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Meeting Management Software
RFP No. 2311001
Closing Date of
April 11, 2023 at 3:00 PM local time
	Requirements 

	Complete the following requirements, providing the information request in accordance with the requirements in this RFP. If additional space is required please attach separate documents. 
Completed proposals should not be more than 25-30 pages in overall length using no less than 10 pt. exclusive of any URLs and appendices specifically requested; the Regional District may not evaluate any pages that exceed this maximum page count.



	1. Executive Summary 

	Proponents should attach an Executive Summary: This section to include, but not limited to the following: 
· Highlighting the key features and benefits of the proposal; and 
· How the Proponent will meet and/or exceed the SCRD’s expectation of these RFP requirements. 
· Company Profile: 
· Brief company profile and company’s history.
· Length of time in business and core competencies.
· Number of staff employed.
· Financial stability information.





























	2. Service Requirements

	Proponent should indicate if the software meets the following:

	a) Fully manage the end-to-end process of collecting report concurrence, assembling and approving agendas, posting agendas, recording minutes and providing tracking of resultant directives;
	 Yes                         No

	b) Provide access to all documents related to statutory meetings in an easy to access web-based platform;
	 Yes                         No

	c) Provide an equivalent experience for participants in the meeting room and remote participants for function and equitable hybrid meetings;
	 Yes                         No

	d) Provide the ability to route agenda items for review and approval according to rules based on topic/department/etc. via a user-friendly web interface;
	 Yes                         No

	e) Provide a mechanism to redirect approvals when staff are not available
	 Yes                         No

	f) Provide an administrative overview of all items in approval workflow allowing designated staff to quickly determine where an item is in the workflow process;
	 Yes                         No

	g) Integrate with our existing streaming video solution to provide both real-time streams next to agenda content, and archived video linkable from agenda content;
	 Yes                         No

	h) Customization and management of templates for reports, agendas, minutes;
	 Yes                         No

	i) Capability to publish and view agendas, minutes, and videos online, including a provision to integrate videos stored in YouTube or other third-party streaming platforms;
	 Yes                         No

	j) External and internal capability to view final agendas, minutes, and videos online, print, or copy to external media, in multiple formats
	 Yes                         No

	k) Full-text search capabilities for agendas, minutes, and supporting material, including the ability to perform OCR (optical character recognition) to provide full-text search of scanned and imported documents;
	 Yes                         No

	l) Provide a simple mechanism for managing role-based access control for all aspects of the system.
	 Yes                         No

	m) Of particular importance is the ability to easily set and manage access control Security controls for In Camera meetings and all the associated materials (agendas, minutes, etc.);
	 Yes                         No

	n) Capability to prepare minutes including taking roll call, making notes, recording motions and recording votes;
	 Yes                         No

	o) Provide the ability to record only individually requested votes in the negative if desired;
	 Yes                         No

	p) Ability to track speaker order 
	 Yes                         No

	q) Ability to cast electronic secret ballots for annual elections 
	 Yes                         No

	r) Ability to calculate regional district voting including weighted votes (preferred not required)
	 Yes                         No

	s) Ability for Users to annotate and take notes on agendas
	 Yes                         No

	t) Ability to run reports for outstanding and/or action items in the agenda preparation work flow
	 Yes                         No

	u) Other: please provide details:

	



	3. Relevant Experience and Personnel 

	Proponent should describe their capability, capacity, and experience in supplying and implementing an electronic meeting management software (EMMS) program within a BC local government structure. Proponents need to provide a list of key personnel assigned to the Contract, the list should include experience and any relevant qualifications.



	Does your organization have 5 years within the past 10 years providing services of a similar scope and complexity? Similar scope and complexity with local government experience?

	 Yes                         No



	4. Training

	Please outline all training and support materials and documentation that will be delivered as part of implementation and system sustainment. Identify format (e.g. pdf, online, etc.), intended audience and any access requirements.







	5. References 

	Proponents need to provide a minimum of 3 references (i.e. names and contact information) of 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. References from the Proponent’s own organization or from named subcontractors are not acceptable. 

	Reference 1


Company Name: 

Contact Name:

Contact Phone Number:
	 

	
	

	
	

	
	

	Reference 2


Company Name: 

Contact Name:

Contact Phone Number:
	

	
	

	
	

	
	

	Reference 3


Company Name: 

Contact Name:

Contact Phone Number:
	

	
	

	
	

	
	



	6. Implementation Plan

	Proponents are to attach a sample implementation plan that is appropriate for the size and complexity of requirements outlined in this RFP. The implementation plan should include, at a minimum, a detailed methodology for the installation and configuration of the software as listed in section 5.1.4. (items a. to g.) of the RFP.





	7. Support and Maintenance

	Proponents are to outline all available maintenance and support models offered that are relevant to the Proposal, and the associated pricing for each model.




	8. Privacy Act Requirements

	Proponents are to outline how they will comply with all the provisions of FIPPA that apply to the SCRD (including, without limitations, those provisions set out in Part 3 of FIPPA), and outline the security and access measures that will be implemented to comply with FIPPA and all other privacy and personal information laws.

The Proponent is to identify the storage location of data. Data storage in Canada is preferable.





	9. Sustainable Social Procurement 

	Proponent should identify how they may contribute to the following key social, employment and economical goals, but not limited to the following:

	1. Does your organization contribute to a stronger local economy by:
· promoting a Living Wage?
· Using fair employment practices?
· Increase training and apprenticeship opportunities? 
	
 Yes                         No
 Yes                         No
 Yes                         No

	[bookmark: environmental-cost-of-ownership]Does your organization consider the Environmental Costs of Ownership when procuring or providing services?
	 Yes                         No

	Does your organization utilize or provide energy efficient products?
	 Yes                         No

	Where possible does your organization use minimal or environmental friendly packing materials? 
	 Yes                         No

	Does your organization limit / reduce the use of any hazardous materials (toxics and ozone depleting substances)?
	 Yes                         No

	Other: please describe:


	



	10. Approach and Methodology 

	Please provide a detailed description of the work program, project plan and methodology required for the project. 
The SCRD would like to understand the mix of on-site and off-site resources and deliverables and how the implementation team will work with SCRD resources. Recommendations for on-site workdays and remote working plans should be clarified. All travel and associated costs should be pre-approved and planned.
The SCRD expects that the Vendor will work with the SCRD Project Management team to align their delivery methodology.
Describe project phase and milestones (discovery, design, development, testing, training, implementation and launch).











	11. Value Add

	Given the SCRD’s requirements and the Proponent’s best practices and experiences, the Proponent may have additional project features or offerings that will ensure the overall short- and long-term success of the project as defined in the RFP.
The Proponent may include ideas beyond the scope of the RFP that provides added benefits to the SCRD that are not specifically asked for within this RFP and what the Proponent is prepared to supply and provide as part of the agreement. Unless otherwise stated, it is understood that there will be no extra cost for these items. 



	12. Pricing 

	
	Cost Increases
	Year 1
	Year 2
	Year 3

	Software
	
	
	

	
	
	
	

	Licenses
	
	
	

	
	
	
	

	Annual
	
	
	

	
	
	
	

	Software Updates
	
	
	






	13.  Intent to be Bound

	A proposal is deemed to incorporate the Confirmation of Proponent’s Intent to Be Bound below, without alteration. 

	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:__________________________________________________________________________________________________




