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City of Coquitlam
PROPOSAL SUBMISSION FORM
RFP No. 25-037
Merchant Services
Proposals will be received as per the date and time specified in the Key Dates Section of the RFP.

[bookmark: ProposalSubmissionForm]INSTRUCTIONS FOR PROPOSAL SUBMISSION
Proposal submissions are to be returned in Microsoft Word and any other supporting documents to be consolidated into one PDF file and uploaded through QFile, the City’s file transfer service accessed at website: qfile.coquitlam.ca/bid
1.	In the “Subject Field” enter: RFP Number and Name
2.	Add files and “Send Files”
	(Ensure your web browser remains open until you receive 2 emails from QFile to confirm upload is complete.)
Proponents are responsible to allow ample time to complete the Proposal Submission process. If assistance is required phone 604-927-3037.
	Legal Name of Company
	

	Contact Person and Title
	

	Business Address
	

	Telephone
	

	Email Address
	




1. MANDATORY REQUIREMENTS
Proponents MUST provide the following Mandatory Requirements for their Proposals to be evaluated:
	I. Privacy Protection Schedule (PPS)
Proponent MUST agree to the City’s PPS.

	☐ Yes
	☐ No

	II. Privacy Impact Assessment (PIA)
Proponent must either provide a completed Privacy Impact Assessment (PIA) based on the Ministry Standard (Appendix B), or cooperate with the development of one with the City.

	☐ Privacy Impact Assessment attached
☐ Agree to have one completed



2. DEPARTURES

	a) CONTRACT - I/We have reviewed the City’s Standard Terms and Conditions - Purchase of Goods and Services (per Section 2 of the RFP) and would be prepared to enter into an agreement that incorporates the City’s Standard Terms and Conditions, amended by the following departures (list, if any):

	Section
	Requested Departure(s) / Alternative(s)

	
	



	b) SERVICES - I/We have reviewed the Scope of Services as descibed in this RFP and are prepared to meet those requirements, amended by the following departures and additions (list, if any):

	Requirements – Requested Departure(s) / Alternate(s) / Addition(s)

	






3. [bookmark: corporate]CORPORATE
	a) CAPABILITIES, CAPACITY AND RESOURCES - Proponents to provide information on the following (use the spaces provided and/or attach additional pages, if necessary):

	i. Provide an overview of the Proponent’s organizational background, including history, mission, vision, corporate structure, and years in business:

	



	ii. Provide a detailed narrative as to the Proponent’s understanding of the project objectives, outcomes and vision:

	



	iii. Proponent is to state any value added benefits and activities they can provide in delivering the Services. Provide details:

	



	iv. Describe the Proponent’s current capabilities and capacity to perform the Services, including relevant resources, staffing levels, and the ability to manage this project alongside existing workloads:

	





	b) REFERENCES – Proponent shall be competent and capable of performing the Services requested and  successfully delivered service contracts of similar size, scope and complexity. The City reserves the right to contact any person(s), agency(ies) or firm(s) not listed as part of an independent review (use the spaces provided and/or attach additional pages, if necessary):

	Reference No. 1

	Project Title and Description of Contract
	

	Size and Scope
	

	Work Performed
	

	Start Date and End Date
	

	Contract Value
	

	Completed on budget and schedule
	

	Project completed on schedule 
	

	Reference Information
	Company:

	
	Contact Name:

	
	Phone Number and Email:

	Reference No. 2

	Project Title and Description of Contract
	

	Size and Scope
	

	Work Performed
	

	Start Date and End Date
	

	Contract Value
	

	Completed on budget and schedule
	

	Project completed on schedule 
	

	Reference Information
	Company:

	
	Contact Name:

	
	Phone Number and Email:

	Reference No. 3

	Project Title and Description of Contract
	

	Size and Scope
	

	Work Performed
	

	Start Date and End Date
	

	Contract Value
	

	Completed on budget and schedule
	

	Project completed on schedule 
	

	Reference Information
	Company:

	
	Contact Name:

	
	Phone Number and Email:



	c) KEY PERSONNEL – Proponent proposes the following key personnel for the Services stated in the RFP. No changes, additions or deletions are to be made to these Key Personnel without the City’s written approval. (use the spaces provided and/or attach additional pages, if necessary)

	LINE ITEM
	NAME
	TITLE/POSITION
	EXPERIENCE AND QUALIFICATIONS
	YEARS WITH YOUR ORGANIZATION

	i. 
	
	
	
	

	ii. 
	
	
	
	

	iii. 
	
	
	
	

	iv. 
	
	
	
	



	d) SUB-CONTRACTORS - The following Sub-contractors will be utilized in provision of the Services and will comply with all the terms and conditions of this RFP. No changes, additions or deletions are to be made to these subcontractors without the City’s written approval:

	Sub-Contractor No. 1

	Legal Name
	

	Trade/Services Performed
	

	Background and Experience
	

	Contact Information
	Name:

	
	Phone Number:

	
	Email Address:

	Sub-Contractor No. 2

	Legal Name
	

	Trade/Services Performed
	

	Background and Experience
	

	Contact Information
	Name:

	
	Phone Number:

	
	Email Address:



	e) AGREEMENT – Proponent to provide a copy of their agreement template as part of the Proposal:

	☐ Yes
	☐ No

	I. If no, state why?

	




4. [bookmark: Technical]TECHNICAL
	a) APPROACH and METHODOLOGY - Summarize the key features of your Proposal and outline the Technical Approach to be used. Provide a brief description of the components required for the successful completion of the Work.

	I. Delivery, Set-Up and Execution - Proposals should outline the plan for the delivery, set up, and execution of the Work.

	




	II. Quality Assurance - Provide the measures the Proponent will use to maintain quality control for the Services being performed.

	




	III. Risk Factors - Describe the risk factors anticipated and how the Proponent intends to mitigate these.

	




	IV. Turnaround Time – Indicate the minimum turnaround time offered without or with charges.

	



	V. Timeline –: Describe the approach and estimated schedule for initial transition and set up of merchant services. Proponents should discuss:
· Proposed schedule, stating earliest start and completion dates, as well as time required to complete major steps
· Integration with the City’s existing software programs
· Level of involvement and time commitment required from City staff and ICT resources
· Approach to minimizing disruption to the City’s daily business activities.

	



	VI. Support Offerings – Describe training and support during implementation and ongoing. Proponent should discuss:
· Initial and ongoing training that will be available, include training materials
· Method of requesting support for devices and applications, including standard support hours
· Support escalation process, including titles and name (if applicable) of staff

	



	VII. [bookmark: _GoBack]Integration with Existing Applications - Describe how the proposed solutions integrate with technology platforms specified within the scope and currently used by the City such as E-xact payment gateway, Xplor Recreation, Tempest, Granicus AMANDA, in-house web applications, and seamless funds transfers with Scotiabank

	



	VIII. Approach for Point-to-point Encryption (P2PE) - Describe your approach to Point-to-point Encryption (P2PE) and its implementation details like is it home grown or partner provided.

	



	IX. PCI validated P2PE solution - Describe whether the solution listing is present under PCI Validated P2P Solution on PCI Security Standards page 
PCI Security Standards

	




5. [bookmark: FINANCIAL]FINANCIAL
	a) PRICE - Prices proposed are to be all inclusive; therefore, include all labour, material, tools, equipment, transportation, fuel, supervision, disposal fees, permit fees and any other items required for provision of the services (exclude GST):

	ITEM
	CATEGORIES OF FEES & CHARGES
	AMOUNT ($ or %)
	Includes:

	i. 
	Application, Activation & Set-Up Fees
	
	

	ii. 
	Discount Rates (Including Returns)
	
	

	iii. 
	Transaction Fees (Including Returns)
	
	

	iv. 
	Chargeback Fees
	
	

	v. 
	Minimum & Monthly Fees. Please specify if this is per machine, location or corporate account
	
	

	vi. 
	Settlement & Push Fees. Please elaborate on which pricing model will be used: bill-back surcharge, Interchange Plus, tiered billing or flat fee. In addition, please define which target qualification level is being applied.
	
	

	vii. 
	Non-qualifying Transaction Fees
	
	

	viii. 
	Terminal & Pin Pan Rental and/or Leasing Fees
	
	

	ix. 
	Terminal & Pin Pad Purchase Prices
	
	

	x. 
	Terminal Replacement Fees. Include details regarding your terminal replacement program
	
	

	xi. 
	E-commerce & Gateway Fees (Set-up, Monthly, Transaction)
	
	

	xii. 
	Assessment Fees
	
	

	xiii. 
	PCI Non-Compliance Fees
	
	

	xiv. 
	Cross-border Transaction Fees
	
	

	xv. 
	Security Deposit Requirements
	
	

	xvi. 
	Other Fees & Charges Not Specified Above. Include description of fees & charges, and when they would be incurred
	
	

	xvii. 
	Based on the Pricing Proposal detailed above, and in conjunction with the Sales & Transaction Data detailed in Section 5.1, please provide an estimate of annual merchant service fees, inclusive of all fees and charges.
	
	


Attention Purchasing Manager:
6. I/We, the undersigned duly authorized representative of the Proponent, having received and carefully reviewed all of the Proposal documents, including the RFP and any issued addenda posted on the City’s website www.coquitlam.ca/Bid-Opportunities , and having full knowledge of the Site, and having fully informed ourselves as to the intent, difficulties, facilities and local conditions connected to performing the Services, submit this Proposal in response to the RFP.
7. I/We  agree to the rules of participation outlined in the Instructions to Proponents (per section 2 of RFP) and should our Proposal be selected, agree to the City’s Standard Terms and Conditions - Purchase of Goods and Services (per Section 2 of RFP) and will accept the City’s Contract as defined within this RFP document.
8. I/We acknowledge receipt of the following Addenda related to this Request for Proposals and have incorporated the information received in preparing this Proposal.
	Addendum No.
	Date Issued

	
	

	
	

	
	


This Proposal is submitted this ____day of _______, 20______.
I/We have the authority to sign on behalf of the Proponent and have duly read all documents.
	Legal Name of Company
	

	Signature(s) of Authorized Signatory(ies)
	1.

	
	2.

	Print Name(s) and Position(s) of Authorized Signatory(ies)
	1.

	
	2.
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