue Date: [@@click to insert date@@]
[@@Note to Drafter: Click on the dropdown and select the date the NRQ is sent to Suppliers.@@]
NRQ ID Number: [@@click to insert number@@]
[@@Note to Drafter: Buyer is free to assign its own ID number to suit its needs and should maintain a record of all such numbered NRQs as part of its responsible, policy-compliant document management processes.@@]
NRQ Title: [@@click to insert title@@]
[@@Note to Drafter: Buyer to add a short descriptive title that will be meaningful to Suppliers and the purchasing Ministry.@@]
To: [@@click to insert Supplier name@@] (“Supplier”)
[@@Note to Drafter: Supplier information is optional and no specific Supplier information is required to be provided at issuance. Buyer is free to add a Supplier name to which this copy of the NRQ is being sent by email.]
Supplier Email Address: [@@click to insert Supplier email address@@]
[@@Note to Drafter: Enter Supplier email address. Note: the NRQ is to be sent to Suppliers by email.@@]
From: Ministry of [@@click to insert Ministry name@@] (“Ministry”)
[@@Note to Drafter: Enter the name of the purchasing Ministry. A Ministry should not be using the NRQ to effect a joint purchase between multiple Ministries.@@]
Quote Submission Date: [@@click to insert submission date@@]
Quotes should be received by the Ministry before 11:59 p.m. Pacific Time. For more information, please refer to NRQ Term and Condition #10.

Re:  Non-binding Request for Quote (“NRQ”)
A. This NRQ is being sent to you in relation to the Ministry attempting to get quotes from different Suppliers for the goods and/or services described below subject to the NRQ Terms and Conditions.
The goods and/or services the Ministry requires are described in Appendix A, which is attached to this document and made part of it.
[@@Note to Drafter: If purchasing goods, provide a clear description of the location of where the goods will be delivered and the preferred delivery date. If the NRQ is for services only, delete this section.@@]
The goods need to be delivered to: [@@click to insert location@@] no later than [@@click to insert date@@].
[@@Note to Drafter: If purchasing services, provide the start date and anticipated end date of the services. If the NRQ is for goods only, delete this section.@@]
The services are needed to start no later than: [@@click to insert start date@@] and it is anticipated that duration of delivery of such services will be up until [@@click to insert end date@@].
B. With respect to the supply of the good(s) and/or service(s) referenced in this NRQ, the Supplier should provide a detailed quote that describes the Supplier’s:
i. Ability to perform within the above-mentioned timeframes;  
[@@Note to Drafter: Supplier will indicate in the quote if they can perform the services/deliver the required goods.@@]
ii. Experience: [@@click to insert experience@@];
[@@Note to Drafter: Buyer should provide a very brief statement here as to the degree of experience desired, e.g., performing the services for at least 5 consecutive years from the NRQ Issue Date. Details can be provided in Appendix A. If not applicable, then Buyer to type N/A.@@]
iii. Ability and willingness to provide the good(s) and/or service(s) at the location: [@@click to insert description@@];
[@@Note to Drafter: Buyer should provide a very brief statement as to location, e.g. warehouse, building, online etc. If not applicable, then Buyer to type N/A.@@]
iv. Pricing and/or Rates; and
v. Additional Information: [@@click to insert additional information@@].
[@@Note to Drafter: Buyer should request any other information that will act as criteria and assist in the evaluation of the quotes, e.g., social/environmental/local. Buyer should provide a very brief statement as to location, e.g., warehouse, building, online. If not applicable, then Buyer to type N/A.@@]
[@@Note to Drafter: Evaluation - Buyers should read NRQ Terms and Conditions #2 and #3 below. It is important to understand that the evaluation involves all five items listed above as (i)-(v), but no specific weights are to be used as the selected quote should represent the best value to the Ministry taking into account all the factors. While a formal evaluation is not required, Ministries must nonetheless document the reason for its selection of a particular quote if a contract is originated through the NRQ.
Depending on the requirement, Buyers are encouraged to invite local/small and medium Suppliers and are also encouraged to include social and environmental criteria in their evaluations/selections. The NRQ does not require sharing of evaluation methodology/criteria with the Suppliers; however, an indication of social/environmental criteria could be added to item B. (v) above or in Appendix A.
Policy Reminder: CPPM 6 Policy 31 prohibits contract splitting, so if the same vendor keeps winning an NRQ for the same goods/services within the year, that could easily exceed the monetary limits set by the NRQ rules for goods and services and could import procurement risk.@@]
C. Ministry Contact for this NRQ is:
[@@Ministry Contact Name@@]
[@@Ministry Contact email address@@]
D. NRQ Terms and Conditions: [@@Note to Drafter: None of the sections of this template and the terms and conditions are to be modified/changed. Any change to the template invites procurement risks. No mandatory criteria or language such as ‘must’ should be added to the NRQ in Appendix A. Buyers should carefully review and apply all the rules below, making sure that nothing in Appendix A contradicts or impairs the NRQ form or these rules.@@]
1. This NRQ is not a tender notice or request to submit a tender in response to a competitive procurement covered by applicable trade agreements. 
2. The Ministry is under no obligation to formally evaluate any quote submitted in response to this NRQ; however, if the need remains for the requested goods and/or services, the Ministry will select the quote (if any) for contract negotiations that represents, in the sole discretion of the Ministry, the best value taking into account the Supplier’s responses to the information requests contained in section B of the NRQ, including as such information requests may be referred to in NRQ Appendix A. 
3. The lowest quote may not be accepted, and the Ministry may reject any or all quotes submitted. 
4. The NRQ can be used to purchase a combination of goods and services. Readers must assess whether the Goods Price Limit or the Services Price Limit applies to the contemplated procurement. The threshold associated with the largest portion of the procurement should be used. See “Estimating the Value of an Opportunity” within the Procurement Practice Standard. Provided that the estimated procurement value is below the applicable threshold, the NRQ can be used.”
5. Goods: any quote that pertains to goods must be less than $10,000 CAD which must include all costs, fees, expenses, any recurring purchase of the goods covered by the quote, and other charges (but exclusive of applicable taxes) (the “Goods Price Limit”). 
6. Services: any quote that pertains to services must be less than $75,000 CAD which must include all: (i) costs, fees, expenses, and other charges; and (ii) all potential options for extensions or renewals (but exclusive of applicable taxes) (the “Services Price Limit”).
7. The NRQ process must not be utilized to obtain construction services. 
8. Do not submit a quote if the quote will exceed the applicable Goods Price Limit or Services Price Limit.
9. Any quote that exceeds the applicable Goods Price Limit and/or Services Price Limit will be disregarded.
10. The Supplier may withdraw its quote at any time prior to the point that a fully signed contract has been entered into between the Ministry and the Supplier pertaining to the goods and/or services. Likewise, the Ministry may terminate negotiations with a Supplier at any time prior to the point that a fully signed contract has been entered into between the Ministry and the Supplier pertaining to the goods and/or services. The form of contract and all of its terms and conditions will be subject to negotiation, but in any case, any contract will be, in all respects, satisfactory to the Ministry and will likely include provisions found in the standard Government of BC General Service Agreements together with, if applicable, other terms and conditions pertaining to the purchase of goods.
11. Quotes received by the Ministry after the Quote Submission Date may be disregarded. 
12. Only one (1) contract may be procured through each NRQ process.
13. The Ministry may cancel the NRQ at any time prior to the point that a fully signed contract has been entered into between the Ministry and the Supplier pursuant to the NRQ.


Appendix A: Requirements/Scope of Services
[@@Add (or copy/paste) the scope of services/requirements in this expandable section.@@] 
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