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Proposals Submitted Only in Prescribed Manner 

Proposals must be submitted in accordance with the submission instructions in Section 3.8. Proposals 
submitted in any other manner will be disqualified. Proposals received after the Closing Date and Time will 
not be considered. 
 

Competitive Bid Documents 
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summerland.ca/bids. 

http://www.summerland.ca/bids
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1. Introduction 

1.1. Invitation to Proponents 
This Request for Proposals ("RFP") is an invitation by the District of Summerland (the 

“District”) to prospective Proponents to submit non-binding Proposals for the provision 

of managed print services as further described in Section 2 - Deliverables (the 

“Deliverables"). 

1.2. District of Summerland 
Nestled in the heart of the Okanagan Valley in Southern British Columbia, the District 

is a municipality of approximately 12,000 residents with an unparalleled blend of rural, 

agricultural and urban living. Summerland is a friendly town and is known for its 

beautiful beaches, scenic biking and hiking trails, mountains and vineyards, and 

agricultural backbone.  

The District of Summerland is an authorized user of the Province of British Columbia’s 

Corporate Supply Arrangements and is a member of several buying groups/group 

purchasing organizations, including Sourcewell, Kinetic GPO, and RMA Trade. The 

District may be eligible for discounted pricing through cooperative purchasing 

agreements arranged by these organizations. If a Proponent is able to offer discounted 

pricing through any of the aforementioned programs, that pricing should be made 

available to the District. 

Further details on the District can be found at: http://summerland.ca 

1.3. Definitions  
In this Request for Proposals, in addition to any words defined above, 

“Addendum” and “Addenda” mean additional information or amendments to this RFP, 

issued by the District. 

“Agreement” means the written agreement between the District of Summerland and 

the successful Proponent resulting from this RFP. 

“Closing Date and Time” means the date and time that Proposals to this RFP must be 

received. 

“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 having access to, confidential 

information of the District 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 open and competitive RFP process or render that process non-competitive 

or unfair; or 

http://summerland.ca/
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b) in relation to the performance of its contractual obligations under a contract for 

the Deliverables, 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. 

“Contact Person” means the person named in Section 3.2 – Enquiries. 

“Deliverables” means the goods and/or services that the District seeks to be provided 

by the Provider, as further defined in Section 2 – Deliverables.  

“Evaluation Committee” means the team of qualified staff appointed by the District to 

review and assess Proposals. 

“Must”, “Mandatory”, or “Required” means a requirement that must be met in order 

for a Proposal to receive consideration. 

“Proponent” means a person or entity that submits a Proposal to this RFP. 

“Proposal” means a response submitted to this RFP. 

“Provider” means the successful Proponent; the individual, firm, co-partnership, or 

corporation retained by the District to perform the Deliverables in accordance with the 

Agreement. 

“Request for Proposal” or “RFP” means this Request for Proposals and includes the 

documents listed in the index and any modifications thereof or additions thereto 

incorporated by addendum before the Closing Date and Time. 

“Section” means the numbered section of the referenced part of this RFP. 

2. Deliverables 

2.1. Overview  

The District’s current fleet of multifunction equipment (print, copy, scan, fax, email, etc.) 
is primarily owned by the District and is either near or at end of life. Refer to Appendix 
B – Current Fleet. 

The District intends to engage a single external service provider to provide the 
hardware, management, reporting systems and support services to meet the District’s 
print, copy, scan and fax needs in a Managed Print Services or MPS model (“MPS 
Services”). 

The District is interested in an all-in cost per copy solution inclusive of hardware, 

consumables (e.g. toner, print heads), installation, disposal of existing printers, service, 

and support for its multifunction fleet whereby the District does not own any equipment 

but is paying just a per copy rate for the use.    

By partnering with a single MPS provider (“Provider”) the District intends to move to an 

efficient, sustainable, and managed model. 
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Further, the District is looking for a solution that will provide flexibility over the course 

of the agreement to “right size” devices, add or delete devices based on need without 

penalty and all with a coterminous end date. 

In addition, a print strategy is desired by the District and that the Provider assist the 

District with minimizing high-cost single function printers with work group solutions or 

other strategies to reduce the District’s operating costs to print (including but not limited 

to, reducing waste and non-essential colour printing). 

2.2. District Technical Environment  

The District’s current technical environment consists of: 

• a Hyper V virtual server environment, with Windows 2016 and 2019 servers; 

• Print server is the Windows 2012r2 standard; 

• Various computers models (e.g. desktop, surface) that all run Windows 10 
Enterprise;  

• Microsoft Office 365 and Office Pro Plus; and  

• Corporate local area network and wide area network connections are 100 Mbps 
and 1,000 Mbps. 

2.3. Term of Engagement 
The District desires to have the MPS Services operational by June 30, 2022, or earlier. 

The initial term of the engagement is to be for a period of five (5) years, with an option 

at the District’s discretion, to renew annually up to an additional five (5) years.   

2.4. Budget  
The District is not disclosing a budget for the Deliverables as part of this RFP process. 

Proponents should provide their required remuneration as part of their Proposal. 

2.5. Innovation and Value-Added Services 
Given the District’s objectives and the Proponent’s best practices experience, the 

Proponent may have additional project offerings that will ensure the overall short and 

long-term success of the District’s project as defined in this RFP.  

The Proponent may include ideas beyond the scope of the RFP that provide added 

benefit to the District not specifically asked for in this RFP and what the Proponent is 

prepared to supply and provide as part of the Agreement. Unless otherwise stated, it is 

understood that there will be no extra costs for these items; however, if the Proponent 

identifies any additional costs pertaining hereto, the summary and explanation of the 

value-added costs should be included and identified in the Fee Schedule.  

2.6. Provider Requirements 
The Provider shall provide the District with proof of the following prior to beginning work 

on this project: 

• A Business License that allows the Provider to perform work in Summerland 

(either a Summerland Business License or an Inter-Community/Mobile 

Business License from another Okanagan-Similkameen municipality). 
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• WorkSafe BC Clearance Letter addressed to the District of Summerland, 

indicating that account is active and in good standing 

• Commercial General Liability Insurance  

The Provider shall obtain and maintain Commercial General Liability insurance 

during the term of this Agreement that provides coverage for death, bodily 

injury, property loss and damage and all other losses arising out of or in 

connection with the provision of the Deliverables, in an amount not less than 

$2,000,000 per occurrence, or in such a greater amount as may be required 

by the District Representative from time to time, acting reasonably.  

The insurance shall: 

• name the Corporation of the District of Summerland, its officials, officers, 

employees, servants, and agents as “Additional Insured”; 

• include that the District is protected notwithstanding any act, neglect or 

misrepresentation by the Provider which might otherwise result in the 

avoidance of a claim and that such policies are not affected or invalidated 

by any act, omission or negligence of any third party which is not within 

the knowledge or control of the insureds; 

• be issued by an insurance company entitled to carry on the business of 

insurance under the laws of British Columbia; 

• be primary and non-contributory with respect to any policies carried by 

the District and shall provide that any coverage carried by the District is in 

excess coverage;  

• not be cancelled or materially changed without the insurer providing the 

District with 30 days written notice stating when such cancellation or 

change is to be effective; 

• be maintained for a minimum period of 12 months;  

• not include a deductible greater than $5,000.00 per occurrence; 

• extended to cover the Provider’s Blanket Contractual Liability;  

• include a cross liability clause; and, 

• be on other terms acceptable to the District Representative, acting 

reasonably. 

• Automobile Liability Insurance  

The Provider shall obtain and maintain during the term of this Agreement 

Automobile Liability insurance with an inclusive third-party liability limit of not 

less than $5,000,000 per occurrence. All vehicles owned, leased or not owned 

but operated by or on behalf of the insured must be covered by either 

Automobile or Commercial General Liability Insurance. 

For clarity, a Proponent is not required to be in possession of all of the above at the 

time of submitting a Proposal, but if they are the successful Proponent and invited to 
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enter into an Agreement, they must be prepared to obtain the above and provide proof 

to the District.  

3. RFP Process 

3.1. RFP Schedule 
 

Event: Date: 

Issue Date of this RFP March 18, 2022 

Deadline for Questions April 8, 2022 

Anticipated Last Day to Issue Addenda April 12, 2022 

RFP Closing Date and Time: 
April 19, 2022 at 14:00 Local 
Time 

Anticipated Notice of Award Week of May 9, 2022 

 
The above dates are subject to change at the discretion of the District. 

3.2. Site Meeting Details 
No site meeting will be held for this RFP. Proponents should submit any questions 

they may have in accordance with Section 3.3. 

3.3. Enquiries 
The point of contact at the District of Summerland for any queries or questions related 

to this RFP (RFP Contact Person) is: 

• Carol Madryga, Manager of Procurement  

• Email: procurement@summerland.ca 

Proponents should contact the RFP Contact Person with any questions, in writing, by 

email only, prior to the Deadline for Questions noted in Section 3.1 – RFP Schedule. 

This will allow the District, at its discretion, to issue addendum prior to the Anticipated 

Last Date to Issue Addenda. Questions received after the Deadline for Questions will 

be addressed if time permits. 

Verbal discussion between District staff and a Proponent shall not become a part of the 

RFP unless confirmed by a written Addendum. The District shall not be held 

responsible for any misunderstanding by the Proponent. 

3.4. Proponents to Review RFP 
Proponents shall carefully review the RFP documents immediately upon receipt of the 

RFP and report any errors, omissions or ambiguities, and ask any questions that will 

further their understanding of the request. The Proponent is solely responsible to seek 
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clarification from the District on any matter it considers to be unclear and Proponents 

are to rely on their own independent analysis in preparing a submission.  

It is the Proponent’s responsibility to determine if, as part of their evaluation of this 

assignment and the preparation of their Proposal, they need to request access to any 

information included in this RFP. If there are any services that are not included in the 

Deliverables, but which the Proponent deems necessary to successfully complete this 

assignment, the Proponent should advise the RFP Contract Person. 

3.5. All New Information by way of Addenda 
This RFP may only be amended by way of an Addendum issued in accordance with 

this Section. At any time up until the Closing Date and Time, the District may issue an 

Addendum in order to amend, clarify, or answer questions to this RFP. Each Addendum 

will be issued at the same location and in the same manner as this RFP document (i.e. 

on the District of Summerland website only at summerland.ca/bids).  

Each Addendum will form an integral part of this RFP. Proponents are solely 

responsible for checking for Addenda up until the Closing Date and Time. If the District 

deems it necessary to issue an Addendum after the Anticipated Last Day to Issue 

Addenda, as detailed in Section 3.1, then the District may extend the Closing Date and 

Time in order to provide Proponents with more time to complete their Proposal. 

Proponents must confirm receipt of all Addenda on Appendix C– Submission Form, to 

be submitted as part of their Proposal.  

3.6. Conflict of Interest 
The proponent shall not engage in any Conflict of Interest communications. Proponents 

should note that Proposals will not be evaluated if the Proponent’s current or past 

corporate or other interest may, in the District’s opinion, give rise to a conflict of interest 

in connection with the RFP. 

3.7. Qualifications 
By submitting a Proposal, the Proponent is representing that it has the competence, 

qualifications, and relevant experience to carry out the work and will employ the same 

experienced staff to efficiently and safely perform the Deliverables. 

3.8. Submission of Proposals 
To be considered, Proposals must be submitted using BC Bid eBid electronic bid 

submission. Proponents are urged to contact BC Bid customer support as required in 

advance of submitting a response to ensure they are registered with BC Bid, have a 

BC Bid eBid subscription and eBid ‘key’, and are familiar with the eBid submission 

requirements and procedures. The District shall not be responsible for incomplete or 

misdirected Proposals due to electronic technical problems arising out of Proponent’s 

use of BC Bid eBid submission.  

Proposals submitted in any other manner will be disqualified. 

Proposals must be received no later than the RFP Closing Date and Time detailed in 

Section 3.1. It is solely the responsibility of the Proponent to ensure that the Proposal 

is received on time. 

http://www.summerland.ca/bids
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3.9. Amendment or Withdrawal of a Proposal 
A Proponent may amend a Proposal at any time up until the RFP Closing Date and 

Time by using the BC Bid eBid submission amendment functionality.  

A Proponent may withdraw a Proposal that is already submitted at any time throughout 

the RFP process by contacting the RFP Contact Person or withdrawing their Proposal 

through BC Bid eBid.  

3.10. Remedy Period 
Notwithstanding the requirements for mandatory criteria and scored criteria, the District 

may, in its sole discretion, provide written notification to a Proponent that identifies any 

of the mandatory or recommended requirements not met and provides the Proponent 

with five (5) calendar days to remedy and supply the requirements. This option to 

remedy missing requirements shall be exercised at the absolute discretion of the 

District and does not apply to Proposals received after the Closing Date and Time. 

3.11. Clarification and Verification 
At any point in the evaluation process, the District may, at its sole option, request further 

details or clarification from the Proponent and/or third parties on aspects of a Proposal 

by way of a written request for clarification. The written request shall clearly state the 

required clarification and time limit to supply the information requested. Following 

receipt of the clarification information, the District may use this information to reassess 

and/or re-score the Proposal according to the scored criteria.  

Proponents should note that the District, in addition to any other remedies it may have 

at law or in equity, reserves the right to rescind any contract awarded to a Proponent in 

the event that the District determines that the Proponent made a misrepresentation or 

provided any inaccurate, misleading or incomplete information in its proposal or during 

contract negotiations. 

4. Evaluation of Proposals & Award of Agreement 

The District will conduct the evaluation of Proposals and selection of a successful Proponent 

in accordance with the process detailed in this Section. Evaluation of Proposals will be by a 

Proposal Evaluation Committee. The District’s intent is to enter into an Agreement with the 

Proponent who has met all mandatory criteria and minimum scores, and who has the highest 

overall ranking based on this evaluation process. 

4.1. Stage I – Compliance Review 
Prior to the evaluation of Proposals, the District will review each Proposal to determine 

if it complies with the submission instructions and mandatory requirements provided in 

this RFP. If, in the sole discretion of the District, a Proposal does not materially comply 

with the requirements set out in this RFP and/or the District determines that there is a 

material or perceived conflict of interest, the Proposal will be disqualified from further 

consideration. 

Proposals not clearly demonstrating that they meet the following mandatory criteria will 

be excluded from further consideration in the evaluation process. 
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Mandatory Criteria: 

1 The Proposal must be received by the Closing Date and Time, in 
accordance with the requirements of Section 3.1 – RFP Schedule 

2 The Proposal must be submitted in accordance with the requirements 
of Section 3.8 – Submission of Proposals 

3 The Proposal must include the following completed forms:  

• Appendix C – Submission Form 

• Appendix D – Pricing Form 

4 The Proposal must include the information requested on the following 
forms either on the form or a format of their choice:  

• Appendix E – Proposed Fleet  

• Appendix F – Project References 

4.2. Stage II – Evaluation of Rated Criteria 
Proposals that are deemed compliant after Stage I will be evaluated in Stage II. The 

evaluation team will establish the Stage II score using the following criteria.  

Scored Criteria 
Weighting 
(Points) 

Experience and Qualifications  20 

Implementation Plan  20 

Operational Model  15 

Service Levels  15 

Innovation and Value-Add  5 

Total  75 

Threshold: A minimum score of forty (40) points must be obtained in this Stage for a 

Proponent to move to Stage III.  

Any proposal not meeting a threshold score will not be given further consideration. 

Scoring Methodology 

Each criterion will be scored by the evaluation committee as a percentage out of 100, 

which will then be multiplied by the weighting to provide a weighted score.  

4.3. Stage III – Evaluation of Pricing 
At the conclusion of Stage II, any proposals that have met the minimum scores and 

minimum overall threshold requirement will advance to Stage III – Pricing Evaluation. 
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Scored Criteria 
Weighting 
(Points) 

Pricing  25 

 

Scoring Methodology 

Each Proponent will receive a percentage of the total possible points allocated to price 

by dividing that Proponent’s price into the lowest bid price. For example, if the lowest 

bid price is $120,000, that Proponent receives 100% of the possible points for that 

category (120,000/120,000 = 100%), a Proponent who bids $150,000 receives 80% of 

the possible points for that category (120,000/150,000 = 80%) and a Proponent who 

bids $240,000 receives 50% of the possible points for that category (120,000/240,000 

= 50%). 

 
Lowest price 
------------------- x Total available points = Score for proposal with 2nd lowest price 
2nd lowest price 
 

Lowest price 
------------------- x Total available points = Score for proposal with 3rd lowest price 
3rd lowest price 

4.4. Stage IV – Cumulative Score and Selection of Highest Scoring Proponent 
At the conclusion of Stage III, each Proposal’s weighted scores will be added together, 

and Proposals will be ranked according to their total weighted scores. Subject to the 

express and implied rights of the District, the highest scoring Proponent will be selected 

to enter into an agreement unless the District wishes to proceed with Interviews as per 

Section 4.5. In the event that two or more Proposals have an equal total weighted score, 

Proponents may be invited for interviews/presentations or may be asked to submit a 

Best and Final Offer; otherwise, the Proponent with the lowest total price will be invited 

to enter into an Agreement with the District.  

Stage IV – Cumulative Scores 
Weighting 
(Points) 

Stage II – Rated Criteria  75 

Stage III – Pricing  25 

Total Points  100 

4.5. Stage V – Interviews/Presentations 
The District, at its sole discretion, or in the event of a tied score between Proponents, 

may shortlist the Proponents and may invite one or more Proponents to an interview in 

order to further evaluate the Proposal(s). 

 

Any interview that takes place will be evaluated out of an additional 25 points for a 

revised total available proposal score of 125 points. The District reserves the right, at 
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its sole discretion, to adjust the initial evaluation scores up or down following the 

interview. 

4.6. Negotiations & Execution of an Agreement  
Neither the District nor any Proponent will be legally bound to provide or purchase the 

Deliverables until the execution of a written Agreement.  

The District will invite the top ranked Proponent to enter into discussions with a view to 

concluding an Agreement.  

The terms of the Agreement shall be in accordance with this RFP and the 

recommended Proponent’s Proposal and may include the following clauses: 

“Confidential Information” means all information of the District that is of a confidential 

nature, including all confidential information in the custody or control of the District 

regardless of whether it is identified as confidential or not, and whether recorded or not, 

and however fixed, stored, expressed or embodied, which comes into the knowledge, 

possession or control of the Provider in connection with the Agreement. 

“Indemnified Parties” means the District, and its elected officials, officers, employees, 

and agents. 

“Requirements of Law” mean all applicable requirements, laws, statutes, codes, acts, 

ordinances, orders, decrees, injunctions, by-laws, rules, regulations, official plans, 

permits, licences, authorisations, directions, and agreements with all Authorities that now 

or at any time hereafter may be applicable to either the Agreement or the Deliverables or 

any part of them. 

Indemnity 

The Provider shall defend, indemnify, and hold harmless, the Indemnified Parties, from 
and against all claims arising out of, in any way based upon, occasioned by or attributable 
to anything done or omitted to be done by the Provider, its employees, subcontractors or 
agents, connected with the performance of the Provider’s obligations under, or otherwise 
in connection with, the Agreement. The Provider’s obligations under this section shall 
survive the expiry or earlier termination of this Agreement. 

 

Limitation of Liability  

The Provider agrees that the Indemnified Parties shall not be liable for any property 
damage, bodily injury (including death) or personal injury to the Provider or for any 
proceeding by any third party against the Vendor arising in the course of the performance 
of the Provider’s obligations under this Agreement or arising otherwise in connection with 
this Agreement, except to the extent the damage or injury is caused by the negligence or 
wilful misconduct of any of the Indemnified Parties. 

Confidentiality 

During and following the term, the Provider shall: (a) keep all District Confidential 
Information confidential and secure; (b) limit the disclosure of District Confidential 
Information to only those of its directors, officers, employees, agents, partners, 
affiliates, volunteers, subcontractors, or personnel who have a need to know it for the 
purpose of providing the Deliverables and who have been specifically authorized to 
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have such disclosure; (c) not directly or indirectly disclose, destroy, exploit or use any 
District Confidential Information (except for the purpose of providing the Deliverables, 
or except if required by order of a court or tribunal), without first obtaining: (i) the written 
consent of the District and (ii) in respect of any District Confidential Information about 
any third-party, the written consent of such third-party; (d) provide District Confidential 
Information to the District on demand; and (e) return all District Confidential Information 
to the District before the end of the term, with no copy or portion kept by the Provider, 
upon request. 

Details of the Agreement may be disclosed on a confidential basis to consultants or 
suppliers retained by the District to advise or assist with matters related to the 
Agreement or to audit, assess, or develop District programs and functions. Details of 
the Agreement may also be disclosed on a confidential basis to organizations that have 
agreed to provide funding or are considering providing funding for the Deliverables or a 
related project. 
 

It is the intent of the District to ensure it has the flexibility it needs to arrive at a mutually 

acceptable Agreement. Negotiations may include, among other things: 

• Clarifications or amendments to the scope of goods/services, plus any resulting 

price adjustments; 

• Social and environmental aspects; and 

• Innovations. 

Proposals should remain valid for a period of ninety (90) days following the Closing 

Date and Time of this RFP. 

The District would seek to execute an Agreement within fifteen (15) days of issuing an 

invitation to the Proponent to conclude an Agreement. If the District and the preferred 

Proponent cannot negotiate a successful Agreement within this time-period, the District 

may terminate negotiations with that Proponent and invite the next-highest-ranked 

Proponent to conclude an Agreement. The District may then continue this process until 

an Agreement is executed, or there are no further Proponents, or the District otherwise 

elects to cancel the RFP process entirely. For clarity, the District may discontinue 

discussions with a Proponent if at any time the District is of the view that it will not be 

able to conclude an Agreement with that Proponent. 

 

The District may rescind an award if the Proponent is unable to provide the adequate 

business and insurance documents, as requested under Section 2.5 – Provider 

Requirements.  

5. Terms & Conditions of RFP Process 

5.1. Not a Tender Call 
This RFP is not a tender call and the submission of any response to this RFP does not 

create a tender process. This RFP is not an invitation for an offer to contract made by 

the District. 
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By this RFP, the District reserves itself the absolute and unfettered discretion to invite 

Proposals, consider and analyze submissions, select short-listed Proponents or 

attempt to negotiate an Agreement with the successful Proponent as the District 

considers desirable. Proposal submission by a Proponent and its subsequent receipt 

by the District does not represent a commitment on the part of the District to proceed 

further with any Proponent or project.  

5.2. No Obligation to Proceed 
Though the District fully intends, at this time, to proceed through the RFP, the District 

is under no obligation to award an Agreement as a result of this RFP. The receipt by 

the District of any information (including any submissions, ideas, plans, drawing, 

models or other materials communicated or exhibited by any intended Proponent or on 

its behalf) shall not impose any obligations on the District. There is no guarantee by the 

District, its officers, employees or agents, that the process initiated by the issuance of 

this RFP will continue, or that this RFP process or any RFP process will result in an 

Agreement with the District. 

5.3. Limitation of Liability 
No representation, warranty or undertaking, expressed or implied, is or will be made 

by, and no responsibility is or will be accepted by, the District in relation to this RFP or 

the completeness or accuracy of any information presented in the RFP. 

5.4. Procedural Rights of the District 
The District has the right, at its sole discretion, at any time, either before or after the 

Closing Date and Time, to: 

a) accept, reject, or disqualify any Proposal; 

b) determine whether a Proposal is in compliance with the RFP or whether a failure 

to comply is material or not; 

c) if only one Proposal is received, elect to accept it, reject it, and/or re-issue the RFP 

documents for re-bid without revising the existing RFP documents; 

d) alter or amend any aspect of the RFP; 

e) seek clarification or request further information or documentation from any or all 

Proponents, or from third parties; 

f) elect not to proceed with the RFP; 

g) cancel this RFP and subsequently call for new submissions for the subject matter 

of this RFP (including any portion thereof); 

h) select one or more than one Proponent for the performance of all or any part of the 

goods and/or services that are the subject matter of the RFP;  

i) decline to enter into an Agreement with any Proponent if the District is of the 

opinion that the Proponent submitted pricing that is too low to be sustainable 

and/or the successful provision of the Deliverables according to the RFP would be 

in jeopardy; and, 
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j) cancel its decision to enter into an agreement with any Proponent in the event of 

any material change with the respect to the Proponent’s Proposal that has not 

been approved by the District;  

in each case without any liability for costs, expenses or damages incurred or suffered 

by any Proponent or entity.  

5.5. Pricing 
Proponents shall deduct any applicable government discounts and quote firm net 

prices. All prices quoted shall be in Canadian funds, F.O.B. destination, freight and duty 

prepaid. The Provider will pay for the full cost of any and all transportation of the goods 

from point of origin in any country to the specified District location, including, but not 

limited to, inland haulage, any and all customs clearance fees, duties, taxes, 

documentation charges, demurrage if any, port handling charges and any unloading 

fees. Provider pays and bears freight charges, and the Provider owns goods in transit 

and files any claims. The material delivered in response to District orders shall remain 

the property of the Provider until a full physical inspection is made by the District and 

the material accepted to the satisfaction of the District. All containers shall be suitable 

for storage and shipment by common carrier, and all prices shall include standard 

commercial packaging.  

Where applicable, Proponents shall give both unit prices and extended totals. The 

District reserves the right to correct a patent computational or other mathematical error 

evident on the face of the bid, however, unit prices will not be adjusted. In the case of 

a discrepancy in computing the amount of a proposal, the unit price will govern over 

extended totals.  

While the pricing information provided in Proposals will be non-binding prior to the 

execution of a written agreement, such information will be assessed during the 

evaluation and ranking of the Proposals. Any inaccurate, misleading or incomplete 

information, including withdrawn or altered pricing, could adversely impact any such 

evaluation or ranking or the decision of the District to enter into an agreement for the 

Deliverables. 

The District may elect to evaluate pricing on the basis of the total cost of ownership. In 

using life cycle costing, factors such as the following may be considered: initial 

purchase pricing including shipping and handling, installation, training, warranties, 

duration of useful life and all reasonable operating costs (fuel/energy use, water use, 

routine maintenance, consumable supplies, parts and repairs), direct and indirect 

labour required, energy usage, environmental impact, social costs or benefits, disposal 

costs, transitional costs, residual value, etc. The District reserves the right to use those 

or other applicable criteria that, in its sole opinion, will most accurately estimate total 

cost of use and ownership. 

5.6. Disqualification 
The District may, at its sole discretion, disqualify a proposal or cancel its decision to 

award to any Proponent under this RFP process, at any time prior to or after the 

execution of an agreement, if: 

a) the Proponent or Proposal is not materially compliant with any part of this RFP; 
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b) the Proponent fails to cooperate in any attempt by the District to verify any 

information provided by the Proponent in its Proposal; 

c) the Proposal, in the opinion of the District, contains false, misleading, or 

misrepresented information; 

d) the Proposal, in the opinion of the District, reveals a real, foreseeable or 

perceivable conflict of interest; 

e) there is evidence that the Proponent, its employees, agents, suppliers, or 

representatives colluded with one or more other Proponents or any of its respective 

employees, agents, suppliers or representatives in the preparation or submission 

of Proposals;  

f) the Proponent has been responsible for significant or persistent deficiencies in 

performance of any substantive requirement or obligation under a prior contract or 

contracts with the District or any other party; 

g) there is evidence professional misconduct or acts or omissions that adversely 

reflect on the commercial integrity of the Proponent; 

h) there is evidence that the Proponent was convicted of a criminal offence or other 

serious offences; or 

i) the Proponent has filed for bankruptcy. 

5.7. Best and Final Offer 
At its sole discretion, the District may provide Proponents with an opportunity to provide 

a Best and Final Offer (BAFO). The BAFO process represents an optional step in the 

Provider selection process. BAFOs may be useful, for example, when no single 

response addresses all the specifications, when shortlisted proposals are over budget, 

when two or more Proponents are tied or nearly tied (e.g. 1% apart or less) after the 

evaluation process, or when Proponents submitted responses that are unclear or 

deficient in one or more areas.  

The District may restrict the number of Proponents invited to submit a BAFO or may 

offer the option to all Proponents. In either case, the District will provide the same 

information and the same submission requirements to all Proponents chosen to submit 

a BAFO. Proponents may be asked to review their offers, provide additional clarification 

to specific sections of the RFP, or respond to an updated scope of Deliverables. 

If a BAFO is requested, submitting a BAFO response is optional. Those choosing not 

to submit a BAFO should submit a written response notifying the District that their 

response remains as originally submitted. 

A BAFO may be submitted only once and the terms of the BAFO will not identify either 

the current rank of any of the Proponents selected for a BAFO or the offers currently 

proposed.  

5.8. Proposals in English 
All Proposals are to be in the English language only. 
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5.9. Only One Entity as Proponent 
The District will accept Proposals where more than one organization or individual is 

proposed to deliver the Deliverables, so long as the Proposal identifies only one entity 

that will be the lead entity and will be the Proponent with the sole responsibility to 

perform the Agreement if executed. The District will only enter into an Agreement with 

that one Proponent. Any other entity involved in delivering the Service should be listed 

as a subcontractor. The Proponent may include the subcontractor and its resources as 

part of the Proposal and the District will accept this, as presented in the Proposal, in 

order to perform the evaluation. All subcontractors to be used in the Service must be 

clearly identified in the Proposal. 

5.10. Proposals to Contain All Content in Prescribed Forms 
All information that Proponents wish to be evaluated must be contained within the 

submitted Proposal. Proposals should not reference external content in other 

documents or websites. The District may not consider any information that is not 

submitted within the Proposal or within the pre-prescribed forms set out in this RFP. 

5.11. Information in RFP Only an Estimate 
While the District has made every effort to ensure the accuracy of the information 

contained in this RFP, the District makes no representations, warranties, or guarantees 

as to the accuracy of the information provided. Any quantities or measurements 

provided are estimates only and are provided to describe the general nature and scale 

of the Deliverables. Proponents must obtain all information they deem necessary, 

including verification of quantities or measurements, in order to prepare a Proposal. 

5.12. Proponent Expenses 
Proponents are solely responsible for their own expenses in participating in this RFP 

process, including costs in preparing a Proposal and for subsequent finalizations of an 

agreement with the District, if required. The District will not be liable to any Proponent 

for any claims, whether for costs, expenses, damages or losses incurred by the 

Proponent in preparing its Proposal, loss of anticipated profit in connection with any 

final Agreement, or any matter whatsoever, including any actual or alleged unfairness 

on the part of the District at any stage of the Request for Proposal process. 

5.13. Retention of Proposals 
All Proposals submitted to the District will not be returned and will be retained in 

accordance with the Freedom of Information and Protection of Privacy Act. 

5.14. Notification and Feedback to Unsuccessful Proponents 
At any time up until or after the execution of a written Agreement with the Provider, the 

District may notify unsuccessful Proponents in writing that they have not been selected 

to conclude an Agreement. Unsuccessful Proponents may then request a debriefing 

with the District’s RFP Contact Person in order to obtain feedback on how their 

Proposal fared in the evaluation. Such requests for feedback should be made within 60 

days of notification of the RFP results to the unsuccessful Proponent. Details of 

feedback provided will be at the District’s sole discretion in order to protect the 

confidentiality of other Proponents and the District’s commercial interest.  
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5.15. Proponent Not to Communicate with Media 
Proponents must not at any time directly or indirectly communicate with the media in 

relation to this RFP or any agreement entered into pursuant to this RFP without first 

obtaining the written permission of the RFP Contact Person. 

5.16. Procurement Protest Procedure 
If a Proponent wishes to challenge the RFP process, it should provide written notice to 

the RFP Contact Person in accordance with any applicable procurement protest 

mechanisms. The notice must provide a detailed explanation of the Proponent’s 

concerns with the procurement process or its outcome. 

5.17. Conflict of Interest 
All Proponents must disclose an actual or potential conflict of interest, as set out in 

Appendix C – Submission Form. The District may, at its sole discretion, disqualify any 

Proponent from this RFP process, if it determines that the Proponent’s conduct, 

situation, relationship (including relationships of the Proponent’s employees and District 

employees) create or could be perceived to create a conflict of interest. 

The District may rescind or terminate an Agreement entered into if it subsequently 

determines that the Proponent failed to declare an actual or potential conflict of interest 

during this RFP process, as required under Appendix C – Submission Form. 

5.18. No Lobbying 
Proponents must 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 

influence the selection of the successful Proponent(s). 

5.19. Illegal or Unethical Conduct 
Proponents must not engage in any illegal business practices, including activities such 

as bid-rigging, price-fixing, bribery, fraud, coercion or collusion. Proponents must 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 the District; deceitfulness; submitting 

quotations 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. 

5.20. Confidentiality of District Information 
Information pertaining to the District obtained by the Proponent as a result of 

participation in this RFP process is confidential and must not be disclosed without 

written authorization from the District. 

All Proponents and any other persons who, through this RFP process, gains access to 

the District’s confidential information, are required to keep all information strictly 

confidential, which in any way reveals confidential business, financial or investment 

details, programs, strategies or plans learned through this RFP process. This 

requirement will continue with respect to such information learned by the Provider, if 

any, over the course of the Agreement. 
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5.21. Confidentiality of Proponent Information 
Proponents should note that in accordance with the provisions of Freedom of 

Information and Protection of Privacy Act (“FOIPPA”), certain details of this RFP and 

any executed Agreement may be made public, including the Provider’s name and total 

Agreement price. Proponents should be aware of and review the District’s obligations 

under FOIPPA and the District’s limited ability to refuse to disclose third party 

information pursuant to section 21 of FOIPPA.  

Proponents are advised that their Proposals or Agreement details may, as necessary, 

be disclosed on a confidential basis to advisers retained by the District to advise or 

assist with the RFP process or other matters.  

5.22. No Contract A and No Claims 
This RFP process is not intended to create and no contractual obligations whatsoever 

(including what is commonly referred to as ‘Contract A’) shall arise between the District 

and any Proponent upon the submission of a Proposal in response to this RFP. For 

extra clarity, both the Proponent and the District are free to cancel their participation in 

this RFP process at any time up until the execution of a written Agreement for the 

Deliverables. 

Without limiting the above paragraph, no Proponent shall have any claim whatsoever 

against the District for any damage or other loss resulting from a Proponent’s 

participation in this RFP, including where the District does not comply with any aspect 

of this RFP and including any claim for loss of profits or Proposal preparation costs 

should the District not execute an Agreement with the Proponent for any reason 

whatsoever. 

5.23. Governing Law and Trade Agreements 
This RFP is governed by the laws of the Province of British Columbia and any other 

agreements that exist between the Province of British Columbia and other jurisdictions. 

 

6. Proposal Response Guidelines 

6.1. Proposal Format 
To facilitate ease of evaluation by the District’s evaluation team, and to ensure each 
Proposal receives full consideration, Proposals should be structured following the 
sections identified below.  

6.2. Proposal Content 

6.2.1. Experience and Qualifications 
The Proposal should: 

• Include a description of the Proponent and corporate profile including but not 

limited to company history and number of years in business; 

• Identify the corporate head office and any local offices that may be involved in 

Project delivery and coordination; 
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• Include a description of the Proponent’s knowledge, skills and experience relevant 

to the Deliverables; 

• Include a narrative on why the Proponent considers itself to be the “right” Proponent 

for this Project;  

• Describe the roles and responsibilities of the Proponent and any of its agents, 

employees and sub-contractors who will be involved in providing the Deliverables, 

together with the identity of those who will be performing those roles and their 

relevant respective expertise. 

• Describe the Proponent’s previous history with similar projects. At least two (2) 

similar projects completed in the immediate five (5) years prior is preferred; and  

• Provide detailed project information including scope, budget and schedule 

performance and client reference details (phone number and email) for the 

referenced experience projects. Refer to Appendix F – Project Reference Tables. 

The District may contact these or other references without prior notice to the 

Proponent. Proponents who, in the opinion of the District, receive unsatisfactory 

references may be rejected.  

6.2.2. Implementation Plan  
The Proposal should: 

• Provide a comprehensive ‘Implementation Plan’ for the proposed solution that 
addresses the following: 

 
1. Implementation methodology, including: 

a) Allocation of required resources, project timelines and estimated transition time; 
b) Identification of the work effort that will be the responsibility of the District to 

complete; 
c) A schedule of project timelines, meetings, status reporting and documentation 

& communication plans; and  
d) Progress reporting throughout the implementation. 

 
2. Training: 

a) Recommend and identify the quantity and format of staff training time required 
during implementation.  The District requires technical staff to be trained by the 
Provider to understand the equipment and solution.  

b) Identify training strategies designed to encourage and support environmentally 
friendly practices. 

 

6.2.3. Operational Model  
The Proposal should: 

• Describe the Proponent’s operational model that addresses the following:  

1. Support: 
a) Help desk processes for District staff, primarily IT staff with limited end-users 

having permission to log a service ticket for service or support; 
b) Ability to provide live support during the business hours of 7:00 am to 5:00 pm 

(Monday to Friday);  
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c) After-hours support provided;    
d) Escalation matrix for project delivery issues and post implementation support 

services; 
e) Process for dealing with software patches and updates;  
f) Practices and/or programs utilized to minimize the impact on the environment; 

and 
g) Training resources that will be provided for new staff that will be using the 

equipment (e.g. documentation, web guides, video etc.). 
 

2. Consumables: 

a) Monitoring practice to ensure devices do not run out of toner;  

b) Procedure to deliver and remove toner that incorporates device and location 
identification; 

c) Environmental and/or recycling programs to minimize the environmental impact. 
 

3. Service Levels:  
 

Identify the Proponent’s guaranteed service levels including but not limited to 
‘turn-around times’ for: 
a) Telephone technical support; 
b) Service requests that require on site support and/ or maintenance; and  
c) Replacement of faulty equipment including any and all equipment. 

 

6.2.4. Innovation and Value-Added Services  
The Proposal should: 

• Demonstrate the Proponent’s ability to bring new ideas and/or innovation to this 

Project. For example, this may include new technologies or techniques. Proponents 

should include descriptions of the new idea and/or innovation and the associated 

benefits. 

6.2.5. Pricing  
The Proposal must:  

• Use the Pricing Form in Appendix D of this RFP to submit the Proponent’s pricing.   

All assumptions used to develop the fee in Appendix D should be clearly stated in the 

Proposal. 

6.2.6. Form of Agreement 
The Proposal should  

• Include a sample form of agreement including a service level agreement.   

6.2.7. Appendices 
If the Proponent wishes to include any other material not specifically requested by this 

RFP, it may do so by including additional appendices in the Proposal. 
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APPENDIX A – DISTRICT SOLUTION REQUIREMENTS 
Proposed multifunction machine solutions should consider the following: 

All devices: 

a) Are within a sustainable and secure solution; 

b) Maintain or exceed the existing functionalities and specifications; 

c) Are new, refurbished or remanufactured devices will not be considered;  

d) Have the following certifications:  EcoLogo, Energy Star; 

e) Include Letter and Legal scanning and printing; and 

f) Include Document feeders.  

 

Device specific: 

Appendix B – Current fleet, identifies by device the existing functionality and specifications and 

the desired additional functionality. 

a) Large format scanning and printing is required (e.g. 11x17); 

b) Include multiple scan functionalities: scan to network drive and scan to email; 

c) When current devices have additional paper capacity capabilities the replacements 

devices should also provide similar capacity; 

d) Fax capability will need to be retained in limited areas; and  

e) Most devices will require finisher/sorter appropriate to the need. Some devices may 

need more advanced finishers 

 



 

RFP-2022-12 – Managed Print Services  Page 25 of 48 

APPENDIX B – CURRENT FLEET 
 

The District’s current fleet and desired functionality are identified in the table below: 

A. Municipal Hall (13211 Henry Avenue) 
A1. Administration Main Copier/Printer 

Model:  Canon C7260 
 

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan, Fax 
Paper Capacity – 2 X 550 Trays, 2 X 1100 HC Trays, 3500 
Sheet Deck, 250 Bypass feeder(Total of 7500 sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 13 X 19¼ “) 
Print Finishing – Booklet Stapler/Finisher with 2/3 Hole Punch 
(3500 Sheet Capacity) External Staple Feature 
Printing Resolution – 2400 X 2400 dpi 
Print Copy Speed - 65 PPM (B/W & Color) 300 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 120 IPM Simplex / 240 IPM 
Duplex (Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 
pages (Letter) 
Print volume (12-month average):    
B/W  8,500 
Color  26,450 

 

Additional desired functionality: 
Secure printing – note id cards are not utilized 
 

A2. Finance Department Copier/Printer 

Model: Canon IR6055 
 

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 2 X 550 Trays, 2 X 1500 Trays, 100 – Bypass 
(Total of 4200 sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
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Finishing –Stapler/Finisher with 2/3 Hole Punch (3500 Sheet 
Capacity) External Staple Feature 
Printing Resolution – 1200 X 1200 dpi / 600 X 600 dpi 
Print Copy Speed - 55 PPM (B/W) 300 sheet document feeder 
Scan Speed – Single-Pass Scan / 120 IPM Simplex / 240 IPM 
Duplex (Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 
pages (Letter) 
Print volume (12-month average): 
B/W  12,530 

 
A3. Finance Cashier MFP 

Model: Canon MB4770 
 

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax  
Paper Capacity – 1 X 250 / 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing 
Printing Resolution – Up to 4800 X 600 dpi 
Print Copy Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):    
B/W  1,200 

 

 

A4. Development Services Plotter 

Model: HP DesignJet T2530 
 

Existing Functionality and Specifications: 
Functions Included – Print, Scan 
Paper Capacity – 1 Standard Roll / Media Width: m36” / Face-Up 
/ Front Load / 2” & 3” Core / 5.9” Max Roll Width 
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Finishing – Basket 
Printing Resolution – 2400 X 1200 dpi 
Print Speed – 28 PPM 
Scan Speed – 13” Per second (16 bit) / 6” Per Second (48 bit) @ 
200 dpi (Image Width: 36”) 
Scan File – PDF, JPEG, TIFF 
Print volume (12-month average):    
B/W 30 SQ Meters 
Color 40 SQ Meters 

 

B. Works & Infrastructure (9215 Cedar Ave) 

B1. Works & Infrastructure Main Copier/Printer 

Model: Ricoh MP C3003 

 

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 4 X 550 Trays, 100 – Bypass (Total of 2300 
sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
Finishing –Booklet Stapler with 2/3 Hole Punch (3250 Sheet 
Capacity) External Staple Feature 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 35 PPM (B/W % Color) 150 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 80 IPM Simplex / 160 IPM 
Duplex (Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 
pages (Letter) 
Print volume (12-month average):    
B/W  3,700 
Color  4,850 
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B2. Electrical Utilities Copier/Printer 

Model: Ricoh MP C3002 

 

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 4 X 550 Trays, 100 – Bypass (Total of 2300 
sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
Finishing –Stapler/Finisher with 2/3 Hole Punch (3250 Sheet 
Capacity) External Staple Feature 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 30 PPM (B/W & Color) 150 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 80 IPM Simplex / 160 IPM 
Duplex (Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 
pages (Letter) 
Print volume (12-month average):    
B/W  850 
Color  1,700 

 

 

B3. Electrical Warehouse Printer 

Model: HP Pro M452nw 
 

Existing Functionality and Specifications: 
Functions Included – Print 
Paper Capacity – 1 X 550 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 40 PPM (B/W & Color) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W  75 
Color  150 
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B4. Mechanics Office Printer 

Model: HP402n 
 

Existing Functionality and Specifications: 
Functions Included – Print 
Paper Capacity – 1 X 250 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 40 PPM (B/W) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W  100 

 

 

B5. Works Crew Office Printer 

Model: HP P3015 

 

Existing Functionality and Specifications: 
Functions Included – Copy, Print 
Paper Capacity – 1 X 250 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 40 PPM (B/W) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W  150 

 

 

B6. WasteWater Treatment Plant MFP (7630 Dunn St) 

Model: HP M452nw 
 

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax  
Paper Capacity – 1 X 250 / 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing 
Printing Resolution – Up to 4800 X 600 dpi 
Copy Print Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
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Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):    
B/W  350 
Color  600 

 
B7. Water Treatment Plant MFP (16700 Prairie Valley Rd) 

Model: HP283fdw 
 

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax  
Paper Capacity – 1 X 250 / 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing. 
Printing Resolution – Up to 4800 X 600 dpi 
Copy Print Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):    
B/W  350 
Color  600 

 

 

B8. Landfill Shack MFP (17202 Bathville Rd) 

Model: HP283fdw 
 

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax Paper Capacity – 1 X 250 
/ 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing 
Printing Resolution – Up to 4800 X 600 dpi 
Copy Print Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
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Print volume (12-month average):    
B/W  300 
Color  450 

 

C. Fire Hall 
C1. Fire Hall Main Copier/Printer 

Model:  Ricoh MP C2550 
 

Existing Functionality and Specifications: 
Functions Included - Copy Print Scan 
Paper Capacity – 2 X 550 Trays, 100 – Bypass (Total of 1200 
sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
Finishing –Stapler/Finisher with 2/3 Hole Punch - External Staple 
Feature 
Printing Resolution – 1200 X 1200 dpi 
Copy Print Speed - 30 PPM (B/W & Color) 150 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 80 IPM Simplex / 160 IPM 
Duplex (Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 
pages (Letter) 
Print volume (12-month average):    
B/W  800 
Color  1,600 

 

C2. Firehall Rip & Run Printer 

Model: HPM404n 
 

Existing Functionality and Specifications: 
Functions Included – Copy, Print 
Paper Capacity – 1 X 250 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Copy Print Speed - 40 PPM (B/W) 
Connectivity – Ethernet & Wireless 
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Print volume (12-month average):    
B/W  350 
 

D. Parks & Rec 
D1. Aquatic Centre Copier/Printer (13205 Kelly Ave) 

Model: Canon C2225 
 

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 4 X 550 Trays, 100 – Bypass (Total of 2300 
sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
Finishing –Stapler/Finisher with 2/3 Hole Punch (3250 Sheet 
Capacity) External Staple Feature 
Printing Resolution – 1200 X 1200 dpi 
Copy Print Speed - 30 PPM (B/W & Color) 150 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 80 IPM Simplex / 160 IPM 
Duplex (Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 
pages (Letter) 
Print volume (12-month average):    
B/W  4,500 
Color  3,500 

Additional desired functionality: 
Fax 
Secure printing 

 

D2. Arena Office MFP (8820 Jubilee Rd E) 

Model: Bro MFC J4510dw 

 

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax  
Paper Capacity – 1 X 250 / 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing 
Printing Resolution – Up to 4800 X 600 dpi 
Copy Print Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
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Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):     
B/W  150 
Color  200 
 

D3. Yards Shack Printer 

Model: HP402n 

 

Existing Functionality and Specifications: 
Functions Included – Print 
Paper Capacity – 1 X 250 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Copy Print Speed - 40 PPM (B/W) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W  150 
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APPENDIX C– SUBMISSION FORM 

Proposals must include this Appendix C – Submission Form. 

1. Proponent Details: 

Full Legal Name of 
Proponent: 

 

Other “DBA” Names the 
Proponent Uses: 

 

Registered Address:  

Proponent Contact Person 
Name & Title: 

 

Contact Person Phone No.:  

Contact Person Email:  

2. Confirmation of Addenda Received: 

We have checked the District of Summerland website at http://summerland.ca for Addenda 

and confirm receipt of the following Addenda, issued by the District up until the Closing Date 

and Time:  

Addendum # Issued on Date: 

  

  

  

  

  

3. Subcontractors: 

Subcontractors to be used for the work are as follows: 

Name of subcontractor Work to be performed 

  

  

  

  

http://summerland.ca/
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4. Certification & Acknowledgement of RFP Process: 

By signing this Appendix C – Submission Form, we the Proponent, certify and acknowledge 

the following: 

a. We have carefully read and examined this RFP document, including all appendices, and 

have conducted such other investigations as were prudent and reasonable in preparing 

this Proposal. We are able to provide the Deliverables and meet the Provider 

Requirements detailed in Section 2 for the pricing submitted in this Proposal. 

b. We certify that the statements made in this Proposal are true and submitted in good faith. 

c. We acknowledge and understand that the RFP process and the submission of this 

Proposal do not give rise to any contractual obligations whatsoever (including what is 

commonly referred to as ‘Contract A’) between the District and us, the Proponent, and 

that no contractual obligations shall arise between the District and us, the Proponent, 

until and unless we execute a written Agreement with the District. 

d. We certify that we have not engaged in any conduct which would constitute a Conflict of 

Interest in relation to this RFP process, and that there is no foreseeable Conflict of 

Interest in performing the contractual obligations contemplated in the RFP; or, we have 

disclosed any potential, perceived, or actual conflict of interest below: 

 
 
 

5. Certification Signature: 

The Proponent hereby certifies that the above statements are true and that the individual 

signing below has the authority to bind the Proponent: 

 

__________________________________ 

Signature  

 

__________________________________ 

Name  

 

__________________________________ 

Title  

 

__________________________________ 

Date 
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APPENDIX D – PRICING FORM 

Proposals must include this Appendix D – Pricing Form  

1. Pricing Basis: 

Pricing entered into the tables of Section 2 below, shall be on the following basis: 

a. All Prices must be in Canadian funds and inclusive of all applicable duties and taxes, 

except GST and PST, if applicable, which shall be itemized separately where 

indicated. The prices must be all-inclusive and include for all labour, materials, 

supplies, site visits, travel, overheads, profit, insurance, expenses, disbursements, 

and all other costs and fees necessary to deliver the Deliverables. 

b. Proponents acknowledge that, if it is a non-resident company (i.e. not a company 

registered in Canada), payments to the Proponent, as a non-resident, may be subject 

to withholding taxes under the Income Tax Act (Canada). Unless a non-resident 

Proponent provides the District with an official letter from Canada Revenue Agency 

waiving the withholding requirements, the District will withhold the taxes it determines 

are required under the Income Tax Act (Canada). 

c. The Fixed Fee prices are firm not-to-exceed prices. The Deliverables must be 

completed for the price submitted. Provider will not be compensated above the Total 

Fixed Fee price if they find that the work requires more effort than they had planned 

for when they prepared their Proposal. 

 

2. Fixed Fee for Deliverables: 

Rates quoted by the Proponent must be all-inclusive and must include all labour and material 

costs, all consumables, all installation costs, all disposal costs of existing device, all travel and 

carriage costs, all insurance costs, all costs of delivery including any pre-delivery inspection 

charges, all maintenance and licensing costs, and all other overhead, including any fees or 

other charges required by law. 

 Year 1 Year 2 Year 3 Year 4 Year 5 

Cost of services per page 
black and white $ $ $ $ $ 

Cost of services per page 
color $ $ $ $ $ 

 

Should the District exercise an option to annually renew the term, the District would be open 

to price negotiations; however, it is the District’s expectation that negotiated prices would be 

in alignment with inflation. The District may consider a price increase above inflation if the 

Provider is able to demonstrate that market price increases related to a specific commodity 

are substantially higher than inflation. 
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APPENDIX E – PROPOSED FLEET 
 

Proponents are to describe the proposed fleet of devices by location including the model, functionality, and specifications in the table below: 

A. Municipal Hall (13211 Henry Avenue)  
A1. Administration Main Copier/Printer 

Model:  Canon C7260 
 Model:   

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan, Fax 
Paper Capacity – 2 X 550 Trays, 2 X 1100 HC Trays, 3500 Sheet 
Deck, 250 Bypass feeder(Total of 7500 sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 13 X 19¼ “) 
Print Finishing – Booklet Stapler/Finisher with 2/3 Hole Punch (3500 
Sheet Capacity) External Staple Feature 
Printing Resolution – 2400 X 2400 dpi 
Print Copy Speed - 65 PPM (B/W & Color) 300 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 120 IPM Simplex / 240 IPM Duplex 
(Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 pages 
(Letter) 
Print volume (12-month average):    
B/W 8,500 
Color 26,450 

 

Additional desired functionality: 
Secure printing – note id cards are not 
utilized 
 

Functionality and Specifications: 
 

A2. Finance Department Copier/Printer 

Model: Canon IR6055 
 Model:   

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 2 X 550 Trays, 2 X 1500 Trays, 100 – Bypass 
(Total of 4200 sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 

 
Functionality and Specifications: 

 



 

RFP-2022-12 – Managed Print Services  Page 38 of 48 

Finishing –Stapler/Finisher with 2/3 Hole Punch (3500 Sheet 
Capacity) External Staple Feature 
Printing Resolution – 1200 X 1200 dpi / 600 X 600 dpi 
Print Copy Speed - 55 PPM (B/W) 300 sheet document feeder 
Scan Speed – Single-Pass Scan / 120 IPM Simplex / 240 IPM Duplex 
(Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 pages 
(Letter) 
Print volume (12-month average): 
B/W 12,530 

 
A3. Finance Cashier MFP 

Model: Canon MB4770 
 Model:   

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax  
Paper Capacity – 1 X 250 / 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing 
Printing Resolution – Up to 4800 X 600 dpi 
Print Copy Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):    
B/W 1,200 

 

 
Functionality and Specifications: 

 

A4. Development Services Plotter 

Model: HP M452dw 
 Model:   

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 1 Standard Roll / Media Width: m36” / Face-Up / 
Front Load / 2” & 3” Core / 5.9” Max Roll Width 

 
Functionality and Specifications: 
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Finishing – Basket 
Printing Resolution – 2400 X 1200 dpi 
Print Speed – 28 PPM 
Scan Speed – 13” Per second (16 bit) / 6” Per Second (48 bit) @ 200 
dpi (Image Width: 36”) 
Scan File – PDF, JPEG, TIFF 
Print volume (12-month average):    
B/W 30 SQ Meters  
Color 40 SQ Meters 

 

B. Works & Infrastructure (9215 Cedar Ave)  

B1. Works & Infrastructure Main Copier/Printer 

Model: Ricoh MP C3003 

 Model:   

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 4 X 550 Trays, 100 – Bypass (Total of 2300 sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
Finishing –Booklet Stapler with 2/3 Hole Punch (3250 Sheet 
Capacity) External Staple Feature 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 35 PPM (B/W % Color) 150 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 80 IPM Simplex / 160 IPM Duplex 
(Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 pages 
(Letter) 
Print volume (12-month average):    
B/W 3,700 
Color 4,850 

 

 
Functionality and Specifications: 

 

B2. Electrical Utilities Copier/Printer  Model:   
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Model: Ricoh MP C3003 

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 4 X 550 Trays, 100 – Bypass (Total of 2300 sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
Finishing –Stapler/Finisher with 2/3 Hole Punch (3250 Sheet 
Capacity) External Staple Feature 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 30 PPM (B/W & Color) 150 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 80 IPM Simplex / 160 IPM Duplex 
(Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 pages 
(Letter) 
Print volume (12-month average):    
B/W 850 
Color 1,700 

 

 
Functionality and Specifications: 

 

B3. Electrical Warehouse Printer 

Model: HP Pro M452nw 
 Model:   

Existing Functionality and Specifications: 
Functions Included –Print 
Paper Capacity – 1 X 550 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 40 PPM (B/W & Color) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W 75 
Color 150 

 

 
Functionality and Specifications: 

 

B4. Mechanics Office Printer 

Model: HP402n 
 Model:   
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Existing Functionality and Specifications: 
Functions Included –, Print 
Paper Capacity – 1 X 250 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 40 PPM (B/W) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W 100 

 

 
Functionality and Specifications: 

 

B5. Works Crew Office Printer 

Model: HP P3015 

 Model:   

Existing Functionality and Specifications: 
Functions Included – Copy, Print 
Paper Capacity – 1 X 250 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Print Copy Speed - 40 PPM (B/W) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W 150 

 

 
Functionality and Specifications: 

 

B6. WasteWater Treatment Plant MFP (7630 Dunn St) 

Model: HP M452nw 
 Model:   

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax  
Paper Capacity – 1 X 250 / 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing 
Printing Resolution – Up to 4800 X 600 dpi 
Copy Print Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):    

 
Functionality and Specifications: 
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B/W 350 
Color 600 

 
B7. Water Treatment Plant MFP (16700 Prairie Valley Rd) 

Model: HP283fdw 
 Model:   

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax  
Paper Capacity – 1 X 250 / 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing. 
Printing Resolution – Up to 4800 X 600 dpi 
Copy Print Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):    
B/W 350 
Color 600 

 

 
Functionality and Specifications: 

 

B8. Landfill Shack MFP (17202 Bathville Rd) 

Model: HP283fdw 
 Model:   

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax Paper Capacity – 1 X 250 / 
100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing 
Printing Resolution – Up to 4800 X 600 dpi 
Copy Print Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):     
B/W 300 
Color 450 

 

 
Functionality and Specifications: 
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C. Fire Hall 
 

C1. Fire Hall Main Copier/Printer 

Model:  Ricoh MP C2550 
 Model:   

Existing Functionality and Specifications: 
Functions Included - Copy Print Scan 
Paper Capacity – 2 X 550 Trays, 100 – Bypass (Total of 1200 sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
Finishing –Stapler/Finisher with 2/3 Hole Punch - External Staple 
Feature 
Printing Resolution – 1200 X 1200 dpi 
Copy Print Speed - 30 PPM (B/W & Color) 150 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 80 IPM Simplex / 160 IPM Duplex 
(Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 pages 
(Letter) 
Print volume (12-month average):    
B/W 800 
Color 1,600 

 
Functionality and Specifications: 

 

C2. Firehall Rip & Run Printer 

Model: HPM404n 
 Model:   

Existing Functionality and Specifications: 
Functions Included – Copy, Print 
Paper Capacity – 1 X 250 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Copy Print Speed - 40 PPM (B/W) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W 350 
 

 
Functionality and Specifications: 

 

D. Parks & Rec  
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D1. Aquatic Centre Copier/Printer (13205 Kelly Ave) 

Model: Canon C2225 
 Model:   

Existing Functionality and Specifications: 
Functions Included – Copy, Print, Scan 
Paper Capacity – 4 X 550 Trays, 100 – Bypass (Total of 2300 sheets) 
Paper Size Min/Max – Statement to 11 X 17” (Up to 12 X 18“) 
Finishing –Stapler/Finisher with 2/3 Hole Punch (3250 Sheet 
Capacity) External Staple Feature 
Printing Resolution – 1200 X 1200 dpi 
Copy Print Speed - 30 PPM (B/W & Color) 150 sheet document 
feeder 
Scan Speed – Single-Pass Scan / 80 IPM Simplex / 160 IPM Duplex 
(Mail, File, Folder) 
Scan File – PDF (Compact/Searchable PDF) JPEG, TIFF, XPS, 
Word, PowerPoint 
Storage – Mailbox (Number Supported) Store up to 30,000 pages 
(Letter) 
Print volume (12-month average):    
B/W 4,500 
Color 3,500 

Additional desired functionality: 
Fax 
Secure printing 

 

Functionality and Specifications: 
 

D2. Arena Office MFP (8820 Jubilee Rd E) 

Model: Bro MFC J4510dw 

 Model:   

Existing Functionality and Specifications: 
Multi Function: Copy, Print, Scan, Fax  
Paper Capacity – 1 X 250 / 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Print Functions – Automatic Two Sided Printing 
Printing Resolution – Up to 4800 X 600 dpi 
Copy Print Speed - 40 PPM (Auto Doc Feeder – 50 Sheets) 
Scan Speed – 47 IPM (26 PPM) 
USB – USB Printing Port 
Connectivity – Ethernet 
Print volume (12-month average):    
B/W 150 

 
Functionality and Specifications: 
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Color 200 
 

D3. Yards Shack Printer 

Model: HP402n 

 Model:   

Existing Functionality and Specifications: 
Functions Included – Print 
Paper Capacity – 1 X 250 Tray, 100 Sheet Multi Purpose Tray 
Paper Size Min/Max – Statement to Legal 
Printing Resolution – 1200 X 1200 dpi 
Copy Print Speed - 40 PPM (B/W) 
Connectivity – Ethernet & Wireless 
Print volume (12-month average):    
B/W 150 
 

 
Functionality and Specifications: 
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APPENDIX F – PROJECT REFERENCES 
 

Project Experience #1 

Client Name:  

Contact Name:  

Contact Phone Number:  

Contact Email:  

Dates Project Undertaken:  

Proposed Key Personnel on Project:  

 
Project Information:  Scope, Budget, 
Schedule Performance, Outcome, etc. 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Project Experience #2 

Client Name:  

Contact Name:  

Contact Phone Number:  

Contact Email:  

Dates Project Undertaken:  

Proposed Key Personnel on Project:  
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Project Information:  Scope, Budget, 
Schedule Performance, Outcome, etc. 
 
 
 
 
 
 

 

 

 

 

 

 

 
 

 

Project Experience #3 

Client Name:  

Contact Name:  

Contact Phone Number:  

Contact Email:  

Dates Project Undertaken:  

Proposed Key Personnel on Project:  

 
Project Information:  Scope, Budget, 
Schedule Performance, Outcome, etc. 
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