
 

 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
 

RFP 2024-10 
 

REQUEST FOR PROPOSAL 
 

Office Furniture 
 

548 Albert St. East 
 

SAULT STE. MARIE, ONTARIO 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 

 

February 14, 2024 
 
 
 
SUBJECT: RFP 2024-10 

REQUEST FOR PROPOSAL 
Office Furniture 
548 Albert St. E 
SAULT STE. MARIE, ONTARIO 

 
 
 
The District of Sault Ste. Marie Social Services Administration Board (DSSAB) invites 
full-service office furniture suppliers and installers to submit a proposal for the above-
referenced project in accordance with the enclosed terms and conditions. 
 
In order to be considered, all proposals must be received by the DSSMSSAB, at 180 
Brock Street, Sault Ste. Marie, ON P6A 3B7, no later than February 27, 2024 at 12:00 
P.M. Noon. 
 
Please complete the proposal form completed, signed, and returned as part of the 
Proposal in a sealed envelope (marked “PROPOSAL SUBMISSION”) along with the 
attached Appendix ‘A’. 
 
The lowest or any proposal will not necessarily be accepted. 
 
 
 
Yours truly, 
 

 
 
Jeff Barban, 
Director of Housing Services 
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1.0 Scope of Work 
 

The DSSMSSAB is requesting for proposals for the removal of existing office 
furniture and disposal of as per Appendix “C”. Existing data/power poles are to 
be removed and reused. Each data/power pole plugs into a receptacle in the 
ceiling. 
The office furniture shall be equal too and similar in appearance to Standard 
Teknion Leverage office furniture and shall be proceed as follows: 

 
1.1 The supply and installation of 23 office furniture pods 42” in height 

and 5.5’ by 8’ in size. Each pod is to be equipped with one 
moveable box pedestal under desk filling cabinet, one electrical 
outlet and one data outlet. Each grouping of pods to a maximum of 
four (4) will have an electrical supply base feed to be plugged into 
the existing data/coms pole. The proponent will reinstall all existing 
data/power poles as per existing furniture. 
 

1.2 The supply and installation of two (2) office furniture pods 42” in 
height and 5.5’ by 8’ in size counter style. Each pod is to be 
equipped with one moveable box pedestal under desk filling 
cabinet, one electrical outlet and one data outlet. Each grouping of 
pods to a maximum of four (4) will have an electrical supply base 
feed to be plugged into the wall receptacle. The above noted 
furniture is located on level 2. 

 
1.3 The supply and installation of two (2) office furniture pods 42” in 

height and 7’ by 7’ in size. Each pod is to be equipped with one 
moveable box pedestal under desk filling cabinet, one electrical 
outlet and one data outlet. Each pod will  have an electrical supply 
base feed to be plugged into the existing data/coms pole or wall 
receptacle. The proponent will re install all existing data/power 
poles as per existing furniture. These pods are located on level 2. 

 
1.4 Provide optional pricing to include frosted or clear glass blade at 

the top of each partition for section(s): 1.1 to 1.2 
 

1.5  Provide a list for individual pricing for each component of an office 
furniture pod 42” in height and 5.5’ by 8’ in size on appendix B. 

 
 
2.0 Timelines 
 

2.1 RFP Closing due: Thursday, February 27, 2024 at 12:00 P.M. Noon.  
 

2.2  Removal of existing office furniture and installation of new office furniture a 
maximum of 30 days after award of contract.  
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3.0     Mandatory Site Review & Inquiries 
 
3.1 Mandatory site review: 
  
 548 Albert St. E., Sault Ste. Marie. Ontario 

 
February 16, 2024 at 1:30 pm meet at main entrance. 

 
Jeff Barban 
Director of Infrastructure & Asset Manager 
Social Services – Housing Services 
180 Brock Street, P.O. Box 277 
Sault Ste. Marie, ON P6A 5L8 
Cell: (705) 941-1707 
j.barban@socialservices-ssmd.ca  
 

3.2 Clarifications and or revisions will be issued to bidders by Addendum prior 
to bid closing. 

 
4.0   Proposal Submission 

 
 The Proponent shall: 
 

4.1 Complete and fully execute the Submission Form supplied and all 
appendices in all respects with appropriate documents and all 
requisite information.  

 
4.2 The Proposal and any amendments thereto may not be submitted 

orally or by telecommunications which include but are not limited to 
electronic email and telephone transmission of facsimiles. 

 
 

4.3 The proposal shall be properly signed and the complete address of 
the bidder shall be given on the proposal.  If the proponent is a co- 
partnership, each member shall sign the proposal; if a corporation, 
it shall execute the proposal by its duly authorized officers. 

 
4.4 The bidder shall include all schedules, and other information 

specified to enable the DSSMSSAB to determine the proponent's 
compliance with the requirements of the Contract Documents.  In 
the event work cannot be completed in accordance with the 
specified requirements, the proponent shall clearly and explicitly 
state what the deviations are. 

 
4.5 Upon request, a proponent shall verify any information including 

percentage contained in their proposal, and any proposal may be 
rejected if the DSSMSSAB is not satisfied with the information 
furnished. 

  

mailto:j.barban@socialservices-ssmd.ca
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4.6 The submission of a proposal shall indicate the acceptance by the 
proponent of all instructions and conditions contained in the 
Contract Documents and the proposal shall be a firm offer binding 
the proponent. 

 
4.7 Proposals shall not be withdrawn or modified and shall be open to 

acceptance by the DSSMSSAB for a period of thirty (30) days 
following the date for the receipt of proposals.  The fixed rate 
quoted therein shall be Firm which shall remain valid and binding 
on the proponent in the event the proposal is accepted by the 
DSSMSSAB. 

 
4.8 The DSSMSSAB reserves the right to amend or supplement the 

Contract Documents at any time prior to the established closing 
date.  Additional information, changes, clarifications or corrections 
made by the DSSMSSAB or Professional Consulting firm on 
DSSMSSAB's behalf to the Contract Documents during the time of 
bidding shall be issued in the form of addenda which will become 
part of the Contract and shall be covered in the proposal price.  The 
proponent shall acknowledge receipt of these addenda in the space 
provided in the proposal forms. 

 
4.9 The proponent is advised that the DSSMSSAB will not reimburse 

the bidder for any costs incurred in preparation of a proposal. 
 
5.0 Proposal Submission Requirements 
 

5.1 Proposal must be received before 12:00 P.M. Noon on  
 Thursday, February 27, 2024 at the following location: 

 
Sault Ste. Marie Housing Corporation 
HOUSING SERVICES 
180 Brock Street, P.O. Box 277 
Sault Ste. Marie, ON P6A 5L8 

 
5.2 Your proposal must include the following information: 

 
5.2.1 A commitment to meet the referenced targeted milestone dates. 
 
5.2.2 Demonstrate previous experience in similar projects. 
 
5.2.3 Information detailing the alternate office furniture and its similarities 

to the Standard Teknion Leverage office furniture. 
 
5.2.4 Length of warranty. 
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5.3 The DSSMSSAB reserves the right to: 

 
5.3.1 Reject any and all proposals. 
 
5.3.2 Cancel this RFP either before or after submission deadline. 
 
5.3.3 Waive any minor irregularities in any proposal. 
 
5.3.4 Negotiate for the modifications of any proposal. 
 
5.3.5 The DSSMSSAB reserves the right without liability, cost or penalty, 

in its sole discretion to disqualify any proposal before full evaluation 
if the proposal reveals incorrect information or the Architectural firm 
misrepresents any information provided in its proposal. 

 
6.0 Payment Terms 
 

6.1 The DSSMSSAB will pay any approved invoice submitted by the 
Office Furniture Company under this agreement within thirty (30) 
days after the invoice approval date. 

 
 

6.2 Insurance Policy and Certificate: 
 

6.2.1 The successful Proponent will indemnify and save harmless the 
DSSMSSAB of any action arising out of the course of this 
Agreement and will provide a Certificate of Insurance certifying 
Commercial General Liability and Property Damage Insurance up 
to and including $5,000,000.00, prior to the commencement of the 
contract.  The successful Proponent shall maintain such insurance 
as will protect the Proponent and the DSSMSSAB from all claims 
for damage or loss, or personal and bodily injury, including death, 
and from all claims of property damage on an occurrence basis 
which may arise from their operation under this contract.  The 
insurance shall be Comprehensive General Liability Insurance, 
including Product and Completed Operations Liability, Contractual 
Liability, DSSMSSABs and/or Contractors Protective Liability, 
Contingent Employers Liability, and shall contain a Cross Liability 
Clause protecting the DSSMSSAB as if separately insured.  The 
insurance shall have a limit of not less than $5,000,000.00 inclusive 
for any one occurrence. 

 
6.2.2 The deductible amount or amount in any insurance policy required 

by the DSSMSSAB pursuant to this contract shall be subject to the 
approval of the DSSMSSAB.  In the event that the DSSMSSAB 
does not accept the deductible amount as proposed by the 
Contractor, the Contractor shall provide insurance coverage with a 
deductible amount acceptable to the DSSMSSAB. 
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6.2.3 Indemnity 
 

 The successful Proponent will indemnify and save harmless the 
DSSMSSAB against and from all actions, causes of action, interest, 
claims, demands, costs, damages, expenses or loss which the 
DSSMSSAB may bear, suffer,  incur, become liable for or be put to 
by reason of any damage to property to injury or death to persons 
by reason of, arising out of or in consequence of breach, violation 
of non-performance by the successful Proponent of any provision of 
the Agreement, or by reason of or arising out of the work covered 
by this contract, or by reason of or arising out of any act, neglect or 
default by the successful Proponent or any of its agents or 
employees.  The rights to indemnity contained in this paragraph 
shall survive any termination of this Agreement, anything in this 
Agreement to the contrary notwithstanding. 

 
7.0  Bid Acceptance 

 
7.1 The lowest of any bid will not necessarily be accepted.  The 

DSSMSSAB reserves the right without prejudice to reject any or all 
Proposals and to determine in its own best judgement the Proponent best 
qualified to undertake this Contract. 

 
 7.2 If the office supply company that is awarded the work cannot complete the 

work as specified, it is at the sole discretion of the DSSMSSAB to issue 
remainder of work to the office supply company of its choice. 

 
7.3 The DSSMSSAB reserves the right to award the Contract in whole or in 

part. 
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Supply and Installation of Office Furniture (RFP 2024-10) 

 
I/We the undersigned, hereby submit the attached Proposal to satisfy the requirements 
outlined and have reviewed and understand the scope of work and agree to the terms 
and conditions contained therein in submitting this Proposal. 
 
I/We agree that this Proposal is made without any connection, knowledge, comparison 
of figures or arrangements with any other person or persons submitting a Proposal for 
the same purpose and is in all respects fair and without collusion or fraud. 
 
It is further understood and agreed that the lowest or any Proposal will not necessarily 
be accepted and that the DSSMSSAB reserves the right in its absolute discretion to 
reject any or all Proposals, or accept the Proposal deemed most acceptable. 
 
The DSSMSSAB further reserves the right to negotiate further with the successful 
Proponent to finalize the terms and conditions of the Proposal. 
 

This “Proposal Submission Form” must be completed, signed, and returned 
as part of the Proposal complete with Appendix A and B, Company 
Prospectus and if alternate office furniture is supplied shop drawings/data 
sheets in a sealed envelope (marked “PROPOSAL SUBMISSION”) to our 
office by 12:00 P.M. Noon on Thursday,  February 27, 2024 to be 
considered. 
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Proposal Acceptance Form 
 
Please price items from section 1.0 as follows: 

 

Item Sub Total HST Total 

Removal of Existing Furniture    

    

Section 1.1    

    

Section 1.2    

    

Section 1.3    

    

Grand Total    

    

Option with Frosted Or Clear 
Glass Blade 

   

    

Section 1.1    

    

Section 1.2    

    

Grand Total    

 
Warranty Duration   _____ 
 
We commit to meet the following number of  ______ targeted days to supply and install 
the required office furniture from the time of award of the RFP. 
 
DATED THIS ____________________ DAY OF ______________________ , 20 ____  
 
NAME OF FIRM: _______________________________________________________  
 
AUTHORIZED SIGNING OFFICER: ________________________________________  
 
TITLE: _______________________________________________________________   
 
SIGNATURE: __________________________________________________________  
 
WITNESS: ____________________________________________________________  
 
ADDRESS: ____________________________________________________________  
 
CITY:  ____________________________________ POSTAL CODE: _____________  
 
TELEPHONE: _________________________ FAX: ___________________________  
 
EMAIL ADDRESS: ______________________________________________________ 
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APPENDIX “A” 

 
 
Proponents are required to complete Appendix “A” giving a brief description of their 
company and a list of recently completed projects of this nature, complete with 
references from owners or businesses involved in the installations. Include a brief 
business prospectus with this submission. 
 
Proposal Award will be made on the basis of verified acceptable references, completed 
projects, and proposal price, notwithstanding the DSSMSSAB's right to reject any or all 
of the submitted proposal. 
 
 
COMPANY NAME:   _____________________________________________________  
 
 
Company Prospectus must be attached to this Appendix sheet complete with 
project team vita.  
 
List demonstrate previous experience in similar projects. 
                                       

 

Project (include location and date) References (Include Name & Address) 
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                                  APPENDIX “B” 
 

Provide a list for individual pricing for each component of an office furniture pod 42” in 
height and 5.5’ by 8’ in size. 
 

Component Quantity Price per unit (Pre-tax) 
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APPENDIX “C” 
 

Level 3 
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Evaluation Matrix 

 
The following valuation Matrix will be utilized to score all RFP’s received and to award 
the contract. 

 
Evaluation Weighting 

 

Item Criterion Value 

9.1 Removal/Supply and Installation of Office Furniture 20 

9.2 Product Quality 10 

9.3 Duration of Warranty 5 

9.4 Experience Record 10 

9.5 Project Team 5 

9.6 Fixed Fee 45 

9.7 Hourly Rates-Added fees not included in fixed fees- /hr  5 

TOTAL  100% 

 
 
To assist you in the evaluation and scoring of the Proponents we have summarized the 
definition of each criterion.  
 

9.1 Removal/Installation of Office Furniture 15 
 

 
Removal/Installation of the office furniture within 30 days from award of contract would 
achieve a high score within this criterion. 
 

9 .2 Product Quality 10 

 
Office furniture supplied meets or exceeds Standard – Teknion Leverage office 
furniture. 
 

9 .3 Duration of Warranty 10 

 
Length of and type of items covered under warranty.  
 

 

9 .4 Experience Record 10 

 
Provide up to (5) projects delivered similar in scope. Proponents are to provide a matrix 
detailing team member’s experience and involvement on similar projects. High scores in 
this criterion would reflect a team with significant and detailed experience clearly related 
to the scope of work on this project. References would be a distinct asset.   
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9.5 Project Team 10 

 
Each Proponent will prepare an outline of the staff and design team. An organization 
chart with team members’ name and position identified should be included. Scores will 
dependent upon the experience and qualifications outlined as well as the time dedicated 
by each staff member to this project.  
 

9.6 Fixed Fee 50 

 
Each Proponent shall provide a fixed fee proposal. The fixed fee shall detail all costs 
covered in this fee. This should be detailed to hours covered for site visits, weekly 
meetings and incidentals covered in the set fee including drawings, design and any 
other incidental. 
High score will be contingent not only on low bid but also the details of services, hours 
covered and allotted for within the fee provided. 
 
 

9.7 Hourly Rates-Added fees not included in fixed fees- 
/hr  

15 

 
Each proponent shall provide an hourly or flat fee for services above and beyond those 
included in the original bid. High scores will be awarded to not only lowest rates but also 
the details in which extra fees would apply. Provide a detailed matrix outlining these 
fees within your bid. 

 


