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2 CONFIDENTIALITY STATEMENT

This document and any attachments thereto, regardless of form or medium, is intended only for use by
the addressee(s) and may contain legally privileged and/or confidential, copyrighted, trademarked,
patented, or otherwise restricted information viewable by the intended recipient only. If you are not the
intended recipient of this document, please respond to the originator of this message and permanently
dispose of any copies and attachments.

3 SUBMISSION DEADLINES AND METHODS

All submissions for responding to this Request must be submitted to our office, as stated below, no later
than:

Submissions are accepted no later than — 2026-04-15, at 4pm Local Time

The use of mail to deliver a tender will be at the respondent's risk.

Submissions sent in electronic format will be accepted through email at info@markstay-warren.ca and
rtheiss@markstay-warren.ca

Tenders Delivered in Person or By mail must be submitted in a sealed envelope and shall be clearly
marked with the following:

[0 The Name and Address of the Respondent
[0 The Request Number
[0 The Project Title

Administration staff will affix on the sealed envelope:
[0 Date and time of receipt

Tenders Delivered Electronically must be submitted using a neutral format (i.e. PDF, Scanned image files
such as .jpg) The body of the e-mail must include the following:

[0 The Name and Address of the Respondent
O The Request Number
[0 The Project Title

Administration staff will affix on the sealed envelope:
[0 Date and time of receipt

Staff will reply with a message indicating the response has been received.
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4 SUBMISSION QUESTIONS AND CLARIFICATIONS

You may contact the following Lead Person: Ronny Theiss if you have any questions or require
clarification on any topics covered in this Request for Proposal.

Any revisions to the proposal or questions which may give any proponent an advantage in the bidding
process will be posted on the web site on the bid page.

5 SUBMISSION DELIVERY ADDRESS,

The delivery address to be used for all submissions is:

Municipality of Markstay-Warren
21 Main Street, South

P.O. Box 79

Markstay, ON, POM 2G0

Tel: 705-853-4536

Fax: 705-853-4964

6 SUBMISSION OPENING

Submissions will be publicly opened and recorded on Thursday, 16 April 2026 at 10:00 am at
the Municipal Office. Staff will review the proposal, and the successful candidate will be
presented at the Regular Council Meeting on Tuesday, 19 May 2026

7 AMENDMENT AND WITHDRAWAL OF SUBMISSION

Requests for withdrawal of submission shall be allowed if the Request is made before the closing
time for the contract to which it applies. Requests shall be directed to the Lead Person by letter
or in person, by a Senior Official of the company, with a signed withdrawal confirming the
details. Telephone requests shall not be considered. The withdrawal of a tender does not
disqualify a bidder from submitting another tender on the same contract.

8 ADDENDUMS

The Municipality may, at its discretion, amend or supplement the documents for this Request
by addendum at any time before the closing date for receipt of Proposals. Changes to the
requested documents shall be made by ADDENDUM ONLY. Such changes made by addendum
shall be supplementary to and an integral part of the Request. All addenda must be signed and
included in the final submission acknowledging all addenda issued by the Municipality. While
the Municipality will endeavor to notify prospective Proponents of the issuance of an
addendum, the Municipality assumes no liability for the notification, and it is the responsibility
of each Proponent monitor and determines whether any addenda has been issued by the
Municipality.
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9 SPECIFICATIONS AND SCOPE OF WORK

9.1 INTRODUCTION

The Municipality of Markstay-Warren is seeking a company to provide ongoing IT support and assistance
with the maintenance and deployment of IT systems. The Municipality has gone through a recent
upgrade of many of it’s systems and requires a provider who is familiar with the systems and is willing to
liaise with staff and third party software to improve usability and reliability of our tools.

9.2 REQUIRED ABILITIES:

e Reliable and trustworthy I.T. advice, planning, and management services
e |.T. Solutions built around out existing technical stack:
e Jumpcloud SSO and Authentication
e Fortinet Hardware
e Decentralized (cloud based) infrastructure
e Familiarity with existing products in use
e |City
e Web site hosting and services
e Microsoft 365 and Sharepoint
e Escribe
e High-level cyber security structures, patching systems, and mitigation of vulnerabilities
e User-focused tools and training that make implementing new systems easy
e Long-term management of I.T. systems and infrastructure
e Focus on training users to perform simple tasks and troubleshooting without having to wait
for IT Support.
e Fast Response for critical issues, both remote and on site.
e Collaborating with experienced personnel on site, allowing us to handle minor installations
independently rather than relying on IT for every small task or being restricted by system
limitations

9.3 TECHNICAL PROPOSAL

In your technical proposal submission, use the following sections to indicate how your solution will
address our current requirements.

DISCOVERY AND PLANNING

Provide an overview of your company's approach to providing services to other clients, as well
as any staff experience, education, certificates, and experience in public sector IT. Provide a
review of our current products, services, and processes, to determine which proven and
emerging technologies will work best for our organization while ensuring the security of our
data.
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IMPLEMENTATION AND ONGOING I.T. MANAGEMENT

Once potential infrastructure, upgrades, and maintenance are completed, our organization
requires periodical support to maintain and manage our systems and various requests. Please
indicate your company's ability to respond to I.T. requests, both minimal or complex and include
your approach and turnaround time. While many items can be managed remotely, some items
such as replacing or re-wiring physical systems will require an onsite presence.

ADDITIONAL RECOMMENDATIONS

HELPDESK SERVICES

Please describe if you would be able to provide a "helpdesk option" which would allow us to
contact a 24-hour support service. Users can access the service via online chat, text message,
or phone. This would be for an after-hours emergency with after-hours meetings or municipal
emergency services requiring assistance.

STAFF TRAINING

Our staff is currently using TITAN HQ for Cyber Security Training. Staff also requires training
with respect to using our municipal systems ranging from good computer practices, Basic IT
troubleshooting, Sharepoint best practices etc.

SUPPORT RETAINER

The Municipality intends to retain the services of a firm for a trial year with the option of
renewing for a 5-year term based on performance, reports, and recommendations. During the
first year, please provide quarterly reports on training, calls for service, any down time, stats on
turnaround to get issues resolved, any actual threats or suspicious activity for internal and
external staff and clients, and make recommendations.

9.4 FINANCIAL PROPOSAL

Proponents shall submit a separate Financial Proposal that is clearly distinguished from the Technical
Proposal. Pricing shall be provided in Canadian dollars (CAD), exclusive of HST.

The Financial Proposal must be complete, transparent, and structured in a manner that allows the
Municipality to evaluate total cost of ownership over the proposed contract term.

9.4.1 PRICING STRUCTURE
The Financial Proposal shall, at a minimum, include the following components:

a) Implementation Costs
1. One-time costs associated with project initiation, configuration, deployment, data
migration, and testing
2. Identification of any optional or conditional costs
b) Software and Licensing Costs
3. The Municipality maintains licenses for their products directly. Indicate any additional
licenses proposed by your solution.
c) Support and Maintenance Costs
4. Annual or recurring costs for support, updates, and maintenance
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5. Description of service levels associated with the pricing
d) Professional Services
6. Hourly or daily rates for additional services not included in implementation
7. Rate card for roles (e.g., project manager, technician, developer)
e) Training Costs
8. Costs associated with initial and ongoing training
9. Breakdown by type (on-site, virtual, materials)
f) Optional Components
10. Clearly identified optional features, services, or enhancements with associated pricing

9.4.2 PRICING SCHEDULE
Proponents shall complete the provided Pricing Schedule (Bid Form) or submit a substantially similar
format that includes:

e Detailed line-item pricing

e Subtotals by category

e Total implementation cost

e Total annual recurring cost

e Total cost over a five (5) year period (or proposed term)

9.4.3 ASSUMPTIONS AND EXCLUSIONS
All assumptions, dependencies, and exclusions that impact pricing must be clearly identified. Any items
not explicitly stated in the Financial Proposal will be deemed to be included in the proposed pricing.

9.4.4 PRICE FIRMNESS
Pricing shall remain firm for a minimum period of one hundred twenty (120) days from the closing date
of the RFP. Any proposed price adjustments beyond this period must be clearly defined.

9.4.5 PAYMENT TERMS
Proponents shall specify proposed payment terms, including:

e Milestone-based payments
e Invoicing frequency
The Municipality reserves the right to negotiate final payment terms with the preferred proponent.

9.4.6 DISBURSEMENTS

All disbursements, including travel, accommodation, and incidental expenses, must be clearly identified
and included in the pricing or otherwise stated as a separate cost. The Municipality will not accept
undefined or open-ended reimbursable expenses.

9.4.7 TAXES
All applicable taxes shall be shown separately. The Municipality is exempt from certain taxes where
applicable, and proponents shall account for this in their submission.
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9.4.8 CURRENCY AND EXCHANGE
All pricing shall be submitted in Canadian dollars. Any foreign exchange considerations must be clearly
identified and quantified.

10 ASSUMPTIONS AND CONSTRAINTS

The Municipality will not be held liable for any errors or omissions in any part of this Request. The
information contained herein is supplied solely as a guideline for responding Proponents. The
information is not guaranteed or warranted to be accurate by the Municipality, nor is it necessarily
comprehensive or exhaustive. Nothing in the Request is intended to relieve Proponents from forming
their own opinions and conclusions with respect to the matters addressed in the Request. Should the
Municipality be contacted, no oral explanation or interpretation will modify any of the requirements or
provisions of the proposal documents.

The successful Proponent will provide continuous and adequate protection of all work from damage and
will protect the Municipality's property from injury or damage arising from or in connection with this
work. The successful Proponent will make good any such damage or injury.

The successful Proponent will employ only orderly, competent and skillful employees to ensure that the
services are carried out in a confidential and respectable manner.

The successful Proponent will ensure all services and products provided in respect to this proposal are in
accordance with, and under authorization of all applicable authorities, municipal, provincial and/or
federal legislation.

The successful Proponent will, throughout the term of the contract, obtain and maintain in force a
General Liability Insurance of not less than $2,000,000 (per occurrence) inclusive, to indemnify and hold
harmless the Municipality of French River against any liability for property damage or personal injury,
including death which may arise from the Proponent's operations under this contract; and/or The
successful Proponent will be required to provide Professional Liability Insurance coverage in the amount
of not less than $2,000,000.00 per occurrence.

The successful Proponent and its employees may have access to information confidential to the
Municipality. This information may include, but is not limited to, terms of this agreement, business
methods and systems, contractual terms, pricing, personal information, etc. subject to disclosure by
force of law, the successful Proponent agrees that it and its employees who have access to this
information will not either during the term of the agreement or at any time thereafter reveal to any
third party any of this confidential information or use in any way, whether on the successful Proponent's
behalf or on behalf of any third party, any such information

The information, reports, documentation, plans, etc. that are a product of this award by the successful
Proponent, will become the exclusive property of the Municipality of Markstay-Warren.
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11 TERMS AND CONDITIONS

11.1 RELATING TO THE SUCCESSFUL CANDIDATES:

Contract - The successful Proponent may, within ten (10) days after being advised that
they are the successful Proponent, execute a contract in duplicate to the Municipality.
Notice of Acceptance - Notice of acceptance may be made by fax or telephone, with
written confirmation of same to follow, to the successful Proponent at the number
given by the Proponent.

Payment - Shall be made upon receipt of invoice following the receipt of the product
(net 60 days) with completion of the work to the satisfaction of the Municipality.

Price - The Proponent shall abide by the total price stated in the submission document.
No further payments beyond the contract amount will be made for any additional
services required to provide a satisfactory deliverable. If additional requirements are
requested by the Municipality beyond the original scope of work described in this
Request, the cost of these services would be negotiated between the Municipality and
the company that has been selected to perform the work. Any additional work will only
be undertaken based on a request in writing from the Municipality of Markstay-Warren.
Change Orders — Change orders may be issued on the contract as negotiated between
the Municipality and the proponent. Change orders can be used to request additional
services or to allow for modifications for unforeseen circumstances. The unit rates shall
be those agreed to through the financial proposal.

Termination - The Municipality reserves the right to immediately terminate the
contract for sufficient cause, including but not limited to such items as non-
performance, late deliveries, inferior quality, pricing problems, unprofessional
behaviour as outline in our contractor code of conduct, etc.

Public Record - Any personal information required on the proposal form is received
under the authority of the Municipality. This information will be an integral component
of the quote submission. All written proposals received by the Municipality become a
public record; once a proposal is accepted by the Municipality, and a contract is signed,
all information contained in it is available to the public including personal information.
Conflict of Interest - Proponents shall immediately disclose to the official point of
contact any potential or real conflict of interest whether direct or indirect in nature as it
may relate to the Municipality, its elected officials, officers, employees and/or the
present Bid Solicitation. Where, in the Municipality's opinion, a significant conflict of
interest is found to exist and cannot be sufficiently mitigated, the Municipality reserves
the right to disqualify the Proponent from participating in the Bid Solicitation.



Request #2026-05 Page]11

12 HEALTH AND SAFETY

General: Contractor must comply with the Occupational Health and Safety Act (OHSA), the Regulations
for Construction Projects, the Municipality of Markstay-Warren safety policy and as well as complying
with the prescribed requirements legislated in the Regulations for Industrial Establishments.

Competent person: Contractor is responsible using their training, knowledge and experience to protect
the health and safety of their workers and others, reporting to their supervisor the absence of, or defect
in any protective equipment or device, and reporting to their supervisor, any circumstances or
conditions that may limit their ability to comply with the requirements of the OHSA and the Municipality
of Markstay-Warren Safety policy.

Equipment & tools: All equipment and tools used by the contractor shall conform to Canadian
Standards Association (C.S.A.) or manufacture specifications. The Municipality of Markstay-Warren
reserves the right to prohibit the use of any equipment and methods or practices that do not conform to
acceptable standards. Defective equipment and tools shall be removed from the work site premises
immediately.

P.P.E.: All workers must wear appropriate C.S.A. approved eye protection, hearing protection, C.S.A.
approved hard hats, C.S.A. approved foot protection and C.S.A. approved gloves at all time while
working on the job site.

Fall protection: Safety harness and lanyard are required by anyone working more than 3 meters above a
surface. The safety harness must be secured to a fixed support so that a worker cannot fall more than
five feet. Proof of certification shall be submitted before starting any work at height.

WHMIIS: No hazardous material is to be stored or used on work site by the contractor unless the
prescribed requirements concerning labelling material safety data sheets (MSDSs) and worker
instruction and training are met.

MSDS: Material safety data sheets for all hazardous products shall be kept on site.

Weekly safety meetings: Contractor shall conduct weekly safety meetings with their workers and
identify concerns or potential hazards on the job site. Weekly safety meeting shall be signed

by all workers and a copy of the safety meeting shall be submitted to the contract administrator weekly.

Proof of training: The contractor shall submit within five (5) calendar days after the contract award,
copies of WHMIS, copies of health and safety awareness, first aid certificate and certificates pertaining
to the work being done for all workers working on the job site.

Reporting: Contractor must report immediately to the contract administrator all workplace incidents,
near misses, injuries and illnesses and environmental damages. Contractors shall also report
accidents/incidents to the ministry of labour or any other appropriate authority required by legislation.

Supervision: Contractor shall comply with OHSA regulations.

Health & Safety Station: Contractor shall provide at all time a dedicated station for workers to have
access to the contractors’ H&S manual, the emergency response plan, the OH&S Pocket book, MSDS
sheets, WSIB information, Eye wash stations and emergency aid kit.

WSIB: Prior to commencement of any work herein, the successful Proponent shall provide the
Municipality with a current WSIB Clearance Certificate within five (5) days of contract award. The
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successful Proponent shall maintain good standing and shall provide the Municipality with current
Certificates of Clearance when requested.

13 CONTRACTOR CODE OF CONDUCT

13.1GENERAL POLICY STATEMENT

The objective of the Municipality of Markstay-Warren is to be a fair and progressive employer,
consistent with its responsibilities to all citizens of the municipality. The municipality is an equal
opportunity employer and does not discriminate in the hiring process on the basis of race,
ancestry, place of origin, colour, ethnicity, citizenship, creed, sex, sexual orientation, age,
marital/family status or disability. Employment decisions are based on an individual‘s
qualifications and competencies focusing on skills, training and overall ability to perform the
work.

The Municipality recognizes its obligations under provincial and federal statutes concerning
human rights, fair employment practices and statutory and constitutional requirements.

* For dates of policy amendments, see last page of manual

The Contractor Code of Conduct is based on the relevant sections of the employee code of
conduct. Itis expected that contractors conduct themselves in a professional manner when
representing the Municipality in their work.

13.2 APPLICATION

Policies in this manual apply to all contract staff.

13.3 DEFINITIONS

13.3.1 Contract Staff
Contract staff are those employees who are hired under a written contract of employment.

13.4 DISCIPLINE (WARNING PROCEDURE)

13.4.1 Responsibility for -
The contract point of contact is responsible for communicating any complaints with the
contractor.

13.4.2 Warning Procedure (Progressive Discipline)
In all, but extreme cases, a warning procedure must be followed.

13.4.3 Informal warning

The contract point of contact shall tell the contractor of the nature of the problem and offer help
in its solution. A date should be set for a review of progress. A written summary is not necessary
except where there is the potential of further disciplinary action being necessary.
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13.4.4 Formal warning

This should take place on the date set in section 8-2-1. The department head should stress the
seriousness of the situation and note future consequences if there is no improvement. A new review
date should be set and help offered once more. Unless it impedes problem-solving, another staff
member should be present as a witness.

Immediately after the interview, the department head must write a summary of the proceedings noting
the date, steps to be taken by both sides and the consequences discussed. Copies must go to the
employee and his/her personnel file.

5 TERMINATIONS

Terminations shall be as agreed upon in the contract. Failure to act in accordance with this code of
conduct shall be reasonable grounds for terminating the contract.

13.5 SMOKING ALCOHOL AND DRUGS

13.5.1 Smoking

Refer to the Municipal Smoking by-law provisions. Contractors on Municipal business should treat all
work sites as smoke free zones. They should refrain from smoking on private lands where they are
undertaking work.

13.5.2 Alcohol/Drug Use
A contractor working on Municipal business shall not be under the influence of Alcohol or Drugs.

13.6 RULES OF CONDUCT

13.6.1 Policy Statement

The municipality believes that most employees will act fairly and reasonably at all times. Accordingly, it
is for the protection of that majority that the rules of conduct set out below are published. Breaches of
these guidelines or other acts against municipal or employee interests will result in disciplinary action,
including suspension and termination.

13.6.2 Prohibited Activities
The following activities and practices are strictly prohibited and will result in immediate and serious
disciplinary action, up to and including termination:

a) Reporting to work or working in an intoxicated state or using illegal substances during working
hours.

b) Removal from the premises of municipally-owned items or items owned by other employees
without specific permission.

c) Physical or verbal abuse of, or threats towards other employees (see also Sexual Harassment)

d) Flagrant disregard of municipal safety rules.

e) Being convicted of a criminal offence related to the employee's work or being unable to work
for an extended period because of any criminal conviction.

f)  Willful and malicious damage to municipal and private property.

g) Serious violations of the Ontario Human Rights Code.

h) Violation of other policies in this manual, the result of which could be serious damage to the
Municipality’s interests or reputation, or injury or significant loss to another employee,
councilor or the public.
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Nothing in the above policies prevents the Municipality from implementing disciplinary measures for
activities, which, while disruptive, do not meet the criteria for prohibited practices.

13.7 SEXUAL HARASSMENT

13.7.1 Policy statement
The Municipality will not permit harassment of any employee or contractor for sexual or other purposes.
Proven harassment will result in disciplinary action up to and including termination.

13.7.2 Definition

Sexual harassment is defined as unwanted or uninvited personal attentions to a contractor in order to
obtain sexual favours or the undue emphasis on sexual behaviour or characteristics by an immediate
supervisor or co-workers to the point where it interferes with job performance.

13.7.3 Complaints
A contractor wishing to file a complaint of sexual or verbal harassment can use the Municipality‘s Appeal
Procedure.

Should use of the Appeal Procedure be inappropriate, the contractor may bring the complaint to the
CAOQ/Clerk or, if that is not suitable, directly to the Council. In either case, the matter will be investigated
and resolved as soon as possible.

All issues raised under this section will be kept confidential and no individual will be penalized for
making a legitimate complaint.

13.8 DRESS CODE
The Municipality expects a standard of dress and grooming from contractors that is reasonable and
appropriate under the circumstances.

13.9 SLANDER

13.9.1 Purpose

The Municipality of Markstay-Warren is adopting this policy to ensure that all employees are aware of
their obligation to act in the best interests of the organization and to demonstrate the values, goals and
ideals of the Municipality at all times.

13.9.2 Policy

Contractors, volunteers and students are strictly prohibited from posting negative, slanderous or
libelous information regarding the Municipal employees, volunteers, students, clients, organization
practices, or the organization in general by any means (e.g. Blogging, Facebook, Twitter, etc....)

Non-compliance with this policy will result in corrective action or discipline, up to and including
dismissal, termination of contractual agreements, termination of placement and/or legal action.
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A combination of quality, experience and price will determine a successful firm. The following
Rubrick will be used to score submissions

Technical: 70 pts
e Meets the required capabilities: Pass/Fail
e Methodology matches current team and current goals: 30
e Response Guarantee: 10
e In Person Response Availability: 20

e Additional Features or advantages: 10

The Proponent's financial proposal 30 pts

The Municipality of Markstay-Warren is not obligated to award the service contract to the
lowest or any firm. The Municipality reserves the right to reject any or all proposals and to
waive formalities as the interests of the Municipality may require without stating reasons. The
Municipality will not be responsible for any liabilities, costs, expenses, loss or damage incurred,
sustained or suffered by any Proponent by reason of the acceptance or the non-acceptance by
the Municipality of any proposal or by reason of any delay in the acceptance of a proposal as
well Any expenses incurred by the Proponent in the preparation of the proposal submission are
entirely the responsibility of the Proponent and will not be charged to the Municipality.



15 REQUIRED DOCUMENTATION WITH BID SUBMISSION

As part of the bid submission, the contractor must supply the following documentation where it applies
to the work they are completing:

15.1 FOR ALL PROPOSALS
O Signed copy of: 16 Declaration p-17
O Completed copy of: 17 Bid Form - p18 (multiple bid forms may be submitted if multiple

options are being presented)
o Provincial and Federal Taxes (H.S.T.) - Tenders shall include applicable H.S.T.

taxes. This tax shall be shown separate from the unit price. The Proponent shall
include with the executed documents, at the time of submission, on company
letterhead, notification to the Municipality of their H.S.T. Registration Number (if
any)
[0 Other - Proponents may include any additional information regarding their firm and/or
services that may prove beneficial to the evaluation of the proposal. These would be
provided in the form of appendices.

15.2 FOR ALL WORK PERFORMED BY PROFESSIONALS LICENSED UNDER A REGULATED

TRADE OR PROFESSIONAL ORGANIZATION
[0 Organization’s license number, identification of a copy of their license
[ The licenses or license numbers of key individuals taking responsibility for the project
[ For technical teams: The organizational structure and CV of team members

15.3 FOR ALL SERVICE WORK PERFORMED ON MUNICIPAL PROPERTY
e WSIB Coverage
0 Proof of active workers compensation in good standing OR
0 Forindividual contactors: a completed copy of the ‘Determining worker/independent operator
status questionnaire through WSIB which can be found at:
https://www.wsib.ca/en/forms/determining-worker-independent-operator-status
e |nsurance
0 Proof of $2,000,000 liability insurance




16 DECLARATION

Company:

Name:

Address:

Phone

Fax E-Mail

The Respondent declares:

Signed at

No person, firm or Municipality other than the Respondent, has any interest in this
proposal or in the proposed services for this proposal;

This proposal is made without any connection, comparison of figures or arrangements
with or knowledge of any other Municipality, firm or person making a proposal for the
same service and is in all respect fair and without collusion or fraud;

No member of the staff of the Municipality of Markstay-Warren is, or will become
interested directly or indirectly.

The content and requirements of this proposal document have been read and understood.
The prices set forth in this Quote Form include full compensation to furnish all labour,
equipment, materials and supplies and transportation necessary or incidental to completing
the work in strict accordance with said documents.

All prices are quoted in Canadian funds.
All or any proposals not necessarily accepted.

this day of 2025.

Print - Witness Print - Respondent

Title - Respondent

Signature - Witness Date Signature Respondent Date



17 BID FORM

If proposing pricing for multiple service options, please supply one bid form for each service option.
Pricing must identify all itemized costs which should be reasonably expected while executing the bid.
Use a second sheet if required. For any items which are explicitly out of scope, please identify these as

notes.

I (Name or Company) do hereby submit the following

bid price to perform the related work as outlined in the Scope of Work.

Service Option

Services QTy Price

Total

HST

18 PRODUCT AVAILABILITY

available if applicable.

Indicate the earliest date the product is available. Indicate the latest date the product is

19 NOTES:

Indicate any special terms in this section. Attach a separate sheet if required.




