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the future lives here.




	SCHEDULE B – FORM OF QUOTATION



[Note:  The intent of this RFQ is to encourage responses that clearly communicate the Contractor’s understanding of the requirements of this RFQ and the Agreement for Services and its implementation.  Submission of a Quotation indicates acceptance by a firm of the conditions contained in this RFQ, unless otherwise indicated in the Quotation.]

RFQ Title:  Courier and Internal Delivery Services
RFQ No:  1220-040-2022-070
CONTRACTOR
Legal Name: 



Contact Person and Title:


Business Address:


Business Telephone:


Business Fax:


Business E-Mail Address:



To:

CITY OF SURREY

City Representative:  Sunny Kaila, Manager, Procurement Services
E-mail for PDF Files:
purchasing@surrey.ca
1.
If this Quotation is accepted by the City, a contract will be created as described in:

(a)
the Agreement;

(b)
the RFQ; and

(c)
other terms, if any, that are agreed to by the parties in writing.
2.
Capitalized terms used and not defined in this Quotation will have the meanings given to them in the Agreement and RFQ.  Except as specifically modified by this Quotation, all terms, conditions, representations, warranties and covenants as set out in the Agreement and RFQ will remain in full force and effect.

3.
I/We have reviewed the RFQ Attachment 1 – Draft Agreement - Services. If requested by the City, I/we would be prepared to enter into that Agreement, amended by the following departures (list, if any):

Section


Requested Departure(s) / Alternative(s)

	

	

	


4.
The City requires that the successful Contractor have the following in place before providing the Services:

(a) Workers’ Compensation Board coverage in good standing and further, if an “Owner Operator” is involved, personal operator protection (P.O.P.) will be provided,

Workers' Compensation Registration Number ___________________________;

(b) Prime Contractor qualified coordinator is Name:  _________________________ 

and Contact Number:  _________________________;

(c) Insurance coverage for the amounts required in the proposed Agreement as a minimum, naming the City as additional insured and generally in compliance with the City’s sample insurance certificate form available on the City’s Website Standard Certificate of Insurance;

(d)
City of Surrey or Intermunicipal Business License:  Number ________________;
(e)
If the Contractor’s Services are subject to GST, the Contractor’s GST Number is _____________________________________; and

(f)
If the Contractor is a company, the company name indicated above is registered with the Registrar of Companies in the Province of British Columbia, Canada, Incorporation Number ___________________________________.

As of the date of this Quotation, we advise that we have the ability to meet all of the above requirements except as follows (list, if any):




Requested Departure(s) / Alternative(s)
	

	

	


5.
The Contractor acknowledges that the departures it has requested in Sections 3 and 4 of this Quotation will not form part of the Agreement unless and until the City agrees to them in writing by initialing or otherwise specifically consenting in writing to be bound by any of them.
Changes and Additions to Specifications and Scope:

6.
I/We have reviewed the RFQ Attachment 1 – Draft Agreement, Schedule A – Services.  If requested by the City, I/we would be prepared to meet those requirements, amended by the following departures and additions (list, if any) that would be of benefit to the City in terms of value for money, cost savings, environmental benefits or other benefits, together with a description of the resulting change in the Quotation price organize any suggested amendments in the form similar to the following, using additional pages as needed):
Requested Departure(s) / Alternative(s)
	

	

	


7.
CONTRACTOR PROFILE AND QUALIFICATIONS

A.
Contractor Summary (Note:  Provide background information (brief history, size, services offered, etc.)
	

	

	


B.
Experience, Qualifications (Note:  Describe your relevant experience performing services the same/similar to the Services):
	

	

	


C.
References (Note:  List 3 client references (excluding City of Surrey and Surrey Library), preferably from other public organizations).  We hereby consent to the City contacting references for the purposes of evaluating our Quotation:
	Company and Contact Name
	Phone / Email
	Work Description

	
	
	

	
	
	

	
	
	


D.
Key Personnel (Note:  Contractor should list key personnel who will be the primary contact for contract and performance management.  Should include a brief description of their experience, highlighting relevance and successful completion of work similar to the Services and its scope.  By providing this information, you warrant and represent you have each individual’s consent to disclosure of their personal information in accordance with privacy laws.)
	Name and Title
	Area of Responsibility
	Experience

	
	
	

	
	
	

	
	
	


E.
Sub-Contractors (Note:  List all proposed subcontractors and the work they will undertake.  Where final selection has not been made, identify the potential subcontractors from which the selection will be made.  If none, indicate “Not Applicable”.  If any subcontractors are individuals, by providing this information, you warrant and represent you have each individual’s consent to disclosure of their personal information in accordance with privacy laws.)  (Note:  As per contract terms, changes to subcontractors are not permitted without written approval of the City.)
	Name and Address
	Contact Name / Phone Number
	Area of Responsibility
	Experience (including years working with Contractor)

	
	
	
	

	
	
	
	

	
	
	
	


8.
PERFORMANCE PLAN (attach separate page(s))
A.
Capability – Demonstrate and describe your general capability to perform the Services, your understanding of the Services through discussion of the key issues, and your ability to meet the requirements of Schedule A (Scope of Services) of the RFQ and the contract terms.

	

	

	


B.
Capacity, Volume Fluctuations and Rush Orders.  (Note:  Describe your capacity to perform the Services, including staffing levels, vehicle availability, number of drivers, etc. Confirm your ability to provide daily pick-up and delivery services as set out in Schedule A (Scope of Services) and how you will provide the Services for all locations.)
	

	

	



(Note:  Describe how you will (1) meet the estimated volumes as described in the RFQ documents, (2) handle fluctuations if volumes increase with little or no notice, and (3) handle rush orders.)
	

	

	


C.
Equipment and other Resources
(Note:  Describe the equipment, technologies, and other resources you will utilize to perform the Services efficiently and effectively to meet the timelines.)
	

	

	


(Note:  Describe your process for tracking shipments from origin to destination and providing proof of delivery, as needed.)
	

	

	


D.
Quality Assurance and Quality Control


(Note:  Describe your quality assurance program.)
	

	

	


(Note:  Describe how you will maintain quality control and meet quality standards in the performance of the Services, including with respect to Care Home deliveries.)
	

	

	


(Note:  Describe how your will take responsibility for and remedy damage to goods, caused by inappropriate handling practices and/or treatment, service deficiencies or sub-standard workmanship by your personnel and/or subcontractors.)
	

	

	


(Note:  Describe the process for resolving claims for shipment damage or loss and documentation necessary to report a claim.)
	

	

	


E.
CUSTOMER SERVICE 

Customer Service Approach 


(Note: Describe your customer service approach, including issues management, and reporting, etc.)
	

	

	


Response and Escalation
(Note:  Describe your escalation process to resolve dispute and manage issues that arise.)
	

	

	


Security Protocols and Procedures

(Note:  Describe your processes and procedures for maintaining the security of the goods (including during pick-up and drop-off, and storage) and maintaining confidentiality of the shipments.  Your response should include security measures in place at your facilities (where the goods will be performed) and for vehicles (including methods used to secure vehicle contents and the of GPS for vehicles, if any)).

	

	

	


Security Clearances/Background Checks. 
(Note: Describe your process for performing/updating background checks/security clearances for personnel and sub-contractors):

	

	

	


Option 6 – Innovative Variation in the Delivery of the Goods and Services

The City is interested in innovative variations to the delivery of the Goods and Services. Variations can range from minor modifications to major system and administrative changes. The list below illustrates (but does not limit or promote the implementation of) possible variations.  Innovative variations could include:

Longer or shorter Agreement terms;

Service delivery methodology improvements;

Alternate vehicles/low emission vehicles; and

Alternate performance requirements.

F.
OTHER INFORMATION
 
(Note: Describe in detail any additional or value-added services not specifically requested but offered.  There will be no extra costs associated with these services unless such costs are specifically included and explained in Schedule B-1 – Financial Quotation.  Nothing proposed in this section will apply unless incorporated into the Agreement Terms.)
	

	

	


9.
I/We the undersigned duly authorized representatives of the Contractor, having received and carefully reviewed the RFQ and the Agreement, submit this Quotation in response to the RFQ.

This Quotation is offered by the Contractor this _______ day of _______________, 202_.
CONTRACTOR

I/We have the authority to bind the Contractor

	_________________________________________

(Signature of Authorized Signatory)

_______________________________________

(Print Name and Position of Authorized Signatory)
	________________________________________

(Signature of Authorized Signatory)

________________________________________

(Print Name and Position of Authorized Signatory)


	Note:

This Form of Quotation should be signed by a person authorized to sign on behalf of the Proponent as follows:
(a)
For a corporation - the authorized signatory(ies) of the corporation;
(b)
For a partnership or joint venture - each partner or joint venturer (or their authorized signatories as applicable)
**For joint ventures, one joint venturer must assume overall responsibility for the RFP and the RFP process and be identified accordingly in the proposal; or
(c)
For an individual (including a sole proprietorship) - the individual.


	Attachments:

· Schedule B-1 – Financial Quotation



SCHEDULE B -1 – FINANCIAL QUOTATION
(Note:  This Schedule, subject to negotiations between the City, Library and the successful Contractor(s), will be incorporated into the agreement Terms.  In the competitive process, the City or Library will not advise a Contractor on the content of the Quotation. It is left to the discretion of each Contractor to articulate and propose the pricing approach that aligns with their business methods and satisfies the requirements of the RFQ.]
A.
PRICING AND PAYMENT TERMS

(a)
Currency.  All prices are expressed in Canadian dollars.

(b)
Firm Flat Rate and Hourly Rate Pricing.  All Fees (prices) will be fixed.  

(c)
All-inclusive Pricing:

(i)
Fees are all inclusive, and include all pick-up and drop off costs from City and Library locations;
(ii)
The Contractor is responsible for the payment of its own costs related to the performance of the Services and compliance with the Agreement Terms.  

For greater certainty, costs of general management, non-technical supporting services, licensing, insurance, general overhead, mobilization and demobilization, travel time, permits, maintenance of vehicles, fuel, fuel surcharge(s), driver, vehicles and equipment, and all other costs associated with the Services are deemed to be covered by the Fees and will not be subject to additional payment by the City.  

(d)
The taxes (as applicable) are not included and will be shown separately on the invoicing.  
(e)
Payment Terms.  30 days following receipt of the Services to which the payment relates, or receipt of an invoice by the City’s Account Payable, whichever is later.

(f)
Early Payment Discount.  A cash discount of ________ % will be allowed if invoices are paid within ________ days.

B.  PRICING:
The City is considering the following combinations of delivery options for the Services:


(1)
Option 1 – Courier and internal delivery services (Contract Services - City and Library).
(2)
Option 2 – Everything except reduction in Services to three (3) times per week (Excluding Library).
CONTRACTORS FINANCIAL QUOTATIONS - OPTION 1 (Contract Services):
TABLE 1:  CITY FACILITIES (Example)
1.
This table identifies the yearly Fees associated with completing the requirements as outlined in this RFQ for Option 1 - Courier and Internal Delivery Services for Contract Services:

Monthly Cost for One Vehicle with Driver
	
	
	FOR OPTIONAL TERMS

	
	FOR YEAR 1
	FOR YEAR 2
	FOR YEAR 3
	FOR YEAR 4
	FOR YEAR 5

	January
	$
	$
	$
	$
	$

	February
	$
	$
	$
	$
	$

	March
	$
	$
	$
	$
	$

	April
	$
	$
	$
	$
	$

	May
	$
	$
	$
	$
	$

	June
	$
	$
	$
	$
	$

	July
	$
	$
	$
	$
	$

	August
	$
	$
	$
	$
	$

	September
	$
	$
	$
	$
	$

	October
	$
	$
	$
	$
	$

	November
	$
	$
	$
	$
	$

	December
	$
	$
	$
	$
	$

	Sub Total:
	$
	$
	$
	$
	$

	Plus GST (5%):
	$
	$
	$
	$
	$

	Total Quotation Price:
	$
	$
	$
	$
	$


TABLE 2:  SURREY LIBRARY – CONTRACT SERVICES (Example)
1.
This table identifies the yearly Fees associated with completing the requirements as outlined in this RFQ for Option 1 - Courier and Internal Delivery Services – Contract Services – Library Only.

Monthly Cost for One Vehicle with Driver
	
	
	FOR OPTIONAL TERMS

	
	FOR YEAR 1
	FOR YEAR 2
	FOR YEAR 3
	FOR YEAR 4
	FOR YEAR 5

	January
	$
	$
	$
	$
	$

	February
	$
	$
	$
	$
	$

	March
	$
	$
	$
	$
	$

	April
	$
	$
	$
	$
	$

	May
	$
	$
	$
	$
	$

	June
	$
	$
	$
	$
	$

	July
	$
	$
	$
	$
	$

	August
	$
	$
	$
	$
	$

	September
	$
	$
	$
	$
	$

	October
	$
	$
	$
	$
	$

	November
	$
	$
	$
	$
	$

	December
	$
	$
	$
	$
	$

	Sub Total:
	$
	$
	$
	$
	$

	Plus GST (5%):
	$
	$
	$
	$
	$

	Total Quotation Price:
	$
	$
	$
	$
	$


TABLE 3 – SURREY LIBRARIES (Schedule A-2-2 ACCESSIBILITY SERVICES DELIVERIES TO CARE HOMES – SURREY LIBRARIES (Example)
1.
This table identifies a fixed fee per stop that clearly indicates the costs associated with completing the requirements as outlined in Schedule A-2-2 Accessibility Services Deliveries to Care Homes only:
	
	
	FOR OPTIONAL TERMS

	
	FOR YEAR 1
	FOR YEAR 2
	FOR YEAR 3
	FOR YEAR 4
	FOR YEAR 5

	ANNUAL FLAT RATE (PER STOP)
	$
	$
	$
	$
	$


Note:  These rates will be used to determine the new total monthly cost for approved additional sites or deletion of sites.
CONTRACTORS FINANCIAL QUOTATION - OPTION 2 (Example):
TABLE 1 – CITY FACILITIES (Example)
1.
This table identifies the yearly Fees associated with completing the requirements as outlined in this RFQ for Option 2 - Courier and Internal Delivery Services for three (3) days per week – City Only (excluding Library):

Monthly Cost for One Vehicle with Driver
	
	
	FOR OPTIONAL TERMS

	
	FOR YEAR 1
	FOR YEAR 2
	FOR YEAR 3
	FOR YEAR 4
	FOR YEAR 5

	January
	$
	$
	$
	$
	$

	February
	$
	$
	$
	$
	$

	March
	$
	$
	$
	$
	$

	April
	$
	$
	$
	$
	$

	May
	$
	$
	$
	$
	$

	June
	$
	$
	$
	$
	$

	July
	$
	$
	$
	$
	$

	August
	$
	$
	$
	$
	$

	September
	$
	$
	$
	$
	$

	October
	$
	$
	$
	$
	$

	November
	$
	$
	$
	$
	$

	December
	$
	$
	$
	$
	$

	Sub Total:
	$
	$
	$
	$
	$

	Plus GST (5%):
	$
	$
	$
	$
	$

	Total Quotation Price:
	$
	$
	$
	$
	$


Notes: 
¹ Surrey Library will not be participating in Option 2.

2 For clarity, the City reserves the right to award the RFQ by individual category or combination of categories, whichever is to be in the best interest of the City.
FORCE ACCOUNT LABOUR AND VEHICLE RATES (Example).
1.
Contractors should complete the following tables setting out the all-inclusive force account labour and vehicle rates that includes consideration for overhead and profit for approved extras/credits for all applicable categories of labour:
CITY  FACILITIES:

	
	
	FOR OPTIONAL TERMS

	
	FOR YEAR 1
	FOR YEAR 2
	FOR YEAR 3
	FOR YEAR 4
	FOR YEAR 5

	One Vehicle with Driver
	$
	$
	$
	$
	$

	One Vehicle with Driver and One Swamper
	$
	$
	$
	$
	$


SURREY LIBRARY:
	
	
	FOR OPTIONAL TERMS

	
	FOR YEAR 1
	FOR YEAR 2
	FOR YEAR 3
	FOR YEAR 4
	FOR YEAR 5

	One Vehicle with Driver, or
	$
	$
	$
	$
	$

	One Vehicle with Driver and One Swamper
	$
	$
	$
	$
	$


SPECIAL SERVICES - AS REQUESTED ON DEMAND PICKUPS AND DELIVERIES

Contractor should indicate below all applicable discounts, price reduction incentive, and other discounts available to the City together with all applicable terms and conditions of same. 
Discounts:  The City seeks a competitive discount-off the Contractor’s most current published list pricing. The discounts will be firm for the term of the Agreement.
	Categories


	Rate Card (Tariff)
Discount Structure (%)

	Per shipment any weight (document and parcel shipments)
	

	
	

	
	


Contractors are to describe how they will ensure discounted pricing is available to the City and Library at all times during the Term.  

	

	

	


How will discount be connected to our account so (i.e., no necessity to receive estimates/quotes provide a copy of their published rates and their proposed discount rate for the City and Library).
	

	

	


RDO

September 29, 2022
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