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ProponentÕs Name:________________________________________________________________ 
ÒProponentÓ 

 
Address:   
 
   
 
Telephone:    Fax:    
 
Key Contact  Person:     
 
E-mail: ____________________________ Incorporat ion Date:    
 
 
Attach additional pages immediat ely behind th is page for Sub-Cont ract ors, i f  appl icable. 
 
To the City of Vancouver Materials Management Department, 

The Proponent, having carefully examined and read the RFP, now submits the foll owing Proposal: 

1.0 Required Documents 
 

1.1 If  the documents listed below do not  accompany the Proposal at the time of opening, 
the Proposal may or may not be put aside and given no further considerati on.   

 
Evidence of  existin g insurance coverages carried by the  Proponent.   If  any of the 
coverages described in Section 12 of Appendix 2 Ð Form of Agreement are not  currently 
carried by the Proponent, the Proponent must provide writte n confirmati on of it s 
ability to comply. 

 
 

Description Required  Received 

Cert if icate of ProponentÕs Exist ing 
Insurance 

Yes  

Letter fr om Canadian Chartered Bank 
confirming Proponent  is eligible for a 
Letter of Credit if City selects Proponent  
to sign a contract 

Yes  

 
 
To be init ialled at  Proposal Opening: 
 
 

__________________________________ __________________________ 
Manager, Materials Management  or designate   Witness 
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2.0 Compliance 
 

2.1 By init iallin g each item,  the Proponent  acknowledges it has read and understands the 
Requirements, has submitted the required addenda, has ident if ied deviat ions or 
alternati ves, and has provided an explanation of where it does not comply with the 
Requirements.  If additi onal space is require d, detail deviat ions and/ or suggested 
amendments in Schedule C Ð Deviat ions and Variat ions. 

Sect ion Tit le Understand, 
Will Comply 

Does Not 
Comply 

Variat ions, Alternat ives or 
Explanati on for Non-Compliance 

Part  B  
Inst ruct ions to 
Proponents 

   

Part  C 
Special Conditions 

   

Part  D 
Proposal Form 

   

Proposal Form Ð 
Attach ment A 
Legal Terms and 
Condit ions 

   

 

3.0 Required Proposal Documents 
 

3.1 By init iallin g each ite m, the Proponent confirms it  has completed and enclosed the 
Proposal Form and the required Schedules and any required  addenda, and has 
identif ied any deviati ons or item s of non-compliance providing an explanati on of where 
it does not comply. 

Sect ion Tit le Submit ted Variat ions, Alternat ives or Explanat ion 
for Non-Compliance 

The Proposal Form  
 

Proposal Form, 
Attachment A, Legal 
Terms and Condit ions  

  

Schedule A  
Requirements  
 

  

Schedule B 
Pricing 

  

Schedule C 
Deviations and 
Variat ions  

  



REQUEST FOR PROPOSAL NO. PS06034 
COURIER AND CARTAGE-RELATED SERVICES  

PART D Ð PROPOSAL FORM 
 

 
PS06034.doc Page  PF 3 June 27, 2006 

Sect ion Tit le Submit ted Variat ions, Alternat ives or Explanat ion 
for Non-Compliance 

Schedule D 
Sub-Cont ractors   

 
 

4.0 ProponentÕs Declaration and Acknowl edgment 
 

4.1 The undersigned Proponent confirms that it has read and agreed to the Legal Terms 
and Conditions attach ed as Attachment  A and agrees to be bound by the same. 

 
 
 
 
IN WITNESS TO THE ABOVE, the Proponent has executed this Proposal Form and submits same with 
the attached Schedules: 
 
 
 
 
    
 Authorized Signatory for the Proponent    Date 
 
 
       

Name and Tit le (please print) 
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1.0 LEGAL TERMS AND CONDITIONS OF PROPOSAL PROCESS 
 

1.1 Application of These Terms and Conditions 
 

These legal terms and conditions set out the CityÕs and ProponentÕs/Sub-Contracto rsÕ 
legal rights and obligation s only with respect  to this RFP and Proposal process. In no 
event  will the legal terms and condit ions of this Attachment A apply to the Contract 
formed between the City and the Proponent  and the signing of the legal Form of 
Agreement  (if  any). 

 
1.2 Definitions  

 
  In this Attachment A, the followi ng terms have the following meanings: 
 

(a) ÒCityÓ means the City of Vancouver, a municipal corporat ion cont inued 
pursuant to the Vancouver Charter,  

 
(b) ÒContractÓ means any legal agreement between the City and Proponent 

separate from this Attachment A, including the Form of Agreement Ð Appendix 
2. 

 
(c) ÒProposalÓ means the package of documents, consist ing of this Proposal Form 

as well as all Schedules, once completed and submit ted to the City by the 
Proponent,  and ÒproposalÓ means any proposal submitted by any other  
proponent, excluding or including the Proponent, depending on the context. 

 
(d) ÒProponentÓ means the legal entity(ie s) who has (have) signed and delivere d 

this Proposal Form, and ÒproponentÓ means any proponent responding to the 
Instructi ons to Proponents, excluding or including the Proponent,  depending on 
the context. 

 
(e) ÒLossesÓ means in respect of any matte r all 
 

(i) direct or indirect, as well as 
 
(ii) consequent ial,   

 
claims, demands, proceedings, losses, damages, liabilitie s, deficiencies, costs 
and expenses (including without limit ation all legal and other professional fees 
and disbursements, intere st, penalties and amounts paid in set t lement  whether 
from a thir d person or otherwise). 

 
(f) ÒRFPÓ means the documents issued by the City as Request for Proposal No. 

PS06034, including all addenda.  
 
(g) ÒSub-Cont ractorsÓ includes any or all third partie s listed in Schedule D of th is 

Proposal Form. 
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2.0  GENERAL TERMS AND CONDITIONS OF RFP/PROPOSAL PROCESS 

 
2.1 No Legal Obligatio n Assumed by City  

 
Despite any other term of this Proposal Form (except only (where applicable) Section 
4.3 Ð Limit at ion, Sect ion 4.4 Ð Dispute Resolution, Section  5.2 Ð ProponentÕs Submission 
Confidenti al, and Section 5.5 Ð Declarat ion of  Conf ident ial i t y, the City assumes no 
legal duty or obligat ion in respect of this RFP or this Proposal process unless and unt il 
the City enters into a Contra ct) .   This RFP and Proposal process is at all time s 
cont ingent  on funds being approved by the Vancouver City Council  and a Cont ract  being 
signed by the City. 

 
2.2 Legal Rights and Obligat ions Suspended 

 
Despite any other term of this Proposal Form (except only (where applicable) Section 
5.2 - ProponentÕs Submission Confi dential , and Sect ion 5.5 - Declarat ion of  
Confidenti ality , the City and Proponent  agree that  all of their respect ive rights and 
obligati ons at  law and in equity, in contract and in tort, in all matters relat ing to the 
RFP and this Proposal process will be absolutely and uncondit ionally  subject to Section  
4.0 Ð Protecti on of City Against Lawsuit s, and the fol lowing: 

 
(a) No Duty 

 
The City has no legally enforceable duty or obligat ion to the Proponent  unless 
and until the City signs a Contrac t. 

 
(b) ProponentÕs Risk 

 
The Proponent acknowledges that the City is a public  body required by law to 
act in the public interest.   Accordingly,  in no event does the City owe to the 
Proponent (as opposed to the public): 

 
(i) a contract or tort law duty of care, fairness, impart iality or procedural 

fai rness in the RFP or Proposal process; or 
 
(ii)  any contract  or tort  law duty to preserve the inte grity of the RFP or 

Proposal process, 
 

and the Proponent now waives and releases the City from all such dutie s and 
expressly assumes the risk of all Losses arising from part icipat ing in the RFP 
and Proposal process on this basis. 

 
(c) ProponentÕs Cost 

 
The Proponent now assumes and agrees to bear all costs and expenses incurred 
by the Proponent in preparing its Proposal and partic ipat ing in the RFP and 
Proposal process. 
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3.0 EVALUATION OF PROPOSALS 
 

3.1 Compliance/Non-Compliance 
 

Any Proposal which contains an error, omission or misstate ment, which contains 
qualify ing condit ions, which does not fully address all of the requirements or 
expectati ons of the RFP or, which otherwise fails to conform to the RFP may or may 
not be rejected by the City at the CityÕs sole discret ion.  

 
3.2 Reservati on of Complete Control Over Process 

 
The City reserves the right to retain complete cont rol over the RFP and Proposal 
process at all time s except only as otherwise expressly stipul ated in any Contract.  
Accordingly, the City is not  legally obligated to review, consider or evaluate the 
Proposals and need not necessarily review, consider or evaluate the Proposals in 
accordance with the procedures set out in th is RFP and the City reserves the right to  
continue, int errupt, cease or modify it s review, evaluation and negotiati on process on 
any or all Proposals at any time witho ut further explanati on or notif icati on to any of 
the Proponents subject only to the express legal terms and condit ions which bind the 
City, which terms and condit ions are expressly limited to those set  out  in Sect ion 4.3 - 
Limit at ion, Section 4.4 - Dispute Resolution, Sect ion 5.2 - ProponentÕs Submission 
Confidenti al,  and Section 5.5 - Declarat ion of  Conf ident ial i t y. 

 
3.3 Discussions/Negotiat ions 

 
The City may, at any time prior to or afte r signing a Contract, discuss/negotiate 
changes to the scope of the RFP, or any of the terms or condition s of the RFP with any 
one or more of the Proponents without having any duty or obligat ion to advise the 
Proponent or to allow the Proponent to vary its Proposal as a result of discussions or 
negotiati ons with other Proponents or changes to the RFP, and, without  limit ing the 
general scope of Section 4.0 Ð Protection of City Against Lawsuits , and by way of 
example only, the City will have no liabil ity to the Proponent as a result  of such 
discussions, negotiati ons or changes. 

4.0 PROTECTION OF CITY AGAINST LAWSUITS  
 

4.1 Release 
 

Except only and to the extent that the City is in breach of a Contra ct,  Sectio n 5.2 - 
ProponentÕs Submission Confidential , or Section 5.5 - Declaration of Confidentiality ,  
the Proponent now releases the City fr om all liability  for any Losses in respect of: 

 
(a) any alleged (or judicially  imposed) breach by the City of the RFP (it being 

acknowledged and agreed that to the best of the partie sÕ knowledge, the City 
has no obligat ion or duty under the RFP or Proposal process which it  could 
breach (other than wholly unant icipated obligat ions or dut ies merely alleged or 
actually imposed j udicially));  

(b) any unintenti onal tort of the City occurring in the course of conducting this RFP 
and Proposal process; 

(c) the Proponent preparing and submittin g its Proposal; 
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(d) the City accepting or rejecting it s Proposal or any other submission; 

(e) the manner in which the City: 

(i) reviews, considers, evaluates or negoti ates any Proposal, 

(ii)  deals with or fail s to deal with any Proposal or Proposals, or 

(iii)  decides to enter into a Contract or not enter into any Contract; 

(f) the Proponent(s), if any, with  whom the City enters a Cont ract . 

 

4.2 Indemnity 
 

Except   only and to the extent  that  the City breaches a Contract, Secti on - 5.2 - 
ProponentÕs Submission Confidential  or Sect ion 5.5 - Declarat ion of  Conf ident ial i t y,  
the Proponent now indemnifie s and will protect  and save the City harmless from and 
against all Losses, in respect of any claim or threate ned claim by the Proponent or any 
of it s Sub-Contracto rs or agents alleging or pleading 

 
(a) any alleged (or judi cially  imposed) breach by the City or it s offi cials or 

employees of the RFP (it being agreed that, to the best of the partie sÕ 
knowledge, the City has no obligatio n or duty under the RFP or Proposal 
process which it  could breach (other than wholly unantic ipated obligat ions or 
duties merely alleged or actually imposed j udicially)), 

 
(b) any unintention al tort of the City or it s off icials or employees occurring in the 

course of conduct ing this RFP or Proposal process, or 
 
(c) liabil ity on any other basis related to this RFP or the Proposal process. 

 
4.3 Limitat ion 

 
In the event that, with respect to anything relati ng to this RFP or Proposal process 
(except  only and to the extent that the City breaches a Contrac t, Section  4.3 - 
Limit at ion, Section 4.4 - Dispute Resolution, Sect ion 5.2 - ProponentÕs Submission 
Confidenti al,  or Secti on 5.5 - Declarat ion of  Conf ident ial i t y), the City or its off icials, 
off icers, agents or employees are found to have breached any duty or obligati on of any 
kind to the Proponent or its Sub-Contractor s or agents whether at law or in equity or in 
contract or in tort, or are found li able to the Proponent or it s Sub-Contractor s or 
agents on any basis or legal principle of any kind,  the CityÕs li ability is limited to a 
maximum of $100, despite any other term or agreement to the contrary. 

 
4.4 Dispute Resolut ion 

 
Any dispute relat ing in any manner to this RFP or the Proposal process (except only and 
to the extent  that the City breaches a Contract, Section 4.3 - Limit at ion, Sect ion 4.4 - 
Dispute Resolution , Sect ion 5.2 - ProponentÕs Submission Confidential , or Sect ion 5.5 - 
Declaration of Confidenti ality , will be resolved by arbitr ati on in accordance with the 
Commercial Arbitration Act (Brit ish Columbia) amended as follows: 

 

(a) The arbit rator will be selected by the CityÕs Manager Ð Materials Management . 

(b) This Section 4.0 Ð Protecti on of the City from Lawsuits  will:  
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 (i) bind the City, Proponent and the arbitrator; and 

 (ii)  survive any and all awards made by the arbitr ator. 

(c) The Proponent  will bear all costs of the arbitration. 

 
5.0 ACCESS/OWNERSHIP OF PROPOSAL  INFORMATION 

 
5.1 Proposal Documents Remain/Pr oposal Becomes Ð CityÕs Property 

 
(a) All RFP packages and addenda provided to the Proponent  by the City remain 

the property of the City and must  be returned to the City upon request .  
 
(b) The documentation containing the Proposal, once submitted  to the City, 

becomes the property of the City, and the City is under no obligation  to return 
the Proposal. 

 
5.2 ProponentÕs Submission Confide ntial 

 
Subject to the applicable provisions of the Freedom of  Informat ion and Prot ection of 
Privacy Act  (Brit ish Columbia) and the CityÕs full right to publicly disclose any and all 
aspects of the Proposal in the course of publicly  report ing to the Vancouver City 
Council on the Proposal results or announcing the results of the Proposals to the 
Proponent , the City will t reat  all material and information  expressly submitte d by the 
Proponent (and the CityÕs evaluati on of it) in conf idence in substanti ally the same 
manner as it treats it s own confidenti al materi al and info rmati on. 
 
The Proponent now irre vocably waives all  rights it  may have by statute, at law or in 
equity, to obtain any records produced or kept  by the City in evaluating its Proposal 
(and any other submissions) and now agrees that under no circumstances will it  make 
any applicati on to the City for disclosure of any records pert aining to the receipt, 
evaluat ion or selecti on of its Proposal (or any other submissions) including, without 
limit ati on, records relat ing only to the Proponent. 

 
5.3 All City  Data/Info rmatio n is Confide nt ial 

 
The Proponent will not divulge or disclose to any third part ies any inf ormati on 
concerning the affairs of the City which may be communicated to the Proponent  at  any 
time (whether before or after the closing date and time  of this RFP process).  
Recognizing the need for confi dential ity of the CityÕs data, file s and other conf identi al 
info rmati on, the Proponent will not use, exploit or divulge or disclose to th ird partie s 
any confidential or proprietary inf ormat ion of the City of which the Proponent may gain 
knowledge in connection with or in the course of discussions or negot iat ions with the 
City. 
 
All mater ial and information that has or will come into  the ProponentÕs possession or 
knowledge in connecti on with this Proposal process is confi dential and may not be 
disclosed or utilized in any way except in accordance with  the Instructio ns to 
Proponents and this Proposal Form. 
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5.4 Disclosure Requires Prior Consent 

 
The Proponent may not divulge any inf ormati on respecting the Proposal process to any 
third party without  the prior writ ten consent of the City, which consent may be 
arbit rarily withheld unless it  is informat ion which the City has already made public or 
has been required to disclose pursuant to the Freedom of  Informat ion and Protect ion 
of Privacy Act  (Brit ish Columbia). 

 
5.5 Declaration of Confide nti ality 

 
The Proponent now declares and agrees that , except for the information  disclosed by 
the City in the course of public ly report ing to the Vancouver City Council or any public  
proposal opening:  

 
(a)  the infor mation supplied by the Proponent in response to the RFP is expressly 

provided in st rict confidence; 
 
(b) any records made of the evaluat ion of this Proposal and all other submissions 

will be the property of, and private to, the City and will not be disclosed to the 
Proponent nor anyone else; 

 
(c) the disclosure of the inf ormat ion in it ems (a) and (b) above to anyone outside 

of the CityÕs staff would reveal the ProponentÕs tr ade secret s or proprietary 
commercial informat ion concerning its private business affairs; and 

 
(d) the disclosure of the inf ormat ion in it ems (a) and (b) above, could reasonably 

be expected to harm the ProponentÕs competit ive positi on, harm the OwnerÕs 
ability to engage in compet itive procurement of goods and services, and result  
in undue fin ancial loss to the Proponent  and/or the City.  

6.0 DECLARATION Ð NO CONFLICT OF INTEREST /  NO COLLUSION 
 

6.1 Declaration as to Conflic t  of Interest 
 

The Proponent now confirms and warrant s that there is no off icer,  director, 
shareholder, partner or employee or other person related to the ProponentÕs or Sub-
ContractorÕs organizations (a Òperson having an interestÓ) or any spouse, business 
associat e, fri end or relat ive of a person having an int erest who is: 

 
(a) an elected offic ial or employee of the City; or 
 
(b) related to or has any business or family relati onship with any elected offi cial or 

employee of the City, such that there would be any conflict of interest or any 
appearance of conf lict  of intere st in the evaluati on or considerati on of th is 
Proposal by the City, except as set out below: 

 
 [The  Proponent  is conclusively deemed t o have declared ÒnoneÓ unless t he Proponent 

delet es t his not e and descr ibes any or  al l  relat ionships which might  give r ise t o a 
conflict of interest or  an appear ance of  a conf l ict  of  int erest ] .  
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6.2 Declaration as to Collusion 
 

The Proponent now confirms and warrants that: 
 
(a) the Proponent  has no aff il iat ion, whether legal or f inancial,  with any other 

entity which is in the business of providing the same type of goods or services 
which are the subject of this RFP; and 

(b) the Proponent is not competing within this RFP process with any entity which it  
is legally or f inancially associated or aff iliated, except as set out below:  

[ The Proponent  is conclusively deemed t o have declared ÒnoneÓ unless t he Proponent 
deletes this note and describes any and all affiliatio ns or rela t ionships which might  
give ri se to collusion or an appearance of  col lusion] . 

7.0 NO PROMOTION OF RELATIONSHIP 
 

7.1 The Contractor must  not  disclose or promote its relationship with the City, including by 
means of any verbal declarati ons or announcements and by means of any sales, 
market ing or other litera ture, letters,  client lists, press releases, brochures or other  
written material s without the express prior written consent of the City (except as may 
be necessary for the Contract or to perfo rm the ContractorÕs obligati ons under the 
terms of the Contrac t).  The Contrac tor undertakes not to use ÒVANOCÓ, ÒVancouver 
2010Ó, ÒCity of VancouverÓ, ÒVancouver Public LibraryÓ, ÒVancouver Park BoardÓ, 
ÒVancouver Board of Parks and Recreat ionÓ, the offi cial  emblem, logo or mascot of the 
2010 Games or any reference or means of promot ion or publicity, without  the express 
prior writ ten consent  of the City.  Furthermore, the Contractor undertakes not to 
disclose or promote its relat ionship with the City in any communicati on or matter  
whatsoever as a basis to create an associat ion, express or implied, between the 
Contractor and the ÒCity of VancouverÓ, ÒVancouver Public LibraryÓ, ÒVancouver Park 
BoardÓ, ÒVancouver Board of Parks and Recreat ionÓ, IOC, the Olympics or the Olympic 
Movement . 

8.0 SURVIVAL/LEGAL EFFECT OF PROPOSAL CONTRACT 
 

8.1 All of the terms of th is Attachment A to  th is Proposal Form which by their nature 
require performance or fulfilment following the conclusion of the Proposal process will 
survive such process and will remain legally  enforceable by and against the Proponent 
and City.  

 
 
AS EVIDENCE OF THE PROPONENTÕS INTENT TO BE LEGALLY BOUND BY THIS ATTACHMENT A, 
THE PROPONENT HAS EXECUTED AND DELIVERED THIS ATTACHMENT A AS AN INTEGRAL PART OF 
THIS PROPOSAL FORM IN THE MANNER AND SPACE SET OUT ABOVE.  
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This Schedule identi fie s the Requir ements to  which  th e City  is seeking a soluti on or a response.  
Proponents are to address, but are not limited in  their response to, the respective issue(s).  
Proponents are encouraged to copy Schedule A and re- format as approp riate to  prov ide a template 
for their response. Background informati on and general instruct ions need not be included in the 
response, however all requests for infor mati on, questi ons, specific requirements, tables, etc. should 
be includ ed and the same numbering sequence used.  
 
Mandatory Requirements  

 
1.0 Scope of Services Required: 

 
 The following services are to be provided by the Contractor and, unless otherwise noted, are 

Mandatory: 
 

1.1 Materials shipping and delivery 
 

a) Contractor shall ensure the delivery of all materials shipped in accordance with the 
terms of the contract . 

b) Contractor shall ensure the return of any undeliverable items to the sender, at  no 
addit ional cost .  Repeated at tempts to deliver items may also be required from t ime 
to t ime. 

c) Contractor shall be responsible for parcels, including materials and containers (such 
as reusable shipping bags) while such materials are in the possession of Contractor 
or ContractorÕs Sub-Contractor as ident ified in Schedule D (i.e., another courier or 
cartage company). 

d) Materials shall be delivered to a designated locat ion inside each of the CityÕs 
ÒDropsiteÓ (Dropsite defined as locat ions the City designates for service).   

e) Transit  Equipment. Contractor shall provide all equipment necessary to move 
materials to and from vehicles and in t ransit , such as hand trucks or t ransit  cartons. 

f) Packaging. Contractor shall accommodate the use of reusable courier bags and 
accept  padded envelopes and boxes.  

g) Labeling.  Contractor shall accommodate the use of standard labels indicat ing 
originat ing and dest inat ion locat ion, of size(s) and format(s) approved by the City.   
i) Desired: web-based, automated label-making system so Dropsite can 

prepare labels to/ from each Dropsite (if required). 
 

1.2 Scheduled Deliveries and Pick-ups 
 

a) Contractor shall ensure pick up and delivery either daily or weekly, as specified for 
each scheduled run (refer to Schedule B Ð Pricing, Sect ion 3).  Permit ted except ions 
to daily pick up and delivery schedule are road closures and severe weather 
condit ions, as evidenced by public building closures.  Such service shall be within 
the specified delivery t ime between 8:00 a.m. Pacific Time and 5:00 p.m. Pacific 
Time each business day, unless otherwise stated. 
i) Desired: Not ify affected Dropsite of expected delayed or missed service 

due to emergency or except ions noted above. 
  
1.3 Customer Service 

 
a) Contractor shall communicate direct ly with the designated Dropsite contact  person 

to resolve any rout ine service problems, if they arise.  The City may also, from t ime 
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to t ime, communicate with Contractor regarding service problems. 
b) Contractor shall communicate with the City regarding the program, including 

service issues and potent ial changes in service.   
c) Contractor will provide a toll-free phone number, e-mail address and website 

address for Dropsite and the City to report  problems or inquire about packages, 
invoices, or other service issues. 

d) Contractor will not ify the City in writ ing via email, to the email account(s) 
designated by the City, of proposed organizat ional changes, major route re-
structuring, etc. no less than two weeks (14 days) prior to ant icipated 
implementat ion. 

e) Contractor will contact  the City in a proact ive manner about system service 
problems to include how and when they will be resolved.   

f) Contractor must guarantee uninterrupted service. 
g) Contractor to have the capability to accommodate requests for a specific driver. 

I) Desired:  Contractor will maintain a website for report ing any problems 
that may arise. 

ii) Desired:  Contractor will conduct t ransit  t ime surveys on a semi-annual 
basis. 

 
1.4 Dropsites 
 

a) Contractor will serve those Dropsites as ident ified by the City.  (Dropsites are 
ident ified in Schedule B ÒPricing WorksheetÓ and ÓScheduled Deliveries and Pick-
ups.Ó 

b) The City has the ability to discont inue service to a Dropsite with fourteen (14) days 
not ice to vendor. 

c) The City has the opt ion to add new Dropsites to the contract  as required. 
d) Contractor will meet with each Dropsite prior to the start  of service for that  

Dropsite (a Òdry runÓ to get acquainted, become familiar with access to site and 
building, etc.). 

 
1.5 Service Guarantees 

 
a) Claims 
 
 Dropsite will submit  claims for lost  or damaged materials direct ly to the Contractor.   

Within forty-five (45) days of receipt  of the claim, Contractor shall reimburse the 
Dropsite for compensat ion for failure to meet service levels.   

 
b) Compensat ion Matrix  
 
 Contractors are to provide a detailed descript ion as to how the City will be 

compensated for late pick ups and late deliveries, based on the type of service (one 
hour, two hour, etc.) and size/ weight of package (referred to as ÒService 
GuaranteeÓ) per Schedule B Ð Pricing, Sect ion 6.0. 

 
i) Desired:  Contractor will also make a web-based claim form opt ion 

available to Dropsites and the City. 
 



REQUEST FOR PROPOSAL NO. PS06034 
COURIER AND CARTAGE-RELATED SERVICES 

SCHEDULE A Ð REQUIREMENTS 
 

 
PS06034.doc  June 27, 2006 

 
c) Law Department  Service Guarantees: 

 
The City requires a service guarantee for deliverie s fr om the Law Department  to 
Downtown for packages which are guaranteed to be picked up and delivered  
within 1/ 2 hour of call-in. The City also requires a service guarantee for  
deliver ies from the Law Department  to Downtown or the Vancouver Vicinity  
(ÒVancouver Vicinity" means any location within the municipal boundaries of the 
City of Vancouver, City of Burnaby, City of New Westminster, City of Richmond, 
City of North Vancouver, District of North Vancouver, and District of West 
Vancouver) for packages which are guaranteed to be picked up and deliver ed 
within 1 hour of call-in. If  Contractor  immediate ly state s they are unable to 
provide the service, then the City has the option to use an alternative courier, 
and Contractor will pay different ial in cost by deduction against  next invoice. If 
Contractor states they can provide the service, then fails to pick up and deliver,  
then Contractor will be liable for lost interest and any other direct  costs or losses 
to City of fail ure to meet guaranteed delivery time . 
 
Failure to pick up on-time.  If a courier service request is called in the night 
before and the Contractor does not arrive for pick up by 10:00 a.m. the following 
morning, or any other failu re to pick up or deliver on time  then Contracto r to pay 
CDN $15.00 administ rat ive fee for City staff  t ime in making a reminder or follow-
up call, in addit ion to the above-noted charges for dif ferential fee or lost 
interest. 
 

1.6 Contract  Administ rat ion and Billing 
 

a) Contractor will electronically supply reports of act ivit ies, invoices, log books, and 
claims for lost  or damaged materials to the City, on request , at  no addit ional 
charge. 

b) Contractor will describe its ability to provide separate billing for all City 
departments and branches, as well as summary billing to one central source at  the 
City as required, to verify and authorize payment of all related purchases. 

c) Contractor will describe various payment opt ions available to the City, including 
payment via corporate purchasing card (preferred). 

d) Contractor will hold an annual meet ing with the City. 
e) Payment to Contractor will be made monthly after service is rendered. 

i) Desired:  Contractor shall submit  an invoice to the City at  the end of each 
month for services performed during the month.   

 
1.7 On-Line Ordering and Tracking 
 

The Contractor should provide a user-friendly on-line ordering system, in the form of a 
customized website, that  allows access by any designate or department of the City of 
Vancouver.  The user of the on-line system should be able to: 
 
a) Enter a new order for pick-up/ delivery 
b) View order t racking 
c) View order history 
d) Receive proof of delivery (For example, e-mail is automatically sent  to the Sender) 
e) Track on-t ime performance (administrator only) 
f) Provide training and technical support  to City Staff as required 
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i) Desired:  The Contractor has real-t ime electronic communicat ion with its 
ent ire driver f leet  

 
1.8 Report ing 
 

The Contractor shall describe its ability to provide custom act ivity reports on a t imely and 
consistent  basis.  The custom reports should include informat ion such as the City purchases 
by department, value of sales, delivery informat ion, problems and solut ions; stat ist ics, or 
narrat ive describing types and locat ions or areas of service problems.  The reports will be 
required by City designated administrators on a monthly basis, no later than ten (10) 
business days after the end of each month.  Sample reports should be included with the 
ContractorÕs proposal.  Also address whether the following reports are readily available.  If  
they are not  current ly available, provide details as to the t imeframe when they may be 
implemented: 
!  Ad-hoc report  generat ion capabilit ies 
!  Level of report ing available to Administrator 
!  Greenhouse gas emissions of f leet  

 
 

1.9 Cont inuous Improvement/Cost Reduct ion 
 

The Contractor should describe its established pract ices to measure service levels and its 
commitment to produce cost  reduct ion recommendat ions. 

 
1.9.1 Insurance Coverage 

 
The Contractor should describe the level of insurance coverage for a shipment in 
this agreement that  requires bonding insurance levels for any lost  t ransit  shipments.  
Also describe the standard limitat ion of liability for packages. 

 
1.9.2 Other Services including Cartage Services 
 
 As other services may be required from t ime to t ime, the Contractor should 

describe how shipments are handled for overnight , oversize (cartage) and irregular 
items.  As the City prefers a single point  of  contact  for courier and cartage services, 
also describe your process for out-of-province or out-of-country services. 

 
2.0 General Require ment s 

 
Proponents are to address, at a minimum, the follow ing elements:   

2.1 Consort ium 
 

If  this Proposal involves a consorti um or partnership with other courier/ cartage 
companies, identify all members and provide informati on for each member as required 
below.   Also, clearly describe and delineate roles and responsibilities of each party and 
their relati onship and responsibili t y to the single lead Proponent .  

 
2.2 Company Prof ile 
 

Provide a brief descript ion of ProponentÕs company, purpose and history of successes 
includin g: 
 
a) business names of nati onal and internat ional aff ili ati ons; 
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b) annual volume in courier services provided through your organizat ion and the 

percentage of that volume which comprises courier services for business in 
Vancouver; 

 
c) number of staff employed by your organizati on (at all levels); 
 
d) the average number of years your staff and courier drivers have been with  the 

organizat ion and their average number of years of experience in the indust ry; 
and 

 
e) what  single feature of the service is most responsible for the ProponentÕs success 

to date. 
 

2.3 Experience 
 

The Proponent is to indicate the number of years in the courier and/ or cartage business; 
and to list the number of current customers in Canada. 

 
2.4 Key Personnel 

 
a) Proponent is requested to describe it s hiring and tr aining poli cies for it s staff and 

the methods used to maintain and motivate them. 
 
b) Ident ify key personnel to be assigned to this Contract , the responsibilit ies and 

relevant  experience of each individual. 
 

 
 

Name 
 

Responsibilit y 
 
Previous Experience 

 
 
 

 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

a) Courier Drivers   
Proponents are to provide a table including information on the following: 

 

Drivers Yes/No Additi onal Comments 

Are the ProponentsÕ drivers bonded?   

Do the driver s have dangerous goods 
cert if icat ion?   

Are all of the drivers covered by WCB?   
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During work hours, do all drivers wear 
identification  tags? 

  

During work hours, do all drivers wear 
uniforms? 

  

 
  Describe how drivers are compensated. 
 

b) Organizat ional st ructure 
Proponents are to provide a breakdown of the followin g employee positions, 
which would provide services to the greater Vancouver area: 

 
Number of Drivers:  _________ 
Number of Dispatchers:  _________ 
Number of Customer Service Representat ives:  _________ 
Number of Management staff:   _________ 
Other(s):  _________ 
TOTAL:  _________ 

 
2.5  Quality Assurance 
 

The Proponent should provide detail s regarding a quality assurance program, that is, how 
it will ensure that the City is receiving quality service including, but not limite d to, 
economical pricing, t imely communicat ion regarding pick-up, deliver ies, and package 
handling, and courteous, responsive service.  

 
2.6  Financial Viability 
 

To establish the Proponents f inancial viabilit y and stabilit y, please provide annual 
financial statements (balance sheet, income statement) for the previous two (2) years.  
(i.e. gross revenue, revenue splits, sales expense, and R&D expense).   
 

 
2.7 Warranty Ð Intent ionally Omitted 
 
 
2.8 Value Added Services 

Proponents should describe any value added services they are prepared to provide as part  
of the cont ract .  Unless otherwise stated, it  is understood that  there are no ext ra costs 
for these services.  As an example, these services may include but are not limited to:  
electron ic delivery of all courier services documentation (waybil ls, invoices, report s), or 
opti onal courier arrangements. 
 

2.9 Cont inuous Improvement  

 The Proponent should describe it s established pract ices to measure service levels and its 
commitm ent to produce cost reducti on recommendations. 
 

2.10 Client List/Reference Let ters 
 

Attach a published client list and include any lette rs of recommendation that may be 
appropriate to these services. 
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 2.11   Environmental Commitment  and Act ion 
 

a) Commitment  and Cont inual Improvement : The City is seeking evidence of 
leadership and commitment to improve the environment al performance of your 
business. 

 
!  Provide stated commitment  toward cont inual improvement  around 

environmental health, pollut ion prevent ion and eff icient  energy use.   
For example: A policy statement signed by the companyÕs 
owner/manager that includes detail s of a plan and schedule for greener 
fuel and/ or fl eet purchases.  

!  Provide documented evidence (three-y ear history summary is preferable)  
of vehicle right-sizing (where appropriate) to demonstrate commit ment 
toward reducing emissions. This includes descript ions of vehiclesÕ fuel 
type, fuel-eff iciency, and fleet mainte nance practices including AirCare¨  
testing. 

!  Provide documentati on that reflect s the companyÕs fleet management 
history (three-year minimum is preferable) including vehicle procurement  
and maintenance schedules, and instruction s to owner-operators as well  
as the companyÕs fleet  management  strategy for the term of this 
contract.   

!  The City of Vancouver principle s of sustainabil ity support and encourage 
the use of renewable resources, while the use of non-renewable 
resources should be minimized. Therefore, provide detail s of your 
companyÕs current fleet composit ion including of the year, make, model 
and quantity  of each vehicle type (i .e., gasoline and diesel t rucks and 
cars, electric  vehicles, hybrid-e lect ric vehicles, bicycles, scooters, and 
personnel delivering on foot ).   

!  Addit ionally the City is interested in a descript ion of your organizationÕs 
commitment to and schedule for the procurement of diesel and bio-
diesel fuel, electri c cars, hybrid-electr ic vehicles, bicycles, scooters and 
delivery personnel on foot . 

!  Provide detai ls about programs to reduce the use of disposable packaging 
and the maximization of re-usable packaging in the shipment, handling 
and storage.  

 
b) Monit ori ng of Compliance, Transpare ncy and Verification: The City is seeking 

evidence of a practical level of track ing and reporting of annual practi ces and 
results leading to improved environmental performance.  The proponent will  
provide the City with  an annual atte station / summary with an inventory or review 
of: 

  
!  Vehicle  assets including: type, fuel use, and fuel type, actions toward 

contin ual improvement (such as phase-in plans).  

!  A descript ion of the company's quality assurance (QA) /  quality cont rol 
(QC) measures to demonstrate alignment with the company commit ment, 
policy and act ions toward improving environment al performance of assets 
and operations. This may include ISO 14001 Environmental Management  
Systems (registered or conformant), customized internal environmental  
management program including establ ishment, communicati on and driver 



REQUEST FOR PROPOSAL NO. PS06034 
COURIER AND CARTAGE-RELATED SERVICES 

SCHEDULE A Ð REQUIREMENTS 
 

 
PS06034.doc  June 27, 2006 

train ing, documentation  of environmental commitment , annual act ion 
plans for improvement and annual summary report s describing 
environmental performance and future commitments.   

!  For each year of the cont ract , the successful Proponent  should be 
prepared to provide an environmental management summary of:  
environmental performance improvement targets, the degree to which 
those targets were met and evidence that supports proof of progress.   
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1.0 Instructions for Proponents 
 

1.1 Prices are to be quoted F.O.B Destinat ion, including freight, unloading at destinat ion, 
import dut ies, brokerage, royaltie s, handling, overhead, profit and all other costs 
included.   

 
1.2 Goods and Services Tax and Provincial Sales Taxes are to be excluded.  

 
1.3 Proponents located in Canada may quote in Canadian Funds and where the product is 

imported from the USA or from other countr ies, prices may be quoted in the currency 
of the countr y from which they are imported. Proponents located outside Canada may 
quote prices in the monetary currency of thei r locat ion or the j urisdict ion from which 
the product is being obtained. 

 
1.4 The Proponent having reviewed all terms, conditions and Requirements and Services 

set out in the RFP and the Attachments ther eto, shall provide the followin g pric ing 
which proj ects the annual cost  of courier and cartage services.  The costs shall be 
broken down to allow for analysis (e.g.  train ing for on-line system, any support related  
costs, costs for specialized services). 

 
1.5 Pro-rate, service start .  Price charged for a Dropsite will be prorated based on their 

service start  date.     
 

1.6 Cost  Reduct ion Incent ives 
 
 Proponents are to indicate in their Proposals all applicable volume discounts, price 

reduct ion incent ives, and other discounts available to the City together with all applicable 
terms and condit ions of same.  Proponents should also note whether they offer Òmost  
favoured pricingÓ to the City whereby the City will receive during the term of the 
Contract  the lowest price then being charged by the Contractor to its customers for any 
and all services which are similar to those being provided to the City.   

 
1.7 Pricing Worksheet 
 

The Proponent must provide a standard pricing schedule based on the atta ched Canada 
Post - Postal Code Map (see Appendix 5).  All pricin g submitted will be guaranteed and 
fix ed for the term of the contra ct.   Refer to Part  C Ð Sectio n 3.1 for more pric ing 
details. 
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1.8 Surcharges 
 

Please provide other price surcharges for the followin g. (If a surcharge will not be 
applied to the City, indicate ÒN/A Ð not applicableÓ). 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.0 Pricing Worksheet 
 

Courier Service Rate Proposal (excludes daily and weekly scheduled runs) 
 

Pick-up/Delivery Locat ions  
(by Postal Code) 

Pick-up and delivery 
services, small 

parcels, envelopes, 
equipment 

SAME DAY 
ÔHOTÕ 

1 Hr. Service 

SAME DAY 
ÔRUSHÕ 

2 Hr. Service 

SAME DAY 
ÔREGULARÕ 
4 Hr. Service 

NEXT DAY 
ÔOVERNIGHTÕ 

Service 

 
 

From ÒV5YÓ (City Hall)  
to ÒV5XÓ (Manitoba Yards) 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5YÓ City Hall 
To ÒV6AÓ (Nat ional Yards) 

 
<5 lbs (bike courier) 

 
<5 lbs (vehicle courier) 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 

Surcharges For Courier 
Services 

For Cartage 
Services 

fuel surcharge (percentage of delivery fee)  
 

 

waitin g time surcharge ($ per hour)  
 

 

weight  surcharge ($ per pound)  
 

 

after-hou rs surcharge ($ per hour)  
 

 

weekend surcharge ($)  
 

 

dangerous goods surcharge ($)  
 

 

other (please specify): ______________  
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Pick-up/Delivery Locat ions  

(by Postal Code) 
Pick-up and delivery 

services, small 
parcels, envelopes, 

equipment 

SAME DAY 
ÔHOTÕ 

1 Hr. Service 

SAME DAY 
ÔRUSHÕ 

2 Hr. Service 

SAME DAY 
ÔREGULARÕ 
4 Hr. Service 

NEXT DAY 
ÔOVERNIGHTÕ 

Service 

 
 

From ÒV5YÓ City Hall 
To ÒV6BÓ (Van Public 

Library) 

 
<5 lbs (bike courier) 

 
<5 lbs (vehicle courier) 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 
 

From ÒV5YÓ City Hall 
To ÒV6GÓ (Van Park Board) 

 
<5 lbs (bike courier) 

 
<5 lbs (vehicle courier) 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 
 

From ÒV5YÓ City Hall  
To ÒV6YÓ Richmond 

 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5YÓ City Hall 
To ÒV5GÓ Burnaby 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV6ZÓ Parking Div. 
To ÒV7MÓ North Van 

 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5ZÓ Legal Dept  
To ÒV7X, V7Y, V6C, V6E, 

V6BÓ (Downtown) 
 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
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From ÒV5ZÓ Legal Dept  
To ÒV5M, V6HÓ Van West 

 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5ZÓ Legal Dept  
To ÒV7JÓ North Van 

 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
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3.0 SCHEDULED DELIVERIES AND PICK-UPS  
 
ITEM 
NO. DESCRIPTION     COST PER WEEK   
 
 
 1.  RUN #1:  PARKING ENFORCEMENT/BY-LAW FINES   $ ___________________ 
 Owner: Parking Enforcement  
 

LOCATIONS: Parking Enforcement, 7th Floor, 1125 Howe St reet , Vancouver 
  By-Law Fines, #281 Ð 800 Hornby St reet , Vancouver 
  City Hall,  453 West  12th Avenue: Engineering, 4th Floor 
   Revenue Services, Ground Floor 
   Informat ion Technology, Sub-ground 
 
FREQUENCY:  Daily, except  Public Holidays 
 
ROUTE:   
 
!  Pick up from By-Law Fines; 
!  Pick up / drop off at Parking Enforcement, 1 to 2 Pouches; 
!  Pick up / drop off in City Hall, Engineering, Mail Room, 4th f loor, 1 to 2 Pouches; 
!  Pick up / drop off in City Hall, Revenue Services, Ground Floor, 1 to 3 Pouches; 
!  Pick up / drop off in Information  Technology, City Hall, sub-ground, 1 to 2 pouches; 
!  Return and drop-off to By-Law Fines, 2 pouches and 1 to 2 cartons  
 (Maximum 29 lbs. per carton); 
!  Return and drop-off to Parking Enforcement, 1 to 3 pouches. 
 
START TIME: - no earlier than 8:30 AM with City Hall stops no earlier than 9:00 AM 
RUN TO BE COMPLETED BY:  - no later than 10:30 AM 
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted in ÒSGCÓ (Service Guarantee Compensat ion). 

 
  
ITEM 
NO. DESCRIPTION     COST PER WEEK    
 
2. RUN #2 Ð PARKING ENFORCEMENT      
                                 $_____ ___________ 
 Owner:  Parking Enforcement  
 

LOCATIONS: ICBC, 151 West Esplanade, North Vancouver 
  Parking Enforcement , 7th Floor, 1125 Howe St reet , Vancouver 
   
FREQUENCY:  Daily, at  the same t ime, morning or afternoon 
 
ROUTE:   
 
!  Pick up from ICBC 
!  Deliver to Parking Enforcement, 1 pouch 
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START TIME: Time of day to be mutuall y agreed upon and is to be consistent 
RUN TO BE COMPLETED BY:  As agreed 

 
 
 
ITEM 
NO. DESCRIPTION     COST PER WEEK  
 
 
3. RUN #3 Ð POST OFFICE/CITY HALL RUN                            
                                   $____ ___________ 
 Owner:  By-Law Fines, Revenue Services 
 

LOCATIONS: Main Post  Off ice, 349 West Georgia Street 
  City Hall,  Security, Ground Floor 
 
FREQUENCY: Daily 
 
ROUTE:   

 
!  pick up fr om Postal Box 7747 at Main Post Offi ce 
!  deliver to Security , City Hall 
 
START TIME: 7:30 AM 
RUN TO BE COMPLETED BY:  7:45 AM 
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted in ÒSGCÓ (Service Guarantee Compensat ion). 
 

 
ITEM 
NO. DESCRIPTION     COST PER WEEK  
   
 
 4.  RUN #4:  ARCHIVES RUN    $_____________ 
 Owner:  Archives 
 

LOCATIONS: Archives Division, 1150 Chestnut  St reet , Vancouver 
  City Hall Mail Room, Print Shop, 453 West 12th Avenue, Vancouver 
   
FREQUENCY:   Bi-weekly, Tuesdays and Thursday, except  Public Holidays 
  and the week between Christmas and New Year 
 
ROUTE:   

 
!  pick up at City Hall Mail Room 
!  drop off  /  pick up in Archives 
!  deliver to City Hall Mail Room 
 
SIZE: Approximatel y 20 lbs per day 
 
START TIME: 11:00 AM 
RUN TO BE COMPLETED BY:  1:00 PM 
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ITEM 
NO. DESCRIPTION     COST PER WEEK   
 
  5. RUN #5 Ð YARDS RUN $_____________ 
 

LOCATIONS: Manitoba Works Yard, Yards Branch, 250 West  70th Avenue, Vancouver 
  City Hall,  Informat ion Technology, sub-ground, 453 W.12th Ave., Van. 
  City Hall, Engineering Services, 4th Floor, 453 West  12th Avenue, Vancouver 
  VanCity Bldg, Financial Services, #301 Ð 515 West 10th Avenue, Vancouver 
  National Yards, Electric al & Traffi c Ops, 701 National Avenue, Vancouver 
   
FREQUENCY:  Daily, except  Public Holidays 
 
ROUTE:   

 
!  Pickup at City Hall, Informat ion Technology, sub-ground;  
!  Pickup at  City Hall,  Engineering Services, 4th Floor;  
!  Pickup at  VanCity Building, Financial Services; 
!  Pick up at National Yards, Electric al & Traffi c Operat ions; 
!  Pick up at Manitoba Works Yard, Yards Branch; 
!  Drop off at City Hall, Informat ion Technology, sub-ground; 
!  Drop off at Engineering Services, 4th Floor; 
!  Drop off at VanCity Buildi ng, Financial Services; 
!  Drop off at Natio nal Yards, Electrical & Traff ic Operations; 
!  Drop off at Manitoba Works Yard, Yards Branch. 

 
 ALSO: 
 

!  Every Tuesday and Friday, pick up at Kent Yard, 900 Kent Avenue S.E., Vancouver 
and drop off at all drop off at City Hall drop offs shown above. 

 
SIZE:  Approximately 800 lbs. (360 kg) per week 
 
START TIME: no earlie r than 11:45 AM 
RUN TO BE COMPLETED BY:  no later than 1:45 PM 
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted in ÒSGCÓ (Service Guarantee Compensat ion). 
 
 

 
   
ITEM 
NO. DESCRIPTION     COST PER WEEK  
 
6. RUN #6 - HUMAN RESOURCES/GREAT WEST LIFE                                                
                                                                                                                            $____________ 
 Owner:  Human Resources 
 

LOCATIONS: Great  West  Life, #300 Ð 1075 West Georgia Street, Vancouver 
  National Yards, 701 Nati onal Avenue, Vancouver 
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  Manitoba Yards, Yards Off ice, 250 West  70th Avenue, Vancouver 
  City Hall,  Human Resources Dept ., 2nd Floor, 453 West  12th Avenue, 
Vancouver 
  Park Board, 2099 Beach Avenue, Vancouver 
 
FREQUENCY: Daily 
 
ROUTE:  

 
!  Pick up fr om Great West Life 
!  Deliver to National Yards 
!  Deliver to Manitoba Yards, Yards Office  
!  Deliver to City Hall, Human Resources Dept. 2nd Floor 
!  Deliver to Park Board 
 
SIZE:  Envelopes (1 to each location) 
 
START TIME: No earlier than 10:30 AM 
 
RUN TO BE COMPLETED BY:  As agreed to between Dropsite(s) and the Cont ractor. 

    
Note:  Not all locations will be delivered to every day. 
 

ITEM  
NO. DESCRIPTION      COST PER WEEK 
 
7a RUN #7a:  CITY CLERKS OFFICE/ COUNCIL MATERIAL  $______________  
 Owner:  City Clerks Office 
  

LOCATIONS: City Hall, City ClerkÕs Office, 3rd f loor, 453 West  12th Avenue, Vancouver 
  Various Councillors addresses in Vancouver 
   
 
FREQUENCY: every Tuesday 
 
ROUTE:   
!  Pick up at  City Hall,  City ClerkÕs Off ice, 3rd Floor 
!  Deliver to various addresses of Councillo rs in Vancouver 
 
SIZE:  4 Large Envelopes 
 
START TIME: 5:00 PM 
RUN TO BE COMPLETED BY: Must  be delivered same day  
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted in ÒSGCÓ (Service Guarantee Compensat ion). 
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7b.  RUN #7b:  CITY CLERKS OFFICE/ STANDING COMMITTEE PACKAGES $______________  
 

LOCATIONS: City Hall, City ClerkÕs Office, 3rd f loor, 453 West  12th Avenue, Vancouver 
  Various Standing Committe e members addresses in Vancouver 
 
FREQUENCY: every Thursday 
 
ROUTE:   
!  Pick up at  City Hall,  City ClerkÕs Off ice, 3rd Floor 
!  Deliver to various Standing Committe e Members 
 
SIZE:  4 Large Envelopes 
 
START TIME: 5:00 PM 
RUN TO BE COMPLETED BY: Must  be delivered same day  

  
   
NOTE: 
a) If pickups are not ready at the regularly scheduled t ime, prior not ice of 1 

hour will be given. 
b) Pickups required approximately 30 weeks per year.   List of dates to be 

set out as a Schedule to the contrac t. 
c) Addit ional envelope packages may be required for delivery each week. 
d) The number of envelopes to be delivered and the zones to be delivere d 

to may change with changes in Council.  
 
ITEM  
NO. DESCRIPTION      COST PER WEEK 
 
8a. RUN #8a:  VANCOUVER PARK BOARD   $______________  
 Owner:  Vancouver Park Board 
  

LOCATIONS: Park Board Offi ce, 2099 Beach Avenue, Vancouver 
  Various Park Board CommissionersÕ addresses (7) 
   
 
FREQUENCY: Weekly on Thursdays prior to a Board Meeting.  Will be called  
  for pickup when agenda packages are ready.  There are  
  approximately 23 regular Board meetin g per year. 
   
ROUTE:   
!  Pick up at Park Board Office 
!  Deliver to Park Board Commissioners at  various addresses 
 
SIZE:  7 Packages 
 
START TIME: Will vary as per call 
RUN TO BE COMPLETED BY: Must  be delivered within four hours  
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted in ÒSGCÓ (Service Guarantee Compensat ion). 
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ITEM  
NO. DESCRIPTION      COST PER WEEK 

 
 

8b. RUN #8b:  VANCOUVER PARK BOARD   $______________ 
  

LOCATIONS: Park Board Offi ce, 2099 Beach Avenue, Vancouver 
  Various Park Board CommissionersÕ addresses (7 locat ions) 
   
 
FREQUENCY: As and when required, as per call. 
   
ROUTE:   
!  Pick up at Park Board Office 
!  Deliver to Park Board Commissioners at  various addresses 
 
SIZE:  Various 
 
START TIME: Will vary as per call 
RUN TO BE COMPLETED BY: Must  be delivered within four hours  
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted in ÒSGCÓ (Service Guarantee Compensat ion). 

 
 
ITEM  
NO. DESCRIPTION  COST PER WEEK 
 
9a. RUN #9a:  VANCOUVER PUBLIC LIBRARY $______________ 
 Owner:  Vancouver Public  Library  
 

LOCATION: Vancouver Public Library, 350 West Georgia St., Vancouver, BC  V6B 6B1 
   
FREQUENCY: MONTHLY Ð BOARD AGENDA 
 Every 3rd Friday of the month, prior to a Board Meeting. 
 Will be called when agendas are ready for pick up. 
   
ROUTE:   
!  Pick up at  Vancouver Public Library Ð 7th flo or/ Recept ion or 
 Shipping department on Lower Level of the building  
!  Deliver to various addresses of the VPL Board members and 
 other guests 
 
SIZE:  Approx. 16 of 13Ó x 10Ó large envelopes 
 
START TIME: Start time  will vary as per call (mostly  afte r 12:00 noon) 
 
RUN TO BE COMPLETED BY: Must  be completed the same day taking in consideration the 
 type of service requested  
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted as ÒSGCÓ (Service Guarantee Compensation). 
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9b. RUN #9b:  VANCOUVER PUBLIC LIBRARY $______________ 
  

LOCATION: Vancouver Public Library, 350 West  Georgia St . 
 Vancouver, BC  V6B 6B1 
  
FREQUENCY: MONTHLY Ð BOARD COMMITTEE/CRC 
 Every 1ST Thursday of the month, prior to a CRC meet ing. 
 Will be called when agenda is ready for pick up. 
   
ROUTE:   
!  Pick up as above 
!  Deliver to various addresses of the VPL Board Commit tee members and 
 other guests 
 
SIZE:  Approx. 6 of 13Ó x 10Ó large envelopes 
 
START TIME: Start time  will vary as per call (mostly  afte r 12:00 noon) 
 
RUN TO BE COMPLETED BY: Must  be completed the same day 
 taking in consideration the type of 
 service requested  
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted as ÒSGCÓ (Service Guarantee Compensation). 
 

ITEM  
NO. DESCRIPTION  COST PER WEEK 
 
9c. RUN #9c:  VANCOUVER PUBLIC LIBRARY $______________ 
  

LOCATION: Vancouver Public Library, 350 West Georgia St., Vancouver, BC  V6B 6B1 
  
FREQUENCY: MONTHLY Ð BOARD COMMITTEE/SP&FC 
 Every 2nd Thursday of the month, prior to the SP&FC meetin g. 
 Will be called when agenda is ready for pick up. 
   
ROUTE:   
!  Pick up as above 
!  Deliver to various addresses of the VPL Board Commit tee members and 
 other guests 
 
SIZE:  Approx. 5 of 13Ó x 10Ó large envelopes 
START TIME: Start time  will vary as per call mostly  around lunch 
RUN TO BE COMPLETED BY: Must  be completed the same day taking in consideration the 
 type of service requested 
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted as ÒSGCÓ (Service Guarantee Compensation). 
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9d. RUN #9d:  VANCOUVER PUBLIC LIBRARY $______________ 
  

LOCATION: Vancouver Public Library, 350 West Georgia St., Vancouver, BC  V6B 6B1 
  
FREQUENCY: MONTHLY Ð BOARD COMMITTEE/HR 
 1st Friday of the month (cca 6 ti mes a year) 
 Will be called when agenda is ready for pick up. 
   
ROUTE:   
!  Pick up as above 
!  Deliver to various addresses of the VPL Board Commit tee members and 
 other guests 
 
SIZE:  Approx. 4 of 13Ó x 10Ó large envelopes 
START TIME: Start time  will vary as per call mostly  around lunch 
RUN TO BE COMPLETED BY: Must  be completed the same day 
 taking in consideration the type of 
 service requested  
 
NOTE: Time is crit ical to this run.  Compensat ion for failure to meet  service guarantees is 
to be noted as ÒSGCÓ (Service Guarantee Compensation). 
 
 

 
 
 
4.0 Proponent Recommendat ion(s) 
 

4.1 List recommendations for possible decreases in cost or service level improvements. 
 
 
 
5.0 Optional Costs 
 

5.1 If available, Proponents are requested to  provide pricing related to opt ional service 
guarantees and/or insurance related costs. 
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6.0 Services Guarantee Compensation (SGC)  
 

 In the table  below, Proponents are to indicate the amount of compensati on to be provided 
back to the City, for failure to meet specif ied service guarantees. 

 
 

Pick-up/Delivery Locat ions  
(by Postal Code) 

Pick-up and delivery 
services, small 

parcels, envelopes, 
equipment 

SAME DAY 
ÔHOTÕ 

1 Hr. Service 

SAME DAY 
ÔRUSHÕ 

2 Hr. Service 

SAME DAY 
ÔREGULARÕ 
4 Hr. Service 

NEXT DAY 
ÔOVERNIGHTÕ 

Service 

 
 

From ÒV5YÓ (City Hall)  
to ÒV5XÓ (Manitoba Yards) 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5YÓ City Hall 
To ÒV6AÓ (Nat ional Yards) 

 
<5 lbs (bike courier) 

 
<5 lbs (vehicle courier) 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5YÓ City Hall 
To ÒV6BÓ (Van Public 

Library) 

 
<5 lbs (bike courier) 

 
<5 lbs (vehicle courier) 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5YÓ City Hall 
To ÒV6GÓ (Van Park Board) 

 
<5 lbs (bike courier) 

 
<5 lbs (vehicle courier) 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5YÓ City Hall  
To ÒV6YÓ Richmond 

 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
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Pick-up/Delivery Locat ions  
(by Postal Code) 

Pick-up and delivery 
services, small 

parcels, envelopes, 
equipment 

SAME DAY 
ÔHOTÕ 

1 Hr. Service 

SAME DAY 
ÔRUSHÕ 

2 Hr. Service 

SAME DAY 
ÔREGULARÕ 
4 Hr. Service 

NEXT DAY 
ÔOVERNIGHTÕ 

Service 

 
 

From ÒV5YÓ City Hall 
To ÒV5GÓ Burnaby 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV6ZÓ Parking Div. 
To ÒV7MÓ North Van 

 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5ZÓ Legal Dept  
To ÒV7X, V7Y, V6C, V6E, 

V6BÓ (Downtown) 
 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5ZÓ Legal Dept  
To ÒV5M, V6HÓ Van West 

 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
 

From ÒV5ZÓ Legal Dept  
To ÒV7JÓ North Van 

 

 
<5 lbs 

 
5.1 t o 10 lbs 

 
10.1 t o 20 lbs. 

 
Cartage 

(specify weight ) 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
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Further to Part ÔDÕ, Section 2 Ð Compliance, Proponents are to use this Schedule C to detail any 
deviat ions and/ or variat ions from the terms and condit ions set out in this RFP and if applicable, detail 
proposed amendments. 
 
Where Proponent is proposing the use of its standard cont ract  language/ clauses, such contract s/ clauses 
are to be attached to th is Schedule C.  The City may or may not  take such cont racts/ clauses into 
account when preparing the draft legal Form of Agreement.   
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The Sub-Contractors shown below are the Sub-Contractors that the Proponent proposes to use to carry 
out the Requirements.  The City expects that the Proponent will engage the listed Sub-Cont ractors and 
no others in their stead, without prior written authorizati on of the City.   
 
The Proponent agrees that  if  he is awarded contract , he will bind every subcont ractor by the terms of 
the cont ract  between the Proponent  and the City. 
 
Proponents are to provide the followin g infor mation about their Sub-Contractors: 
 

!  Describe how the ProponentÕs operat ion is structure d, with respect to Sub-Cont ractors. 
!  What methodology will be used for Sub-Contractors to perform services for the City. 
!  Describe what type of work will be perfor med by the Sub-Contractor, and the percentage of 

Sub-Contractor work versus Contractor work. 
!  Describe the qualif icati ons and level of experience of the Sub-Contractors. 
!  What are the insurance requirements for the ProponentÕs Sub-Contracto rs. 
!  Describe how the Proponent measures the Sub-Contractors performance. 

 
 
If no Sub-Contractors wil l be used, indicate ÒNot ApplicableÓ.  
 
 
 

Company Name, Address 
Contact Name and 
Telephone Number Area of Responsibility  
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CITY OF VANCOUVER 
CORPORATE SERVICES GROUP 
Materials Management  
Purchasing Services 

 
Request for Proposal 
No. PS06034 Ð Courier and Cartage-related Services for the City of Vancouver 
 
To acknowledge your inte nt to submit a Proposal, and to ensure that you receive the required 
informati on, please submit  th is form to the person identi fied below before close of business 
day, Monday, July 10, 2006. 

 
Philip Lo 

Administ rat ive Assistant  
City of Vancouver 

Fax: (604) 873-7057 
Email: purchasing@vancouver.ca    

 
Your details: 
 
ProponentÕs Name:   
 "Proponent" 
 
Address:  
 
   
 
Telephone:  Fax:    
 
Key Contact Person:    
 
E-mail:  ____________________________  Incorporat ion Date:    

 
 

Our company WILL !  /  WILL NOT !  submit a Proposal for 
"PS06034 Ð Courier and Cartage-relate d Services for the City of Vancouver"  

by th e closing date  of Tuesday, July  18, 2006 at 3:00:00 P.M. 
 

__________________________________________________ 
Authorized Signatory and Name of Company (Please print) 

 
_________________________________________________ 

E-mail Address (Please prin t) 
 

_________________________________________________ 
Date 

 
Cheryl Brown 
Contractin g Specialist 
 


