
 
 
 
 
 
 
 

REQUEST FOR PROPOSAL 
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CONSULTING SERVICES –  

FLEET OPERATIONS ASSESSMENT   
 

 
Sealed proposals addressed to David Logan, Purchasing Agent, 2nd Floor, Municipal 
Operations Complex, 175 Rothesay Avenue, Saint John, N.B., E2L 2BJ, and marked on the 
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“PROPOSAL  2010-092204P 
CONSULTING SERVICES – FLEET OPERATIONS ASSESSMENT” 
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perform an assessment of its Fleet Operations model and make recommendations to improve 
fleet asset management as per specifications and terms and conditions. 
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REQUEST FOR PROPOSAL 
2010-092204P 

Consulting Services – Fleet Operations Assessment 
 

 
1.0 INTRODUCTION  
 

The City of Saint John wishes to engage a consulting firm to perform an assessment of its Fleet 
operations model and make recommendations to improve fleet asset management.  In this case, 
the model is defined as the systems and processes that are used to govern the business and affairs 
of Fleet; the set of policies and procedures that ensure Fleet conducts its business (acquire, utilize, 
maintain and account for the fleet assets) in the best interest of the Corporation.  
 
The analysis will include a thorough review of the current business and financial models, operation 
and structure and policies and procedures.  One of the goals of this assessment and review is to 
clearly define and differentiate the roles and responsibilities of the asset owner, asset governor, and 
asset users.  The successful consultant will recommend alternates for the sustainable management 
of the City’s fleet assets in keeping with the best practices followed across North America.  The 
intention is to continually improve customer service in support of effective and efficient delivery of 
municipal service.  

 
 
2.0 BACKGROUND 
 

Prior to 1998 Fleet was a division of Municipal Operations known as Supply and Services. This 
division was directly responsible for the provision of vehicle and equipment maintenance and repair 
through the central mechanical garage, Rothesay Ave and several satellite operations that provided 
“running repairs” out of the various Works Department Depots. Billing was on a direct bill bases for 
labour, actual hours billed at rates as defined in the Collective Agreement and parts, at cost.  
Vehicle and equipment replacement was left to the individual user departments to plan, manage 
and budget for. 
 
In 1998 The Corporate Services Department was created and mandated to coordinate, facilitate 
and manage various services required to provide support to the front facing, public service 
providers. Included in the Corporate Services umbrella was the newly formed Materials and Fleet 
Management Division which assumed responsibility for fleet maintenance and fleet replacement. 
While Corporate Services was the department with the responsibility for Fleet, its role was that of 
Stewards, not owners and therefore its authority was limited to that of advisors. 
 
In 2006 Corporate Services as a department no longer existed.  As a result, the Materials & Fleet 
Management department has become a direct report to the City Manager.  
 
Fleet is structured as a self-supporting operation utilizing a combination of “fee for service” and 
“user pay” models.  Fee for service refers to direct billing for maintenance and repair to certain 
vehicles and equipment or to departments not directly contributing to the Fleet Reserve Fund.  The 
“user pay” consists of a flat fee, monthly charge with revenue allocations to various aspects of the 
Fleet section including; Fleet Service, Fleet Administration and the Fleet Replacement Reserve 
Fund.  
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Our vision or goal is to provide “Quality Service Delivered by Certified Professionals.”  Fleet is in the 
business of providing management, maintenance and related services for the City’s fleet of vehicles 
and equipment.  Fleet also develops plans and specifications buys, maintains, commissions and 
decommissions the vehicular fleet of the City of Saint John which is made up of about 300 vehicles 
operated by all business units of the City. The services include: auto body repair, welding, 
commissioning, maintenance and repair, administration of hired vehicles and equipment, acquisition 
and leasing, and disposal.   
 
Acquisition – Annually Fleet acquires and commissions into service vehicles and equipment to meet 
short and long-term needs for City operations; additionally, Fleet establishes the technical 
standards for both quality and maintenance.  Fleet also subcontracts, through the procurement 
process, hired vehicles and rental units to meet seasonal demand. 
 
Policy Administration - Fleet is responsible for the administration of the existing fleet related 
policies. 
 
Maintenance – Service provision from three locations including limited major repairs, running 
repairs, Preventative Maintenance Programs, commissioning, and decommissioning, and field 
service. 
 
Welding – Welding and fabrication of materials and components to meet specialized customer 
requirements. 
 
Auto Body – Auto body repairs, custom painting, accident damage. 
 
Small Engine Repair – Maintenance and Repair of a wide variety of small engine equipment and 
tools.   

 
 
3.0 SCOPE OF WORK  
 

3.1 Objectives 
 

It is the objective of the Request for Proposal to assess best practices in relation to the three 
key components of Fleet; governance, business model, and operations, and make 
recommendations.  The goal is to ensure the sustainable management of the City’s vehicle 
and equipment assets in support of effective and efficient public service delivery. 

 
a)  Governance – identify areas where policies may need to be strengthened or developed 

in order to enhance Fleets ability to better manage the City’s vehicle and equipment 
assets. 
 

b) Business model – review the present operation of the Fleet Section with an eye to right 
sizing, revenue generation, allocation of financial resources and a sustainable fleet 
optimization and replacement program. 
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c) Operations – review Fleets operations and service offerings to determine appropriate 

staffing levels, focusing on customer service and the required skill sets and competencies 
to deliver on Fleet’s vision as well as options for carrying out the various aspects of Fleet 
ensuring the service is delivered in the most effective and sustainable way possible.   

 
As a note, in terms of structure, the City is currently undertaking a review of its entire 
organization structure to make sure there is a good alignment with the services we deliver.  
Given that, recommendations related to structure and resourcing Fleet operations must reflect 
recommendations that are adopted as part of the Organization Alignment Project.  Results will 
be available upon award of this proposal call. 
 
 
3.2 Recommendations 
 

Recommendations are to be aligned with achieving Fleets vision and objectives. The 
outcome is intended to provide Fleet with: 

  
a) Common agreement on the responsibilities of Fleet and the customer; delineation of 

roles and responsibilities supported by effective policies and procedures; 
 

b) A cost effective and efficient fleet maintenance strategy supported with a financial model 
that provides for a stable and sustainable fleet replacement program and an effective 
fleet optimization strategy; 
 

c) A structure that provides for a streamlined, effective and efficient business model with a 
clearly defined hierarchy, duties and responsibilities, at all levels, with incentives for 
advancement and productivity and an accountability matrix; and 

 
d) An implementation strategy that sets realistic and attainable milestones for each of the 

above named outcomes.   
 

3.3 Scope 
 

Fleet is looking for a comprehensive review of current business practices and how they 
compare to best practices with emphasis on three identified objectives; governing policies 
and procedures, fiscal sustainability and operational structure.  However notwithstanding our 
desire to award this project in its entirety, given the limited financial resources available to 
fund this project it may be necessary to award it in part or over 2 budget years. For this 
reason respondents are required to breakout each of the 3 identified objectives to be treated 
as standalone elements of the overall project with methodologies and costing for each 
individually while remaining a part of the whole. 

 
3.3.1 Key components of the review may include, but are not limited to the following: 

 
1) Research of the City’s existing service delivery model, external service drivers, and 

industry best practices; 
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2) Review of all performance measurement and benchmarking information generated by 
the City for the service; 
 

3) Consultation with the service provider, service recipients (external and/or internal), other 
stakeholders, and similar service providers in other local governments and/or the private 
sector; 
 

4) Analysis of all relevant service related information to respond to the objectives outlined 
in the proposal call for the service review; and 

 

5) Consideration of alternative options for service delivery (or discontinuation of delivery) 
and recommendations for improvement that will provide assurances to Common Council 
and the public that they are receiving value in the effective and efficient management of 
its fleet assets. 

 
 

3.3.2 All service reviews will provide (minimum) a report that: 
 

1) Documents the research and analysis completed as part of the service review. 
 

2) Presents service goals and objectives that describe service expectations that 
provide a balance between community needs and funding constraints. 
 

3) Presents findings and recommendations for service improvements (or 
discontinuation of service) that responds to the objectives defined in the statement 
of work for the service review. 
 

4) Provides a plan for implementing recommended service improvements (or 
discontinuation of service) including resource requirements (to implement the 
change and on-going service operations). 
 

5) Presents a set of performance measures for the service to determine if 
recommended service improvements are achieving desired results.  Measures 
should complement the methodology defined by the City in its Accountability 
Framework for the development of performance measures. 

  
It is anticipated that the outcome will be appropriately designed governance principles, policies 
and practices that will have a material impact on the total organization.   The goal is to develop 
an effective, efficient and above all else, sustainable business plan for the optimization, renewal 
and ongoing maintenance of the City’s fleet.  This will include a design structure that will provide 
the most efficient and effective form of service delivery.   
 
The City may use this study to identify areas that require more detailed service mandates within 
Fleet. Accordingly, additional related scope of work may be explored following the conclusion 
 and outcomes of this project. 
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 3.4 RFP  Schedule 

  
The schedule for awarding and completing this contract is as follows: 

 
ACTIVITY TIMELINES 

RFP Submission Closing Time 4:00pm AST Thurs., September 16, 2010  

Award of contract Monday, September 27, 2010 

Kick-off meeting Week following contract award 
 

* Note: In case that unforeseen events may arise, The City reserves the right to adjust 
and modify any of the dates noted above accordingly. 

 
3.4.1 Project Schedule 

 
The following is the planned schedule for deliverables. They are milestone dates 
that can be modified at any time with consultation between both parties. These 
dates are intended as guidelines only and will be confirmed at project start. 

 
ACTIVITY TIMELINES 

Draft Findings Reported Mid November  2010 

Final Report    First Week of December 2010 
 

* Note: In case that unforeseen events may arise, The City reserves the right to adjust 
and modify any of the dates noted above accordingly. 

 
 

     3.5    Communication and Project Management 
 

Communication between The City and the successful Proponent(s) will be an important 
part of the project. The successful Proponent(s) should identify a program manager who 
will be the main point of contact with The City.  Prior to commencing the work required, 
the successful Proponent(s) and the City will establish the methods of coordination and 
implementation, review the scope of work, determine information and access 
requirements, confirm performance criteria, and review the program and project 
schedules. 

 
The Materials & Fleet Management Division will administer this project. The successful 
Proponent(s) must communicate and report on the project status to the City’s Project 
Manager or designate a minimum of once every week for the duration of the project.  
Close collaboration between the successful Proponent(s) and The City’s Fleet team is 
expected and required throughout the project. Project meetings will be held on an as-
needed basis. 
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4.0  SUBMISSION REQUIREMENTS & EVALUATION PROCESS 
 
The evaluation committee will ensure compliance with mandatory criteria, evaluate and numerically 
score each compliant Proposal. The evaluation will be restricted to the criteria contained in this section 
of the RFP.    
 
The lowest proposal bid may not necessarily be accepted.  The City of Saint John reserves the right to 
accept or reject any or all proposals.  Bidders may be requested to supply supplemental  information 
after the closing date to support their proposal.  Bidders may be asked either in person or by phone for 
an interview to discuss aspects of their proposal. 
 
 
4.1  Confidentiality of Evaluation 
 

Evaluation scores and rankings are confidential, and no details will be released to other 
Proponents. 

 
4.2  Mandatory Compliance 
 

Submissions will first be reviewed for compliance with the mandatory criteria of this RFP. 
Mandatory Compliance will be confirmed on a simple pass/fail basis. Proposals not complying 
with mandatory criteria will be considered non-compliant and will not receive further 
consideration.  

 
The mandatory criteria for this RFP are: 

 
  4.2.1 Proposal received by Materials and Fleet Management prior to the closing time and  
   date as per Instructions for Submitting Proposal. 
  4.2.2 Executed Signature and Waiver Sheet. 
  4.2.3  Fully completed and signed Price Detail Sheet. 
  4.2.4 Signed Addendum (addenda) if applicable. 

 
4.3  Proposal Submission Requirements 
 

4.3.1 Detailed work plans are not to be submitted as a part of the proposal; however, it will  
be required from the successful Proponent(s). 

 
4.3.2 Your firm is invited to submit a written Proposal in letter size format. Brevity is 

appreciated and Proponents are requested to limit their Proposals to no more than 
twenty (20) pages. Appendices, organizational charts and personnel resumes are not to 
be considered in the number of pages.  

 
4.3.3 The qualification package should be thoughtfully prepared, neat, concise, professional 

and containing relevant information. 
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4.4  Evaluation Matrix 
 

Proposals will be evaluated as per the tables below.  Further details are located in 4.5 
Evaluation Criteria 

 
Firm  
Date  
Evaluated By  
Signature  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.5  Evaluation Criteria   
 
We are looking for indications that your firm has the experience, expertise and capability to 
successfully complete this project.  Any additional and relevant information that you provide to 
demonstrate this will be considered and assist us in our evaluation process.   

The proposal will provide a discussion of the project team and methodology and will include the 
following criteria to be used for evaluation purposes: 
 

4.5.1 Experience and Qualifications of the Project Team 
 

.1 Proponents are to provide information on proposed staffing and their related experience 
(in the field and the office). Resumes including professional experience for key 
personnel and staff job categories must be provided. 

 

 
Evaluation Criteria  Description 

 
Point 
Value 

 
 
X 

 
Rating 

Total 
Score 

4.5.1 Experience/Qualifications of the Project Team 30    

4.5.2 Record of Related Performance 25    

4.5.3 Understanding of Project  Goals  20    

4.5.4 Proposed Project Outline and Methodology 15    

4.5.5 Innovation and Value Added Services 10    

Total Score Excluding Pricing 100   /1000 

4.5.6 Pricing  (Calculated by formula with the 
lowest price   receiving 250 points) 

 
 Eg. lowest compliant offer 
       lowest compliant offer x 250 = 250 points 
 

lowest compliant offer 
next bidders total cost x 250=? Points 
 

 
 
 
 

250 

 
 
 
 
N/A 
 

 
 
 
 
N/A 
 

 

Total points for Pricing(Based on formula)    /250 

Maximum Score       /1250 
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.2 Identify the project manager who will assume responsibility for managing project 
deliverables and serve as the Proponent’s main point of contact with The City. 

 
.3 Describe the capacity to which the project manager may be involved with the project. 

Specify the percentage of time that the project manager will dedicate to the project, 
including those where the Proponent is a sub-consultant on another team, their 
expected duration and percentage of time so obligated. 

 
.4 Identify the staff and other members who will be directly assigned to this project, 

including the following corresponding information: 
 

.1 the specific project duties and responsibilities to be assigned to each member; and 

.2 the relevant experience of each member as it correlates to their assignment (the 
extent of experience qualified by both time and type). 

 
.5 Provide a project organization chart of the project team. 
 
.6 The above criteria pertain to current staff and any sub-consultants, if applicable. 
 

4.5.2 Record of Related Performance 
 

.1 Provide a detailed list of specific projects where your firm or members of your firm have 
delivered projects which are considered relevant and comparable to this project 
preferable in the past five (5) years. Relevance is measured against how related the 
projects are to the service mandate review for Fleet. 

 
.2 Provide up three (3) client references related to similar projects completed preferably 

from other municipalities, for relevant service mandate review projects completed and 
authorization to contact these references. 

 
.3 The City is looking for proponents that have related experience with municipalities or 

equivalent endeavours. 
 

4.5.3 Understanding of Project Goals 
 

.1 Proponents must demonstrate their understanding of the project scope and requirements 
as outlined in Scope of Work (Section 3.0). 

 
.2 Briefly outline the key issues as the Proponent understands them and proposed 

methodologies and resources to be utilized. 
 
.3 Proponent is to outline high level procedure used to achieve each of the deliverables 

shown in Section 3.0 of this document. 
 
.4 Describe any requirement for equipment or assistance from Fleet staff. 
 
Proponents are encouraged to expand on any further tasks or alternative approaches 
which might be of benefit to The City.  
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4.5.4 Proposed Project Outline and Methodology 

 
In no more than five (5) pages, describe the capabilities in terms of methods, approach, 
and tools the Proponent would deploy in fulfilling the project scope.  Specifically, 
demonstrate the Proponent’s capabilities in the following project management discipline 
areas: 
 
.1 Quality assurance/quality control; 
.2 Communications: project team and stakeholders; 
.3 Risk management; 
.4 Budgeting; 
.5 Scheduling; 

 
 

4.5.5 Innovation and Value Added Services 
 
.1 Describe and provide examples where the Proponent has employed innovative 

technology, management systems, and approaches that have provided additional value 
to clients.  

 
.2 Describe any additional value-added services that the Proponent can offer to The City. 

 
.  

4.5.6 Pricing 
 

The cost estimate must be broken down to identify the cost of the major project deliverable 
components of the work as follows: 
 
.1 Start-up Chartering session; 
.2 Review and Assessment(s); 
.3 Draft Finding Reported and 
.4 Final Report 
 
Provide total cost to perform scope of work outlined in this proposal. 
 
The rate multiplier for this category will be based on the formula below 
 
  Eg. lowest compliant offer 
         lowest compliant offer x 250 = 250 points 
 
        lowest compliant offer 
        next bidders total cost x 250 =? points 
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4.6 Proposal Evaluation  

 
Proposals will be evaluated and ranked according to the outline below.  The evaluation will be 
based on a 0 to 10 scale. 
 
Rating Description 

10 Exceeds expectations; Proponent clearly understands the requirement, excellent 
probability of success. 

8 Somewhat exceeds expectations;  high probability of success  

6 Meets expectations; Proponent has good understanding of requirement, good 
probability of success. 

4 Somewhat meets expectations; minor weakness or deficiencies, fair probability of 
success. 

2 Does not meet expectations or demonstrate understanding of the requirements, 
low probability of success. 

0 Lack of response or complete misunderstanding of the requirements, no 
probability of success. 

 
The score of each criterion will be determined by multiplying the criteria weight by the rating.  
The sum of all scores will be the total score. 

 
The City reserves the right to reject any proposal that receives a rating of zero (0) on any 
criteria. 

 
 

.1 The evaluation committee will score in accordance with the matrix provided.  It is the intention of 
The City to shortlist the highest evaluated Proponents.  

.2 The short-listed Proponents may be required to participate in a Presentation / Interview process 
with the evaluation committee.  Generally, one hour is allowed for this process, with 30 minutes 
for the presentation and 30 minutes for the interview. 

.3 The evaluation committee will then revisit their scoring matrix after the Presentation / Interviews 
and proceed with a recommendation for the highest evaluated Proponent. 

.4 The City may then negotiate a final contract with the highest evaluated Proponent(s) in 
accordance with Clause 28 of the Conditions of Proposal. 

.5 In the event that one or more Proponents score significantly higher than the other firms, the right 
is reserved by the evaluation committee to eliminate the Short Listing Process and proceed 
directly to negotiations with the highest rated firms. 

.6 Throughout all stages of the evaluation process, the evaluation committee may, at its discretion; 
seek additional clarification through the Buyer on any aspect of the Proposal; and perform 
reference checks as required to verify or clarify the information provided and to obtain additional 
performance information. 
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4.7 Submission of Proposals 
 
 Consultants shall deliver six (6) copies of the Technical Proposal and supporting information and 

one (1) copy of the Financial Proposal no later than 4:00pm, local time, Thursday,  
 September 16, 2010 clearly indicating the Consultant’s name and address and marked  

 
“Proposal:  2010-092204P – Consulting Services – Fleet Operations Assessment”  
 
to the attention of: 
 
David Logan, 
Purchasing Agent/ Manager  
Materials and Fleet Management,  
City of Saint John 
2nd Floor, 175 Rothesay Avenue 
Saint John, NB, E2J 2B4 
 
The Financial Proposal is to be submitted in the Consultant’s package in a separate sealed 
envelope with the Consultant’s name and address and clearly marked as  

 
 “Financial Proposal: 2010-092204P – Consulting Services – Fleet Operations Assessment” 
 
Please note that: 
 
1. Late proposals or proposals submitted by facsimile will be rejected. 
 
2. The City assumes no responsibility for improperly addressed or delivered proposals. 
 
3. The City of Saint John does not, by virtue of this proposal call, commit to an award of this bid, nor 

does it commit to accepting the lowest or any proposal submitted, but reserves the right to award 
this proposal in any manner deemed to be in the best interest of the City. 

 
4. Consultants must propose on the entire project – incomplete proposals will be rejected. 
 
  Immediately following the closing time, proposal packages will be publicly opened in the office of 

the purchasing manager.  Only the names and addresses of the proponents will be made public 
at this time.  No other information about the proposals will be disclosed at that time.  Proposals 
will then be forwarded to an evaluation committee for review and recommendation. 

 
5. By submitting a proposal, the Proponent is deemed to have acknowledged all the undertakings, 

specifications, terms and conditions contained in the RFP and to be bound by them if the 
proposal is accepted.  All expenses incurred by the Proponent in connection with the preparation 
of its proposal are to be borne by the Proponent, and the City shall not incur any obligation 
whatsoever toward the Proponent whether such proposal is accepted or rejected.  An authorized 
signing officer must sign all proposals.  The proposal must indicate an individual who is 
authorized to negotiate and sign on behalf of the Proponent if other than the signature found on 
the proposal submission. 
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PRICE DETAIL SHEET FOR RFP 2010-092204P 
CONSULTING SERVICES – FLEET OPERATIONAL ASSESSMENT 

 
 

Total Price $_____________________________ excluding GST 
 
.1 This price must be the sum of the prices listed below for the three (3) major deliverable 

components. 
 
.2 This price will be used to calculate the formula in the evaluation matrix. See item 4.1.6 
 
.3 The Price Detail Sheet must be part of your firm’s submission.  Failure to submit a price 

detail sheet will result in disqualification from the RFP process. 
 
.4 Include in the proposed pricing any applicable travel, lodging, living expenses as well as 

any other associated costs. 

 
Use the following table to provide costs for each Major Project deliverables components in  
the event that The City may award this project to the successful proponent partially.  

 
No Deliverables Components Price 
1 Review and Assessment(s) Begin;   

2 Draft Finding Reported  

3 Final Report  

PRICE OF PROPOSAL  

GST  

TOTAL PRICE OF PROPOSAL
 

Notes: 
 

.1 Proponents are not to include GST in their pricing. 
 
.2 The City reserves the right to award this project partial or complete at its sole discretion. 
 
.3 On a separate sheet, identify any additional costs not identified in the costs above (when 

applicable).  The City expects that all costs will be accounted for within your pricing to allow 
for a clear understanding of true cost.  

 
 

Company Name: ___________________________________________ 
 

Authorized Signature: _______________________________________ 
 

Printed Name: _____________________________________________ 
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5.0 STANDARD TERMS AND CONDITIONS 
 
5.1   INQUIRIES                                                                                         
All inquiries regarding this request for proposals shall be submitted in writing, at least five business 
days prior to the specified proposal submission date, only to the attention of: 

 
Cindy Calvin 
Materials Management 
City of Saint John 
Email:  cindy.calvin@saintjohn.ca 
Fax:    (506) 658-4742 
Phone:   (506) 632-6198 

 
Responses to inquiries will be in writing and distributed by facsimile to all Consultants registered as 
having received the Terms of Reference as of the date the response is prepared.  The source of the 
question will not be identified in the response.  Verbal information shall not be binding upon the City. 
Inquiries after the above deadline will not receive a response. 

5.2   BIDDERS EXPERIENCE  
 
Bidders shall be actually engaged in performing the type of work specified and shall be able to refer to 
work of a similar character performed by them within the last three years. 

5.3   INTERPRETATIONS, ERRORS & OMISSIONS  
 
Any bidder who is in doubt as to the true meaning or intent of any item in the contract documents, or who 
discovers any discrepancies, errors or omissions in the contract documents shall notify the City of Saint 
John and shall request clarifications or correction thereof.  All such requests shall be in writing, not less 
than seven (7) days before the date set for the receipt of bids.  The reply shall be in the form of an 
addendum, a copy of which shall be forwarded to each person or firm registered with the City, as having 
contract documents.    
 
5.4   DUE DILIGENCE 
 
If a health and safety offence has been committed, the onus falls on the employer to prove that it 
exercised due diligence i.e. Did everything it reasonably could – to avoid the offence. 
 
When hiring contractors, the City of Saint John is responsible for ensuring compliance with Health and 
Safety Legislation and must make sure that the appropriate accident prevention systems are 
implemented in the work place. 
 
Therefore, if any contractor is found to be working in an unsafe manner, or outside of current 
legislation, he will be made to stop work immediately. 
Any losses which may arise as a result of this work stoppage are the responsibility of the contractor. 
 
Failure to comply with current legislation on the part of the contractor, may lead to cancellation of this 
contract and any tender deposits that may be in place. 
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5.5 CONSULTANT’S INSURANCE 
 
 
The Consultant, at no expense to the City, shall obtain and maintain in full force and effect during the 
term of this Contract, a policy or policies of insurance with the following minimum limits of liability: 

 
 (a) Professional Errors and Omissions Liability Insurance 
 

The Insurance Coverage shall be in the amount of Two Million Dollars ($2,000,000.00) 
per claim and in the aggregate.   

 
 (b) Comprehensive General Liability and Automobile Insurance 
 

The Insurance Coverage shall be of not less than Two Million Dollars ($2,000,000.00) 
per occurrence and in the aggregate for general liability and Two Million Dollars 
($2,000,000.00) for automobile insurance.  This policy of insurance shall name the City 
as an additional insured and shall contain a cross-liability clause. 

 
 
5.6  EXPLANATION TO BIDDERS 
 
No verbal agreement or conservation with any officer, agent or employee of the owner either before or 
after execution of the contract, shall effect or modify any of the terms or obligations contained in any of 
the documents comprising the said contract. 
 
5.7  TIME LIMIT 
 
Bids received after the time and date as shown on the request for quotation shall not be considered, 
and will be returned unopened to the bidder. 
 

5.8  ADVISORY/ADDENDUM 
 
Periodically, the City of Saint John is required to issue notification of changes or corrections to a bid 
document.  Normally these notifications will have direct bearing on the cost of a project and will 
influence the way you bid.  Therefore, it is important that the city have assurances that you in-fact 
received the notification. 
 
In the case of an advisory notice, these are faxed to the vendor and are accompanied by a cover sheet.  
Vendors are instructed to sign the cover sheet and return it either by fax or in person, to the Purchasing 
Agent, prior to the tender closing.  Addendums are either faxed, mailed or hand delivered.  Each 
addendum contains a notification which requires bidders to sign and include the addendum with their 
tender bid. 
 
Failure to comply with the instructions on an advisory or addendum will result in rejection of your 
tender, regardless whether the changes noted in the advisory or addendum are included in the tender 
or not. 
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5.9  METHOD OF PAYMENT 

Upon award of this project, the City will execute a contract with the successful lead firm for the entire 
range and scope of work to be performed. The lead firm will be responsible for the delivery of all project 
components, and must manage the work, performance and budgets of all sub-contractors.   

Progress payments will be made monthly for the work completed to that point, which must be 
accompanied by a detailed Progress Report referencing the overall project and each clearly defined sub-
component. Supporting documents to attest to the completeness of work must be provided.  

Should additional work be authorized beyond the original scope of the Proposal, the hourly billing rates 
that are agreed upon award of project will be used for payment.  

 
5.10 TERMINATION OF THE CONTRACT  

The City of Saint John will reserve the right to terminate the contract at any time during the course of the 
work.  In such an event, payment will be made only for the work completed up to the time of termination. 
 

5.11  REVIEW OF PROPOSALS 

The evaluation committee may invite proponents to meet with the review committee to make an 
oral/visual presentation in support of their proposal.  The COSJ will provide the meeting venue at its 
cost.   The proponent shall bear its own costs related to such meeting.  The review committee will 
endeavor to recommend award of the work to Common council within one month following receipt of 
proposals.    
 
5.12 FORMALITY CLAUSE 
 
In order for the City of Saint John to consider any proposal submission as a legally binding offer, on 
behalf of the consultant, it is necessary for the consultant to communicate this formality to the City in 
the form of an offer which contains the original signature of the individual or representative of the firm 
who is authorized to act on behalf of the consultant. 
 
In order to meet this requirement, all proposal submissions to the City of Saint John must be prefaced 
with a covering letter which contains an original signature of the individual authorized by the consultant 
to submit proposals on their behalf. 
 
The covering letter must be on official company letterhead, be dated and be addressed to the attention 
of the  City of Saint John representative specified in the request for proposal document. Additionally it 
must make reference in the body of the letter to the request for proposal number and project title, as 
well as to the fact that the enclosed documents constitute a formal proposal offer and finally, the letter 
must contain the original signature as indicated. 
 
Failure to include the required covering letter as a preface with your proposal will be grounds for 
immediate rejection on the basis that it is not formal. 
 


