[bookmark: _Hlk179450918][bookmark: _Hlk179450919]Appendix B: Proposal Response Form

Proponent’s Proposal 
Opportunity ID [@@Drafter: Enter the Opportunity ID@@] for
[@@Drafter: Enter the Opportunity Description@@]

[@@Note to Drafter: Consider leaving all drafting instructions in this appendix until content is finalized, as the instructions can help reviewers and can continue to inform how best to prepare the template. The version date should also stay in the footer to help the reviewers confirm that the most recent version is being used.@@]

Part 1: Instructions for Proponents
Areas for Proponents to enter text are identified with orange text fields. Click on the field and you can start entering text. The fields should expand to accommodate your text. Note: This Appendix B Proposal Response Form or a form substantially similar to this template must be prepared and completed to the extent applicable; and must be submitted as the Proponent’s Proposal.
This Proposal Response Form includes “Response Guidelines” which are intended to assist Proponents in the development of their Proposals. 
The Response Guidelines are not intended to be comprehensive. Proponents should use their own judgement in determining what information to provide to demonstrate that the Proponent meets or, if applicable exceeds the Province’s expectations with respect to a particular response guideline.
Proposals should not contain links to information that is not set down directly in the Proponent’s Proposal. Should this occur, the Province may disregard any referred to source of information that is not contained in the Proposal being evaluated.
Please expand any response tables in this Appendix as needed to accommodate Proponent’s response. Proponents should not cross reference any answer pertaining to one question in relation to an answer that may be made to a different question. 
Proponents should include a detailed response to each of the Response Guidelines using this Appendix B.

Part 2: Proponent Identification
	Proponent’s Legal Name, as well as “Doing Business as Name”, if applicable
	Proponent: Click here to enter text.
	Proponent’s Primary Office Address 
(Add all details relating to the street address. Do not use a P.O. Box)
	Proponent: Click here to enter text.
	Proponent’s Toll-free Telephone Number, if applicable
	Proponent: Click here to enter text.
	Proponent’s Website Address, if applicable
	Proponent: Click here to enter text.
	Authorized Representative’s Name
	Proponent: Click here to enter text.
	Authorized Representative’s Title
	Proponent: Click here to enter text.
	Authorized Representative’s Email Address
	Proponent: Click here to enter text.
	Authorized Representative’s Phone Number
	Proponent: Click here to enter text.
	Authorized Representative’s After-Hours Emergency Number
	Proponent: Click here to enter text.


Part 3: Alternative Authorized Representative Information
	[bookmark: _Hlk39745243]If the Proponent would like someone other than the authorized representative identified in Part 2 to receive any future communications regarding this Proposal, please identify that person below.

	Proponent Contact’s Name
	Proponent: Click here to enter text.
	Proponent Contact’s Title
	Proponent: Click here to enter text.
	Proponent Contact’s email Address
	Proponent: Click here to enter text.
	Proponent Contact’s Phone Number
	Proponent: Click here to enter text.
	Proponent Contact’s Address
	Proponent: Click here to enter text.


Part 4: Subcontractor Information
If the Proponent intends to use any subcontractor(s), the Proponent should provide the information called for below (expand Table as necessary).
	Legal Name of the Subcontractor, as well as “Doing Business As” name if applicable 
	Proponent: Click here to enter text.
	Subcontractor’s business address
	Proponent: Click here to enter text.
	Subcontractor role in the delivery of the goods and/or services
	Proponent: Click here to enter text.


[bookmark: _Hlk179450792]Part 5: Submission Declaration
This Part 5 is required to be prepared and signed by a person authorized to sign on behalf of the Proponent with the intent to bind the Proponent to the RFP and to the statements and representations in the Proponent’s Proposal. 
Signature Requirements for Proposals Submitted Electronically Through BC Bid: In the case of Proposals submitted electronically through BC Bid (if permitted) by a Proponent with a Business BCeID and that is registered to submit its Proposal electronically through BC Bid, the signature requirement will be met by clicking the “I Agree and Submit” button that follows the pop-up advisory associated with Proposal submission without the need for a signature in the space below.
Signature Requirements for Email and Hard Copy Submissions: For Proposals submitted by email or hardcopy (if either submission method is permitted), this signature requirement must be met through a signature of the Proponent’s authorized representative in the space below. 
Note to Proponents: The permitted delivery methods are initially set out in the “Delivery of Submissions” table on the cover page to the RFP and are indicated in the “delivery of submissions section” of the “overview” menu tab of BC Bid.
By submitting a Proposal, the Proponent:
i. if the Proponent is not a Registered Supplier, the Proponent agrees to the terms and conditions of the BC Bid Terms and Conditions of Use; 
ii. agrees to all of the terms, conditions, and process rules of the RFP; 
iii. agrees to be bound by the statements and representations made in the Proposal; 
iv. confirms it has conducted such investigations as were prudent and reasonable in preparing its Proposal; and
v. for those Proponents submitting by email or hardcopy, affirms and declares that the Proponent’s authorized representative’s name being signed, or an image of that signature being affixed on this form, will constitute the Proponent’s legally binding signature.

________________________________________________________________________
Signature of the Proponent’s authorized representative

________________________________________________________________________
Print name of the name of the Proponent’s authorized representative

Date: ___________________________________________________________________


Part 6: Requirements and Response Guidelines (Questions and Answers)
Proponents are reminded to carefully review and comply with the instructions in Part 1 of this Appendix B: Proposal Response Form.
[@@Note to Drafter: Please be mindful to include all questions for evaluation in this Proposal Response Form. In the sections and sub-sections in this Part 6 you’ll describe what qualifications a Proponent should possess. These are the qualifications against which you’ll evaluate the Proponent. Qualifications should align with the Scope of the RFP.
Each section or sub-section should have one or more response guidelines. Response guidelines provide guidance to the Proponents about what they should provide or describe to help demonstrate that they meet or exceed the requirements in the section or sub-section. One way to think of response guidelines is as the questions that you’re asking Proponents to answer – you’ll then evaluate their answers. In general, the better the answer demonstrates that the Proponent meets or exceeds the requirements described in the section or sub-section, the higher the score the Proponent will receive for that response guideline.
Each response guideline needs to identify the number of points it is worth in the evaluations. You may also identify a minimum score that a Proponent will need to receive on their response to that response guideline. If a Proponent does not meet that minimum score, their entire Proposal will receive no further consideration.
Other than the instructions to Proponents in Parts 1, 2, 3, and 4 and the section on Pricing, all the content below in this Proposal Response Template including section and subsection titles and tables, are examples. Edit them or replace them with what’s appropriate for your RFP.
To give you ideas of what to include in portions of this document, example text is identified with purple text. Replace the example text with your own that better suits your particular RFP. Be sure to delete all example text before issuing your RFP.@@]

1. [Example Heading] Desired Capabilities
	Response Guideline 1
	Points Available
	Minimum Score

	
	[@@Drafter: Enter a number@@]
	[@@Drafter: Enter a number or “N/A”@@]

	Instructions for Proponents:
[@@Note to Drafter: Tee up the questions regarding desired capabilities with a statement regarding the preferred capability followed by probing questions to evaluate. Example text is in purple below.@@]

[Example text] The Province has the following preferences with respect to the desired capabilities of Proponents:
a) Proponents should have significant capabilities that provide support the smooth and professional delivery of the provision of the goods and/or services that the Ministry is seeking.
b) Proponents should be skilled at managing its business relationship with its customers and with its customer’s other key service providers.

	1. [Example text] Describe Proponent’s organization capabilities, history, and background and how the Proponent organization’s capabilities, history, and background make it a desirable, stable and reliable provider of the same or substantially similar goods and/or services as described in the RFP to organizations with complexity comparable to that the Ministry.

	Proponent: Click here to enter text. The field will expand to accommodate your text.
	2. [Example text] Describe what skills, practices, policies and procedures, training, if any, the Proponent or its personnel may have that are aimed at helping to ensure that your relationship with your business customers and its key service providers is managed carefully and with sensitivity.

	Proponent: Click here to enter text. The field will expand to accommodate your text.
	3. [Example text] Describe a difficult situation with a customer that you have had in the past and how the skills, practices, policies and procedures, training that you may have referred to in the preceding question helped you stabilize and, if applicable, repair the relationship.

	Proponent: Click here to enter text. The field will expand to accommodate your text.


2. [Example heading] Desired Experience
	Response Guideline 2
	Points Available
	Minimum Score

	
	[@@Drafter: Enter a number@@]
	[@@Drafter: Enter a number or “N/A”@@]

	Instructions for Proponents:
[@@Note to Drafter: Any section in the RFP that requests experience should include a description of a “meets requirements” response. For example, the RFP could state: “The Proponent should have a minimum of x years within the past x years of the RFP Issue Date providing services of a similar scope and complexity as the services described in the RFP” followed by the questions pertaining to desired experience to be evaluated. Tee up the questions with the preferred desirable specific requirements here followed by as many questions as needed.@@]

[Example text] Proponents should have been in the business of providing the same types of and similarly comparable goods and/or services required by the RFP; to organizations with a size and complexity comparable to that of the Ministry, for a minimum [@@Drafter: enter number of years, e.g. five (5)@@] consecutive years prior to the Issue Date. 

[@@Note to Drafter: Adjust to suit years of experience but always peg to the Issue Date.@@]

	1. [Example text] Describe Proponent’s experience providing the same types of and similarly comparable goods and/or services required by the RFP; for at least [@@Drafter: enter number of years, e.g. five (5)@@] years prior to the Issue Date to organizations with a size and complexity comparable to that of the Ministry.

	Proponent: Click here to enter text. The field will expand to accommodate your text.

	2. [Example text] Describe what certifications and/or ratings, if any, that Proponent’s organization may possess that support and indicate that Proponent has substantial experience providing the goods and/or services required by the RFP.

	Proponent: Click here to enter text. The field will expand to accommodate your text.
	3. [Example text] Describe what training, policies, procedures, and educational programs Proponent has in place to keep current in the field, observing best practices and ensuring that its personnel employ best practices, remain well trained and educated to be current in the field so that the delivery of the goods/and or services required by the RFP are optimally delivered. 

	Proponent: Click here to enter text. The field will expand to accommodate your text.





3. [Example Heading] Pricing
[@@Note to Drafter: There are important pricing rules in this Appendix B Proposal Response Form that cross reference and supplement the pricing rules set out in RFP section 2.8. It is important that Appendix B: Proposal Response Form’s general pricing rules set out at section 3.1 below remain set out in Appendix B Proposal Response Form.@@]
3.1 Pricing Rules and Requirements
	Pricing Rules and Requirements
	Points Available

	
	[@@Drafter: Enter a number@@]

	Instructions for Proponents: 
Proponents take note of the following pricing rules and requirements.
a) Proponent pricing quoted will be taken to mean and deemed to be:
i. in Canadian dollars;
ii. inclusive of all duties and delivery charges or other costs or expenses that may be incurred with respect to the RFP goods and/or services being delivered to the destination(s) specified by the RFP, and until such delivery as specified in the RFP, all risk of loss and title (if any) remains with the Proponent (as Contractor); and 
iii. exclusive of any applicable taxes.
b) In addition, the following rules apply to pricing bid by Proponents: 
i. RFP section 2.8 regarding pricing and its provisions are incorporated herein by this reference. 
ii. Rates should not be expressed as a range. If hourly rates are called for by the RFP, then if any hourly rate is expressed as a range of hourly rates, then and in that event the Province will take the lowest numerical value in the range for purposes of evaluation and any resulting Contract.
iii. Discounts should not be expressed as a range. If a discount on some stated pricing item(s) is called for by the RFP, then if any discount is expressed as a numerical range, then and in that event the Province will take the highest numerical value in the range for purposes of evaluation and any resulting Contract.
iv. All pricing bid is required to be unconditional and unqualified. If any pricing bid does not meet this requirement, the Proponent’s Proposal may be rejected resulting in the Proponent being eliminated from the RFP competition. 
v. Failure to provide pricing where required by the RFP will result in the Proponent’s Proposal being rejected resulting in the Proponent being eliminated from the RFP competition.
vi. A fixed fee should not be expressed as a range. If the RFP calls for a fixed fee to bid and the fixed fee is expressed as a range, then and in that event the Province will take the lowest numerical value in the range for purposes of evaluation and any resulting Contract.
[@@Note to Drafter: Rule (vii) may not be appropriate in all cases, particularly if there are various prices that are called for and some of them are optional. Speak to Procurement Services Branch and Legal Services Branch if you think that any modifications to (vii) are required.@@]
vii. Entering the numerical figure of “$0”, “$zero”, or the like in response to a call for a specific dollar amount will result in the Proponent’s Proposal being rejected resulting in the Proponent being eliminated from the RFP competition.
[@@Note to Drafter: RFP sec. 2.8, in addition to other pricing content, provides that pricing remains firm throughout the duration of the Contract unless otherwise specified in the RFP. The RFP drafter should not leave the determination of price to be open or negotiable on Contract extension. Instead, some method, if adjustment is desired, should be added to the pricing rules list. For example and without recommending this clause, as each clause must be carefully considered by the purchasing Ministry and vetted by an appropriate business SME for suitability and economic risk, an example might be:@@]
viii. [Example text] The Contract will provide that the Contractor may request an increase in the bid pricing for any extension term of the Contract, limited to any increases, if any, as supported by the Canadian Consumer Price Index or 3% whichever is lower.

	[@@Note to Drafter: Clearly describe what is to be included in the price(s) proposed.@@] 



3.2 Pricing Collection
Instructions for Proponents:
[@@Note to Drafter: Describe how pricing will be collected. Build a simple table below to collect pricing to help Proponents avoid incomplete or non-compliant bids.@@]
3.3 Pricing Evaluation
Instructions for Proponents:
[@@Note to Drafter: Describe how pricing will be evaluated. For example, if the RFP requires that a fixed fee be bid: 
Proponents will be ranked and points awarded as follows:

@@]

FIPPA Collection Notice
[@@Note to Drafter: FIPPA requires the position or title, and the email address at minimum, in the below text. The contact information requested could be the Official Contact or someone in the Ministry to answer FIPPA questions.@@]
Any personal information [as defined in the British Columbia Freedom of Information and Protection of Privacy Act (“FIPPA”)] provided on this Proposal to the Request for Proposals (RFP) is being collected pursuant to section 26(c) of FIPPA and will be used to assess the Proponent’s Proposal. If you have any questions about the collection or use of this personal information, please contact:
[@@Drafter: Enter position or title@@], [@@Drafter: Enter email address@@]
[End of Appendix B]
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