Single Use Request for Qualifications Template – Notes to Drafter

Drafting tip: Consider leaving all drafting instructions in the SURFQ until content is finalized, as 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.
This Single Use Request for Qualifications (SURFQ) template is designed to pre-qualify and shortlist Supplier organizations to participate in a subsequent solicitation, if any. The SURFQ is not to be used to qualify pricing, subcontractors or key personnel as this may lead to downstream difficulties in the subsequent solicitation.
If you need assistance filling out the template, or have questions related to a specific procurement you’re drafting, please contact your ministry’s procurement contacts or Procurement Services Branch at procurement@gov.bc.ca or 250 387-7300. If you’re contemplating editing any of the language of the SURFQ template, will be using a custom form of contract, or have any questions regarding legal matters and the Province’s legal and trade agreement obligations, please contact Legal Services Branch. To find out who your Legal Services Branch client services coordinator is, go to Legal Services Branch Client Assistance.

Instructions
Notes to the SURFQ drafter are [@@fuchsia and in brackets@@]. Follow the directions in the notes and delete all the notes before issuing your SURFQ. To search for all the notes, hold down the “Ctrl” button on your keyboard and press the “F” key. Type “@@” into the navigation field that opens and press “Enter”. You’ll then be able to see all the notes to the drafter in the SURFQ template.
Areas that require input from the drafter are marked with fields in fuchsia text [@@like this @@]. To enter text into those fields just click on the field and start typing.
[@@Delete this Notes to Drafter page before posting the SURFQ.@@]
If you have any feedback or suggestions related to this template, please send them to  procurement@gov.bc.ca.

[image: ]
MINISTRY OF [@@Ministry Name@@]
Single Use List Request for Qualifications
[@@Opportunity Description@@]

	Opportunity ID:
	[@@Number@@]

	Issue Date:
	[@@Date@@]

	Closing Date and Time (Pacific Time):
	[@@Date and Time@@]



Note to Suppliers: Suppliers are encouraged to register for a BC Bid account, and to subscribe to the e-Bidding service. Only registered BC Bid users who are subscribed to the e-Bidding service can make electronic Responses on BC Bid. Registered users of BC Bid can also subscribe to BC Bid’s email notification service in order to receive notices regarding opportunities organized by commodity codes selected by the registered user, procurements, and Amendments. BC Bid e-bidding is an annual fee-based subscription service and the duration of the registration process for e-bidding may vary for different users. Suppliers should refer to the BC Bid website or contact 250-387-7301 for further information. Only registered BC Bid users receive updates and notifications. Suppliers submitting by email or hard copy, if permitted for this SURFQ, will not receive such updates.

Delivery of Submissions
Submissions must be submitted using one of the following delivery methods:
[@@Note to Drafter: Delete Submission delivery methods that are not being used in your SURFQ. Do not edit the specific clauses related to submission method.
The Initial Intake Date and Time should be a minimum period of not less than 40 calendar days from the issue date. See the sufficient time posting guidelines. 
Even if a submission method is not being used, do not edit the definitions set out in section 2 or the Terms and Conditions set out in section 3 that might refer to the deleted submission method. 
It is advisable that the Official Contact email address and the email address to deliver emailed Responses (if applicable) be the same to avoid confusion for Suppliers.@@]
BC Bid Electronic Submission: Submit an electronic Submission using BC Bid. Submissions must be in accordance with the requirements set out in the process rules of the subject RFx. Only pre-authorized electronic bidders registered on the BC Bid system can make an electronic submission using the BC Bid system. 
Or
Email Submission: Submit a Submission by email. Submissions by email must be submitted to the email address specified below in accordance with the email submission instructions set out in the process rules for the subject RFX. Include the opportunity description and ID in the subject line of the email.
[@@Email Address@@]
Or 
Hard Copy Submission: Submit one (1) paper hard copy of Your Submission. Submissions made in this manner should be contained within an envelope clearly marked with Your name and address, the opportunity description and ID and must be submitted by hand or courier to the physical address specified below:
[@@Hard copy delivery address@@]

Official Contact
[@@Name@@], [@@Title@@]
[@@Email Address@@]
Enquiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries" interface, if available, or the email address identified on the "opportunity details" tab. Information obtained from any other source is not official and should not be relied upon. Other information and rules regarding enquiries are set out in the "process rules" tab or within the attached RFx documents.
Enquiries Deadline: Refer to the “overview” tab within BC Bid. Suppliers should send questions to the Official Contact before this time. Questions received after the deadline may not be answered. 
Enquiries and any responses providing new information will be recorded and posted to BC Bid or otherwise distributed to Respondents. Despite the foregoing, the Province may choose in its sole discretion not to respond, respond in whole or in part, or reformulate enquiries in whole or in part. The Province may in its sole discretion choose whether to post any such enquiries (as reformulated if reformulated) and responses to BC Bid or otherwise distribute to Respondents.

Supplier Meeting
[@@Note to Drafter: Select the applicable option and delete the other. Additional option: replace “Supplier meeting” with “scheduled site visit”. If the meeting is mandatory, include as a requirement in the mandatory criteria section.@@]
A Supplier meeting will be held before the Closing Date and Time at:
[@@Click to insert date@@] [@@Click to insert time@@]
[@@Click to Insert Address@@]
Attendance is [@@Click to select Optional or Mandatory from dropdown@@]

Oral questions will be allowed at the Supplier meeting; however, questions of a complex nature, or questions where the Supplier requires anonymity, should be forwarded in writing to the Official Contact prior to the meeting. By attending the Supplier meeting, the Supplier consents to a transcript or minutes of the meeting being taken by the Province and an audio or audio-visual recording being taken to assist the Province in producing the transcript or minutes. Responses to questions proposed in writing or orally during the Supplier meeting, and any clarification or revision of answers or other information provided during the Supplier meeting (collectively the “Minutes”) will be posted to BC Bid or otherwise distributed to Respondents. Further to the above, the Province reserves the right, in its sole discretion:
· to respond to questions submitted prior to the Supplier meeting or asked during the Supplier meeting by making such response within the Minutes rather than responding to such questions during the Supplier meeting; 
· to clarify or revise any response or information in the Minutes that were given during the Supplier meeting and the version in the Minutes will prevail; and to not answer questions orally or in writing, answer questions orally or in writing in whole or in part, or to reformulate questions (whether asked during the Supplier meeting or submitted in writing prior to the Supplier meeting) and to reflect a response, if any, in the Minutes.
Any personal information [as defined in the British Columbia Freedom of Information and Protection of Privacy Act (“FIPPA”)] provided by a Supplier at the Supplier meeting is being collected pursuant to section 26(c) of FIPPA and will be used to respond to Supplier enquiries or for the purposes of producing a transcript or minutes of the Supplier meeting to Suppliers. If you have any questions about the collection or use of this personal information, please direct your questions to the contact identified at the end of Appendix A (Respondent Qualification Response Form) under the heading “FIPPA Collection Notice”.
Or
A Supplier meeting will not be held.


Table of Contents
[@@Note to Drafter: Be sure to update this table of contents before issuing your SURFQ. To update the table, right-click on it, click “Update Field”, choose “Update Entire Table” (if given the option), and press “Okay”.@@]
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1. [bookmark: _Toc177392815][bookmark: _Toc231995397]Summary of the Opportunity

[@@Note to Drafter: This section is intended to provide a high-level description of the Services covered by the SURFQ. Suppliers should be able to read this section and have just enough detail to know whether they might be interested in the opportunity and reading the SURFQ further. 
Be brief in this section; there are specific sections later in the SURFQ where more granular details should be provided about the Services and the qualifications a Respondent should have, and how Responses will be evaluated.@@]
Interested Suppliers are invited to submit a Response to this SURFQ for the opportunity to be evaluated and determined if they will pre-qualify and be shortlisted as Qualified Respondents to be eligible to put in a proposal to a subsequent Solicitation, if any. Only Qualified Respondents will be sent and may respond to a subsequent Solicitation, if any.

2. [bookmark: _Toc231995398]Definitions used in this Single Use Request for Qualifications

Throughout this Single Use Request for Qualifications (SURFQ), the following definitions apply (and the singular is interchangeable with the plural): Some definitions contain cross references to other defined terms of like meaning that may be found in BC Bid.
[@@Note to Drafter: The default definitions below may not be deleted or edited without advice from Legal Services Branch. However, you may add additional definitions as needed. Insert any additional definitions into the list below ensuring the entire list is in alphabetical order. Consider consulting Legal Services Branch to ensure that additional definitions do not impair base definitions.@@]
“Addenda” means all additional information regarding this SURFQ including Amendments to the SURFQ. The “Addenda” menu tab is located on the left margin of the specific opportunity in the BC Bid application. Suppliers may need to select and set the symbol denoted as “>>” to reveal the menu tab items.
“Amendment” means a change to the SURFQ that results in posting an updated version of the SURFQ requiring Respondents to submit a new Response to the SURFQ as amended. Amendments will be noted in the amendment reason section of the “Overview” menu tab located on the left margin of the specific opportunity in the BC Bid application. Suppliers may need to select and set the symbol denoted as “>>” to reveal the menu tab items.
“BC Bid” means BC Bid located at https://www.bcbid.gov.bc.ca.
“BCeID” means a password ID that is required if a Respondent intends to prepare and submit Responses electronically using BC Bid. See the BCeID website for more information. 
“Change” means, in respect of a Respondent or Qualified Respondent, a change in qualifications, point of contact information for notices, or in business entity name or structure and “Changed” has a corresponding meaning.
“Closing Date and Time” means the closing time and date for this SURFQ as set out in the “RFx general information” section of the “overview” menu tab; and as initially set out on the cover page to the SURFQ.
“Closing Location” means, as applicable, the hard copy delivery location; email address; or BC Bid for the submission of Responses as indicated in the “delivery of submissions” section of the “overview” menu tab and as initially set out on the cover page to the SURFQ.
“Contract” means a written agreement executed by the Province and the Contractor as a result of a Solicitation, if any.
“Contractor” means a Proponent to the Solicitation that enters into a Contract with the Province.
“Enquiries Deadline” means the preferred cut-off date for Supplier questions set out on the “overview” tab within BC Bid. Supplier questions received after this date, if applicable, may not be answered. 
“Government Electronic Mail System” means the electronic mail system of the Province.
“Issue Date” means the date the SURFQ was posted to BC Bid as set out in the “RFx general information” section of the “overview” menu tab; and as initially set out on the cover page to the SURFQ.
“Ministry” means the Ministry of [@@Drafter: Click here to enter the Ministry name.@@] issuing this SURFQ and includes the Province. 
“Must”, or “mandatory” means a requirement that must be met in order for a Response to receive consideration.
“Official Contact” means the individual named on the “opportunity details” menu tab for the SURFQ serving as the official SURFQ contact person for the Province, and as initially set forth on the cover page of this SURFQ
“Proponent” means a Qualified Respondent that submits a Submission in response to a Solicitation, if any. 
“Province” means His Majesty the King in right of the Province of British Columbia and includes the Ministry.
“Qualified Respondent” means a Respondent that as a result of meeting the qualifications and requirements described in this SURFQ is shortlisted by this SURFQ and is permitted to submit a proposal to the Solicitation.
“Registered Supplier” means a Respondent that has a BC Bid account, and includes a Respondent with a Business BCeID that is registered to submit its Responses electronically through BC Bid. 
“Respondent” means a single legal entity with the legal capacity to contract (excluding its parent, subsidiaries or other affiliates) or natural person with the legal capacity to contract, that submits a Response, (see also “You” and “Your”).
“Response” means a written response to the SURFQ and includes the information and documentation, if any, required by the applicable Response Form(s), including Appendix A (Respondent Qualification Response Form) that is submitted by a Respondent (see also “Submission”).
“Response Form” means Appendix A (Respondent Qualification Response Form), and any other document that is required to be submitted, if any, as part of a Response. 
“RFx” has the same meaning as SURFQ as the term may appear in BC Bid, the Submission Declaration or BC Bid pop-up advisories associated with submitting a Response.
“Should”, or “desirable” means a requirement having a significant degree of importance to the objectives of this SURFQ.
“Single Use Request for Qualifications” or “SURFQ” means this pre-qualification shortlisting process described in this document and, including any attached or referenced appendices, schedules or other documentation and as may be modified in writing from time to time by the Province by Addenda.
“Solicitation” means a separate competitive process that may be issued to Qualified Respondents, for the provision of the services described in this SURFQ. 
“Submission” as used in the Submission Declaration and within BC Bid and its pop-up advisories related to this SURFQ has the same meaning as Response.
“Submission Declaration” means the portion of Appendix A (Respondent Qualification Response Form), entitled “Submission Declaration”.
“Successful Proponent” means any Proponent who is awarded a Contract through the Solicitation process, if any.
“Tax Verification Letter” means a letter issued by the Province’s Ministry of Finance to verify that a Contractor meets its applicable B.C. corporate income tax filing obligations and provincial sales tax (PST) filing and payment obligations, which may be required to be produced as a condition of Contract finalization in relation to the Solicitation, if any.
“You” and “your” as used in any pop-up advisories related to this SURFQ has the same meaning as Respondent.

3. [bookmark: _Toc231995399]The Terms and Conditions of this Request for Qualifications

[@@Note to Drafter: Other than deleting this note, no edits may be made to this section 3 without advice of Legal Services Branch.@@]
3.1 [bookmark: _Toc231995400]Acceptance of Terms and Conditions
Submitting a Response indicates acceptance of all the terms and conditions set out in the SURFQ, including all appendices, Addenda, and these SURFQ process rules. 
a) A Response must be signed by a person authorized to sign on behalf of the Respondent with the intent to bind the Respondent to the rules and requirements of the SURFQ and to the statements and representations in the Respondent’s Response: 
b) For Responses submitted by a Respondent with a Business BCeID that is registered to submit its Response electronically through BC Bid, clicking the “I Agree and Submit” button that follows the pop-up advisory associated with Response submission constitutes the signature of the Respondent and is acceptable without additional signature. By submitting its Response electronically through BC Bid, the Respondent is agreeing to the terms and conditions of the SURFQ.
3.2 [bookmark: _Toc231995401]Submission of Responses
a) For Responses submitted by hard copy to a physical address or Responses submitted by email, Respondents must prepare and submit the Submission Declaration that forms part of Appendix A (Respondent Qualification Response Form). 
b) Responses must be received before the Closing Date and Time at the Closing Location using one of the permitted submission methods set out in the “delivery of submissions” section of the “overview” menu tab of this SURFQ. Responses must not be sent in a manner not authorized by this SURFQ, except in the circumstances set out in the subparagraph (h) to this section below. The Respondent is solely responsible for ensuring that, regardless of the submission method selected, the Province receives a complete Response, including all attachments or enclosures, before the Closing Date and Time.
c) For electronic submissions (BC Bid or email), the following applies:
i. The Respondent is solely responsible for ensuring that the complete electronic Response, including all attachments, is received before the Closing Date and Time;
ii. The maximum size of any attachment uploaded to BC Bid electronically, is required to be 500 MB or less;
iii. The maximum size of each email attachment is required to be 20 MB or less (Respondents are solely responsible for ensuring that email Response submissions comply with any size restrictions imposed by the Respondent’s internet service provider);
iv. Respondents should submit email Response submissions in a single email and avoid sending multiple email submissions for the same opportunity. If the file size of an electronic submission exceeds the applicable maximum size, the Respondent may make multiple submissions (BC Bid upload or multiple emails for the same opportunity) to reduce attachment file size to be within the maximum applicable size; Respondents should identify the order and number of emails making up the email Response submission (e.g. “email 1 of 3, email 2 of 3…”);
v. For email Response submissions sent through multiple emails the Province reserves the right to seek clarification or reject the Response if the Province is unable to determine what documents constitute the complete Response; 
vi. Attachments cannot be compressed, contain a virus or malware, or be corrupted. Attachments and must be able to be opened. Respondents submitting by electronic submission are solely responsible for ensuring that any emails or attachments are not corrupted. The Province may reject Responses that are compressed, cannot be opened or that contain viruses or malware or corrupted attachments. 
d) For email or hard copy Response submissions, including any withdrawal of a Response or any changes to a Response referred to in sections 3.6 and 3.7, the subject line of the email (or in the case of hardcopy, clear written indication) and any attachment should be clearly marked with the name of the Respondent, the SURFQ opportunity ID and the opportunity description. 
e) The Province strongly encourages Respondents using electronic submissions to submit Responses with sufficient time to complete the upload and transmission of the complete Response and any attachments before the Closing Date and Time. 
f) The Respondent bears all risk associated with delivering its Response by electronic submission, including but not limited to delays in transmission between the Respondent’s computer and the Government Electronic Mail System or BC Bid.
g) While the Province may allow for email Response submissions, the Respondent acknowledges that email transmissions may be unreliable. The Respondent is solely responsible for ensuring that its complete email Response submission and all attachments have been received before the Closing Date and Time. If the Respondent receives any email confirmation from the Province that is associated with an email Response submission, despite the content of such email, any such email will not serve to confirm that a complete, sufficient, or timely Response or other related submission has been made by the Respondent or received by the Province. If the Government Electronic Mail System rejects an email Response submission for any reason, and the Respondent does not resubmit its Response by the same or other permitted submission method before the Closing Date and Time, the Respondent will not be permitted to resubmit its Response after the Closing Date and Time. 
h) An alternate submission method not initially permitted by the SURFQ may be made available, at the Province’s discretion, before the Closing Date and Time, and it is the Respondent’s sole responsibility for ensuring that a complete Response (and all attachments) submitted using an approved alternate submission method is received by the Province before the Closing Date and Time. The Province makes no guarantee that an alternative submission method will be available or that the method available will ensure that a Respondent’s Response is received before the Closing Date and Time.
i) Should a Respondent elect to use submission methods (if allowed) other than submitting through BC Bid, the Respondent consents to the Province taking such steps that are necessary to input information from Respondent’s Response into BC Bid for evaluation purposes.
3.3 [bookmark: _Toc231995402]Amendments and Addenda
Respondents should continually monitor the SURFQ as published on BC Bid in the event any Amendment or Addenda to the SURFQ have the effect of requiring a Respondent to submit a new Response to the SURFQ in lieu of any Response to the SURFQ that a Respondent may have submitted before such Amendment or Addenda. All Amendments will be noted in the “amendment reason” section of the “overview” menu tab on BC Bid. All Addenda will be noted on the “addenda” tab.
3.4 [bookmark: _Toc231995403]Additional Information
It is the sole responsibility of the Respondent to check for Addenda and Amendments on BC Bid.
3.5 [bookmark: _Toc231995404]Late Responses
Responses will be marked with their receipt time at the Closing Location. Only Responses received and marked before the Closing Date and Time will be considered to have been received on time. Responses received late will be marked late and not considered or evaluated. In case of a dispute, the Response receipt time as recorded by the Province at the Closing Location will prevail whether accurate or not.
3.6 [bookmark: _Toc231995405]Responses May Be Withdrawn at Any Time
By submitting a clear and detailed written notice to the Official Contact, the Respondent may withdraw its Response at any time, including after the Closing Date and Time. However, if a Qualified Respondent withdraws its Response: 
a) before the Closing Date and Time and does not submit a new Response before the Closing Date and Time; or 
b) withdraws its Response after the Closing Date and Time
that Qualified Supplier will not be eligible to respond to a subsequent Solicitation, if any.
3.7 [bookmark: _Toc231995406]Changes to Responses
The Respondent will not change any part of its Response after the Closing Date and Time unless requested by the Province for purposes of clarification. In addition: 
a) For Responses submitted by e-mail and for hard copy Responses delivered to a physical address, by submitting a clear and detailed written notice by email to the Official Contact, the Respondent may amend its Response before the Closing Date and Time. Unless the SURFQ requires otherwise, Respondents should use a consistent submission method for submitting Responses and any amendments. 
b) For Responses submitted through BC Bid, in order to amend the Response electronically through BC Bid, the Respondent will need to copy the previous submission using the “other actions” menu and submit a new Response before the Closing Date and Time. Responses cannot be amended after the Closing Date and Time.
c) In lieu of amending a Response in accordance with above subsection b) (instance where the Response was initially submitted electronically through BC Bid), the Respondent may amend its Response by submitting a clear and detailed written notice by email to the Official Contact before the Closing Date and Time. In the case of an amendment under this subsection c) the Respondent should transmit a complete Response containing all revisions sent by email to the Official Contact as a separate attachment; and by doing so the Respondent is reaffirming its agreement to all of the terms and conditions of the SURFQ, including these SURFQ process rules.
3.8 [bookmark: _Toc231995407]Conflict of Interest, Unfair Advantage, Bias and No Lobbying
a) By submitting a Response, the Respondent confirms that the current or past employment or other interests or relationships of the Respondent do not create or lead to any actual, potential or perceived conflict of interest, unfair advantage, bias or reasonable apprehension of bias that would favor the Respondent with respect to the procurement process. A Respondent may be disqualified if the Respondent’s current or past corporate or other interests, may, in the Province’s opinion, give rise to an actual or potential conflict of interest, unfair advantage or reasonable apprehension of bias that would favor the Respondent and thereby import unfairness into the Procurement process. This includes, but is not limited to, involvement by a Respondent in the preparation of the SURFQ or a relationship with any employee, contractor or representative of the Province involved in preparation of the SURFQ or participating on the evaluation committee. If a Respondent is in doubt as to whether there might be a conflict of interest, the Respondent should consult its own advisors and notify and consult with the Official Contact prior to submitting a Response. 
b) A Respondent must not attempt to influence the outcome of the SURFQ process by engaging in lobbying activities. Any attempt by the Respondent to communicate for this purpose directly or indirectly with any employee, contractor or representative of the Province, including members of the evaluation committee and any elected officials of the Province, or with the media, may result in disqualification of the Respondent.
3.9 [bookmark: _Toc231995408]Qualified Respondent to Proponent Consistency
If a Solicitation is issued, in order to submit a proposal, a Proponent is required to be the same legal entity that comprised the Respondent that became a Qualified Respondent as a result of the SURFQ process. 
Qualified Respondents are required to provide written notice to the Official Contact of any Change that has occurred with respect to the Qualified Respondent from the time the Qualified Respondent submitted its Response (as Respondent) forward. This includes notifying the Official Contact of any Change, if any, prior to a Qualified Respondent submitting a proposal to a Solicitation, if any. 
Should any Change occur with respect to a Respondent or Qualified Respondent, whether or not they have provided the required notice of the Change, the Province reserves the right to conduct due diligence to confirm that the nature and extent of the Change and whether any such Change results in the disqualification of the Respondent or Qualified Respondent, as the case may be.
3.10 [bookmark: _Toc231995409]Evaluation
Review and evaluation of Responses in accordance with the criteria and standards set forth in this SURFQ will be by an evaluation committee formed by the Province and may include employees and contractors of the Province.
Responses will be assessed in accordance with the evaluation criteria. The Province will be under no obligation to receive further information, whether written or oral, from any Respondent. The Province is under no obligation to perform any investigations or to otherwise verify any statements or representations made in a Response.
Responses from not-for-profit agencies will be evaluated against the same criteria as those received from any other Respondents.
3.11 [bookmark: _Toc231995410]Form of Contract
The form of Contract or as applicable, clauses that may form part of the Contract will be identified in a subsequent Solicitation, if any.
3.12 [bookmark: _Toc231995411]Debriefing
At the conclusion of the SURFQ process, all Respondents will be notified. Respondents may request a debriefing meeting with the Province. At the option of the Province, any debriefing meeting will be held by audio telephone conference, in-person meeting, or some other means satisfactory to the Province.
3.13 [bookmark: _Toc231995412]Limitation of Liability and Respondents Expenses
By submitting a Response, the Respondent agrees on behalf of itself and its successors or assigns, that they will not make claims for and otherwise irrevocably waives any claims whatsoever (whether arising under contract law, tort law, administrative law or otherwise) and howsoever arising, including claims for compensation, costs, damages, expenses, losses, and loss of profits, relating to the SURFQ or with respect to the SURFQ competitive process, including claims for costs, expenses and loss of profits if no Solicitation is issued. 
Notwithstanding the foregoing, nothing in this section shall limit the right of a Respondent to access and utilize the Bid Protest Mechanism established under the New West Partnership Trade Agreement. 
Respondents are solely responsible for their own expenses in participating in the SURFQ process, including costs in preparing a Response. Notwithstanding and without any waiver of the foregoing provisions of this section, at the sole discretion of the Province, the Province reserves the right to pay a Respondent an amount equivalent to the reasonable costs incurred by the Respondent in preparing its Response.
3.14 [bookmark: _Toc231995413]SURFQ Information Disclaimer
While the Province has used considerable efforts to ensure information in the SURFQ is accurate, the information contained in the SURFQ is supplied solely as a guideline for Respondents. The information is not guaranteed or warranted to be accurate by the Province, nor is it necessarily comprehensive or exhaustive. Nothing in the SURFQ is intended to relieve Respondents from forming their own opinions and conclusions with respect to the matters addressed in the SURFQ.
3.15 [bookmark: _Toc231995414]The SURFQ Does Not Create Contractual Rights
The SURFQ should not be construed as an agreement to purchase goods or services. The SURFQ does not commit the Province in any way to issue a Solicitation or award a Contract. Notice in writing to a Respondent that it has been identified as a Qualified Respondent will not constitute any contract or Contract, nor give the Respondent any legal or equitable rights or privileges relative to the service requirements set out in this SURFQ or in any subsequent Solicitation, if any. Only if a Proponent and the Province enter into a subsequent full written Contract, as a result of the Solicitation, will a Respondent acquire any legal or equitable rights or privileges.
3.16 [bookmark: _Toc231995415]No Implied Approvals
Neither acceptance of a Response nor being deemed a Qualified Respondent constitutes any approval of any activity or development contemplated in any Response that requires any approval, permit or licence pursuant to any federal, provincial, regional district or municipal statute, regulation or by-law.
3.17 [bookmark: _Toc231995416]Reservation of Rights
In addition to any other reservation of rights set out in the SURFQ, the Province reserves the right, in its sole discretion to do any one or more of the following:
a) modify the terms of the SURFQ at any time prior to the Closing Date and Time;
b) cancel the SURFQ at any time prior to or after the Closing Date and Time;
c) not issue a Solicitation after the Closing Date and Time;
d) enter into direct commercial negotiations with a Qualified Respondent without issuing any Solicitation, if that Qualified Respondent is the only Qualified Respondent so qualified as a result of the SURFQ;
e) waive any non-material irregularity, defect or deficiency in a Response;
f) request clarification(s) from a Respondent with respect to its Response, including clarification(s) with respect to its Response on non-material administrative matters (i.e. a matter that is not scored) or where Response content is ambiguous, without any obligation to make such a request to any other Respondents, and consider such clarification(s) in evaluating the Response;
g) disqualify any Response due to unsatisfactory references or any material error, omission or misrepresentation in the Response.
h) at any time, to reject any or all Responses;
i) disqualify a Response if the Province is not satisfied that the Respondent is clearly identified;
j) at any time obtain the goods, construction and/or services described in the SURFQ by other means (including, a future solicitation) or do nothing; 
k) exclude a Respondent from participation in the SURFQ, at any point in the SURFQ process, where there is supporting evidence, on grounds of Respondent:
i. bankruptcy; 
ii. false declarations or misrepresentations;
iii. significant or persistent deficiencies in performance of any substantive requirement or obligation under a prior contract or contracts with the Province; 
iv. final judgments in respect of serious crimes or other serious offences;
v. professional misconduct or acts or omissions that adversely reflect on the commercial integrity of the Respondent;
vi. engaging in conduct prohibited by the Competition Act such as bid rigging as described in section 47 of the Competition Act, or engaging in conspiracies, agreements or arrangements between competitors as described in section 45 of the Competition Act; or  
vii. failure to pay taxes.
3.18 [bookmark: _Toc231995417]Ownership of Responses
All Responses and other records submitted to the Province in relation to the SURFQ become the property of the Province and, subject to the provisions of the SURFQ and the Freedom of Information and Protection of Privacy Act, will be held in confidence. Copyright
This document is subject to copyright and may be used, reproduced, modified and distributed to the extent necessary for the Respondent to prepare and submit a Response.
3.19 [bookmark: _Toc231995418]Confidentiality Agreement
The Respondent acknowledges that prior to the Closing Date and Time it may be required to enter into a confidentiality agreement with the Province in order to obtain access to confidential materials relevant to preparing a Response.
3.20 [bookmark: _Toc231995419]Collection and Use of Personal Information
Respondents are solely responsible for familiarizing themselves, and ensuring that they comply, with the laws applicable to the collection use, disclosure, and disposal of information, including resumes and other personal information.
3.21 [bookmark: _Toc231995420]Tax Verification Letter
The Solicitation, if any, will indicate whether a Tax Verification Letter will be required as part of Contract finalization.
3.22 [bookmark: _Toc231995421]Solicitation May Follow SURFQ
If a Solicitation follows this SURFQ, it may be a binding process that is intended to create what is known in Canadian tendering law as “contract A” or it may be a negotiated, non-binding process that is not intended to create any contract A. 
3.23 [bookmark: _Toc231995422]Shortlisting, Scores and Tie Breaking 
Shortlisting: if this SURFQ is used to shortlist less than all of the Respondents satisfying all SURFQ mandatory requirements and all minimum scores (if any) associated with the SURFQ weighted criteria, then and in that event, having fewer than the prescribed, limited number of Qualified Respondents (if so prescribed) will result in a lesser number of Qualified Respondents being eligible to submit a proposal in response to a subsequent Solicitation, if any.
No score carryover: no ranking among Qualified Respondents, nor scores attributed to the Qualified Respondents will be carried over to the Solicitation, if any. 
Tie breaker: in the event of a tie among Qualified Respondents, any tied Qualified Respondent will be eligible to put in a proposal to the Solicitation, if any. 
3.24 [bookmark: _Toc231995423]Subcontractors
While Respondents may intend to use subcontractors to deliver aspects of the services that are the subject of the SURFQ, proposed subcontractors will not be evaluated under this SURFQ; only the Respondent will be evaluated against the requirements of this SURFQ. 
If a Solicitation is issued, unless the Solicitation provides otherwise, the Proponent may propose using one or more subcontractors to deliver aspects of the services that are the subject of the Solicitation so long as the proposal identifies the Proponent as the entity that will be the Contractor that will have sole contractual responsibility for the performance of the Contract, if any. 
3.25 [bookmark: _Toc231995424]Trade Agreements
It is anticipated that if a Solicitation follows this shortlisting process, the following trade agreements may apply to that Solicitation: 
· The Canada-European Union Comprehensive Economic and Trade Agreement;
· Canada-UK Trade Continuity Agreement;
· The Canadian Free Trade Agreement;
· The Comprehensive and Progressive Agreement for Trans-Pacific Partnership; and
· The New West Partnership Trade Agreement; and
· The World Trade Organization – Agreement on Government Procurement.
Despite the identification of the trade agreements listed above, the trade agreements, if any, specified in a subsequent Solicitation will control and govern the Solicitation, if any.

4. [bookmark: _Toc231995425]Overview

[@@Note to Drafter: In this section provide a short description of the context regarding the SURFQ. This could include a description of the Ministry, background information that helps explain the purpose of the SURFQ and the subject of the services that are contemplated to be the subject of a Solicitation. Add sub-sections as needed.@@]
4.1 [bookmark: _Toc231995426]Ministry Responsibility
[@@Drafter: Click here to enter text.@@]
4.2 [bookmark: _Toc231995427]Background
[@@Drafter: Click here to enter text.@@]

5. [bookmark: _Toc231995428]Scope of Solicitation

Section 5.1 below describes at a high level the goods, services and/or construction contemplated to be procured in any subsequent Solicitation (if any), that a Qualified Respondent that may become Contractor may provide, perform and be responsible for. More specific and additional details will be set out in the Solicitation, if any. While the Ministry reserves the right to vary the contemplated initial term and any extension term(s) of any Contract that may be issue from the Solicitation, it is presently contemplated that the initial term of the Contract will be [@@Insert number of years@@] years, with [@@Insert number of extensions@@] extension options of [@@Insert number of years@@] in favour of the Ministry. 
5.1 [bookmark: _Toc231995429]Services Description (including any associated goods, if any)
[@@Note to Drafter: In this section describe, at a high level, the scope of the goods, services and/or construction that a Qualified Respondent that becomes a Contractor may provide, perform, or be responsible for. Don’t describe the qualifications that Respondents should have – you will describe those in Appendix A (Respondent Qualification Response Form). 
Be specific enough in your description of the goods and services that it will be clear to Suppliers what is broadly within the scope of the goods and/or services covered by the Solicitation, including the nature and the quantity of the goods or services to be procured or, where the quantity is not known, the estimated quantity. Include the contemplated initial term and extension term(s) pertaining to the Contract in the field above. Add sub-sections as needed.
For SURFQ related to IM/IT services: the Indigenous Languages Technology Standard outlines the requirements for government IM/IT systems to be able to read, write, store, process, and display Indigenous languages. If establishing a SURFQ related to IM/IT, please ensure your stated requirements align with the Indigenous Languages Technology Standard.@@]
[@@Drafter: Click here to enter text.@@]

6. [bookmark: _Toc231995430]How Responses will be Evaluated

6.1 [bookmark: _Toc231995431]Evaluation Process Overview and Shortlisting
[@@Note to Drafter: Insert a brief overview of the qualification review process including the approach to shortlisting and how the Supplier can become a Qualified Respondent (e.g., number eligible to be shortlisted. Additional stages can be added to the listing below and/or the sequence can be adjusted.@@]
6.1.1 [bookmark: _Toc231995432]Stage One: Evaluation of Mandatory Criteria
Responses will be checked for compliance with the following mandatory criteria. Responses not clearly demonstrating that they meet the following mandatory criteria will be excluded from further consideration during the evaluation process:
[@@Note to Drafter: The list identifies the mandatory criteria. Add any additional mandatory criteria to the list below but do not edit the existing mandatory criteria. You may add rows as needed.
Remember, these are criteria specific to the Response that must be met for you to review the rest of the Response; they are not the criteria related to the qualifications of a Respondent.
Do not add items to the list below that are specific to what a Respondent needs to have or provide for you to be able to determine whether they are qualified or not, even if you will evaluate the items on a pass/fail basis. You will deal with those items in Appendix A (Respondent Qualification Response Form).@@]
Mandatory Criteria:
a. The Response must be in English.
b. The Response must be received at the Closing Location before the Closing Date and Time
c. The Response must comply with the Response delivery submission method requirements set out in the “Delivery of Submissions” section located on the “overview” menu tab of BC Bid, the SURFQ cover page of this document, and in accordance with SURFQ section 3.2.
d. If the Response is submitted by email or by hardcopy delivery to a physical address (if either submission method is allowed by the SURFQ), the Response must include a Submission Declaration, located in the located in Appendix A (Respondent Qualification Response Form), signed by an authorized representative of the Respondent.
e. Appendix A (Respondent Qualification Response Form), or a form substantially similar to that form must be prepared and completed to the extent applicable; and must be submitted as the Respondent’s Response, together with, if applicable any other Response Form or information required.
f. [@@Drafter: Click here to add an additional mandatory criterion, if applicable. Copy this row for as many criteria as you want to add.@@]
6.1.2 [bookmark: _Toc231995433]Stage Two: Evaluation of Desirable Criteria
Responses that meet all mandatory criteria will be further assessed against the desirable criteria and ranked.
The desirable qualifications for Respondents are identified in Appendix A (Respondent Qualification Response Form). Response guidelines, which provide guidance about what Respondents should provide to demonstrate they meet the qualifications are also provided in that template.
The Ministry will evaluate the Respondent’s response to each response guideline and assign points based on how well the response demonstrates that the Respondent meets or exceeds the associated desirable qualifications.
Each response guideline identifies how many points it is worth in the evaluation of desirable qualifications and if it has a minimum score associated with it.
6.1.3 [bookmark: _Toc231995434]Respondent’s Qualification
[@@Note to Drafter: Please note: If there are both individual minimum scores and an overall minimum score, the overall minimum score must exceed the sum of all individual minimum scores.@@]
To pass this stage of the evaluation, Respondents are required to both:
1. Meet or exceed any and all minimum scores associated with individual response guidelines in Appendix A (Respondent Qualification Response Form); and
2. Meet or exceed any overall minimum score identified in Appendix A (Respondent Qualification Response Form).
The Response of any Respondent that does not meet the criteria above will not pass this stage and will receive no further consideration.
6.1.4 [bookmark: _Toc231995435]Stage Three: Reference Checks
The Ministry may conduct reference checks on Respondents that have passed stage two. 
Reference checks may be conducted on the Respondent on a pass-fail basis. The Ministry may reject any Respondent for which the referee information, as set out below, is requested and not provided or the references, in the Ministry’s sole opinion, are deemed to be unsatisfactory. 
Any referee cannot be a contact internal to the Respondent’s organization, e.g. the referee cannot be a co-worker, supervisor, or other internal contact. Referees need to be from a party that is not the Respondent. For each referee, the Respondent should provide the following information: 
a) Name of the referee and their organization, together with the position, mailing address, telephone number and email address of the referee; and
b) Brief description of the work performed by the Respondent that the referee is aware of in support of the reference. 
Failure to provide the referee information set out above, if requested, will result in the Respondent failing the reference check.
In addition, the Ministry reserves the right to contact referees that were not provided by the Respondent to obtain references pertaining to the Respondent. This includes contacting substitute referees from the same reference company as the one provided by the Respondent. Stage three does not supersede any other reservation of rights in favour of the Ministry, including any reservation of rights set out in section 3.17.
6.1.5 [bookmark: _Toc231995436]Stage Four: Notification of Shortlisting
Respondents will be notified as to whether the Respondent has become a Qualified Respondent.

7. [bookmark: _Toc231995437]How Responses should be organized

Responses should be organized as follows:
a) Respondents should take care to prepare and submit their Response in conformity with the mandatory criteria table in section 6.1.1, including providing Appendix A (Respondent Qualification Response Form) prepared by Respondent; and if applicable, the Submission Declaration and any other information required.
b) Additional attachments that should be included in a Response may be identified in Appendix A (Respondent Qualification Response Form).
c) Unless specifically requested by the Ministry, the Response should not include any additional attachments or appendices. In its evaluations the Ministry may only consider material that is included in the Response. The Ministry may not, for example, consider the content of a website or online document even if the URL or a hyperlink to it is provided in the Response.
d) All pages should be consecutively numbered.


[bookmark: _Toc231995438]Appendix A: Respondent Qualification Response Form
Document is available for download in the “RFx documents” section for this SURFQ.
image1.jpg
./

BRITISH
COLUMBIA




