
Presented by:

Date:

Troy Deck

November 5, 2014

Contracting Services and Tendering



Page 2

What is Procurement / Tendering?

The acquisition of goods and / or services at the 

best possible total cost of ownership, in the right 

quantity and quality, at the right time, in the right 

place for the direct benefit or use of 

governments, corporations or individuals, 

generally via a contract. 
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Employment or Contracting?

Contract - 

Entrepreneurship
Employment

Direct Contract

To Industry

Direct to 

Industry

Indirect 

Employment 

Through 

Contractors

Indirect 

Contract

Subcontract to 

Prime
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Prime Contractor Responsibilities

General or Prime Contractor manages a number of 

subcontractors to perform specific services not performed 

by the prime contractor.

Prime Contractor is responsible for:

• Contractor prequalification.

• Awarding contracts.

• Management of cost, schedule and safety.

• Execution of the work on behalf of the owner.
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• Certificate of Recognition

Direct Contract Activity
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What is an RFP/RFQ?

A Request for Proposal (RFP) or Request for 

Quote (RFQ) is one of the common starting 

points in the procurement / tendering process.  It 

is the formal request of a company seeking to 

obtain information and pricing for the provision 

of a particular product or service.
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(Prepare/Submit)
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Where to Find an RFP/RFQ

Industry will issue registered contractors an 

RFP/RFQ  through a Pre-Qualification Vendor 

in either written or electronic format.

http://www.merx.com http://www.purchasingconnection.ca/

http://www.merx.com/English/Nonmember.asp?WCE=Show&TAB=2&PORTAL=MERX&State=1&hcode=BTZeNN9ANklo41g3iR5/MQ==
http://www.purchasingconnection.ca/
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Contracting with Industry Pre-requisites 

Incorporate, 
corporate bank 

account, 
Insurance and 

WCB Coverage

COR/SECOR

Pre-qualification 
profile (first time 
contractors and 
those new to the 

process)

Respond to RFP 
and/or RFQs
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Industry

Industries often award work to contractors based on a 

number of criteria (examples only):

• Ability to complete work.

• History of safe practice.

• Cost.

• Local community participation.
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Safety

• Legislation

• COR/SECOR

• Obtaining a COR/SECOR

• Creating your safety program.

• Keeping your safety program current.

• Keeping your safety program alive.
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Other Safety Requirements

Pre-site alcohol and drug screening.

Equipment maintenance records.

Proof of background checks on your workers.

Signed suppliers declaration.

Safety orders.

Environmental orders/violations.

Tailgate meeting minutes.

Samples of completed safety documentation
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Safety- Certifying Partners

http://work.alberta.ca/occupational-health-safety/337.html

http://work.alberta.ca/occupational-health-safety/337.html
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Pre-Qualifying Vendors

Helps to qualify suppliers to meet Industry requirements for 

direct contract opportunities.

Identifies the magnitude of gap suppliers may have in 

meeting industry quality and safety standards, for example:

• Training.

• Management responsibility.

• Lost time incident reports.

Impacts:

• Cost.

• Schedule.

• Rework impact in the projects.
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WRITING A WINNING PROPOSAL
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Structure/Format of Response

• Pre qualification information - outlines the general nature of the 

RFP/RFQ and should give you a quick indication about your 

suitability to bid on the work.

• Instructions to bidders - instructions on how to complete the 

RFP/RFQ.  For example, the due date for submissions, the 

applicable terms and conditions for the RFP/RFQ process.

• Bidder acknowledgement forms - the acknowledgement form is 

used to give the Buyer indication as to the Bidders 

acknowledgement of intent to bid.
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Structure/Format of Response

• Scope of work - this section of the RFP/RFQ outlines the detailed 

requirements of the work that needs to be completed.  It will often 

request, at a minimum, confirmation of the Bidders ability to 

technically complete the work.

• Price submission – quotation from the Bidder for the work 

described in the bid package.
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Response Requirements

RFP/RFQ
Bidder –

Potential Seller

Corporate 
Information & 

History

Financial 
Information

Customer 
References

Technical 
Information

Product 
Information
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Legally Binding

• The RFP/RFQ is a detailed document that invites bidders to submit 

a proposal or quotation to deliver a specific good or service. 

• The RFP/RFQ is a bid process, which will ask each bidder to submit 

a price and other details regarding the requested services or goods.

• A submitted RFP/RFQ is legally binding.

• There are consequences for the bidder if once selected as the 

contractor they do not deliver on the contract.

• A typo can bind the contractor to an error.

– For example: propose to complete a job at a cost of $700.00 

instead of $7000.00
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Content of a Proposal

• Title Page

• Executive Summary

• Table of Contents

• Understanding of 

Expectations

• Experience/case studies

• Team and Credentials

• Approach

• Project Budget/Fees

• About your Company

• Appendices
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Time to Build Your Proposal

Effective content:
– Answers all questions in order and cross 

references to the numbers of the questions.

– Provides all requested material.

• What the reader is thinking…
– Will I get what I really need?

– Can they really do this?

– Will I get good value?
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Why do Proposals Fail?

• Because they don’t:
– Meet basic safety and business criteria.

– Focus on the client’s need – failure to answer the bid 
questions.

– Offer a value proposition.

– Differentiate your company.

– Persuade the reader to buy.

– Meet the submit deadline.

• Debrief - find out why.
– Send a letter to express disappointment but 

thank them for the opportunity to present.
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Over the Phone

 Through e-mail

In person

Your Business

Building Relationships

Communication

Networking and 

Associations

Takes Time

Introductions

 

Reputation



Page 24

Questions?
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Troy Deck , MA, CHRP
Consulting and Training Services
DIRECT 403.537.7655
1500, 640 - 5th Avenue SW 
Calgary, AB 
T2P 3G4
troy.deck@mnp.ca
mnp.ca


