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Request for Proposals
Purchase & Implementation of Support Workflow and
Electronic Document Management Software
Saint John Airport Inc. RFP Number: YSJ-DM-RFP-001 Issue date: November 23, 2018
Closing Time: Proposals must be received before 2:00 PM (Atlantic) on: December 10, 2018
Implementation Date: February 28, 2019

DELIVERY OF PROPOSALS: Proposals must be in English and must be submitted using the submission
method detailed below, and must either (1) include a copy of this cover page that is signed by an
authorized representative of the Proponent or (2) otherwise identify the RFP, and identify the Proponent
and include the signature of an authorized representative of the Proponent that confirms the
Proponent’s intent to be bound.
Hard Copy Submission: Proponents must submit at least one (1) hard-copy and one (1) electronic copy,
on USB or CD, of its proposal. Proposals submitted by hard copy must be submitted by hand or courier to:
SAINT JOHN AIRPORT INC.
4180 LOCH LOMOND RD
SAINT JOHN, NB
E2N 1L7
CANADA
PHONE: (506) 638-5555
Attention: Greg Hierlihy
Electronic Submission: Electronic Submission is not an acceptable submission method for this opportunity.
Email Submission: Email Submission is not an acceptable submission method for this opportunity.

Proposals must be received before the Closing Time to be considered.
A proposal is deemed to incorporate the Confirmation of Proponent’s Intent to Be Bound below,
without alteration.
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CONFIRMATION OF PROPONENT’S INTENT TO BE BOUND:

The enclosed proposal is submitted in response to the referenced Request for Proposals, including any
Addenda. By submitting a proposal the Proponent agrees to all of the terms and conditions of the RFP
including the following:
a) The Proponent has carefully read and examined the entire Request for Proposals;
b) The Proponent has conducted such other investigations as were prudent and reasonable in
preparing the proposal; and
c) The Proponent agrees to be bound by the statements and representations made in its proposal.
PROPONENT NAME (please print): ____________________________________________________________________
NAME OF AUTHORIZED REPRESENTATIVE (please print):__________________________________________________________
SIGNATURE OF AUTHORIZED REPRESENTATIVE: _______________________________________________________________
DATE: _____________________________________________________________________________________________________

AIRPORT CONTACT: Enquiries related to this RFP, including any requests for information or clarification
may only be directed in writing to the following person who will respond if time permits before the Closing
Time. Information obtained from any other source is not official and should not be relied upon. Enquiries
and any responses providing new information will be recorded and posted to www.saintjohnairport.com or
otherwise distributed to prospective Proponents.
Greg Hierlihy,
SAINT JOHN AIRPORT INC.
4180 LOCH LOMOND RD
SAINT JOHN, NB, E2N 1L7 CANADA
PHONE: (506) 638-5555
The cut-off for submitting any questions related to this RFP to the Airport Contact will be seventy-two (72)
hours before the Closing Time (i.e. 2:00PM AST on November 23, 2018). Questions received after this time
may not be answered.
PROPONENTS’ MEETING:
A Proponents’ meeting will not be held.
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1 SUMMARY OF THE OPPORTUNITY
1.1 Summary
The Saint John Airport, Inc. (Airport) is soliciting proposals for the purchase and implementation of a
Cloud hosted Electronic Document Management System (EDMS), collectively referred to as the
“Software.” The Software will be used by the branches of the Airport. Specifically, the Contractor will be
responsible for:
a) Implementing the Software in collaboration with the Airport’s information technology support
providers which may consist of both in-house and contracted resources;
b) Configuring the Software to achieve the approval workflow described throughout this RFP;
c) Providing all of the requisite licenses needed for approximately ten (10) general users, thirty (30)
external users and approximately two (2) administrative (super) users;
d) Providing training to a select group or groups of Airport stakeholders as and when required; and,
e) Software administration, maintenance, support, and updates over the Contract term.
Note: The Airport reserves the right to purchase the software separately from services and it is a
mandatory requirement to keep the licensing and the services pricing components separate and
each available for purchase individually if the Airport chooses in its sole discretion to purchase
services from one Proponent and licenses from another. It is acceptable to propose only licenses
or only services as a response to this RFP but if both services and licenses are not proposed
either by one or a group of respondents then the Airport will not consider the Software as it will
not have pricing for the entire Solution.

1.2 Mandatory Technical Requirements
Proponents are advised that the following Mandatory Technical Requirements apply. Proposals that do
not clearly demonstrate compliance with the below noted requirements will not be subject to further
evaluation.
a) Ready Made: The Solution must consist of Software as a Service (SaaS); Cloud Hosted
Commercial-off-the-Shelf (COTS) Software; custom or bespoke Software will not be considered.
b) Data Storage Capacity: The Software must be capable of hosting large volumes of content >2TB.
c) Server Compatibility: The Software must be hosted on the cloud and not require the Airport to
host it or components on its local infrastructure.
A full listing of the mandatory requirements which apply to this RFP is available in Subsection 7.1. In
addition, Proponents are advised that the Contractor must implement the Software, to the extent that it
is fully operational, on or before February 28, 2019 (Implementation Date) to ensure that there is
sufficient time to adequately test the workflow and to complete the pilot projects.

1.3 Contract Term
The Airport is expecting that the Contract will commence on or around November 23, 2018 and
conclude December 31, 2023. The Airport will reserve the right to extend the Contract at its sole
discretion.
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1.4 Budget
As detailed in Subsection 7.3, the Pricing component will be evaluated on a comparative basis
representing 20 points out of the total 100. The Airport reserves the right to purchase the software
separately from services and requires the two be kept separate in the proposal.
Note: Further details as to the scope of this opportunity and the requirements can be found in Sections
3, 4 and 5 of this RFP.

2 RFP PROCESS RULES
including, but not limited to, the creation, storage,
management, disposal and access to electronic documents;

2.1 Definitions
Throughout this Request for Proposals, the following
definitions apply:

“Implementation Date” refers to the date the Proponent is
to deliver the Solution, for this case as set out on the cover
page of this RFP;

“Addenda” means all additional information regarding this
RFP including amendments to the RFP;
“Airport” or “YSJ” means the Saint John Airport Inc. who is
issuing this RFP;

“Lead Proponent” refers to a Proponent who submits a
proposal which partially relies upon the use of
subcontractors to deliver the Solution;

“Airport Contact” means the individual named as the
contact person for the Airport in the RFP;

“must”, or “mandatory” means a requirement that must
be met in order for a proposal to receive consideration;

“Airport Website” means the Saint John Airport’s website
located at www.saintjohnairport.com;

“Prime Contractor” refers to a Lead Proponent that has
entered into a Contract. The Lead Proponent is ultimately
responsible for adhering to the terms of the Contract;

“Closing Location” includes the location for submissions
indicated on the cover page of this RFP;

“Proponent” means a person or entity (excluding its
parent, subsidiaries or other affiliates) with the legal
capacity to contract, that submits a proposal in response
to the RFP;

“Closing Time” means the closing time and date for this
RFP as set out on the cover page of this RFP;
“Contract” means the written agreement resulting from
the RFP executed by the Airport and the successful
Proponent;

“proposal” means a written response to the RFP that is
submitted by a Proponent;
“Request for Proposals” or “RFP” means the solicitation
described in this document, including any attached or
referenced appendices, schedules or exhibits and as may
be modified in writing from time to time by the Airport by
Addenda;

“Contractor” means the successful Proponent to the RFP
who enters into a Contract with the Airport for the
implementation and ongoing administration and support of
the Software;
“COTS” or “Commercial off-the-Shelf” refers to software
which is sold in substantial quantities in the commercial
market and is offered to government and private sector,
under contract or subcontract, without modification, in the
same form in which it is sold in the commercial
marketplace;

“Response Template” means the response document,
derived from applicable response guidelines, which is
attached to this RFP through Appendix C; “should”, “may”
or “weighted” means a requirement having a significant
degree of importance to the objectives of the Request for
Proposals;

“DM Project” refers to the Document Management
Software Implementation Project which will include the
Proponent delivering the requirements outlined in this RFP;

“Software” refers to the Electronic Document
Management system applications to be used by the
Contractor in the Solution;

“Electronic Document Management System” or “EDMS”
refers to an application which manages functionality
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“Solution” refers to the implementation and configuration
of the Software, licensing, training, and ongoing
maintenance and support as a whole; and

2.4 Additional Information
All Addenda will be posted on the Airport Website. It is the
sole responsibility of the Proponent to check for Addenda
on the Airport Website.

“Workflow” refers to configuration of the solution to
perform, and monitor defined processes.

2.2 Acceptance of Terms and Conditions
2.5 Late Proposals

Submitting a proposal indicates acceptance of all the terms
and conditions set out in the RFP, including those that
follow and that are included in all appendices and any
Addenda.

Proposals will be marked with their receipt time at the
Closing Location. Only complete proposals received and
marked before the Closing Time will be considered to have
been received on time. Proposals received late will be
marked late and not considered or evaluated. In case of a
dispute, the proposal receipt time as recorded by the
Airport at the Closing Location will prevail whether
accurate or not.

A proposal must be signed by a person authorized to sign
on behalf of the Proponent with the intent to bind the
Proponent to the RFP and to the statements and
representations in the Proponent’s proposal. A scanned
copy of the signed cover page of this RFP is acceptable as is
a cover letter identifying the Proponent, identifying the RFP
and including a signature of an authorized representative
of the Proponent that confirms the Proponent’s intent to
be bound.

2.6 Proposal Validity
Proposals will be open for acceptance for at least 90 days
after the Closing Time.

2.3 Submission of Proposals

2.7 Firm Pricing

a) Proposals must be submitted before Closing Time to the
Closing Location using one of the submission methods
set out on the cover page of this RFP. Proposals must
not be sent by fax, except in the circumstances set out
below. The Proponent is solely responsible for ensuring
that, regardless of submission method selected, the
Airport receives a complete Proposal, including all
attachments or enclosures, before the Closing Time.

Prices will be firm for the entire Contract period unless the
RFP specifically states otherwise.

2.8 Completeness of Proposal
By submitting a proposal the Proponent warrants that, if
the RFP is to design, create or provide a system or manage
a program, all components required to run the system or
manage the program have been identified in the proposal
or will be provided by the Contractor at no additional
charge.

b) For electronic component of submissions, the following
applies:
(i) The Proponent is solely responsible for ensuring
that the complete electronic Proposal, including all
attachments, is received before Closing Time;

2.9 Changes to Proposals
By submitting a clear and detailed written notice, the
Proponent may amend or withdraw its proposal before the
Closing Time.
Unless the RFP otherwise provides,
Proponents should use a consistent submission method for
submitting proposals and any amendments or withdrawals.
Upon Closing Time, all proposals become irrevocable. The
Proponent will not change any part of its proposal after the
Closing Time unless requested by the Airport for purposes
of clarification.

(ii) Proponents are solely responsible for ensuring
that the electronic copy of the proposal submission
is stored on a single media type, either USB Drive
or CD;
(iii) Electronic files should have intuitive names for
the file name;
(iv) Electronic files must not be compressed, must
not contain a virus or malware, must not be
corrupted and must be able to be opened.
Proponents submitting their electronic component
of the submission are solely responsible for
ensuring that any files are not corrupted. The
Airport may reject proposals that are compressed,
cannot be opened or that contain viruses or
malware or contain corrupted files.

2.10

Subcontractors

Unless the RFP states otherwise, the Airport will accept
proposals where more than one organization or individual
is proposed to deliver the services described in the RFP, so
long as the proposal identifies the lead entity that will be
the Proponent and that will have sole responsibility to
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deliver the services under the Contract. The Airport will
enter into a Contract with the Proponent only. The
evaluation of the Proponent will include evaluation of the
resources and experience of proposed sub-contractors, if
applicable.

2.11

written or oral, from any Proponent. The Airport is
under no obligation to perform any investigations or
to otherwise verify any statements or representations
made in a proposal.

a)

2.13
a)

b)

2.14

Evaluation

The Airport may consider and evaluate any proposals
from other jurisdictions on the same basis that a
government purchasing authority in those
jurisdictions would treat a similar proposal from a
New Brunswick supplier.

its proposal, loss of anticipated profit in connection with
any final Contract, or any other matter whatsoever.

Contract
By submitting a proposal, the Proponent agrees that
should its proposal be successful the Proponent will
enter into a Contract with the Airport on substantially
the same terms and conditions set out in Appendix A
and such other terms and conditions to be finalized to
the satisfaction of the Airport, if applicable.

2.17

Limitation of Damages

By submitting a proposal, the Proponent agrees that it will
not claim damages, for whatever reason, relating to the
Contract or in respect of the competitive process, in excess
of an amount equivalent to the reasonable costs incurred
by the Proponent in preparing its proposal and the
Proponent, by submitting a proposal, waives any claim for
loss of profits if no Contract is made with the Proponent.

Written notice to a Proponent that it has been
identified as the successful Proponent and the
subsequent full execution of a written Contract will
constitute a Contract for the goods or services, and no
Proponent will acquire any legal or equitable rights or
privileges relative to the goods or services until the
occurrence of both such events.

2.18

Liability for Errors

While the Airport has used considerable efforts to ensure
information in the RFP is accurate, the information
contained in the RFP is supplied solely as a guideline for
Proponents.
The information is not guaranteed or
warranted to be accurate by the Airport, nor is it
necessarily comprehensive or exhaustive. Nothing in the
RFP is intended to relieve Proponents from forming their
own opinions and conclusions with respect to the matters
addressed in the RFP.

Contract Finalization Delay

2.19

No Commitment to Award

The RFP should not be construed as an agreement to
purchase goods or services. The lowest priced or any
proposal will not necessarily be accepted. The RFP does
not commit the Airport in any way to award a Contract.

Debriefing

At the conclusion of the RFP process, all Proponents will be
notified. Proponents may request a debriefing meeting
with the Airport.

2.16

c)

Proposals will be assessed in accordance with the
evaluation criteria. The Airport will be under no
obligation to receive further information, whether

If a written Contract cannot be finalized with provisions
satisfactory to the Airport within thirty days of notification
of the successful Proponent, the Airport may, at its sole
discretion at any time thereafter, terminate discussions
with that Proponent and either commence finalization of a
Contract with the next qualified Proponent or choose to
terminate the RFP process and not enter into a Contract
with any of the Proponents.

2.15

Proposals from not-for-profit agencies will be
evaluated against the same criteria as those received
from any other Proponents.

Trade Agreements

This RFP is covered by all applicable trade agreements.

2.12

b)

2.20

Proponents’ Expenses

No Implied Approvals

Neither acceptance of a proposal nor execution of a
Contract will constitute approval of any activity or
development contemplated in any proposal that requires
any approval, permit or license pursuant to any federal,
provincial, regional district or municipal statute, regulation
or by-law.

Proponents are solely responsible for their own expenses in
participating in the RFP process, including costs in
preparing a proposal and for subsequent finalizations with
the Airport, if any. The Airport will not be liable to any
Proponent for any claims, whether for costs, expenses,
damages or losses incurred by the Proponent in preparing
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2.21

Legal Entities

f)

at any time, to reject any or all proposals for any
reason in the sole discretion of the Airport; and

g)

at any time, to terminate the competition without
award and obtain the goods and services described in
the RFP by other means or do nothing.

The Airport reserves the right in its sole discretion to:
a)

disqualify a proposal if the Airport is not satisfied that
the Proponent is clearly identified;

b)

prior to entering into a Contract with a Proponent,
request that the Proponent provide confirmation of
the Proponent’s legal status (or in the case of a sole
proprietorship, the Proponent’s legal name and
identification) and certification in a form satisfactory
to the Airport that the Proponent has the power and
capacity to enter into the Contract;

2.23

Ownership of Proposals

All proposals and other records submitted to the Airport in
relation to the RFP become the property of the Airport.

2.24

Copyright

c)

not to enter into a Contract with a Proponent if the
Proponent cannot satisfy the Airport that it is the
same legal entity that submitted the Proponent’s
proposal; and

This document is subject to copyright and may be used,
reproduced, modified and distributed to the extent
necessary for the Proponent to prepare and submit a
proposal.

d)

require security screenings for a Proponent who is a
natural person, subcontractors and key personnel
before entering into a Contract and decline to enter
into a Contract with a Proponent or to approve a
subcontractor or key personnel that fail to pass the
security screenings to the Airport’s satisfaction.

2.25

2.22

The Proponent acknowledges that prior to the Closing Time
it may be required to enter into a confidentiality
agreement with the Airport in order to obtain access to
confidential materials relevant to preparing a proposal.

2.26

Reservation of Rights

to modify the terms of the RFP at any time prior to
the Closing Time, including the right to cancel the RFP
at any time prior to entering into a Contract with a
Proponent;

2.27

Collection and Use of Personal Information

Proponents are solely responsible for familiarizing
themselves, and ensuring that they comply, with the laws
applicable to the collection and dissemination of
information, including resumes and other personal
information concerning employees and employees of any
subcontractors. If the RFP requires Proponents to provide
the Airport with personal information of employees who
have been included as resources in response to the RFP,
Proponents will ensure that they have obtained written
consent from each of those employees before forwarding
such personal information to the Airport. Such written
consents should specify that the personal information may
be forwarded to the Airport for the purposes of responding
to the RFP and used by the Airport for the purposes set out
in the RFP. The Airport may, at any time, request the
original consents or copies of the original consents from
Proponents, and upon such request being made,
Proponents will immediately supply such originals or copies
to the Airport.

b) in accordance with the terms of the RFP, to accept the
proposal or proposals that it deems most
advantageous to itself;
c)

Alternative Solutions

If more than one approach to deliver the services described
in the RFP are offered, Proponents should submit the
alternative approach in a separate proposal.

In addition to any other reservation of rights set out in the
RFP, the Airport reserves the right, in its sole discretion:
a)

Confidentiality Agreement

to waive any non-material irregularity, defect or
deficiency in a proposal;

d) to request clarifications from a Proponent with
respect to its proposal, including clarifications as to
provisions in its proposal that are conditional or that
may be inconsistent with the terms and conditions of
the RFP, without any obligation to make such a
request to all Proponents, and consider such
clarifications in evaluating the proposal;
e) to reject any proposal due to unsatisfactory
references or unsatisfactory past performance under
contracts with the Airport, or any material error,
omission or misrepresentation in the proposal;
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3 SITUATION/OVERVIEW
3.1 Airport Responsibility
The Saint John Airport Inc. is a not-for-profit corporation serving the air travel needs of 300,000
residences of southwestern New Brunswick, spanning from Sussex to the Fundy Isles, and is a key
element in the economic and social development of the region.
Highlights:
Economic
 Economic Impact estimated at $68.7 Million
 480 jobs directly and indirectly (20 tenants employ 190 FTE employees)
 Revenue reinvested in operations and facilities on-site
 250,000 annual users and growing (2016)
Financial
 2017 Revenue – $6,046,000

3.2 Background
YSJ has taken initial steps toward document and records management with a limited investment
and implementation of SharePoint. YSJ has also chosen Microsoft Products as a strategic platform.
SharePoint has not been used as a tool to support any workflow or document management to this
point. The market for document and records management has expanded in the past several years
to a broader focus on Enterprise Content Management which includes different formats of
documents both paper and electronic, video, web based maps, collaboration and workflow. The
latest Gartner Magic Quadrant refers to the industry as Content Services.
The challenge before YSJ is to determine an appropriate product or set of products referred to as
the ECM topology which best fits YSJ needs in this area considering costs, complexity and benefits.
To determine the ‘best fit’ for YSJ, the following assumptions have been made:
A high capability to deliver against the use cases has been equated with successfully managing risk
and achieving benefits of ECM. Therefore better functionality and user experience scores are
predicted to lead to more benefits and improved management of risks. Low costs are important
but achieving benefits is the ultimate goal of further investments in this area.
Although 8 use cases have been identified, this represents a full comprehensive ECM
implementation. It is assumed and recommended that YSJ would invest over time and manage
complexity and costs by progressing through a ranked implementation order of use cases
proceeding to the next step and further benefits and costs only when the time was right.
6
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A good user experience is a predictor of a successful implementation. For document management
where a user pays an up-front ‘price’ to store information so that downstream benefits can be
achieved, user experience is even more important. User experience will therefore be given special
attention in the evaluation.
Advanced integration with current systems is not required at this stage. The ability to either keep
links updated in real time or to secure all content across all applications including Vortex and
Dayforce will be considered an asset. The information will likely be moved to the repository
proposed by the Proponent but may remain entirely in these systems for management.

3.3 Scope
The Contractor will provide the EDMS Software and all requisite implementation and configuration
services needed to create the approval workflow described in paragraph 3.3.1 below while
adhering to the project timelines detailed in Subsection 3.4. The Contractor will also be expected to
provide administration, maintenance, support, and updates for the Software over the duration of
the Contract. The use of subcontractors is permitted however the Lead Proponent must be clearly
identified. In such case, the Airport would contract with the Lead Proponent only, as the Prime
Contractor, and it would be incumbent on the Prime Contractor to ensure that all of the
requirements, for which the subcontractor is responsible, are completed in accordance with the
terms of the Contract.
3.3.1 EXPECTED WORKFLOW FOR DOCUMENT COLLABORATION
The Airport is seeking to adopt new Software, compatible with a predominantly Microsoft
Environment, capable of providing a semi-automated workflow to facilitate collaboration, review
and approval of contracts, proposals, presentations, etc with both internal and external parties
Functionality and features of the proposed solution should be described by respond to the
questions contained in Appendix B, Section B, Items I to IV regarding Workflow.
.
3.3.2 IN-SCOPE
The following elements are in-scope:
a) Supply of all requisite cloud subscriptions or perpetual licenses needed for approximately
ten (10) general users, thirty (30) external to the airport users and two (2) administrative
users to access the Software. These quantities are however estimates and may vary based
upon operational need.
b) Offering additional Software licenses to the Airport on an as needed basis, if, and when
requested at the pricing proposed in their response;
7
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c) The provision of full implementation and configuration services needed to meet the
timelines detailed in Subsection 3.4;
d) The provision of training for general users and administrative users covering the entirety of
the approval workflow and document management functionality; and
e) The provision of system administration, maintenance, support, and updates over the
duration of the Contract.
3.3.3 OUT OF SCOPE
The following element is out of scope:
a) Scanning and management of paper documents/physical items.
3.3.4 APPROXIMATE USER QUANTITIES
The projected user base, upon the implementation of the Software, is provided below:
a) Number of End Users (General Users): Ten (10)
b) Number of Administrative Users: Two (2)
c) Number of External to the Airport Users: Thirty (30)
As noted throughout this RFP, the exact number of licenses will vary depending upon operational
need.
For the purposes of this RFP, general users refer to those capable of initiating the workflow,
viewing real-time progression, and approving previously submitted requests. Administrative users
refers to those capable of performing technical administrative tasks, creating and/or modifying
workflows in addition to modifying permissions and settings in the Software. External users refers
to those capable sharing information with the Airport but are not staff and do not have access to
our Software outside of sharing files with general users from time to time. The above noted user
quantities are an approximation only for the purposes of comparing Proponent submissions, the
actual quantities will vary depending upon the Airport’s operational requirements.
3.3.5 FUTURE REQUIREMENTS
The Airport will reserve the right to:
a) leverage the Software for use in the approval and general routing of other financial and nonfinancial processes;
b) acquire additional Software licenses from the Proponent as needed to meet its operational
requirements;
c) work with the Proponent to integrate the Software with any other tool; and
d) purchase additional consulting as needed.
8
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3.4 Project Timelines
As detailed below, the Airport will use a multi-phased model in order to ensure increasing value is
leveraged over time with the selected solution but the Full implementation of the defined scope for
the DM Project on the Implementation Date.

Note: The Contractor must implement the Software on or before the Implementation Date.
3.4.1 FULL IMPLEMENTATION
The use of the Software to submit amounts for payment to Accounting, manage electronic
documents and to be capable of receiving scanned documents from paper storage should be in
place by the Implementation Date.

3.5 RFP Process
3.5.1 EVALUATION OVERVIEW
The evaluation process will consist of the following stages:
Stage One - Mandatory Requirements: Responses will be evaluated against the Mandatory
Requirements detailed in Section 7. Responses which do not clearly demonstrate
compliance with the Mandatory Criteria will not receive further consideration.
Stage Two - Weighted Criteria: Responses which have complied with the above noted
Mandatory Requirements will be assessed against those Weighted Criteria described in
Section 5. The evaluators will only consider information that the Proponent has presented
within their Proposal.
Stage Three - Shortlist Demonstration: The Airport may shortlist one or more of the highest
scoring written proposals who will be invited to confirm that the Software meets the
respective functional requirements as detailed in their written response. Confirmation will
consist of the lead Proponent providing an online presentation consisting of a video
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recording or a web-hosted walk through of the proposed Software to demonstrate its
functional capabilities.
3.5.2 PROJECTED PROCUREMENT TIMELINES
The below chart lists the projected key dates associated with the procurement process. The actual
timelines may differ based on the number of responses received, scheduling, etc.

Key Dates
23-Nov-18

30-Nov-18

10-Dec-18





11-Dec-18

14-Dec-18

1

Post RFP



2

Final Day to Submit Questions





3

RFP Closes







4

Lead Proponent Identified



























5
6

Shortlist Demonstration Information
Distributed to Proponent(s)
Shortlist Demonstration(s)
Completed

21-Dec-19

21-Dec-18























7

Successful Proponent Selected













8

Execution of Agreement













9

Implementation Commences
















4 CONTRACT
4.1 Contract Terms and Conditions
Proponents should review carefully the terms and conditions set out in Appendix A.

4.2 Service Requirements
4.2.1 CONTRACTOR’S RESPONSIBILITIES
The Contractor’s responsibilities will include:
a) Implementing and supporting the Software as detailed throughout this RFP; and
b) Overseeing bi-weekly online/teleconference meetings with the Airport addressing the project
status during the implementation process.
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4.2.2 AIRPORT’S RESPONSIBILITIES
The Airport’s responsibilities will include the following:
a) Providing the requisite I/T infrastructure required to run the Software from a user
perspective; and
b) Providing technical assistance throughout the implementation process.

4.3 Related Documents
Not Applicable
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5 REQUIREMENTS
In order for a proposal to be considered, a Proponent must clearly demonstrate that they meet the
mandatory requirements detailed throughout this section and summarized in Section 7.1 (Mandatory
Criteria) of the RFP.
Subsections 5.1 (Capabilities) and 5.2 (Approach) include “Response Guidelines” which are intended to
assist Proponents in the development of their proposals in respect of the weighted criteria set out in
Section 7.2 of the RFP. The Response Guidelines are not intended to be comprehensive. Proponents
should use their own judgement in determining what information to provide to demonstrate that the
Proponent meets or exceeds the Airport’s expectations. To further assist with Subsections 5.1 and 5.2,
the Appendix B - Response Template has been revised to include Part 1; Proponents may elect to
provide additional information relating to the Response Guidelines outside of the Appendix B however
Proponents must complete and submit the Appendix C as part of their proposal.
Part 2 of the Appendix B includes Subsections 5.3 (Functional Requirements), 5.4 (Technical
Requirements), and 5.5 (Price). Proponents are to complete the Response Template in accordance
with the instructions provided therein.

5.1 Capabilities
5.1.1 RELEVANT EXPERIENCE
The successful Proponent should have been in the business of providing, implementing, and
supporting Document Management Software for a minimum of at least sixty (60) months. This
requirement will be considered in two parts as the Airport reserves the right to purchase the
Software separate from the Services:
a) The maturity and position in the marketplace of the Software being proposed. The
proposed Software should have:
i.
ii.
iii.
iv.

an installation base that is actively using the version of the Software being proposed
within a Microsoft environment;
a track record of successful adoption;
been installed for organizations with a similar user base with respect to the overall
number of licenses as detailed in paragraph 3.3.4; and
at least three (3) current accounts, using the version being proposed, that can attest
to its functionality as detailed in Paragraph 5.1.2.

b) The experience of the organization (integrator) that will perform the installation, integration
and training. The integrator should have:
i.

ii.

a record of successful implementation as demonstrated by the inclusion of an
overview for at least two (2) projects where the Proponent implemented a similar
Software solution; and
Local resources available.
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Note: If the Proponent served in the capacity of an integrator for those accounts
provided under Sub-paragraph 5.1.1 (a), they are permitted to provide a project
overview for those clients. If the Proponent did not serve in the capacity of
integrator for those accounts provided under Sub-paragraph 5.1.1 (a), two (2)
alternate accounts, where the Proponent served in the capacity of integrator for the
implementation of Similar Software, should be provided under Sub-paragraph 5.1.1
(b). Regardless, it is incumbent on Proponents to complete the Account Listing and
Project Overview sections of Part 1 of the Response Template.
5.1.2 REFERENCES
Proponents must provide a minimum of three (3) references who can attest to the successful
implementation of EIMS projects by the Proponent. Proponents must include the name of each
organization, a contact name, and contact information (i.e. phone number, email address) of one
or more individuals who can verify the quality of work provided specific to the relevant experience
of the Proponent and of any subcontractors named in the proposal.
The Airport may in its sole discretion, but is under no obligation to, check Proponent and
subcontractor references without first notifying the Proponent or its subcontractors. The Airport
reserves the right to seek additional references independent of those supplied by the Proponent,
including internal references in relation to the Proponent’s and any subcontractor’s performance
under any past or current contracts with the Airport, or other verifications as are deemed
necessary by it to verify the information contained in the proposal and to confirm the suitability of
the Proponent.
Further to the Airport’s reservation of rights under Section 2.22, if the Proponent is deemed
unsuitable by the Airport in its sole discretion due to unsatisfactory references, or if the proposal
is found to contain material errors, omissions or misrepresentations, the Proponent’s proposal
may be rejected.
Failure to provide contact information, prior to the close of this RFP, for each of the Proponent’s
references, will constitute non-compliance with this mandatory requirement.
Response Guidelines for Capabilities

Proponents must complete and submit Part 1 of Appendix C - Response Template. Part 1 (A) has
been created to assist proponents in responding to the guidelines detailed below. Proponents
should include:
1. From the perspective of the Software being proposed:
a) an overview of the Software developer including the number of years the developer has
been in business and the number of years the Software has been available in the
marketplace.
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2. From the perspective of the Proponent:
a) the contact person for the Proponent, and include this person’s address, phone and fax
numbers, and email address. This information will not be evaluated, but will be used to
contact the Proponent as required.

5.2 Approach
5.2.1 PROJECT TEAM
The Contractor will provide a complement of resources to provide the implementation, testing,
and training services identified throughout this RFP. At a minimum, the Airport is expecting a
dedicated project manager who will be responsible for leading the implementation of the
Software.
The Contractor will not remove or replace the named resources unless requested to by the Airport
or the circumstances are beyond control of the Contractor. In the event a resource requires
replacement, the Contractor will provide the Airport with resumes of replacements that are of
equal qualifications and experience and a plan for the orientation of that/those resource(s) so as to
reduce disruption to project plans and work in progress. Any replacement resources will require
prior approval by the Airport.
5.2.2 IMPLEMENTATION
The Airport is seeking a Contractor with a demonstrated understanding of the key implementation
considerations. It is desirable that the named resources being proposed to conduct the
implementation are available shortly after the selection process and contract negotiation has
concluded.
5.2.3 TESTING
Prior to the commencement of the Phase 3 additional integration/workflow/support, the Software
will need to be tested extensively by the Airport in collaboration with the Contractor. Ideally, the
Contractor would advise the Airport on the most appropriate testing approach and actively
support the Airport throughout the testing.
5.2.4 TRAINING
The Airport will require training on the Software including, at a minimum, one (1) live training
session for administrative users and one (1) live training session for general users, prior to the
launch, enabling the participants to understand and operationally utilize the Software. Training
must be conducted in-person and should be conducted by technical users able to address a variety
of user questions from a systems perspective.
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5.2.5 MAINTENANCE & SUPPORT
The Airport expects that the Contractor will provide ongoing (post-implementation) system
administration, maintenance and support for the Software for the duration of the Contract. For
the purposes of this section, “maintenance” relates to the periodic updating of the Software to
resolve discovered software bugs, upgrades to technology, and improvements in functionality, etc.
For the purposes of this section, “support” relates to the provision of ad hoc trouble shooting by
phone, email, etc. It is preferable that support be available for the entire duration of the Airport’s
standard business hours of 8:00AM to 5:00PM Atlantic Standard Time (Monday to Friday).
Requests for support should be responded to within 2 hours of the request and should result in
resolution in most cases within twenty-four (24) business hours depending upon the severity of
the issue.
In addition, there may be cause to utilize some of the Contractor’s professional services for the
purposes of the Future Requirements detailed in Paragraph 3.3.5. For greater certainty, this does
not refer to implementation of the software to a ready operating state. Only ad hoc work that may
be required after the successful implementation and configuration of the Software would be done
at an additional cost.

Response Guidelines for Approach

Proponents must complete and submit Part 1 of Appendix B - Response Template. Part 1 (B) has
been created to assist proponents in responding to the below response guidelines. Proponents
should include:
5.2.1 Project Team
a) a project management lead;
b) any additional resources that will be responsible for implementation, testing, and training;
c) the projected availability of the Proponent’s named resources’, over the implementation period
tentatively scheduled for December 2018 to February 2019 by indicating their expected availability
during the Airport’s standard business hours of 8:00AM to 5:00PM Atlantic Standard Time (Monday
to Friday) and acknowledging any planned vacations in excess of one (1) week which may impact
the timelines detailed in Subsection 3.4;
5.2.2 Implementation
a) an overview of major configuration and implementation tasks. The overview should include a clear
description of the associated implementation timelines, time estimates, and a breakdown of roles
and responsibilities (i.e. project manager, coordinator, Airport staff, subcontractor if applicable)
throughout the implementation process; and
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5.2.3 Testing
a) a description of the recommended test strategy.
5.2.4 Training
a) a description of the proposed training approach including the number of sessions that will be
provided, delivery method, session overviews (e.g. what will be covered in each session), and any
limits on the number of participants.
5.2.5 Maintenance & Support
a) a description on how customer support would be delivered;
b) the support desk hours of operation (hours/day, days/week, time zone) for both the Proponent and
Software developer, as applicable; and
c) a description on the Software developers approach to rolling out software updates and version
upgrades.

5.3 Functional Requirements
For Subsection 5.3, Proponents will be evaluated based upon the suitability of their Software with
reference to the Functional Requirements detailed in the corresponding Response Template attached to
this RFP.
Response Guidelines for Functional Requirements

Proponents must:
a) Complete Part 2 Appendix B for Functional Requirements.

5.4 Mandatory Technical Requirements
The Software must meet the following mandatory technical requirements. The Airport reserves the right
to confirm compliance with the mandatory requirements, through internal and/or external resource(s). If
consulting an external resource, a confidentiality agreement will be executed, between the Airport and the
resource, prior to initiating any discussion with respect to the compliance of an individual Proposal. To
assist the Airport, and its above noted resources, in assessing compliance with the mandatory
requirements, Proponents must submit a completed copy of the Response Template.
Proponents offering Software which does not meet the mandatory technical requirements will not be
subject to evaluation; the Airport’s decision with respect to compliance will be final.
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5.4.1 READY MADE
The Software must consist of a cloud based Software as a Service (SaaS) or Cloud Hosted
Commercial-off-the-Shelf (COTS) Software; custom or bespoke Software will not be considered.
5.4.2 INTEGRATION SOFTWARE COMPATIBILITY
The Software must be compatible with Microsoft Office Documents and Adobe Acrobat
Documents.
5.4.3 SERVER COMPATIBILITY
In the case of COTS the Software must be able to:
a) be hosted on the Cloud; and
b) operate within a Microsoft Windows environment.

5.5 Weighted Technical Requirements
5.5.1 LICENSE RESTRICTIONS
The intended users of the Software may change over the duration of the Contract. Proponents
should describe if there are any general restrictions on the transferability of the Software licenses.
Response Guidelines for Technical Requirements
1. Complete Section C of Appendix B, Part 1.

5.6 Price
Prices will be evaluated on the basis of acquisition, implementation, training, support costs, additional
license acquisitions, and any other costs the Airport would incur over the five (5) year period. Proponents
are advised that Pricing has been included under Section D of the Response Template and that licenses
must be priced separately and be available to be purchased separately from services if in the sole
discretion of the Airport it decides to do so.
5.6.1 LICENSING
Proponents are to incorporate the licensing figures contained within paragraph 3.3.4 (User
Profiles) for base pricing purposes. Proponents are also to provide the per unit license cost for any
licenses which may be purchased in excess of the estimated quantities. For evaluation purposes,
the Airport has predetermined a quantity of administrative and general licenses which will be
added to the Proponent’s submitted pricing to determine the five (5) year cost.
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5.6.2 MAINTENANCE, SUPPORT, AND UPDATES
Proponents are to provide an annual rate for maintenance, support, and updates; the Airport will
not consider an hourly rate.
5.6.3 QUOTED PRICING
Prices quoted will be deemed to be:
a)

in Canadian dollars;

b)

inclusive of duty, FOB destination, and delivery charges where applicable;

c)

exclusive of any applicable taxes; and

d)

firm for the respective period (i.e. Year 1/Year 2/Year 3).

Response Guidelines for Price
Proponents should include:
1. itemized pricing for the following:
a) the initial license acquisition for external, general and administrative users;
b) implementation & configuration of the Software;
c) Administration for the first five years;
d) training; and
e) Maintenance, support, and updates for the first five years.
2. unit pricing for additional general and administrative user licenses for years 1 through 5;
3. a description of, and the amounts relating to, any additional costs over the initial contract
term; and
4. hourly labour rates for developers/programmers, and any other resources, that would assist
the Airport with the future requirements detailed in paragraph 3.3.5 (i.e. outside of basic
usability covered by maintenance and support). Labour rates may be subject to evaluation and
will form part of the Contract and will be firm for the initial contract term. Labour rates will be
subject to negotiation for any renewal term(s) as applicable.
Note: The information contained within the Response Guidelines for Price is captured in Part 2,
Section D of the Appendix B Response Template.
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6 PROPOSAL FORMAT
Proponents should ensure that they fully respond to all requirements in the RFP in order to
receive full consideration during evaluation.
The following format, sequence, and instructions should be followed in order to provide
consistency in Proponent response and to ensure each proposal receives full consideration. All
pages should be consecutively numbered.
a) Signed cover page (see section 7.1 Mandatory Criteria).
b) Table of contents including page numbers.
c) A short (one or two page) summary of the key features of the proposal and the Software.
d) The body of the proposal, i.e. the “Proponent Response,” if providing details outside of the

Appendix B as supplementary information or in accordance with the instructions contained
within the Response Template.
e) A completed Appendix B including Parts 1 and 2.
f)

Appendices, appropriately tabbed and referenced.

g) Identification of Proponent (legal name).
h) Identification of Proponent contact (if different from the authorized representative) and

contact information.
i)

Proponents should include in their responses any software licensing or other intellectual
property terms they propose to include in the terms of the Contract. Such terms, if agreed
to by the Airport, may be included as a schedule to the Contract rather than in a separate
licensing agreement; the Airport is not bound to accept any or all of the proposed terms.
The Airport will not consider any such terms unless they are included with the Proponent’s
proposal.

Note: Evaluators will not consider any information that does not relate to the specific information
requested in the RFP. Do not submit unrelated information, which could include but is not limited
to company pamphlets, promotional advertisements, and company newsletters. Any links
included as part of the Proposal will not be reviewed by the Evaluation Committee; if the
information is important to the overall Proposal, it should form part of the body of the Proposal.
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7 EVALUATION
Evaluation of proposals will be by a committee formed by the Airport and may include employees and
contractors of the Airport and other appropriate participants.
The Airport’s intent is to enter into a Contract with the Proponent who has met all mandatory criteria and
minimum scores and who has the highest overall ranking subject to confirmation through an online or inperson demonstration as detailed in Subsection 3.5 (Stage 3). Proposals will be assessed in accordance
with the entire requirements of the RFP, including mandatory and weighted criteria.
The Proponent with the lowest price will not necessarily be selected. References may be contacted to
verify statements made in the proposal. The Airport will not enter into contract negotiations with any
Proponents whose references are found to be unsatisfactory.

7.1 Mandatory Criteria
Proposals not clearly demonstrating that they meet the following mandatory criteria will be excluded
from further consideration during the evaluation process.
Mandatory Criteria
a) The proposal must be received at the Closing Location before the Closing Time.

b) The proposal must be in English.

c) The proposal must be submitted using the submission method set out on the

cover page of the RFP.
d) The proposal must either (1) include a copy of the cover page that is signed by an

authorized representative of the Proponent or (2) otherwise identify the RFP, or
identify the Proponent and include the signature of an authorized representative
of the Proponent that confirms the Proponent’s intent to be bound.
e) Proponents must provide a minimum of three (3) references. Proponents must

include the name of each organization, a contact name, and contact information
of one or more individuals who can verify the quality of work provided specific to
the relevant experience of the Proponent and of any subcontractors named in the
proposal.
f)

Proponents must include a completed copy of Part 1 and Part 2 of the Appendix C
Response Template with their proposal.
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Mandatory Criteria
g) Mandatory Technical Requirements:

The Software must:
i. consist of Cloud based Software as a Service; Commercial-off-the-Shelf
(COTS) Software hosted in the Cloud; custom or bespoke Software will not
be considered;
ii. be able to be hosted on the cloud; and
iii. be able to operate within a Microsoft Windows environment.

7.2 Weighted Criteria
Proposals meeting all of the mandatory criteria will be further assessed against the following
weighted criteria.
Weighted Criteria

Weight

Minimum score

Capabilities (Subsection 5.1)

15

7.5

Approach (Subsection 5.2)
Functional Requirements (Subsection 5.3) & Technical
Requirements (Subsection 5.5)

15

7.5

50

30

Price (Subsection 5.6)

20

N/A

Total

100

Proponents that do not meet a minimum score within a weighted criterion will not be evaluated
further.

7.3 Price Evaluation
Price will be evaluated on the basis of a comparative formula wherein the Proponent with the lowest
five (5) year cost, including the allocation of additional licenses noted in paragraph 5.6.1, will receive
the full point distribution for pricing with the other remaining Proponents scored in accordance with
the below formula:

Lowest Price
This Proposal’s
Price

x

Available Points
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Note: Only those proposals that have met all mandatory requirements and minimum score(s) will be
evaluated for price.

7.4 Shortlist Demonstration
The Airport may shortlist one (1) or more of the highest scoring Proponents and invites them to provide a
demonstration online. The demonstration will require Proponents to present recorded video or a real time
walkthrough on a number of the functional requirements which will be determined by the evaluation
committee and communicated to the Proponent(s) at the time of the invitation. The Proponent(s) will be
expected to present within one (1) week of receipt of the request from the Airport.
The shortlist demonstration is not to be misconstrued as an opportunity to introduce new information; it
will be solely confirmatory in nature, and for additional clarification of the proposal. If, in the opinion of
the Airport’s evaluation committee, the Proponent has not sufficiently demonstrated the functionality
described in their written response, the Proponent’s score for that specific functional requirement may be
adjusted accordingly.
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Appendix A - Contract Form
By submitting a proposal, the Proponent agrees that should its proposal be successful the Proponent will
enter into a Contract with the Airport on terms and conditions to be finalized to the satisfaction of the
Airport and the Proponent. As detailed in Subsection 2.14, the Airport reserves the right to terminate
discussions with a Proponent in the event that a written contract cannot be finalized, with provisions
satisfactory to the Airport, within thirty (30) days of notification to the successful Proponent.
The Airport is not bound by and does not agree to any shrink, click or browse wrap license agreement or
conditions or any other conditions accompanying software or other wares or communications provided by
or on behalf of the Contractor, in any manner, regardless of any notice to the contrary or actual or deemed
acceptance in order to access or install the software.
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Appendix B - Response Template
Appendix B has been included as a separate document on the Airport Website. Proponents must use and
respond to the template with no changes to the template unless expressly provided for by the instructions
therein.
For the electronic copy, Proponents should include the Appendix B - Response Template as an excel file
and not a PDF file.
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