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PART 1 – INVITATION AND SUBMISSION INSTRUCTIONS

PART 1 – INVITATION AND SUBMISSION INSTRUCTIONS
1.1
Invitation to Proponents
This Request for Proposal (“RFP”) is an invitation by The Regional Municipality of Niagara (“Niagara
Region”) to prospective proponents to submit proposals for the provision of Consulting for Employee
Engagement, as further described in Appendix D – RFP Particulars (the “Deliverables”).
It is the intention of The Regional Municipality of Niagara (the “Region”) to retain a qualified
vendor for consultation and delivery of an employee engagement survey, and follow up surveys
during a three year time frame.
Background
In 2015 Niagara Region launched a new people strategy designed to ultimately drive employee
engagement through the key pillars of recognizing and rewarding employees, developing leaders and
talent, investing in employee development, recruiting and retaining talent, and fostering a healthy and
well organization. The strategy was built following a comprehensive consultation and collaboration
process with all leaders and employees that included focus groups, town halls and surveys.
As a key component of our people strategy, People First, the Regional Municipality of Niagara (the
“Region”) invites proposals from qualified firms to assist in the consultation, design and implementation
of measuring employee engagement through surveys.
The survey data will measure employee engagement, identify specific drivers of employee engagement
at the Region, provide flexibility to report results through multiple team lenses, and provide actionable
results and supporting tools to create an environment that empowers leaders and employees to be
responsive and engaged in the results.
The engagement survey results will provide a new baseline for future comparisons, particularly over the
next three (3) years, to measure and drive improvements and changes in engagement and corporate
culture, and to inform and further develop and action a roadmap through the People First human capital
strategy. The successful vendor will partner with the Region in determining final survey requirements,
interpreting results, and may be required to participate in presentations to leadership and staff.
Following the baseline survey, it is the Region’s intent to survey again to measure progress in two years,
and will also require the ability to conduct periodic ‘pulse’ surveys throughout that timeframe to ensure
actions are having the desired impact.
Niagara Region employs a dynamic workforce of approximately 3,500 staff, working in multiple locations,
jobs and shifts, and with some employees having limited computer access. The successful vendor will
work with a group of key Niagara stakeholders committed to driving higher levels of employee
engagement.

Objectives
The objectives of the employee engagement survey will be to benchmark and monitor employee
attitudes and commitment level towards the organization, leadership, their roles, and the customers they
serve.
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Please refer to Appendix D – RFP Particulars for a detailed description of the Deliverables, material
disclosures and mandatory requirements.
Please refer to Appendix E – Conditions of Award for requirements that the proponent must satisfy if
selected to enter into a contract for the Deliverables.
1.2
Niagara Region’s Procurement Bylaw
Niagara Region’s procurement processes are governed by its Procurement By-Law No. 02-2016
(“Niagara Region’s By-law”). It is the proponent’s responsibility to become familiar with and comply with
Niagara Region’s By-law, which is available on line at:
http://www.niagararegion.ca/government/bylaws/pdf/2016/Procurement-By-law-02-2016.pdf
If the terms of the RFP are more restrictive than the terms of Niagara Region’s By-law, the terms
of the RFP will prevail.
1.3
Niagara Region Contact
For the purposes of this procurement process, the “Niagara Region Contact” shall be:
Dana Greves, Purchasing Agent
dana.greves@niagararegion.ca
Proponents and their representatives are not permitted to contact any employees, officers, agents,
elected or appointed officials or other representatives of Niagara Region, other than the Niagara Region
Contact, concerning matters regarding this RFP. Failure to adhere to this rule may result in the
disqualification of the proponent and the rejection of the proponent’s proposal.
1.4
Accommodations for Proponents with Disabilities
Niagara Region is committed to providing equal treatment to people with disabilities with respect to the
use and benefit of municipal services, programs and goods in a manner that respects their dignity and
that is equitable in relation to the broader public. In accordance with the Ontario Human Rights Code,
Ontarians with Disabilities Act, 2001 (ODA) and Accessibility for Ontarians with Disabilities Act, 2005
(AODA), the Niagara Region will accommodate for a disability, ensuring full and equitable participation
throughout the RFP process.
If a proponent requires this RFP in a different format to accommodate a disability, the proponent must
contact the Niagara Region Contact as soon as possible and in any event prior to the Submission
Deadline. The RFP in the different format will be issued only to the requesting proponent and all
addenda will be issued in such different format only to the requesting proponent.
1.5
Contract for Deliverables
The selected proponent will be required to enter into a contract with Niagara Region for the provision of
the Deliverables based on the Contract Terms and Conditions set out in Appendix A to the RFP (the
“Contract”). It is Niagara Region’s intention to enter into the Contract with only one (1) legal entity. The
term of the Contract is to be for a period of 3 Years, with an option in favour of Niagara Region to extend
the Contract on the same terms and conditions for an additional term of up to 3 years.

2017-RFP-06 Consulting for Employee Engagement

Page 2 of 29

PART 1 – INVITATION AND SUBMISSION INSTRUCTIONS
1.

RFP Timetable
Issue Date of RFP
Deadline for Questions
Deadline for Issuing Addenda
Submission Deadline
Public Opening
Corporate Services Boardroom,
1815 Sir Isaac Brock Way, Thorold, On
Demonstrations by Short-Listed Proponents

Thursday February 23, 2017
Thursday March 16, 2017
Friday March 17, 2017
2:00:00 p.m. on Thursday March 23, 2017

Anticipated Date for Entering into Contract

April 14, 2017

2:15:00 p.m. on Thursday March 23, 2017
Monday April 3, 2017

The RFP timetable is tentative only, and may be changed by Niagara Region at any time.
Product Demonstration
The Region intends to invite Proponents who have met or exceeded the Benchmark, to provide a
required ‘Demonstration by Short-Listed Proponents’ on Monday, April 3, 2017 as stated in Section 1.6
RFP Timetable. Short-Listed Proponents must be available on that date for an overall review of their
proposal, to demonstrate their product and address questions from the selection committee. Details and
invitation regarding location and time will be provided by Niagara Region.
1.7

Proponent Meeting

Not Applicable
1.8

Proposal Submission

1.8.1 Proposals Must Be Submitted to Prescribed Location
Proposals must be submitted at:
THE PURCHASING OFFICE
The Regional Municipality of Niagara
Campbell West Building
1815 Sir Isaac Brock Way
Thorold, Ontario, L2V 4T7
1.8.2 Proposals Must Be Submitted on Time
Proposals must be submitted at the location set out above on or before the Submission Deadline.
Proposals submitted after the Submission Deadline will be rejected. Onus and responsibility rests solely
with the proponent to deliver its proposal to the exact location (including floor, if applicable) indicated in
the RFP on or before the Submission Deadline. Niagara Region does not accept any responsibility for
submissions delivered to any other location by the proponent or its delivery agents. Proponents are
advised to make submissions well before the deadline. Proponents making submissions near the
deadline do so at their own risk.
In the event of any question regarding the timely receipt of any submission, the time on the clock
designated by the Manager of Purchasing Services will absolutely prevail over any other timepiece
regardless of any discrepancies between the time on the Manager of Purchasing Services’ designated
clock and actual time.
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1.8.3 Proposals Must Be Submitted in Prescribed Format
Proponents must submit 7 hard copies of their proposal enclosed in a sealed package that is prominently
marked with the RFP title and number (see RFP cover page) and the full legal name and return address
of the proponent. One (1) hard copy shall be labelled “Master”.
The hard copies of the Pricing Form (Appendix C) and any other information in respect of pricing
must be separated from the rest of the proposal and enclosed in a separate envelope marked
“Pricing Envelope”. The separate Pricing Envelope must be packaged in the sealed envelope or
box with the rest of the proposal.
Proponents must also include in the sealed package one (1) electronic copy of their proposal saved on a
USB key. If there is a conflict or inconsistency between the hard copy and the electronic copy of the
proposal, the hard copy of the proposal shall prevail.
1.8.4 Proposal Submission Content
Proponents must include all forms and other documents or information listed under Section C –
Mandatory Requirements in Appendix D – RFP Particulars. Other than inserting the information
requested, a proponent may not make any changes to any of the required forms included in this RFP.
Any proposal containing any such changes, whether on the face of the form or elsewhere in the
proposal, may be disqualified. Irregularities in proposal submissions will be addressed in accordance
with Appendix F – Bid Irregularities.
Proposals should also include the suggested proposal content for evaluation described in Section D of
Appendix D – RFP Particulars. Failure to provide the requested information will negatively affect the
scoring of the proposal in the evaluation process.
1.8.5 Amendment of Proposals
Proponents may amend their proposals prior to the Submission Deadline by submitting the amendment
in a sealed package prominently marked with the RFP title and number and the full legal name and
return address of the proponent to the location set out above. Any amendment should clearly indicate
which part of the proposal the amendment is intended to amend or replace.
1.8.6 Withdrawal of Proposals
Proponents may withdraw their proposals prior to the Submission Deadline. To withdraw a proposal, a
notice of withdrawal must be sent to the Niagara Region Contact and must be signed by an authorized
representative of the proponent. Withdrawn proposals will be returned unopened to the proponent.
1.8.7 Proposals Irrevocable after Submission Deadline
Proposals shall be irrevocable for a period of 90 days running from the moment that the Submission
Deadline passes.

[End of Part 1]
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PART 2 – EVALUATION AND RANKING
2.1
Stages of Proposal Evaluation
Niagara Region will conduct the evaluation and ranking process in accordance with the stages set out
below.
2.2
Stage I – Mandatory Requirements
Stage I will consist of a review to determine which proposals comply with all of the mandatory
requirements. Proposals that do not comply with all of the mandatory requirements as of the Submission
Deadline will, subject to the express and implied rights of Niagara Region, be disqualified and not
evaluated further. The mandatory requirements are listed and described in Section C of Appendix D –
RFP Particulars.
2.3
Stage II – Rated Criteria
In Stage II, Niagara Region will evaluate each compliant proposal on the basis of the rated criteria set out
in Section D of Appendix D – RFP Particulars.
2.4
Stage III - Pricing
After completion of Stage II, Niagara Region will evaluate the submitted pricing in each qualified proposal
in accordance with the evaluation and ranking method described in Section E of Appendix D – RFP
Particulars.
2.5
Stage IV - Ranking and Selection of Top-Ranked Proponent
After the completion of Stage III, proponents will be ranked in accordance with the evaluation and
ranking method described in Section E of Appendix D – RFP Particulars. Subject to the reserved rights of
Niagara Region, the top-ranked proponent with the highest score will be selected to enter into the
Contract in accordance with Part 3.
[End of Part 2]
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PART 3 – TERMS AND CONDITIONS OF THE RFP PROCESS
3.1

General Information and Instructions

3.1.1 RFP Incorporated into Proposal
All of the provisions of this RFP are deemed to be accepted by each proponent and incorporated into
each proponent’s proposal. A proponent who submits conditions, options, variations or contingent
statements to the terms as set out in this RFP, including the terms of the Contract in Appendix A, either
as part of its proposal or after receiving notice of selection, may be disqualified. If a proponent is not
disqualified despite such changes or qualifications, the provisions of this RFP, including the terms of the
Contract set out in Appendix A, will prevail over any such changes or qualifications in the proposal.
3.1.2 Proponents to Follow Instructions and Submit Only Requested Information
Proponents should structure their proposals in accordance with the instructions in this RFP. Information
must be provided in the form requested. Niagara Region will not consider any supplementary
information or documents that proponents have not been requested to submit.
3.1.3 Proposals in English
All proposals are to be in English only.
3.1.4 Information in RFP Only an Estimate
Niagara Region and its advisers make no representation, warranty or guarantee as to the accuracy of the
information contained in this RFP or issued by way of addenda. Any quantities shown or data contained
in this RFP or provided by way of addenda are estimates only and are for the sole purpose of indicating
to proponents the general scale and scope of the Deliverables. It is the proponent’s responsibility to
obtain all the information necessary to prepare a proposal in response to this RFP.
3.1.5 Examination of Site
Not Applicable
3.1.6 Proponents Shall Bear Their Own Costs
The proponent shall bear all costs associated with or incurred in the preparation and submission of its
proposal.
3.1.7 Proposal to Be Retained by Niagara Region
Except as otherwise provided in this RFP, Niagara Region is under no obligation to return the proposal or
any accompanying documentation submitted by a proponent.
3.1.8 Trade Agreements
Proponents should note that procurements falling within the scope of Chapter 5 of the Agreement on
Internal Trade are subject to that trade agreement, but the rights and obligations of the parties shall be
governed by the specific terms of this RFP.
3.1.9 No Guarantee of Volume of Work or Exclusivity of Contract
Niagara Region makes no guarantee of the value or volume of work to be assigned to the successful
proponent. The Contract will not be an exclusive contract for the provision of the described Deliverables.
Niagara Region may contract with others for goods and services the same as or similar to the
Deliverables or may obtain such goods and services internally.
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3.2

Communication after Issuance of RFP

3.2.1 Proponents to Review RFP
Proponents shall promptly examine all of the documents comprising this RFP, and
(a)
(b)

shall report any errors, omissions or ambiguities; and
may direct questions or seek additional information

to the Niagara Region Contact on or before the Deadline for Questions. All communications must be
made in writing by email and shall be deemed to be received once the email has entered into the
Niagara Region Contact’s email inbox. No such communications are to be directed to anyone other than
the Niagara Region Contact, and Niagara Region shall not be responsible for any information provided
by or obtained from any source other than the Niagara Region Contact. Niagara Region is under no
obligation to provide additional information, but may do so in its sole and absolute discretion. It is the
responsibility of the proponent to seek clarification from the Niagara Region Contact on any matter it
considers to be unclear. Niagara Region shall not be responsible for any misunderstanding on the part of
the proponent concerning this RFP or its process.
3.2.2 All New Information to Proponents by Way of Addenda
This RFP may be amended only by an addendum in accordance with this section. If Niagara Region, for
any reason, determines that it is necessary to provide additional information relating to this RFP, such
information will be communicated to all proponents by addenda issued in the same manner that this RFP
was originally issued. Each addendum forms an integral part of this RFP. Such addenda may contain
important information, including significant changes to this RFP. Proponents are responsible for obtaining
all addenda issued by Niagara Region. In the Form of Proposal (Appendix B), proponents should confirm
their receipt of all addenda by setting out the number of each addendum in the space provided.
3.2.3 Post-Deadline Addenda and Extension of Submission Deadline
If Niagara Region determines that it is necessary to issue an addendum after the Deadline for Issuing
Addenda, Niagara Region may extend the Submission Deadline for a reasonable period of time.
3.2.4 Verify, Clarify and Supplement
When evaluating proposals, Niagara Region may request further information from the proponent or third
parties in order to verify, clarify or supplement the information provided in the proponent’s proposal. The
response received by Niagara Region shall, if accepted by Niagara Region, form an integral part of that
proponent’s proposal.
3.3

Finalization of Contract, Notification and Debriefing

3.3.1 Selection of Proponent and Finalization of Contract
Notice of selection by Niagara Region to the selected proponent shall be in writing. The selected
proponent shall enter into the Contract in the form attached as Appendix A to this RFP and satisfy any
other applicable conditions, as set out in Appendix E – Conditions of Award of this RFP, within fourteen
(14) days of notice of selection. This provision is solely for the benefit of Niagara Region and may be
waived by Niagara Region in its sole and absolute discretion.
3.3.2 Failure to Enter into Contract
In addition to all other remedies available to Niagara Region, if a selected proponent fails to enter into
the Contract or satisfy any other applicable conditions, as set out in Appendix E – Conditions of Award of
this RFP, within fourteen (14) days of notice of selection, Niagara Region may, in its sole and absolute
discretion and without incurring any liability, withdraw the selection of that proponent and either proceed
with the selection of another proponent or cancel the RFP process.
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3.3.3 Notification to Other Proponents
Once the Contract is entered into by Niagara Region and a proponent, the other proponents may be
notified directly in writing and shall be notified by public posting in the same manner that this RFP was
originally posted of the outcome of the procurement process.
3.3.4 Debriefing
Proponents may request a debriefing after receipt of a notification of the outcome of the procurement
process. All requests must be in writing to the Niagara Region Contact and must be made within thirty
(30) days of such notification. The intent of the debriefing information session is to aid the proponent in
presenting a better proposal in subsequent procurement opportunities. Any debriefing provided is not for
the purpose of providing an opportunity to challenge the procurement process or its outcome.
3.3.5 Proposal Dispute Resolution Procedure
If a proponent wishes to challenge the RFP process, the proponent must submit a written objection
providing sufficient detail regarding their complaint (a “Substantive Objection”) to the Director of
Procurement and Strategic Acquisitions within 7 days from notification of the outcome of the RFP
process. Niagara Region will respond to a Substantive Objection in accordance with the following steps:
(a)

The Director of Procurement and Strategic Acquisitions will arrange a debriefing with the
proponent to explain the RFP process that led to the selection of the successful proponent.

(b)

The Director of Procurement and Strategic Acquisitions will investigate the complaint and will
make a recommendation to the Commissioner of Corporate Services/Treasurer, CAO or Council,
as appropriate.

(c)

Should the proponent continue to have concerns about the RFP process and is not satisfied with
the decision, the proponent may then request, in writing to the Commissioner of Corporate
Services/Treasurer, a mediator, to assist in resolving any outstanding issues between the
proponent and Niagara Region.

(d)

The recommended mediator will be approved by both the proponent and Niagara Region.

(e)

The mediator shall make his/her best efforts to assist the parties to reach a mutually acceptable
solution.

(f)

Costs for the mediator shall be equally shared by Niagara Region and the proponent.

(g)

Any resolution reached through the mediation process shall remain confidential if requested by
either of the parties.

3.4

Conflict of Interest and Prohibited Conduct

3.4.1 Conflict of Interest
Niagara Region may disqualify a proponent for any conduct, situation or circumstances, determined by
Niagara Region, in its sole and absolute discretion, to constitute a Conflict of Interest.
For the purposes of this RFP, the term “Conflict of Interest” includes, but is not limited to, any situation or
circumstance where:
(a)

in relation to the RFP process, the proponent has an unfair advantage or engages in conduct,
directly or indirectly, that may give it an unfair advantage, including but not limited to (i) having, or
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having access to, confidential information of Niagara Region in the preparation of its proposal that
is not available to other proponents, (ii) communicating with any person with a view to influencing
preferred treatment in the RFP process (including but not limited to the lobbying of decision
makers involved in the RFP process), or (iii) engaging in conduct that compromises, or could be
seen to compromise, the integrity of the RFP process; or
(b)

in relation to the performance of its contractual obligations contemplated in the contract that is the
subject of this procurement, the proponent’s other commitments, relationships or financial
interests (i) could, or could be seen to, exercise an improper influence over the objective,
unbiased and impartial exercise of its independent judgement, or (ii) could, or could be seen to,
compromise, impair or be incompatible with the effective performance of its contractual
obligations.

For the purposes of section (a) (i) above, proponents should specifically consider whether there were any
individuals (employees, advisers, or individuals acting in any other capacity) who (a) participated in the
preparation of the proposal; AND (b) were employees of Niagara Region within twelve (12) months prior
to the Submission Deadline.
In addition to any other situation that may constitute a conflict of interest, suppliers will not be permitted
to submit a proposal if the supplier participated in the preparation of the RFP, and any such proposal
submitted will be disqualified.
3.4.2 Disqualification for Prohibited Conduct
Niagara Region may disqualify a proponent or terminate the Contract if, in the sole and absolute
determination of Niagara Region, the proponent has engaged in any conduct prohibited by this RFP or
Niagara Region’s By-law.
3.4.3 Prohibited Proponent Communications
A proponent shall not engage in any communications that could constitute a Conflict of Interest and
should take note of the Conflict of Interest declaration set out in the Form of Proposal (Appendix B).
3.4.4 Proponent Not to Communicate with Media
A proponent may not at any time directly or indirectly communicate with the media in relation to this RFP
or any Contract entered into pursuant to this RFP without first obtaining the written permission of the
Niagara Region Contact.
3.4.5 No Lobbying
A proponent, including any agent or representative of a proponent, may not, in relation to this RFP or the
evaluation and selection process, engage directly or indirectly in any form of political or other lobbying
whatsoever to advocate for any interest that may be affected by the RFP process or to influence the
outcome of the RFP process.
In accordance with Niagara Region’s Procurement By-law:
(a) “Lobbying” means the advocacy of an interest that is affected, actually or potentially by the
procurement process or individuals involved in the procurement process including seeking to
influence the outcome of the procurement process or subsequent award of a contract.
(b) Proponents, their staff members, or anyone involved in preparing a proposal, shall not engage in any
form of political or other lobbying whatsoever or seek to influence the outcome of the procurement
process or subsequent award. This restriction extends to all of Niagara Region’s staff and anyone
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involved in preparing the RFP or participating in the proposal evaluation process, and members of
Council.
(c) Niagara Region may reject any proposal by a proponent that engages in lobbying, without further
consideration, and may terminate that proponent’s right to continue in the procurement process.
(d) During a procurement process, all communications shall be made through the Niagara Region
Contact. No proponent or person acting on behalf of a proponent or group of proponents, shall
contact any elected official, consultant or any employee of Niagara Region to attempt to seek
information or to influence the outcome of the procurement process.
(e) Elected officials shall refer any inquiries about a procurement process to Niagara Region’s
Commissioner of Corporate Services/Treasurer.
3.4.6 Illegal or Unethical Conduct
Proponents shall not engage in any illegal business practices, including activities such as proposalrigging, price-fixing, bribery, fraud, coercion or collusion. Proponents shall not engage in any unethical
conduct, including lobbying, as described above, or other inappropriate communications, offering gifts to
any employees, officers, agents, elected or appointed officials or other representatives of Niagara
Region, deceitfulness, submitting proposals containing misrepresentations or other misleading or
inaccurate information, or any other conduct that compromises or may be seen to compromise the
competitive process provided for in this RFP.
3.4.7 Past Performance or Past Conduct
Niagara Region may prohibit a supplier from participating in a procurement process based on past
performance or based on inappropriate conduct in a prior procurement process. Such inappropriate
conduct shall include but not be limited to the following: (a) illegal or unethical conduct as described
above; (b) the refusal of the supplier to honour its pricing or other commitments made in its proposal; (c)
failure to disclose a conflict of interest or (d) any other conduct, situation or circumstance described in
Niagara Region’s By-law.
3.5

Confidential Information

3.5.1 Confidential Information of Niagara Region
All information provided by or obtained from Niagara Region in any form in connection with this RFP
either before or after the issuance of this RFP
(a)

is the sole property of Niagara Region and must be treated as confidential;

(b)

is not to be used for any purpose other than replying to this RFP and the performance of the
Contract;

(c)

must not be disclosed without prior written authorization from Niagara Region; and

(d)

shall be returned by the proponents to Niagara Region immediately upon the request of Niagara
Region.

3.5.2 Confidential Information of Proponent
Proponents are advised that the disclosure of information received in proposals or otherwise relevant to
the RFP process will be in accordance with the provisions of all relevant access to information and
privacy legislation including primarily the Municipal Freedom of Information and Protection of Privacy Act,
R.S.O. 1990, c. M.56, as amended (“MFIPPA”). Proponents should identify any confidential information
in their proposals. Niagara Region will make reasonable efforts to maintain the confidentiality of such
information, subject to its disclosure requirements under MFIPPA or any disclosure requirements
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imposed by law or by order of a court or tribunal. Proponents are advised that their proposals will, as
necessary, be disclosed, on a confidential basis, to advisers retained by Niagara Region to advise or
assist with the RFP process. If a proponent has any questions about the collection and use of personal
information pursuant to this RFP, questions are to be submitted to the Niagara Region Contact.
3.6

Reserved Rights, Limitation of Liability and Governing Law

3.6.1 Reserved Rights of Niagara Region
Niagara Region reserves the right to
(a)

make public the names of any or all proponents;

(b)

request written clarification or the submission of supplementary written information in relation
to the clarification request from any proponent and incorporate a proponent’s response to that
request for clarification into the proponent’s proposal;

(c)

assess a proponent’s proposal on the basis of
(i)

(ii)
(iii)
(iv)
(v)

a financial analysis determining the actual cost of the proposal when considering
factors including quality, service, price and transition costs arising from the
replacement of existing goods, services, practices, methodologies and infrastructure
(howsoever originally established);
information provided by references;
the proponent’s past performance under previous contracts with Niagara Region;
the information provided by a proponent pursuant to Niagara Region exercising its
clarification rights under this RFP process; or
other relevant information that arises during this RFP process;

(d)

waive formalities and accept proposals that substantially comply with the requirements of this
RFP;

(e)

verify with any proponent or with a third party any information set out in a proposal;

(f)

check references other than those provided by any proponent;

(g)

disqualify any proponent whose proposal contains misrepresentations or any other inaccurate
or misleading information;

(h)

disqualify any proponent who has engaged in conduct prohibited by this RFP;

(i)

make changes, including substantial changes, to this RFP provided that those changes are
issued by way of addenda in the manner set out in this RFP;

(j)

select a proponent other than the proponent whose proposal reflects the lowest cost to
Niagara Region;

(k)

reject any proposal that contains pricing which appears to be unbalanced or unreasonable;

(l)

cancel this RFP process at any stage;

(m)

cancel this RFP process at any stage and issue a new RFP for deliverables the same as or
similar to the Deliverables;
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(n)

accept any proposal in whole or in part; or

(o)

reject any or all proposals;

and these reserved rights are in addition to any other express rights or any other rights that may be
implied in the circumstances.
3.6.2 Limitation of Liability
By submitting a proposal, each proponent agrees that
(a) neither Niagara Region nor any of it employees, officers, agents, elected or appointed officials,
advisors or representatives will be liable, under any circumstances, for any claim arising out of this RFP
process including but not limited to costs of preparation of the proposal, loss of profits, loss of opportunity
or for any other claim; and
(b) the proponent waives any right to or claim for any compensation of any kind whatsoever, including
claims for costs of preparation of the proposal, loss of profits or loss of opportunity by reason of Niagara
Region’s decision not to accept the proposal submitted by the proponent, to enter into a contract with any
other proponent or to cancel this RFP process, and the proponent shall be deemed to have agreed to
waive such right or claim.
3.6.3 Governing Law and Interpretation
The terms and conditions in this Part 3 – Terms and Conditions of RFP Process
(a) are included for greater certainty and are intended to be interpreted broadly and separately (with no
particular provision intended to limit the scope of any other provision);
(b) are non-exhaustive (and shall not be construed as being intended to limit the pre-existing rights of the
parties); and
(c) are to be governed by and construed in accordance with the laws of the province of Ontario and the
federal laws of Canada applicable therein.
[End of Part 3]
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APPENDIX A – CONTRACT TERMS AND CONDITIONS
The Contract for Deliverables will be the Niagara Region Form of Agreement as follows:
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NIAGARA REGION FORM OF AGREEMENT

NIAGARA REGION FORM OF AGREEMENT
BETWEEN:
THE REGIONAL MUNICIPALITY OF NIAGARA
(referred to as “Niagara Region”)
AND:
[*INSERT FULL LEGAL NAME OF SUPPLIER*]
(referred to as the “Supplier”)

In consideration of their respective agreements set out herein, the parties covenant and agree as follows:
1. Contract Documents
The contract between the parties in respect of:
[Insert Name of Project or Brief Description of Deliverables – should match the description used
as the title of the RFX document]
is comprised of the following documents, which are collectively referred to as the “Contract”:
(a)
(b)
(c)
(d)

this Agreement;
the Schedule of Deliverables, Rates and Specific Provisions, attached hereto as Schedule 1;
Form of Agreement Terms and Conditions found at www.niagararegion.ca/business
the [*Insert RFx Document Name and #*] , including any addenda, (the “Solicitation Document”);
and
(e) all the documentation submitted by the Supplier in response to the Solicitation Document (the
“Supplier’s Submission”).
2. Interpretive Value of Contract Documents
Any ambiguity, conflict or inconsistency between or among the documents comprising the Contract will
be resolved by giving precedence to the express terms of the documents in the order in which they
appear above, so that a first mentioned document shall prevail notwithstanding any term or aspect of a
later mentioned document.
3. Execution
This Agreement may be executed and (i) delivered by facsimile transmission or (ii) scanned and
delivered by electronic transmission, and when so executed and delivered, will be deemed an original.
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IN WITNESS WHEREOF the parties hereto have executed this Agreement as of the date first above
written.

The Regional Municipality of Niagara
Per:
Name:
Title:
Date of Signature:
I have authority to bind the corporation
[**Insert Full Legal Name of Supplier**]
Per:
Name:
Title:
Date of Signature:
I have authority to bind the corporation
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SCHEDULE 1 TO NIAGARA REGION FORM OF AGREEMENT
Schedule 1 to Niagara Region Form of Agreement – Schedule of Deliverables, Rates and Specific
Provisions
A.

Description of Deliverables
[*Describe the Deliverables. Reference can be made to the Solicitation Document and/or
Supplier Submission, as appropriate*]

B.

Rates and Disbursements

B.1

Maximum Fee
Notwithstanding anything else in the Contract, the total amount payable by Niagara Region to the
Supplier under the Contract shall not exceed [*insert maximum contract amount*] ($xxx).

B.2

Personnel and Rates
The following individuals are responsible for the provision of the Deliverables. The Rates for
these individuals are set out below and shall remain fixed during the Term of this Contract:
[*insert personnel and rate information or replace this section with other applicable form of rate
breakdown*]

C.

Payment Terms
The payment terms for the Contract are as follows: [*insert payment terms (i.e. monthly invoices,
full payment upon acceptance, progress payments, etc.)*]

D.

Client and Supplier Representatives
The Niagara Region Representative and contact information for the Contract is:
[*insert name and title of Niagara Region’s representative in charge of the contract and contact
details, including mailing address and email address*]
The Supplier Representative and contact information for the Contract is:
[*insert name and title of Supplier representative in charge of the contact and contact details,
including mailing address and email address*]

E.

Term of Contract
The Contract shall take effect on the [*insert date*] (the “Effective Date”) and shall be in effect
for a period of [*insert # of years or months] from the Effective Date, with an option in favour of
Niagara Region to extend the term for an additional period of [*insert extension period, if
applicable, or revise this language as necessary*], unless it is terminated earlier in accordance
with the terms of the Contract or otherwise by operation of law.
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SCHEDULE 1 TO NIAGARA REGION FORM OF AGREEMENT
F.

Specific Provisions
[*Insert any additional contract performance terms, including identifying any specific individuals
responsible for delivery. In addition, indicate if there are modifications to the Standard Terms and
Conditions in Schedule 2 and note any express deletions from Supplier’s Submission or
negotiated changes to the Solicitation Document, if applicable*]
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APPENDIX B – FORM OF PROPOSAL
1.

Proponent Information

Please fill out the following form, and name one person to be the contact for the RFP process and for
any clarifications or communication that might be necessary.
Full Legal Name of Proponent:
Any Other Relevant Name
under Which the Proponent
Carries on Business:
Street Address:
City, Province/State:
Postal Code:
Phone Number:
Fax Number:
Company Website (If Any):
Proponent Contact Person and
Title:
Proponent Contact Phone:
Proponent Contact Facsimile:
Proponent Contact E-mail:
2. Offer
The proponent has carefully examined the RFP documents and has a clear and comprehensive
knowledge of the Deliverables required under the RFP. By submitting a proposal, the proponent
agrees and consents to the terms, conditions and provisions of the RFP, including the Contract
Terms and Conditions and offers to provide the Deliverables in accordance therewith at the rates
set out in the Pricing Form (Appendix C).
3. Rates
The proponent has submitted its rates in accordance with the instructions in the RFP and in the
Pricing Form set out in Appendix C.
4. No Prohibited Conduct
The proponent declares that it has not engaged in any conduct prohibited by this RFP
5. Conflict of Interest
The proponent has considered the definition of “Conflict of Interest” in Section 3.4 of the RFP and
declares that there is no Conflict of Interest relating to the preparation of its proposal, and no
foreseeable Conflict of Interest in performing the contractual obligations contemplated in the RFP.
6. Disclosure of Information
The proponent hereby agrees that any information provided in this proposal, even if it is identified
as being supplied in confidence, may be disclosed where required by law or if required by order of
2017-RFP-06 Consulting for Employee Engagement

Page 18 of 29

APPENDIX B – FORM OF TENDER
a court or tribunal. The proponent hereby consents to the disclosure, on a confidential basis, of this
proposal by Niagara Region to Niagara Region’s advisers retained for the purpose of evaluating or
participating in the evaluation of this proposal.
7. Proposal Irrevocable
The proponent agrees that its Proposal shall be irrevocable for a period of 90 days following the
Submission Deadline.
8. Enter into Contract
The proponent agrees that in the event its proposal is selected by Niagara Region, in whole or in
part, it will enter into the Contract based on the term and conditions set out in Appendix A to this
RFP in accordance with the terms of this RFP.
9.
Addenda
The proponent is deemed to have read and accepted all addenda issued by Niagara Region prior
to the Deadline for Issuing Addenda. The onus remains on proponents to make any necessary
amendments to their proposals based on the addenda. The proponent is requested to confirm that
it has received all addenda by completing the statement below:
The proponent has received addendum/addenda numbers _____ to _____, inclusive, and all
changes specified therein have been included in the proponent’s pricing.
Proponents who fail to complete this section will be deemed to have received all issued addenda.
______________________________
Signature of Witness

________________________________
Signature of Proponent Representative

_______________________________
Name of Witness

________________________________
Name of Proponent Representative

________________________________
Title of Proponent Representative

________________________________
Date

I have the authority to bind the proponent
ORIGINAL SIGNATURES ONLY; NO ELECTRONIC
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APPENDIX C – PRICING FORM
1. Instructions on How to Complete Pricing Form
(a)

Rates shall be provided in Canadian funds, inclusive of all applicable duties and taxes
except for Harmonized Sales Tax (HST), which should be itemized separately.

(b)

Rates quoted by the proponent shall be all-inclusive and shall include all labour and
material costs, all travel and carriage costs, all insurance costs, all costs of delivery to
Niagara Region, all costs of installation and set-up, including any pre-delivery inspection
charges, and all other overhead, including any fees or other charges required by law.
The term of the Contract is to be for a period of 3 Years, with an option in favour of
Niagara Region to extend the Contract on the same terms and conditions for an additional
term of up to 3 years.

2. Pricing Form
SCHEDULE OF QUANTITIES AND PRICES
SURVEY 1: (2017)
MILESTONE
Survey Design and Development
Survey Implementation
Data Collection and Analysis
Report Writing, Support/action tools and Presentations
UNIT PRICE PER
PERSON

PROVISIONAL ITEM
Pulse Surveys (2017-2018)
TOTAL PRICE for SURVEY 1: (2017)

LUMP SUM PRICE

$
$
$
$

ESTIMATED
QUANTITY

$

10

SURVEY 2: (2019)
MILESTONE
Survey Design and Development
Survey Implementation
Data Collection and Analysis
Report Writing, Support/action tools and Presentations

Pulse Surveys (2019)
TOTAL PRICE for SURVEY 2: (2019)

$
$

LUMP SUM PRICE

UNIT PRICE PER
PERSON

PROVISIONAL ITEM

EXTENDED PRICE

ESTIMATED
QUANTITY

$

10

CONTRACT PRICE
(TOTAL PRICE of SURVEY 1: (2017) + SURVEY 2: (2019))

EXTENDED PRICE

$
$
$

HST $
CONTRACT PRICE with HST $

OPTIONAL: ADDITIONAL CONSULTING AND TRAINING
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APPENDIX D – RFP PARTICULARS
A. THE DELIVERABLES
The survey consultation and design parameters will include the following items:
1. Provides multiple methods for participation to meet the needs of a diverse workforce, particularly
for those with limited computer access.
2. Provides ease of administration, with reliable, valid reporting of results that are reasonable to
interpret and communicate.
3. Allows for timely final results to Niagara, with the ability to monitor survey progress during open
survey timeframe.
4. Promotes a high participation rate with an effective communication strategy, and with questions
that are designed to support ease of understanding and completion for a broad audience. Survey
completion should be less than 30 minutes, with consideration to the number of questions,
language and formatting.
5. Ensures the design has a high level of validity and is statistically sound, with questions that are
based on proven research.
6. Allows for flexibility with the potential for the Region to provide input on the selection of questions,
and the potential to add questions.
7. Ensures strictest confidentiality and anonymity.
8. Provides relevant industry benchmark comparisons and flexible reporting to consider the data
results by division, department and teams.
9. Ensures sustainability and flexibility with the ability to repeat the corporate wide survey, and
conduct multiple pulse check surveys, to monitor progress and effectiveness of action items.
10. Summarizes and interprets results and provides recommendations to drive engagement at
Niagara.
11. Identifies the drivers of employee engagement to enable a focused approach to action plan based
on measured results, and provides follow up tools and supports to implement action plans
effectively.
The successful proponent will be expected to work closely with the Region’s stakeholders and provide
the following:
-

-

Consult, develop, and customize a survey for the Region’s approval
Implement and host an electronic survey with data stored in Canada, and provide hard copies as
required
Recommend leading practices in employee engagement, and provide communication strategy
supports for a pre, during and post survey time periods to successfully reach targeted survey
participation rates
Demonstrate proven ability for comparative analysis with relevant industry sectors, and a
tabulation method that is statistically relevant.
Generate flexible reports based on the findings at the departmental, divisional and team level
(taking anonymity of sufficient numbers into account)
Present results to key stakeholder and leadership groups as required
Provide post survey support with consultation and interpretation of results, as well as support
tools, templates, and resources to effectively action engagement results
Collaborate with the Region to ensure confidentiality and security of the surveys and survey data
throughout the implementation, assessment and delivery of results, and in accordance with all
privacy laws.
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The successful proponent shall provide all of the following:
Part I: Corporate Qualifications and Expertise
The successful proponent shall have relevant experience providing employee engagement survey
services to organizations of similar size and scope (3500 employees,) with similar public sector and
industry considerations. The proponent will demonstrate current and past experience with respect to
conducting employee engagement surveys in a highly unionized public sector environment, and specific
examples of partnering with organizations to achieve a high survey participation rate. Evidence will be
included that demonstrates similar successful implementations, and experience achieving high employee
participation rates, and logistical models with low administration levels and a reduction in hard copy
administration requirements in work environments with limited computer access.
Part II: Project Management - Proposed Project Plan and timelines
The successful proponent will follow generally accepted project management practices as well as any
Region requirements. A detailed description of the proposed project plan will be provided that ensures
successfully meeting each of the stated objectives. The proponent will provide a detailed delivery
timeline that will include survey planning consultation and design, communication plan, implementation,
analysis, reporting and post survey support. A description of how the proponent intends to meet those
timelines and a contingency plan for any delays will be included.
The deliverables will include but not be limited to the following:
- Weekly status meetings during all phases
- Project plan updates following each weekly status meeting
- Dedicated project lead/contact to act as a key contact and responsible for resolving issues in a
timely fashion.
- Project plan that will include a work breakdown structure and identify key activities to be
accomplished
- Potential survey mapping with prior corporate wide employee engagement survey

Part III: Survey methodology and resources
A description will be provided on the survey analysis methodology with a statistical approach and
defense to both qualitative and quantitative measures, benchmark and industry comparators, process to
determine survey questions relevant to the Region, and the process for analyzing and interpreting our
data. The description will demonstrate an evidence based approach and model to support what and how
the data will be measured, and the methods used to achieve and maintain anonymity of participants and
overall confidentiality. It will address a framework for interpreting results and an action planning approach
that includes practical and manageable steps to improve and sustain key areas of focus. The survey will
produce results that can be benchmarked against prior survey data results and with other comparable
organizations with similar characteristics.
The survey will be developed to allow for customized language and questions (if required). It will take
into account the complex workforce environment and offer multiple ways for communication, roll out,
survey completion and collection of survey responses.
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This section will also include:
 the names, contact information and a brief outline of the principals who would be involved
with the survey
 the resources, time and effort that the proponent anticipates will be required by Region staff
 employee data information requirements to execute the survey, including timing and any
formatting requirements
 three references including the name of the organization, the contact person, the address,
telephone numbers and email address
 addressing any matters related to the Municipal Freedom of Information and Protection of
Privacy Act and accordance to any other relevant privacy legislation
 any conflicts of interest that may affect the ability to work with the Region in developing and
executing an employee engagement survey
Part IV: Communications strategy
A recommended communications strategy will be provided, which will include timelines and resources
required to deliver the strategy. It will include an education plan for key stakeholder groups with a
framework for overall approach and practice.
The proponent will provide samples of communication tools and methods to achieve a high level of
employee participation using multiple methods to complete the survey (online and hard copy). Key
methods and messages for communication of change, survey methodology and interpreting and
sharing/rolling out results are to be provided.
Part V: Technical Requirements
The survey will be in electronic format that is ready to move into production, and hard copy as required
for workforce areas with limited computer access. A description of any technical requirements will be
provided that considers employee access at work or elsewhere to complete the survey. The
requirements needed for the Region to administer the survey, monitor progress, and access reporting will
be identified and included.
Part VI: Data Management and Reporting
The successful proponent will have and utilize consulting expertise to provide generally accepted
principles and practices for analysis and scientific statistical support, explanations and defences for the
model/data. The proponent will provide key insights and analysis of survey results; provide relevant
comparable benchmarks, qualitative data theming and support to map previous data.
A full description and reporting samples of survey results will be provided. The proponent will provide
information on how the Region will be able to manage the reporting data, and how the data can be
provided with varying views for department, division and team consideration. Samples of reporting
options for graphs, presentations will be provided, and consideration will be given to how this data can be
compiled with other data using Excel or other formats. Details will be provided on how the data is stored,
how access will be permitted over a period of time, and any restrictions to the data. Key and relevant
benchmark comparisons will be included for both public and private sector with clear geographical
relevance.
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Part VII: Post survey action tools and supports
Recommendations and samples for post survey action plans will be provided. Particular attention to any
leadership and team tools will be made that allows the Region to highly engage in post survey actions,
create a deep understanding of results, and that enhance communication on the key items that will
continue to enhance and drive engagement at the corporate and team level.
B. MATERIAL DISCLOSURES
Not Applicable
C. MANDATORY REQUIREMENTS
1.
Form of Proposal (Appendix B)
Each proposal must include a Form of Proposal (Appendix B) completed and signed by an authorized
representative of the proponent.
2.
Pricing Form (Appendix C)
Each proposal must include a Pricing Form (Appendix C) completed according to the instructions
contained in the form.
3.

Proposal Security

Not Applicable
4.

AODA Standards of Accessibility Compliance

Information and communications (without limitation, documents, materials and presentations)
provided to Niagara Region as part of the Deliverables, which shall be posted to Niagara Region’s
website shall be provided in an AODA compliant format, specifically without limitation, meaning
that the said documents must conform to World Wide Web Consortium Web Content
Accessibility Guidelines (WCAG) 2.0 Level AA.
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D. RATED CRITERIA
1. Summary of Rated Criteria
The following is a summary of the rated criteria and weightings for the evaluation of proposals. If a
minimum threshold is identified, proponents who do not meet the minimum threshold score will not
proceed to the next stage of the evaluation process.
CRITERIA
Step 1. TECHNICAL EVALUATION
Part I: Corporate Qualifications and Expertise
 Relevant experience with projects similar size scope
 Current & past survey experience in highly unionized public sector
 Include evidence of similar implementations, employee participation rates,
logistical models, reduction in hard copy administration
Part II: Project Management - Proposed Project Plan and timelines
Detailed project plan 
Detailed delivery timeline
Contingency plan
Part III: Survey methodology and resources
Describe survey analysis methodology
Describe benchmarking
Allows customization of language and questions
List contact information & brief outline of principles involved
Describe resources required by Niagara Region staff
Describe employee data information requirements
Provide three references of similar size and scope
Identify any issues with MFIPPA or other legislation
Identify any conflict of interests
Part IV: Communications strategy
Provide a recommended communication strategy-with timelines
Provide timelines
Describe resource requirements of Region staff
Provide key methods and messages 
Part V: Technical Requirements
Able to provide in electronic format and hard copy
Describe technical requirements for employee access
Describe technical requirements for administrative access

Points
(0-10)

Weighted
Points
Maximum

5

10

50

20

10

200

20

10

200

15

10

150

5

10

50

20

10

200

Weighting
%

Completion of Security and Risk Assessment Questionnaire (Appendix G) 
Part VI: Data Management and Reporting
Ability to provide key insights and analysis of survey results
Ability to provide comparable benchmarks, qualitative data theming & support
to map previous data
Provide full description and reporting samples
Ability to assist Region to manage report data
Provide samples of reporting options
Describe data storage, access permissions and restrictions
Provide key and relevant benchmark comparisons for both public & private
sector with clear geographical relevance. 
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Part VII: Post survey action tools and supports
Provide recommendations and samples for post survey action plans 
Describe leadership and team tools 
Describe any value added or innovation features 

15

10

Sub-Total – Technical Evaluation

N/A

N/A

Sub-Total - Technical Evaluation weighted at 50%

0.5

N/A

Step 2. PRODUCT DEMONSTRATION

20

10

Step 3. FEE PROPOSAL

30

10

100

N/A

150
1000
(max)
500
(max)

BENCHMARK to proceed to Step 3 is 70% (or 350 / 500 points)

GRAND TOTAL

200
(max)
300
(max)

1000
(max)

E. EVALUATION AND RANKING METHOD
The ranking of proponents will be based on the total score calculated by adding the pricing points to the
total points for rated criteria.

Pricing is worth 300 points. The proponent’s price that shall be utilized for the fee proposal evaluation
shall be determined by the CONTRACT PRICE as provided on Page 20 of 29.
The pricing points for each proponent will be determined based on a relative pricing formula:

Scoring
Category
Fail

Description

Poor

Minimally addresses the component, but one or more major
considerations of the component are not addressed.

1-3

Fair

The response addresses some aspects of the component, but minor
considerations may not be addressed.
The response addresses the component and provides a reasonably
good quality solution.
There is a high degree of confidence in the proponent’s response as
a proposed solution to address the component.
The proposed solution goes above and beyond the requirements as
well as provides a high degree of confidence in its effectiveness.

4-6

Good
Very Good
Exceptional

Requirement is not met or is not acceptable.
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7
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APPENDIX E – CONDITIONS OF AWARD
The selected proponent must satisfy the following conditions and provide the following information within
14 days of the notice of selection:
1.

Certificate of Insurance
The selected proponent must provide Niagara Region with a Certificate of Insurance acceptable to
Niagara Region and, if requested by Niagara Region, certified copies of the insurance policies.
The Certificate of Insurance must comply with the insurance requirements outlined in the Contract
Terms and Conditions (Appendix A) and must be on Niagara Region’s form of Certificate of
Insurance,
which
can
be
found
on
Niagara
Region’s
website
–
www.niagararegion.ca/business/fpr/cert-insurance.aspx.
If the Certificate of Insurance is
provided in a non-original form (e.g. a facsimile, photocopy or scanned electronic copy), the
proponent acknowledges and agrees that Niagara Region is fully entitled to treat any such
Certificate as an original and that the proponent will be responsible for the accuracy and validity
of the information contained therein. . If required by Niagara Region, certified copies of all the
above-mentioned policies shall be delivered to Niagara Region. All subsequent policy renewals and
certificates of insurance thereafter, during the time that the Contract is in force, shall be forwarded to
Niagara Region within fifteen (15) days of their renewal date.

2.

Workplace Safety and Insurance Board Clearance
The selected proponent shall provide:
(a)
(b)

A valid, current Clearance Certificate declaring that the selected bidder is registered with
Workplace Safety and Insurance Board (“WSIB”), and has an account in good standing; or
A Letter of Good Standing issued by WSIB.

If WSIB coverage is not required by law to be carried by the selected proponent, the selected
proponent shall provide one of the following (as the case may be):
(a)
(b)
(c)

An Exemption Letter from WSIB, satisfactory to Niagara Region’s Director of Legal and
Court Services;
An Independent Operators Status Certificate issued by WSIB; or
Such further and other evidence as may be satisfactory to Niagara Region’s Director of
Legal and Court Services.

In addition to the indemnification provided by the selected bidder elsewhere in this RFP, the
selected bidder agrees to indemnify Niagara Region and its respective elected officials, directors,
officers, agents, employees, and volunteers, successors and assigns for all losses, claims,
expenses (including reasonable legal fees) or other charges related to the selected bidder’s
status with WSIB.
3.

Performance Security
Not Applicable
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APPENDIX F – BID IRREGULARITIES
NOTE: In this Appendix, references to “bids” shall be interpreted to mean “proposals” and
references to “bidders” shall be interpreted to mean “proponents”.
RESPONSES FOR ADMINISTERING IRREGULARITIES CONTAINED IN BIDS
IRREGULARITY
1.

Late Bids.

2.
3.

Unsealed Envelopes.
Insufficient Financial Security
A) No Bid Deposit, uncertified cheque,
or financial security not an original
(e.g. a photocopy or a facsimile of a
financial security).
B) Amount of financial security is
insufficient:
i. Amount of security is expressed
as a percentage of the total bid
sum.

C)

D)
E)
4.
A)
B)

C)

ii. Amount of security is expressed
only as a dollar figure.
i. Name or signature of Supplier is
missing or incomplete.
ii. Seal of Supplier is missing or
incomplete.
Name, signature, or seal of bonding
company is missing or incomplete.
Failure to provide a letter of
agreement to bond (if required).
Bid Document – execution
Bids completed in erasable medium.
i. Signature of representative
authorized to bind the Supplier
missing or incomplete on the
prescribed form which is to be
submitted in response to a Bid
Solicitation.
ii. Electronic signature of
representative or absence of
corporate seal authorized to bind
the Supplier shown on the
prescribed form which is to be
submitted in response to a Bid
Solicitation.
Form of Proposal missing or
incomplete.
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RESPONSE
Automatic rejection.
Returned unopened to the bidder.
Automatic rejection.
Automatic rejection.

Automatic rejection.
Automatic rejection, unless in the opinion of
Procurement and Strategic Acquisitions and Legal
and Court Services, the insufficiency in the financial
security is de minimus (trivial or insignificant).
Automatic rejection.
Automatic rejection.
Two (2) working days* to obtain missing or
incomplete items.
Automatic rejection.
Automatic rejection.

Automatic rejection.
Automatic rejection.

Two (2) working days* to obtain original signature.

Two (2) working days* to correct to the satisfaction
of Procurement and Strategic Acquisitions,
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IRREGULARITY
D)
E)
F)

5.

6.

7.
8.
9.

10.

11.
12.

13.

Form of Quotation or Tender missing
or incomplete.
Signature of witness, if required,
missing or incomplete.
Date of Bid missing or incomplete.

RESPONSE
otherwise automatic rejection.
Automatic rejection.
Two (2) working days* to correct, otherwise
automatic rejection.
Two (2) working days* to correct, otherwise
automatic rejection or, if stated in the Bid
Solicitation, automatic rejection.
Two (2) working days* to correct to the satisfaction
of Procurement and Strategic Acquisitions,
otherwise automatic rejection.

Incomplete, illegible or obscure Bids or
Bids which contain information not called
for, erasures, overwriting or strike outs
(not initialed).
Document, in which all necessary Addenda Two (2) working days* to confirm Bid to the
have not been acknowledged.
satisfaction of Procurement and Strategic
Acquisitions or, if stated in the Bid Solicitation,
automatic rejection.
Failure to attend mandatory site visit (if
Automatic rejection.
required).
Bid received on documents other than
Automatic rejection, unless allowed for in the Bid
those provided in the Bid Solicitation.
Solicitation.
Failure to insert the bidder’s business
Automatic rejection unless, in the opinion of
name in the space provided in the Bid
Procurement and Strategic Acquisitions and Legal
Solicitation form.
and Court Services, the incomplete nature is trivial
or insignificant.
Mathematical errors.
Two (2) working days* to initial the corrections as
made by the Corporation. Unless otherwise stated
in the Bid, the unit price shall prevail and the total
Bid price shall be adjusted accordingly. The
Corporation reserves the right to waive initialing and
accept Bid as corrected.
Qualified Bids (Bids qualified or restricted Automatic rejection
by an attached statement).
Bids containing minor obvious clerical
Two (2) working days* to confirm Bid to the
errors.
satisfaction of Procurement and Strategic
Acquisitions.
Any other irregularities.
The Director of Legal and Court Services, or
Designate, shall have authority to waive other
irregularities or grant two (2) working days * to initial
such other irregularities considered to be minor.

** Where “working days” specified, this is from the hour the Bidder is notified by Niagara Region staff
of the irregularity
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