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PART 1:          INTRODUCTION 
 
1.1 Health Unit.  The Health Unit is a statutory, non-share capital corporation created under the Ontario 

Health Protection and Promotion Act.  Its mission is to work with the community to promote, protect, 
and improve health and well-being for all and is responsible for delivery of mandatory programs as 
set out in the Ontario Health Protection and Promotion Act.  More information about the Health Unit 
is available on the Health Unit Website. 

 
1.2 RFS Subject Matter.  This RFS is to purchase the Deliverables described in RFS Schedule B – 

Work Requirements and Deliverables. 
 
1.3 Number of Awards.  The number of Awards contemplated pursuant to this RFS is as described in 

RFS Exhibit A – Price Quote and Submission Form (see the “Notes” in part 2). 
 
1.4 Time Period.  Fulfillment of the Work Requirements and Deliverables is contemplated to commence 

by the date indicated in RFS section 6.2 and proceed according to strict scheduling requirements, 
with total completion by the date indicated in RFS section 6.2. 
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PART 2: INTERPRETATION AND CONTENT 
 
2.1 Interpretation.  Interpretation of this RFS and/or any other document made or delivered pursuant to 

this RFS, unless indicated otherwise or the context requires otherwise, shall be subject to the 
definitions and rules of interpretation set out in RFS Schedule A – Interpretation.  Defined terms are 
indicated with capitalization. 

 
2.2 RFS Documents.  The following documents shall be incorporated into and form part of this RFS: 
 

(a) Schedules. 
(i) RFS Schedule A – Interpretation. 
(ii) RFS Schedule B – Work Requirements and Deliverables. 
(iii) RFS Schedule C – Disclosure. 

 
(b) Exhibits. 

(i) RFS Exhibit A – Price Quote and Submission Form. 
(ii) RFS Exhibit B – Contract Form. 
(iii) RFS Exhibit C – Envelope Label. 

 
(d) Questions and Clarification Requests and Related Responses.  Any questions or 

clarification requests and related responses referred to in RFS subsection 3.1(c) that are 
posted on the Health Unit Website. 

 
(e) Addenda.  Any addenda issued pursuant to this RFS as posted on the Health Unit Website. 

 
IT SHALL BE THE SOLE RESPONSIBILITY OF SUPPLIERS TO MONITOR THE HEALTH UNIT 
WEBSITE UNTIL CLOSING FOR ANY POSTED ITEMS. 

 
2.3 Read Carefully.  Suppliers are encouraged to read this RFS thoroughly and follow instructions 

carefully.  The potential consequences to Suppliers of not doing so are potentially significant, 
including disqualification. 

 
 
PART 3: COMMUNICATION 
 
3.1 Information, Clarification and Questions.  Suppliers wishing clarification or that have questions 

with respect to this RFS, shall have the following opportunities: 
 

(a) Health Unit Website.  The following shall be posted on the Health Unit Website: 
(i) RFS related documents, including any addenda. 
(ii) Questions and clarification requests and the Health Unit related responses pursuant 

to RFS subsection 3.1(c). 
 

(c) Questions and Clarification Requests.  Suppliers may submit questions or clarification 
requests in writing by e-mail to the Health Unit contact indicated in RFS section 6.2, up until 
the deadline indicated in RFS section 6.2.  Subject to RFS subsection 3.1(b), Suppliers shall 
not be entitled to a response from the Health Unit in respect of questions and clarification 
requests submitted in any other time frame or manner.  The Health Unit shall make 
reasonable efforts to respond to questions and clarification requests made in accordance 
with this RFS but shall not otherwise be obligated to respond.  When responding, the Health 
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Unit may edit or re-phrase questions or clarification requests.  Questions and clarification 
requests, as edited or rephrased, along with related responses shall be posted on the Health 
Unit Website. 

 
3.2 Reliance.  Suppliers are put on notice that they shall not be entitled to rely on answers, information 

or communications with respect to this RFS, unless posted on the Health Unit Website. 
 
3.3 Post-Closing Debriefing.  Suppliers wishing to be debriefed by the Health Unit with respect to their 

Submissions shall submit a request in that regard in writing by e-mail to the Health Unit contact as 
indicated in RFS section 6.2 by the deadline indicated in RFS section 6.2.  The Health Unit shall 
make reasonable efforts to accommodate all debriefing requests for procurements valued at 
$100,000 or greater, but shall not otherwise be obligated. 

 
3.4 Third Party Communications.  Suppliers shall not make any communications to any third parties 

about the Health Unit, this RFS and/or the Deliverables, whether or not such communications 
involve confidential information, without the prior written consent of the Health Unit.  This provision 
shall not apply to subcontractors proposed by the Supplier as part of its Submission. 

 
 
PART 4: ELIGIBILITY FOR AWARD 
 
4.1 Satisfy Eligibility Requirements in RFS Exhibit A – Price Quote and Submission Form.  In 

order to be eligible to make a Submission, Suppliers must meet the eligibility requirements indicated 
in RFS Exhibit A – Price Quote and Submission Form. 

 
4.2 Consequences of Not Meeting Eligibility Requirements.  Suppliers who do not meet the eligibility 

requirements outlined in RFS Exhibit A – Price Quote and Submission Form shall not be eligible to 
make a Submission or for an Award and their Submissions shall be disqualified. 

 
 
PART 5: DISCLOSURE 
 
5.1 Material Information Relevant to Contract.  Subject to RFS sections 5.2 and 5.3, information that 

may be helpful in connection with this RFS as identified by the Health Unit is set out in RFS 
Schedule C - Disclosure. 

 
5.2 Supplier Responsible for Necessary Information.  The Health Unit shall not be responsible for 

any misunderstanding of the RFS on the part of Suppliers.  It is the responsibility of Suppliers to 
seek out such information as necessary in making their Submissions or to obtain clarification of any 
matter Suppliers consider unclear, prior to making a Submission.   

 
5.3 Health Unit Not Responsible for RFS Errors.  Notwithstanding any other provision, the Health Unit 

shall not be liable for any error or omission in any part of this RFS.  While the Health Unit has used 
reasonable efforts to ensure an accurate representation of information in this RFS, the information 
contained in this RFS is supplied solely as a guide to Suppliers.  The Health Unit does not have 
expertise in the subject matter of this RFS and the information is not guaranteed or warranted to be 
accurate by the Health Unit, nor is it necessarily comprehensive or exhaustive.  Nothing in this RFS 
is intended to relieve Suppliers from forming their own opinions and conclusions with respect to the 
subject matter of this RFS. 

 
5.4 Report RFS Errors.  If a Supplier discovers anything in this RFS that is materially misleading or 

incomplete, contains internal inconsistencies, does not align with legal requirements or any site 
conditions or may be interpreted by different suppliers in materially different ways, the Supplier 
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should report the same to the Health Unit by way of the question and clarification process outlined in 
RFS subsection 3.1(c), notwithstanding that any deadline may have passed.  Suppliers shall not be 
entitled to make any claim on account of any other Supplier failing to report to the Health Unit in 
accordance with this provision.  Further, Suppliers should note RFS Exhibit B – Contract Form 
section 5.8 providing that Suppliers shall not be entitled to charge the Health Unit for additional 
amounts for changes to the Work Requirements and Deliverables, if the Supplier knew or ought to 
have known of the circumstances giving rise to the changes prior to Closing. 

 
 
PART 6: PROCESS 
 
6.1 Competitive Process.  The issuance of this RFS by the Health Unit is part of a competitive process 

to secure the best value in connection with the subject matter. 
 
6.2 Sequencing.  Subject to amendment by the Health Unit, the sequencing for this RFS shall be as 

follows: 
 

Item Description Date, Time and Details as Applicable 
(a) Issuance of RFS Date and time:  June 21st, 2018 at 3:00 p.m. 
(b) Deadline for Supplier Written 

Questions and Clarification Requests 
Date:  July 4th, 2018 
Time:  up to and including 12:00 p.m. 
Health Unit Contact: Amy Wolters – 
awolters@wechu.org 

(c) Health Unit Website posting of 
Responses to Supplier Written 
Questions and Clarification Requests 

Date: by July 9th, 2018 
 

(d) Deadline for Submission Amendment 
or Withdrawal 

Date: July 16th, 2018 
Time:  up to and including 11:59 a.m. 

(e) Deadline for Submissions (“Closing”) Date:  July 16th, 2018 
Time:  up to and including 12:00 p.m. 
Location: 

Windsor-Essex County Health Unit 
1005 Ouellette Avenue 
Windsor, Ontario 

 
(f) Submission Opening (see RFS part 8) Date:  Post Closing 

Note:  Submission opening is private 
 

(g) Submission Evaluation (see RFS part 
8) 

Date:  July 17th – August 10th, 2018 
 

(h) Award Date:  by August 13th, 2018 

(i) Supplier fulfills conditions as per RFS 
Exhibit B –Contract Form section 4.1, 
including work readiness specifications 
as outlined in the RFS Schedule B – 
Work Requirements and Deliverables 

Date:  Within seven (7) days of Award date 

(j) Identification and Announcement of 
Successful Supplier on the Health Unit 
Website 

Date:  Post Award 

(k) Issuance of a Purchase Order by the 
Health Unit to the successful Supplier 

Date:  Post Supplier completing of conditions 
as per RFS Schedule B – Work 
Requirements and Deliverables 
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(l) Supplier Commences Work Beyond 
Work Readiness Specifications 

Date:  August 27th, 2018 

(m) Supplier Debriefing Date and time:  during the period sixty days 
post Award, at a specific date and time 
mutually agreeable to the Health Unit and the 
Supplier 
Health Unit Contact:  Amy Wolters – 
awolters@wechu.org 

(n) End of Irrevocable Period Date:  One hundred and eighty days from 
Closing 

(o) Completion of Transition to Supplier 
System  

Date:  by August 31st, 2018 

 
 
PART 7: INFORMATION ON MAKING A SUBMISSION 
 
7.1 Closing.  “Closing” for Submissions shall be as indicated in RFS section 6.2.  Submissions received 

after the Closing shall be disqualified. 
 
7.2 Submission Packaging.  Submissions should be enclosed in a sealed envelope and the envelope 

should be labeled with the label set out in RFS Exhibit C – Envelope Label.   
 
7.3 Submission Location.  Submissions should be submitted by delivery (in person, by mail, or via 

courier) to the location indicated in RFS section 6.2.  The Health Unit will not assume responsibility 
for Submissions directed to any other location. 

 
7.4 Mandatory Submission Content.  The following items must be enclosed in the sealed envelope 

referred to in RFS section 7.2: 
 

(a) Price Quote and Submission Form.  Completed and signed RFS Exhibit A - Price Quote 
and Submission Form. 
 

(b) Electronic Pricing Schedule.  The pricing schedule should additionally be provided on 
either a USB Flash Drive, or emailed to Amy Wolters at awolters@wechu.org. 

 
(c) Contract.  Completed RFS Exhibit B – Contract Form.  The legal name of the Supplier must 

be filled in on the first and signature pages of the Contract where indicated and the Supplier 
must sign on the signature page.  The Contract should be completed in duplicate and all 
pages should be included. 

 
7.5 Irrevocable Period.  Subject to RFS section 13.1, Submissions shall be valid and irrevocable for the 

period indicated in RFS section 6.2.  For greater clarity, Submissions shall be valid and irrevocable 
for this period, even in the event of an Award.  In this way, if the Health Unit makes an Award and 
then terminates a Contract within the irrevocable period, the Health Unit shall have the option, but 
shall not be obligated, to make a subsequent Award to another Supplier who has made a 
Submission. 

 
7.6 Alternative Submissions.  Suppliers may make alternative Submissions.  In the event of doing so, 

Suppliers should set out alternatives in completely separate Submissions and should not attempt to 
outline different alternatives within a single Submission. 

 
7.7 Submission Costs.  All risk of loss and/or costs associated or incurred with the preparation and 

submission of the Supplier’s Submission shall be borne by the Supplier. 
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PART 8: SUBMISSION OPENING AND EVALUATION 
 
8.1 Submission Evaluation Team.  Opening and evaluation of Submissions shall be conducted in 

private and not in public by a Submission Evaluation Team appointed by the Health Unit. 
 
8.2 Submission Evaluation Team Members.  In the event a member of the Submission Evaluation 

Team is for whatever reason unable to complete her or his evaluation of Submissions, then the 
Health Unit shall, in its sole discretion, be entitled to appoint a replacement for that individual or 
authorize the remainder of the team members to complete the evaluation in the absence of such 
individual. 

 
8.3 Seeking Expertise.  The Submission Evaluation Team shall be entitled to seek out expertise from 

such persons it deems advisable and apply such expertise as it deems necessary in the evaluation 
of any item or aspect of any Submission. 

 
8.4 Steps.  There shall be the following steps in Submission evaluation: 
 

(a) Step 1:  Disqualification of Submissions that Do Not Include Mandatory Submission 
Content.  The Submission shall be reviewed for the below listed items as follows: 

 
(i) Price Quote and Submission Form.  The Price Quote and Submission Form shall be 

reviewed to see if it has been included and to check if it has been signed and dated 
and is unamended other than as contemplated by the Price Quote and Submission 
Form.  If the Price Quote and Submission Form has not been included or has been 
amended other than as contemplated by it or has not been signed or dated, then the 
Submission shall be disqualified.  Further, the Price Quote shall be reviewed to see if 
there are legible amounts indicated in the Price Quote for those amounts that are 
necessary to compare Supplier Price Quotes and that there are no qualifications or 
conditions to the Price Quote, other than as contemplated by the Price Quote and 
Submission Form.  If there are one or more illegible amounts in the Price Quote for 
those amounts that are necessary to compare Supplier Price Quotes or there are 
qualifications or conditions other than as contemplated by the Price Quote and 
Submission Form, the Submission shall be disqualified.  If there are other amounts that 
are illegible or missing and/or if there are typos or minor errors, then the Submission 
will not be disqualified but the Health Unit may, at its option, require completion or 
correction by the Supplier. 

 
(ii) Contract.  The Contract shall be reviewed to see that it has been included and:  the 

Supplier’s name has been filled in on the first and signature pages; that the Contract 
has been signed by the Supplier; and the Contract is otherwise unamended.  If the 
Contract has not been included; if the Supplier’s name has not been filled in on the 
Contract on the first and signature pages; if the Contract is not signed; or if the 
provisions of the Contract have been otherwise amended, then the Submission shall be 
disqualified.  If there is no duplicate copy of the Contract or if the Contract is missing 
pages apart from the first and signature pages, the Submission will not be disqualified 
but the Health Unit may, at its option, require the Supplier to sign another copy or 
submit the missing pages if an Award is made to the Supplier.  Further, if there is a 
typo or minor error in the Supplier name such as with the legal ending; for example, by 
writing “Ltd.” when the correct legal name is “Inc.”, the Submission will not be 
disqualified but the Health Unit may, at its option, require correction. 
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(b) Step 2:  Disqualification of Ineligible Suppliers.  The Submission shall be reviewed to 
assess whether the Supplier meets the eligibility requirements indicated in RFS Exhibit A – 
Price Quote and Submission Form.  Submissions made by Suppliers who do not meet such 
eligibility requirements shall be disqualified. 

 
(c) Step 3:  Review Weighted Criteria.  The weighted criteria shall be reviewed.  Weights are 

used to assign a relative importance to each of the weighted criteria.  These weights reflect 
the degree of importance of the criteria.  Accordingly, Suppliers should consider the following 
weighting when making a submission: 

 
(i) Price Quote.  The Price Quote of each Supplier shall be   50% 

Reviewed and compared as contemplated by the Price  
Quote and Submission Form (see “Notes” in part 2 of the  
Price Quote and Submission Form).  Note:  If a Submission 
entails the Health Unit incurring direct or indirect costs, over 
and above the Price Quote, the Health Unit may consider 
such costs and shall not be solely restricted to considering  
the Supplier’s Price Quote. 

 
(ii) Performance Capacity.  The performance capacity of  45% 
 each Supplier shall be reviewed and compared and then 
 rated on a relative basis. 

 
(iii) Value Added.  The value added criteria offered by each   5% 

Supplier shall be reviewed and compared and then rated  
on a relative basis.   

 
 100% 

 
(d) Step 4 (Optional):  Interview.  If after step 3, the two highest ranked Submissions are within 

ten per cent of one another, the Health Unit may (but shall not be obligated to) conduct 
interviews with the Suppliers who made such Submissions and then select from between 
them based on the interview alone. 

 
8.5 Verification (Optional).  The Health Unit may, but shall not be obligated to, verify any information 

included with any Submission.  Suppliers shall cooperate in all reasonable verification efforts.  
Without limiting the generality of the foregoing, the Supplier authorizes all persons including, but not 
limited to, bankers, bonding companies and purchasers of services or goods from the Supplier to 
respond to any verbal and/or written inquiries that the Health Unit may make pertaining to the 
Supplier.  Further, without limiting the generality of the foregoing, the Supplier authorizes all such 
persons to provide details about the Supplier, including without limitation the quality of the Supplier’s 
work and past experience working with the Supplier, and the Supplier releases such persons from 
any claims in connection therewith.  The Health Unit shall be entitled to disqualify any statement or 
claim if, in the sole judgment of the Health Unit, the statement or claim is unwarranted or 
questionable. 

 
 
PART 9: SUPPLIER SELECTION 
 
9.1 Privilege.  Notwithstanding any other provision of this RFS or any practice or custom, the Health 

Unit shall be entitled to:  accept any Submission in whole or in part; disqualify any or all Submissions 
in whole or in part; and accept any Submission in whole or in part which does not have the lowest 
Price Quote. 
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9.2 Non-Compliant Submissions.  Notwithstanding any other provision of this RFS or any practice or 

custom, if a Submission contains defects, qualifications, conditions or fails in some way to comply 
with the requirements of this RFS or if the Submission was not made in accordance with the process 
requirements for making Submissions, which in the sole discretion of the Health Unit are not 
material, the Health Unit may waive the same and accept the Submission. 

 
9.3 Tie Submissions.  In the event of tie Submissions, the earliest Submission shall prevail. 
 
9.4 Negotiation.  Submission(s) selected may be subject to further negotiations at the discretion of the 

Health Unit.  As part of the negotiations, the Health Unit shall be entitled to amend the attached RFS 
Schedule B - Work Requirements and Deliverables or permit the Supplier to amend its Submission 
without offering all Suppliers the same opportunities.  If the Health Unit for any reason cannot 
negotiate in its opinion a satisfactory agreement with a Supplier, the Health Unit may terminate 
negotiations and may either terminate the RFS or proceed to negotiate with another Supplier.  This 
process may at the Health Unit’s discretion continue until in the opinion of the Health Unit a 
satisfactory agreement has been reached, the Health Unit has terminated the RFS, or all Suppliers 
have been disqualified. 

 
9.5 Disqualification Costs.  The disqualification or failure to disqualify any or all Suppliers and/or 

Submissions shall not render the Health Unit liable for any costs or damages. 
 
 
 
 
PART 10: AWARD OF CONTRACT 
 
10.1 Contract.  The Contract submitted pursuant to RFS section 7.4 will come into force in the event that 

an Award is made to the Supplier, providing however that the Health Unit does not require any 
amendments to the Contract.  In the event, however, that the Health Unit in its sole discretion 
requires amendments to the Contract, the Health Unit will provide written notice of the same to the 
Supplier and enclose with that notice an amended Contract.  In such instances, the Supplier shall 
have seven days from the date of the notice to execute and return to the Health Unit the amended 
Contract.  NOTE:  IT WILL NOT BE OPEN FOR A SUPPLIER TO NEGOTIATE NEW TERMS TO 
THE CONTRACT IN THE EVENT AN AWARD IS MADE TO THE SUPPLIER.  SUPPLIERS THAT 
HAVE QUESTIONS OR CONCERNS WITH RESPECT TO ANY OF THE TERMS OF THE 
CONTRACT SHOULD RAISE THOSE QUESTIONS AND/OR CONCERNS IN ACCORDANCE 
WITH RFS PART 3 PRIOR TO MAKING A SUBMISSION. 

 
10.2 Failure to Perform.  In the event a Supplier who is awarded a Contract fails to fulfill the conditions 

of the Contract or otherwise refuses to enter into or commence performance by the time required or 
otherwise defaults on any of its obligations under the Contract, the Health Unit reserves the right, in 
its sole discretion, to make an Award to another Supplier(s); not to accept any other Submission; to 
cancel the RFS; or to issue a new RFS and/or direct Contract.  In any event, the Health Unit 
reserves the right to hold the defaulting Supplier liable for all losses, damages, or costs suffered or 
incurred by the Health Unit as a direct or indirect result of the Supplier’s default including, but not 
limited to, any increase in the price over the Price Quote submitted by the defaulting Supplier.  
Suppliers are put on notice that a failure to fulfill the conditions of the Contract or refusal to enter into 
or commence performance by the time required or default on any other obligation under the Contract 
could result in a significant claim for damages. 
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PART 11: HEALTH UNIT ENTITLEMENTS TO AMEND OR CANCEL RFS 
 
11.1 Amendments.  The Health Unit shall be entitled, at any time and from time to time, to alter any 

dates in this RFS or to otherwise amend or supplement this RFS by issuing an addendum. 
 
11.2 Cancellation.  The Health Unit shall, in its sole discretion, be entitled to cancel this RFS at any time 

before an Award.  Circumstances in which this RFS may be cancelled by the Health Unit include: 
(a) Purchasing is no longer needed. 
(b) Authorized funding or budget exceeded. 
(c) Less than three qualified Submissions. 
(d) The RFS process has, in the opinion of the Health Unit, been compromised. 
(e) The Health Unit determines that it has made an error in the RFS or determines that changes 

would be appropriate and/or desirable. 
In the event the Health Unit cancels this RFS, the Health Unit shall be entitled to issue a new RFS or 
initiate a new purchasing process with the same or similar Work Requirements and Deliverables and 
with the same and/or different Suppliers. 

 
 
PART 12: SUPPLIER AMENDMENT AND WITHDRAWAL 
 
12.1 Supplier Amendment and Withdrawal.  A Supplier may amend or withdraw a Submission that has 

already been submitted to the Health Unit in writing at any time prior to the deadline indicated in 
RFS section 6.2.  Suppliers shall not otherwise be permitted to withdraw or amend a Submission.  
The date and time of any Supplier amendment shall be deemed to be the date and time of the 
Submission. 

 
 
PART 13: RETENTION AND RETURN OF SUBMISSION 
 
13.1 Collection, Use and Disclosure.  For the purposes contemplated by this RFS the Supplier 

consents to the collection, use and disclosure by the Health Unit of all information included in its 
Submission.  To the extent such information constitutes personal information; the Supplier shall 
obtain the requisite consents from relevant individuals. 

 
13.2 Privacy and Access to Information Laws.  The Supplier acknowledges that the collection, use and 

disclosure of Submission information are subject to applicable privacy and access to information 
legislation, including MFIPPA. 

 
13.3 Property of the Health Unit.  Once the deadline for Submission amendment or withdrawal 

indicated in RFS section 6.2 has passed, the Supplier’s Price Quote and Submission Form, the 
signed Contract copies and any other documentation submitted by the Supplier shall become the 
property of the Health Unit and shall not be returned to the Supplier. 

 
 
PART 14: ASSIGNMENT 
 
14.1 Assignment Requiring the Health Unit Consent.  The Supplier shall not assign, transfer, or 

pledge, directly or indirectly, any entitlement or right under this RFS without the prior written consent 
of the Health Unit.  Such consent of the Health Unit may be withheld by the Health Unit in the Health 
Unit’s sole discretion, or granted subject to such terms and conditions as the Health Unit may in its 



 
RFS 18-03 Office Supplies Pg. 11 of 52 

discretion require.  Any amalgamation or change in control of the Supplier shall be deemed to be an 
assignment. 

 
 
PART 15: LIMITATION OF HEALTH UNIT’S LIABILITY 
 
15.1 The liability of the Health Unit and those for whom the Health Unit is responsible to any Supplier for 

any claims arising out of this RFS including: 
(a) claims arising from negligence or other tortious conduct by the Health Unit or those for whom 

the Health Unit is responsible; and/or 
(b) claims arising from the Health Unit’s breach of its obligations pursuant to this RFS or other 

obligations that may arise as a result of the Supplier participating in this RFS and/or making a 
Submission, 

shall be limited as specifically provided in this RFS and otherwise to the Supplier’s reasonable 
demonstrated costs of preparing its Submission. 
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RFS SCHEDULE A - INTERPRETATION 
 

 
PART 1: DEFINITIONS 
 
 
1.1 “Award” means when a Submission is formally accepted by the Health Unit. 

 
1.2 “Closing” has the meaning indicated in RFS sections 6.2 and 7.1. 

 
1.3 “Conflict of Interest” includes situations or circumstances that could give a Supplier an unfair 

advantage in connection with this RFS, or compromise the ability of a Supplier to perform its 
obligations under the Contract in the event of an Award.  Examples include:  access to confidential 
information providing an unfair advantage; lobbying of the Health Unit; personal relationships 
between key personnel of the Supplier and Health Unit personnel; pending or current litigation 
between the Supplier and the Health Unit; or outstanding or unpaid obligations owed by one party to 
the other. 
 

1.4 “Contract” means the form of Contract attached as RFS Exhibit B. 
 

1.5 “Deliverables” means the goods, service and/or construction being purchased. 
 

1.6 “Goods” means the goods to be supplied as outlined in RFS Schedule B – Work Requirements and 
Deliverables. 
 

1.7 “Health Unit” means, Board of Health for the Windsor-Essex County Health Unit. 
 

1.8 “Health Unit Website” means www.wechealthunit.org. 
 

1.9 “MFIPPA” means the Ontario Municipal Freedom of Information and Protection of Privacy Act, 
R.S.O. 1990, C.m.56. 
 

1.10 “Price Quote” means the amount filled in by the Supplier in the price quote part of the Price Quote 
and Submission Form (RFS Exhibit A), which is to be used in comparing Supplier Submissions. 
 

1.11 “Project Manager” means a person who has control over the Work Requirements and 
Deliverables, including planning and translating the Health Unit needs into operations, scheduling, 
quality control and reporting etc. 
 

1.12 “Purchase Order” means the standard Health Unit document issued by the Health Unit to internally 
formalize a purchasing transaction with a Supplier. 
 

1.13 “RFS” means this request for submission. 
 

1.14 “Site Supervisor” means a person who has charge of a workplace or authority over a worker. 
 

1.15 “Subcontracting Arrangement” means any arrangement whereby the Supplier intends to involve a 
third person in performance and completion of the Work Requirements and Deliverables. 
 

1.16 “Submission Evaluation Team” means the Health Unit Submission evaluation team. 
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1.17 “Submission” means a Supplier response to this RFS as contemplated by RFS part 7. 

 
1.18 “Substantial Performance” has the same meaning given in the Ontario Construction Lien Act 

R.S.O. 1990, c. C.30. 
 

1.19 “Supplier” means a person that responds or intends to respond to this RFS or provides goods, 
services and/or construction to the Health Unit.  In situations involving joint Submissions, both 
parties to the joint Submission shall constitute the ‘Supplier’ on a joint and several basis. 
 

1.20 “Work” or “Work Requirements and Deliverables” means everything that the Supplier is required 
to perform and complete pursuant to RFS Schedule B - Work Requirements and Deliverables, in 
order to carry out the terms and conditions of the Contract. 

 
 
PART 2: RULES OF INTERPRETATION 
 
2.1 Defined Terms.  Defined terms are indicated with capitalization. 

 
2.2 Number.  Unless the context requires otherwise, words importing the singular include the plural and 

vice versa. 
 

2.3 Gender.  Unless the context requires otherwise, words importing gender include all genders. 
 

2.4 Include, Etc.  Whenever the words “include”, “includes” or “including” (or similar terms) are used 
they are deemed to be followed by the words “without limitation”. 
 

2.5 Time.  Any reference to a time shall be Windsor, Ontario time as recorded by the Health Unit. 
 

2.6 Denotations.  The words "may" "could" or "should" denote the permissive.  The words "must" "shall" 
or "will" denote the imperative. 
 

2.7 Statute References.  Any reference to any statute or any section thereof shall include related 
regulations and unless otherwise expressly stated, be deemed to be a reference to such statute or 
section as amended, re-stated or re-enacted from time to time or any successor legislation.  Note:  
legislation, including federal and Ontario provincial legislation, is available on the internet at CanLII 
(www.canlii.org). 
 

2.8 Joint Submissions.  The obligations of person’s party to a joint Submission under this RFS and the 
Contract if awarded the same shall be joint and several. 
 

2.9 Governing Law.  This RFS shall be governed by and construed in accordance with the laws of the 
Province of Ontario and the laws of Canada applicable therein. 
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RFS SCHEDULE B- WORK REQUIREMENTS AND DELIVERABLES  
 

 
CONTENTS 

 
1. Scope of Work 7. Delivery Location Specifications 
2. Work Readiness Specifications 8. Personnel Specifications 
3. Goods Specifications 9. Documentation Specifications 
4. Service Specifications 10. Warranty Specifications 
5. Timing Specifications 11. General Work Specifications 
6. Packaging Specifications   

 
 
 
PART 1: SCOPE OF WORK 
 
 
1.1 The Work in this RFS involves the supply and delivery of office supplies to the Health Unit’s three 

locations: 1005 Ouellette Avenue, Windsor, Ontario; 360 Fairview Avenue, Essex, Ontario; 33 
Princess Street, Leamington, Ontario for a period of three (3) years with the opportunity for 
extension for one (1) additional year.  The Work Requirements and Deliverables are further detailed 
in the specifications set out in this RFS Schedule B – Work Requirements and Deliverables. 

 
 
PART 2: WORK READINESS SPECIFICATIONS 
 
 
2.1 Work Readiness.  Immediately upon Award, the Supplier shall ready itself to meet the Contract 

Requirements.  In this regard the Supplier shall: 
 

(a) WSIB Clearance Certificate.  Deliver to the Health Unit a Workplace Safety and Insurance 
Board clearance certificate, or evidence that not applicable. 

 
(b) Proof of Insurance.  Deliver to the Health Unit a certificate of insurance providing full details 

of the Supplier’s insurance coverage in accordance with the requirements set out in Contract 
Schedule B. 

 
(c) Other Steps.  Take such other steps and do such other things as are necessary to be ready 

to meet the Contract requirements. 
 
 
PART 3: GOODS SPECIFICATIONS 
 
 
3.1 Goods.  The goods (the “Goods”) to be supplied by the Supplier to the Health Unit shall be as 

follows: 
 
3.2 New Etc.  Except as explicitly otherwise provided, all Goods supplied, shall be: 

(a) new; 
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(b) compliant with relevant or applicable standards; 
(c) proven; and 
(d) installed, used or applied, as applicable, in accordance with manufacturer recommendations. 

 
3.3 Specification Sheets.  The Supplier shall provide specification sheets listing all accessories, 

features, functions and technical requirements for each Good supplied at the time of delivery. 
 
3.4 Manuals.  The Supplier shall provide all manufacturer manuals, including instruction, operating and 

maintenance manuals as pertain to the Goods.  All manuals shall be in English. 
 
3.5      Goods Specification.  See RFS Schedule C for the Health Unit’s office supply usage in 2017. 
 
3.6      Exclusions.  This RFP does not include the following items: 

 Furniture such as chairs, filing cabinets, mailroom equipment, and mobile shelving. 
 Photocopier and fax machines 
 Printing 
 Computers and computer components 
 Software 
 Camera and video equipment 
 Cellular phones 

 
PART 4: SERVICE SPECIFICATIONS 
 
 
4.1 Ordering.  An ordering process that is clear and concise and includes an electronic ordering system 

and online catalogue. 
 

4.2 Pricing increases.  An ability to offer pricing firm against any increase for one (1) year from 
effective date of this proposed agreement.  After this date, the Health Unit should be notified 30 days 
in advance of any anticipated changes in prices.  Increases should be limited to the actual cost 
increase to the proponent and be accompanied by manufacturer’s letters. 
 

4.3 MSDS Sheets.  MSDS sheets are to be provided where applicable. 
 

4.4 Returns.  The Supplier must have a process whereby defective products, returns, credits, refunds 
and back orders will be managed.  No re-stocking or shipping charges or returns shall apply. 

 
4.5 Assigning.  The Supplier shall not assign the contract or any portion thereof without the prior written 

consent of the Health Unit. 
 

4.6 Reports.  The Supplier must have the ability to provide usage reports upon request. 
 

 
PART 5: TIMING SPECIFICATIONS 
 
 
5.1 Delivery Timing Parameters.  Delivery of Deliverables shall be no later than the next business day 

for contract items, and within 3 business days for general catalogue items.   All deliveries must be 
made between the hours of 8:30 a.m. and 4:30 p.m. Monday through Friday only, excepting 
statutory holidays.  Same day delivery must be available upon request, which is infrequent. 
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5.2 Advance Confirmation.  The Supplier shall confirm the dates and specific times of all deliveries 
with the Health Unit at least 12 hours prior to delivery. 

 
5.3 Notice of Delay.  The Supplier shall immediately advise the Health Unit if for any reason 

whatsoever the Supplier anticipates that a delivery will be delayed. 
 
 
PART 6: PACKAGING SPECIFICATIONS 
 
 
6.1 Packaging.  Goods shall be arranged, packaged and handled in accordance with manufacturers 

recommendations. 
 
6.2 Labelling.  Outer packaging of the Goods shall be labelled with:  the Health Unit’s name and 

address; the name of the individual for whom the delivery is to be in the attention of; a description of 
the content and quantity and the weight of the package; the purchase order number. 

 
6.3 Packing Lists.  A packing list shall be included. 
 
 
PART 7: DELIVERY LOCATION SPECIFICATIONS 
 
 
7.1 Location.  Delivery of Goods shall be to the following location(s): 
 

(a) Windsor Office – 1005 Ouellette Avenue, Windsor, ON 
(b) Essex Office – Suite 215, 360 Fairview Avenue West, Essex, ON 
(c) Leamington Office – Suite 120, 33 Princess Street, Leamington, ON 

  
7.2 Unloading.  Deliveries shall be unloaded by the Supplier to an interior space at the delivery location 

as directed by the Health Unit. 
 
 
PART 8: PERSONNEL SPECIFICATIONS 
 

 
8.1 Personnel to be Qualified.  The Supplier shall ensure that all personnel involved in the completion 

of the Work Requirements and Deliverables are duly qualified, competent and fully functional at all 
times to undertake the same.   

 
8.2 Special Requirements Relating to Personnel Entering the Health Unit Premises.  The Supplier 

shall ensure that any and all personnel entering onto the premises (interior or exterior) of the Health 
Unit shall: 

 
(a) Listed.  Be included on a list, indicating name and job function, which list shall be provided 

by the Supplier to the Health Unit in advance of any entrance onto premises (interior or 
exterior) of the Health Unit.  With any changes to such personnel, the list shall be refreshed 
and provided again to the Health Unit, in advance. 

 
(b) Identification.  Have identification visibly displayed on their person that has been issued by 

the Supplier, verifying at a minimum:  the name of the Supplier; the name and photograph of 
such personnel; job function and the date of issuance of the identification document. 
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(c) Criminal Record Check.  To the best of the Supplier’s knowledge after due inquiry, not have 

a criminal record. 
 

(d) Comply with Site Rules.  Comply with all site rules, including no smoking on the premises 
or within a nine-meter radius from any entryway or other reasonable direction from the Health 
Unit. 

 
(e) Professionalism.  Conduct themselves with professionalism and as part of that, be 

respectful of the Health Unit personnel. 
 

8.3 Privacy Consents.  The Supplier shall obtain consent from all relevant individuals for all collection, 
use and disclosure of their personal information as contemplated by this RFS Schedule B – Work 
Requirements and Deliverables. 

 
8.4 Supervision.  The Supplier shall ensure that Supplier personnel performing activities at Health Unit 

premises are at all times supervised by the Supplier. 
 
 
PART 9: DOCUMENTATION SPECIFICATIONS 
 
 
9.1 Supplier to Keep Records.  The Supplier shall keep written records evidencing: 
 

(a) Legal Compliance.  Any and all legal compliance activities that arise in connection with 
completion of the Work Requirements and Deliverables. 

 
(b) Compliance with Third Party Obligations.  Compliance with any and all applicable third 

party requirements. 
 

(c) Work Activities.  All Work activities, including who, what, when, where and for how long. 
 

(d) Personnel Experience and Qualifications.  Details of the experience, qualifications and 
training of personnel involved in the completion of the Work Requirements and Deliverables. 

 
(e) Expenses.  All expenses incurred in the completion of the Work Requirements and 

Deliverables. 
 

(f) Invoices.  All invoices issued to the Health Unit. 
 

(g) Receipts of Payment.  All payments received on account of invoices issued to the Health 
Unit. 

 
(h) Other.  Any other item or matter reasonably requested by the Health Unit. 

 
9.2 Records not to be Destroyed.  All records required to be kept by the Supplier shall be maintained 

by the Supplier and not disposed of during the currency of the Contract and for at least seven years 
after any expiry or other termination of the Contract. 

 
PART 10: WARRANTY SPECIFICATIONS 
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10.1 Supplier’s Warranties.  The Supplier shall warrant and guarantee that the Goods are in 
accordance with all specifications included in this RFS Schedule B - Work Requirements and 
Deliverables, subject to and in accordance with the following: 

 
(i) Upon notification by the Health Unit, the Supplier shall promptly remedy and replace and 

make good in conformity with the Contract any Good which in the opinion of the Health Unit 
becomes defective or faulty or is found to be not in accordance with the specifications 
included in this RFS Schedule B - Work Requirements and Deliverables, at any time prior to 
the expiry of the part/product warranty.  

 
(ii) Any item or part thereof made good under the warranty shall be guaranteed to the same 

extent and for the same period as the original 
 
10.2 Manufacturers’ Warranties.  To the extent permitted by manufacturers, obtain for or assign to the 

Health Unit the benefit of any warranty by any manufacturer. 
 
10.3 Start of Warranty Periods.  Warranty periods commence upon the Health Unit’s acceptance of the 

Goods. 
 
PART 11: GENERAL WORK SPECIFICATIONS 
 
11.1    Quality.  The Supplier shall complete the Work Requirements and Deliverables to the standard of a 

prudent owner and be solely responsible for the quality of the work. 
 
11.2 Legal Compliance.  The Supplier shall complete the Work Requirements and Deliverables in 

accordance with all applicable legal requirements, including all federal, provincial, municipal and 
other laws, regulations and codes which are in any way applicable 

 
11.3 Respect.  The Supplier shall complete the Work in a manner that is respectful of the Health Unit 

personnel.  In the event of a complaint by personnel of the Health Unit which is in any way 
connected to or involving the Supplier, the Supplier shall co-operate as necessary to reasonably 
resolve the complaint, including participating in such complaint resolution processes as directed by 
the Health Unit. 

 
  



 
RFS 18-03 Office Supplies Pg. 19 of 52 

 

RFS SCHEDULE C – DISCLOSURE 
 

 
 
The Health Unit’s total spend amount for office products for all locations in 2017, 2016 and 2015 were 
$35,248.49, $49,379.72 and $49,971.64, respectively. 
 
2017 OFFICE SUPPLY USAGE 
 

Description Quantity 

HILROY TWIN PCKT FOLIO BLACK 950 

HILROY TWIN PCKT FOLIO LT BLUE 400 

HILROY TWIN PCKT FOLIO GREEN 301 

2-PKT PORTFOLIO RECYCLED 200 

HILROY TWIN PCKT FOLIO BLUE 175 

BINDER EASY FIT 1" D-RING WHITE 170 

DIVIDERS LASER 5 TAB CLEAR 164 

EXPANDING ENV. LG 10X15 BLUE 145 

PAPER MULTIPURPOSE LETTER 5000/CTN 126 

INTERDEPT POLY ENVELOPE LGL DK BL 100 

DYMO ADD. LABEL 1-1/8X3-1/2 260BX 97 

ENVELOPE #10 SEC WHT WIND 500/BX 86 

PENTEL ENERGEL RETRACT BLACK .7MM 86 

FILE FOLDER LETTER REV KRAFT 100BX 79 

BINDER RR CUSTOMIZER 5/8 WHITE 76 

PRITT GLUE STICK 20GRAM 72 

BOOK STENO WHITE 71 

ULTRA EASY-FIT D-RING 2" WHITE 68 

ECONOMY RING BOOK 1" BLUE 68 

PENTEL ENERGEL LIQ REFILL .7MM BLK 60 

FILE MAGAZINE CORRUGATED 11-3/4X9 48 

TAPE REFILL INVISIBLE 18MMX33M 44 

CLIPS PAPER CORRUGATED 2" 100/BOX 42 

GENERIC BRAND INDEX 8 CLEAR SET 38 

GENERIC BRAND TABS 3-1/2" CLEAR 25/PKG 37 
GENERIC BRAND MULTIPAK REC NOTES 3X3 
12PK 36 

HILROY TWIN PCKT FOLIO RED 36 

BINDER ROUND RING 1" LT. BLUE 35 

GENERIC BRAND ERASEABLE 5-TAB DIVIDERS 35 

GENERIC BRAND PAGE PROTECTORS 2MIL 100BX 33 

WENGER NOTEBOOK SLIP CASE 13" BLK 30 

SHARPIE PEN FINE BLACK 4/PKG 30 

INDEX READYINDEX 11X8-1/2 1-8 30 
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FILE FOLDER LGL REV KRAFT 100/BX 28 

HILROY REC NOTEBOOK 90PGS ASST 27 

OXFORD EXP FILE JACKET LGL 2" 25 

PENTEL ENERGEL RETRACT GEL VIOLET 24 

BOTTOM LOAD SIGN HOLDER 8-1/X11 22 

CLIP FOLDBACK 1-5/8" 12/BX 22 

DOODLEPLAN MONTHLY PLANNER 21 

DATA BINDER PB 11 X 8-1/2 BLUE 20 

COMFORTMATE STICK PEN MED BLK 12BX 20 

FILE EXPANDING POLY LETTER BLACK 20 

CUSTOMIZER BINDER 1" CAP BLACK 20 

PAD COIL CAMBRIDGE 9-1/2X7-1/4 20 

DIVIDERS LASER 8 TAB CLEAR 20 

GENERIC BRAND RUBBER BANDS 1/4LB./BX 20 

DRY ERASE MARKER ULTRA FINE BLACK 20 

BATTERY PROCELL COMMERCIAL AA 24/BX 19 

BLUELINE MO DIARY 11X9-1/16 BIL 19 

INDEX INSERTABLE COLOUR 8/SET 19 

DATER SELF INKING 1/8" 18 
GENERIC BRAND NOTES 1-1/2X2 YELLOW 
12/PKG 17 

FOLDER END TAB LTR. 100/BX IVORY 16 

PENDAFLEX OPEN TOP FILE POCKETS BLU 16 

STOREX RECYCLING BOX 23L 16 

GENERIC BRAND MULT-PAK REC NOTE 3X5 12PK 16 

D-RING 1-1/2" CAP BINDER BLUE 16 
GENERIC BRAND PENSTYLE HIGHLIGT GREEN 
12BX 16 

ECONOMY RING BOOK 1" BLACK 16 

GENERIC BRAND MULTIPAK CORR TAPE 3/PKG 16 

TAB SELF ADH PRECUT 1-1/2" ASST 16 

COMFORTMATE STICK PEN MED BLU 12BX 15 

GENERIC BRAND PENSTYLE HIGHLIG BLUE 12BX 14 

CLIP FOLDBACK 2" 12/BX 14 

COLUMBIAN ENVELOPE SEALER 14 

GENERIC BRAND RUBBER BANDS 1/4LB./BX 14 

RUBBER BANDS 1/4LB BOX 14 

REPLACEMENT INK PAD 4750 BLUE/RED 13 

BAGS COURIER/MAIL FLAT TYPE 16X12 12 

BATTERY PROCELL COMM. AAA 24/BX 12 

BLUELINE RECYCLED COMP BOOK BLK 12 

BLUELINE RECYCLED COMP BOOK RED 12 

CUSTOMIZER BINDER 1" CAP WHITE 12 

ENVELOPE EXPANDING LGL 5-1/4 12 
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BINDER ROUND RING 1" BURGUNDY 12 

PENTEL ENERGEL RETRACT GEL .7MM 12 

PENTEL ENERGEL RETRACT BLUE .7MM 12 

CLIP FOLDBACK 1-1/4" 12/BX 12 

ERASER PLASTIC 42X18X12mm 12 

CLIP FOLDBACK 3/4" 12/BX 12 

GENERIC BRAND TABS 3-1/2" ASST 25/PKG 11 

CLIP FOLDBACK 1" 12/BX*** 11 

COMFORTMATE ULTRA FINE BLK 12/BX 10 

PAPER BOND 8-1/2X11 IVORY 500/PKG 10 

D-RING 2" CAP BINDER GREEN 10 

COMFORTMATE STICK PEN MED RED 12BX 10 

MULTI-USE 3HOLE DRILLED PAPER 500PK 10 

8-1/2X11 WIDE RULED PAD 5/PKG 10 

ECONOMY RING BOOK 1-1/2" BLACK 10 

CAMBRIDGE WIREBOUND NOTEPAD 7X5 10 

S-PRINTY STAMP INK PAD BLUE 10 

ECONOMY RING BOOK 1" GREY 10 

GENERIC BRAND PREMIUM PENCILS HB 12/BX 10 

PENTEL ENERGEL 0.5 REFILL BLACK 10 

INDEX INSERTABLE CLEAR 5/SET 10 

ENVELOPE KRAFT OE 9X12 24LB 500BX 9 

GENERIC BRAND MESH HANGING FILE LGL BLK 9 

EXPONENT MONITOR STAND BLACK 9 

YEAR LABELS 2018 LILAC 500/BX 9 

POST-IT FLAGS ELEC GLOW 3/PKG 9 

PAPER MULTIPURPOSE LEGAL 5000/CTN 8 

POST-IT TABLE TOP PAD 20X23 8 

PAPER 24LB 8-1/2X11 LIME 500PK 8 

FRAME DELUXE WOOD 8-1/2X11" 8 

D-RING 1-1/2" CAP BINDER BLACK 8 

WASTEBASKET 14.5X10.25X15 BLK 8 

MERANGE REEL CLIPS BLACK 2/PKG 8 

HILROY VOICE-MAIL LOG BOOK 8 

PAPERMATE STICKPEN FINE BLACK 12/BX 8 

GENERIC BRAND FLEXIBLE TABS 2" CLR 25/PKG 8 

BATTERY PROCELL COMMERCIAL 9V 12/BX 7 

GENERIC BRAND STORAGE BOX RECYCLED 6/PKG 7 

POST IT NOTE NEON ASSTD 5/PKG 7 

BLUELINE RECYCLED COMP BOOK GREEN 7 

SWINGLINE OPTIMA STAPLES 3750/BX 7 

GENERIC BRAND ULTRA SCISSORS 8" BENT 7 

CARD RULED 5X3 WHITE 100/PKG 7 
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LABELS LASER 4X1-1/2 6 

BROTHER P-TOUCH PAPER TAPE 2-3/7" 6 

MULTIPAK HANGING FOLD LGL 50/BX GRN 6 

FILE FOLDER LGL REV GREEN 100/BX 6 

POSTFAX FILE GUIDES LEGAL A-Z 6 

FASTENERS SELF ADHESIVE 6 

BROTHER STANDARD ADDRESS LABELS 6 

PAPER BOND 14" GOLDEN ROD 500/PKG 6 

FLAGS PRIMARY AND BRIGHT COLOURS 6 

ZEBRA Z-GRIP RETRACT MED BLK 12BX 6 

PAPER BOND 8-1/2X11 BLUE 500/PKG 6 

PAPER BOND 8-1/2X11 GREEN 500/PKG 6 

PAPER BOND 8-1/2X11 PINK 500/PKG 6 

ECONOMY RING BOOK 2" GREY 6 

GENERIC BRAND PENSTYLE HIGHLIGH PINK 12BX 6 

BINDER RR CUSTOMIZER 1-1/2 BLACK 6 

S-PRINTY STAMP INK PAD RED 6 

PENTEL ENERGEL RETRACT GEL RED .7MM 6 

GENERIC BRAND STICK PEN MED BLACK 12BX 6 

ENV GOLDEN KRAFT 9-1/2X14-3/4 500BX 5 

ENV GOLDEN KRAFT 12X16 250/BX 5 

ENV GOLDEN KRAFT 10X13 500/BX 5 

BOX STORAGE ONE PC 12X10X15 25/PK 5 

LABELS LASER 1-3/4X 1/2 8000/BX WHT 5 

PORTFOLIO CLIP STYLE LEGAL BLACK 5 

COMFORTMATE ULTRA FINE BLUE 12/BX 5 

POST-IT 4X4 SUPER LINED BORA 3/PKG 5 

ENDURAGLIDE DRY ERASE MARKERS 4SET 5 

OXFORD POLY INDEX FOLDERS 5PK 5 

GENERIC BRAND 10OZ COMPRESSED AIR DUSTER 5 

BOOK TELEPHONE MESSAGE 5 

BADGE HOLDERS STRING 10/PKG 5 

POCKETS PROTECTIVE LTR CLEAR 10/PKG 5 
GENERIC BRAND RECYCLED STORAGE BOX 
12/CTN 4 

LABELS LASER 8-1/2X11 100/BX 4 

FILE FOLDER LGL REV GREY 100/BX 4 

FILE FOLDER LGL REV YELLOW 100/BX 4 

FILE FOLDER LEGAL REV VIOLET 100/BX 4 

FILE FOLDER HANGING LGL BLUE 25BX 4 

MERANGUE COLLAPSIBLE FILE LTR BLK 4 

SUREHOOK HANGING FILE PCKTS LTR 4PK 4 

FILE FOLDER LGL REV IVORY 100/BX 4 

WEEKLY DIARY 11X8-1/2 2018 BLK 4 
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BLUELINE NOTEPRO 9-1/45X7-1/4 BLK 4 

POSTFAX FILE GUIDES PB LTR A-Z 4 

TREND MARKER 12/BX 4 

PADS EASEL LINED BOND PAPER 24X36 4 

OXFORD LABELS YEAR 2017 500/BX 4 

PAPER BOND 8-1/2X11 GOLDENROD 500PK 4 

FASTENERS 2-3/4 2" CAPACITY 50/BOX 4 

TAPE PACKAGING 48MMX50M 6/PK 4 
GENERIC BRAND MULTPAK BALL PT MED 12BX 
BLK 4 

STICK PENS MED ASST. 50/TUB 4 

STAPLER ECONO FULL STRIP 4 

PARAMEDIC FABRIC BANDAGES REG 100PK 4 

GENERIC BRAND NOTEBOOK 9X7-1/4 192PG BLK 4 

TRODAT CARTRIDGE FOR 67004/4 BLK 4 

TRODAT CARTRIDGE FOR 67004/5 RED 4 

TWIN POCKET PORTFOLIO CLEAR 5/PKG 4 

DIXON TICONDEROGA PENCILS HB 12BX 4 

BUBBLE PACK RECYCLED 12X25 RL 4 

ACME LOOSE LEAF RINGS 1" 18/PKG 4 

INK ROLLER FOR CX-123 4 

MOUSE PAD 8-14X10-1/4 BLACK 4 

SAFCO COMBO STEEL DESK RACK 3 

QUARTET EURO MAG WHITEBD 36X48 3 

QUARTET EURO BULLETIN BOARD 36X48 3 

SWISSGEAR NOTEBOOK BACKPACK 15.6" 3 

SUPERSPOTS & SUPERSHAPES STICKERS 3 

DATER SELF INKING 5/32" 3 

FILE FOLDER LGL REV RED 100/BX 3 

NCR NEWSPRINT CONFER PAD 24X36 2BX 3 

STOREX MAG WALL PCKT LEGAL BLACK 3 

ENVELOPE KRAFT 9X12 24LB 100/BX 3 

QUICKFIT PRO VIEW BINDER 2"WHT 3 

AUREX 8 DIGIT DESKTOP CALCULATOR 3 

BLUELINE NOTEPRO COMP BOOK PURPLE 3 

GENERIC BRAND 2-HOLE PUNCH 3 

STAMP SPRINTY CONFIDENTIAL 3 

STAPLES 3/8" HEAVY DUTY FOR 2-60 3 

SEALS SECURITY PLAIN 100/PKG 3 

REINFORCEMENTS CLEAR 600/BX 3 

MERANGUE DESKTOP CALCULATOR 12-DIG 3 

TRODAT REPLACEMENT PAD BLUE/RED 3 

STAPLES HEAVY DUTY 5/8" 3 

LITERATURE HOLDER LEAFLET SIZE 3 
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WINNABLE STEEL BOOKENDS 5" BLK 3 

PILOT V7 ROLLER PEN .7MM BLK 2PK 3 

WESTCOTT ALUM WAVE RULER 12" 3 

WESTCOTT DESKTOP TAPE DISP BLACK 3 

GENERIC BRAND PAPER CLIPS #1 10BXS/PKG 3 

BRUSH WHITE BOARD 3 

BIC ROUND STIC PEN MED BLK 12BX 3 

OXFORD STASH-IT BINDER PCKT FROSTED 3 

GENERIC BRAND CLIPBOARD MASONITE LTR SIZE 3 

ACME MAGNETIC CLIPS 1-1/2" 2/PKG 3 

FILE POCKET EXPANDING LTR 5-1/4 3 

RULER 6" ACRYLIC 3 

EXPO 2 DRY ERASE MARKER BLACK 3 

FILE POCKET EXPANDING LTR 3-1/2 3 

REFILL BALLPOINT BLACK 3 

REMOVER STAPLE PINCH STYLE 3 

MOISTENER BOTTLE TYPE 3 

FOLDBACK CLIPS 9/16 12/BX 3 

ROOTS WOMEN NOTEBOOK SPINNER BLK 2 

ENV GOLDEN KRAFT 15X18 200/BX 2 

LABELS LASER 5X3-1/2 WHT 2 

HEADPHONES W/TRAVEL POUCH HP/NC-II 2 

BOARD BULLETIN ALUM. FRAME 36X48 2 

QUARTET EURO BULLETIN BOARD 18X24 2 

BROTHER P-TOUCH TAPE BLK ON WH 18M 2 

DESKTEX ECOTEX DESK PAD 20X36 CLR 2 

PENTEL ENERGEL PENS .7MM BLK 12BX 2 

EXTRA CAP LGL HANG FOLD 3" 25BX 2 

POSTFAX TAB INDEXES 1-100 WHITE 2 

GENERIC BRAND MESH FILE BOX LTR BLACK 2 

5.5 GAS CYLINDER 50MM 2 

TRODAT 4817 PRINTY DIAL-A-PHRASE 2 

GENERIC BRAND MESH 3-TIER DESK ORGANIZER 2 

TRODAT 4850/L PRINTY DATER RECEIVED 2 

DESKTOPPER LEGAL FILE BLACK 2 

ENVOPACK NUMBERED SEC SEALS 250PK 2 

FLOUR. YELLOW LASER LABELS 1X2-5/8 2 

FILE FOLDER HANGING LGL YELL 25BX 2 

FILE FOLDER HANGING LGL VIOLET 25BX 2 

FILE FOLDER HANGING LGL LTGRN 25BX 2 

FILE PORTAFILE DK TURQUOISE 2 

PAD DESK 19X24 PADDED PANELS BLACK 2 

BLUELINE NOTEBOOK 11" RULED 300PGS 2 
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BROTHER 12MM BLK ON WHT P-TAPE 2 

PAPER 24LB FL LEMON 11" 500/PKG 2 

GENERIC BRAND LASER LABELS 2-5/8X1 3000BX 2 

WESTCOTT IPOINT PENCIL SHARPENER 2 

LABELS LASER 1-3/4X1/2 2000/BX 2 

WALL CLOCK 12" ROUND RED 2 
GENERIC BRAND PERF PAD 11"CANARY 50SH 
10PK 2 

GENERIC BRAND MESH HANGING FILE LTR BLK 2 

STOREX FILE BOX ORGANIZER BLACK 2 

LETTS MODE NOTEBOOK 192PG BLACK 2 

BINDING 19R PLASTIC 1/2 BLK 100BX 2 

BINDING 19R PLASTIC 1/2 WHT 100BX 2 

POST-IT 4X6 YELLOW 3PKG 2 

BLUELINE VISTOR'S LOG BOOK 2 

POST-IT SUPER STICKY 3X3 5PK 2 

ULTRA QUICK LOAD D-RING 3" BLACK 2 

WINNABLE STEEL BOOKENDS 8" BLK 2 

PAPERMATE RT BALLPT MED BLK 12BX 2 

ACME WIRE DESK LGL BLACK 2 

KENSINGTON INSIGHT ADJ COPYHOLDER 2 

PURELL ADV HAND RUB PUMP 355ML 2 

MARKER PERM FINE BLACK 12/BX 2 

OXFORD LINEN REPORT COVERS 5PK BLK 2 

GENERIC BRAND 8-DIGIT DESKTOP CALC 2 

SCOTCH TAPE DISPENSER BLACK 2 

EMZONE AIR DUSTER 500 10OZ 2 

SOLO PLASTIC CUPS 10OZ 50/PKG 2 

LYSOL WIPES CITRUS SCENT 35/DISP 2 

CLIPSTYLE CLIPBOARD BLACK 2 

NET ZERO CARBON MO 22X17 BIL 2 

INDEX RAPIDEX 11X8-1/2 A-Z 2 

LABEL LETTER "T" 240PK 2 

SCOTCH INDOOR CARPET TAPE 1.5X42' 2 

CALENDAR DESK/WALL 21-3/4X16-1/4 2 

STOREX INCLINE SORTER BLACK 2 

GENERIC BRAND PRINTED TAB INDEXES A-Z 2 

PILOT V7 ROLLER PEN .7MM RED 2PK 2 

POST-IT DURABLE FILING TABS 2 

POST-IT FILING TABS 2" 4/PKG 2 

POST-IT FLAGS 3-PACK ASST 2 

KEY TAGS ASST COLOURS 20/PKG 2 

GENERIC BRAND MESH JUMBO ORG CUP BLACK 2 

PEN STICK SOFT GRIP BLUE 12/BX 2 
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GENERIC BRAND MINI FLAGS ASST 4/PKG 2 

ZEBREA JIMNIE PEN MED BLACK 2/PKG 2 

ZEBRA JIMNIE MED PEN BLUE 2/PKG 2 

BUS CARD REFILLS 11X8-1/2 5PK 2 

GENERIC BRAND MESH PENCIL CUP BLACK 2 

PAD DESK COVER CLEAR 19X24" 2 

UHU ENVELOPE SEALER 20GR 2 

FILE POCKET EXPANDING LGL 5-1/4 2 

GENERIC BRAND ULTRA SCISSORS 5" STRAIGHT 2 

RULER CLEAR ACRYLIC 12"/30CM 2 

GENERIC BRAND MESH PAPER CLIP HOLDER BLK 2 

PINS PUSH PLASTIC CLEAR 100/BX 2 

GENERIC BRAND RUBBER BANDS 1/4LB./BX 2 

GENERIC BRAND CORRECTION TAPE 12/BOX 2 

GENERIC BRAND GLUESTICK 40G 2 

RIBBON CALC UNIVERSAL BLK/RED 2 

GENERIC BRAND GLUE STICK 20G 2 

DYMO LABELWRITER 450 PRINTER 1 

QUARTET ECONOMY WHITE BD 48X72 1 

DYMO S100 MAILING SCALE 1 

QUARTET MAGNETIC WHITE BD 36X48 1 

SAFCO 6-TIER DESK TRAY BLACK 1 

ENVELOPES NAT KRAFT 15X18 250BX 1 

SAFCO STEEL COMBO DESK RACK 1 

ENVELOPES KRAFT 15X18 NAT 200/BX 1 

FELLOWES PRO DOCUMENT HOLDER 1 

GEMEX NAME BADGE STRING 100PK CLEAR 1 

ENV NAT KRAFT 7-1/2X10-1/2 500BX 1 

DYMO LETRATAG PLUS LT100T 1 

BOARD WHITE ECONOMY 36X48 1 

QUARTET EURO BULLETIN BOARD 24X36 1 

LABEL LASER 2-5/8X1 1 

EASEL PLAIN BOND 24X36 5PDS/BX*** 1 

DEFLECTO LIT HOLDER 4-TIER CLR 1 

STAPLER HEAVY DUTY 310HDS 150 SHTS 1 

VISION PUCK LED DESK LAMP 3W 1 

RHINOLIN II DESK PAD 17X24 BLACK 1 

DURACELL BATTERIES "9V" 12BX 1 

DESK PAD EASY-VUE 19X24 BLACK 1 

PILOT ERASEABLE .7MM BLUE 12BX 1 

PILOT ERASEABLE PEN .5MM BLUE 12BX 1 

PILOT ERASEABLE .5MM BLACK 12BX 1 

SORTER VINYL TAB 5 SORTS 1 
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DEFLECTO LITERATURE 4-TIER HOLDER 1 

PENTEL ENERGEL PENS .7MM VIO 12BX 1 

SWISSGEAR NOTEBOOK SLEEVE BLK GRY 1 

ARTISTIC DESK PAD 17X22 BLACK 1 

DURACELL BATTERY "9V" 4/PKG 1 

GENERIC BRAND BINDING COVERS CLEAR 100/BX 1 

CAMBRIDGE ZIPPER BINDER 1" BLACK 1 

GENERIC BRAND WALL CLOCK 14" 12/24 HR 1 

BROWNLINE COILPRO WEEKLY BLACK 1 

TRODAT PRINTY 4850 DATER PAID 1 

BAG CASH CBI TYPE 10X10X1 TOP ZIP 1 

DURACELL BATTERIES AA 20/PKG 1 

FILE FOLDER LGL REV ORANGE 100/BX 1 

FILE FOLDER LGL REV NAVY 1 

GENERIC BRAND MESH 3-TIER LTR TRAY BLK 1 

FILE VERTICAL LETTER DAILY 1 

DURACELL BATTERIES AAA 12/PKG 1 

BINDING 19R PLASTIC 3/4 WHT 100BX 1 

VERBATIM EARPHONES RED/BLACK 1 

FRAME SPEED LETTER OR LEGAL SIZE 1 

MESH FILE MAGNETIC LTR BLACK 1 

GENERIC BRAND MESH 5 SECT DESK SORTER BLK 1 

3M WRIST REST/MOUSE PAD W/ANTIMICRO 1 

FILE FOLDER HANGING LTR BLK 25BX 1 

FILE FOLDER HANGING LTR LT GRN 25BX 1 

RAPID F30 1/2 STRIP STAPLER BLK 1 

SHARPIE MARKER FINE TIP BLK 12BOX 1 

FLOORTEX DESK PAD 17X22 CLEAR 1 

MAPED ERGO DESK TRAY GREY 1 

LABEL LASER GENERIC BRAND 8-1/2X11 100/PK 1 

GENERIC BRAND LASER LABELS 4X2 1000/BX 1 

PAPERMATE FLEX BP MED BLUE 12BOX 1 

COMMAND MOUNTING HOOKS WHITE 6/PK 1 

LABELS INKJET 3-1/3X4 SHIPPING 1 

LABELS LASER 2-5/8X1 750/BX 1 

CAMBRIDGE TECH BUNGEE NOTEBOOK BLK 1 

HELIT DESK ORGANIZER BLUE 1 

TRAY LEGAL BLACK 2/PKG 1 

ELMER'S GLUE STICKS 8GM 24/PKG 1 

PLANNER DAILY 8X5 PINK 1 

KENSINGTON WRIST PILLOW BLACK 1 

MIRACLEBIND NOTEBOOK PURPLE 1 

TITANIUM NON-STICK SCISSORS 8" 1 
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BIC SOFTFEEL RT BP MED BLK 12BX 1 

FASTENER COMPRESSORS ONLY 100/BOX 1 

11X8-1/2X3" D-RING GREEN 1 

ACME  TITANIUM SCISSORS 1 

PAPER VELLUM IVORY 8-1/2X11 250/PK 1 

GENERIC BRAND DESKTOP COPYHOLDER 1 

POST-IT 3X3 RIBBON CANDY 1 

PAPERMATE RT BALLPT MED BLUE 12BX 1 

PAPERMATE RT BALLPT MED RED 12BX 1 

GEMEX X-LG PAGE PROTECTORS 50/BX 1 

GENERIC BRAND 3-HOLE ADJ PUNCH 1 

STANELY TAPE MEASURE 25' 1 

GENERIC BRAND ULTRA GEL ROLLER BLK 12/BX 1 

WOODS 6-OUTLET POWER STRIP WHITE 1 

DYMO LETRATAG TAPE BLUE 1 

DYMO LETRATAG TAPE WHITE 1 

BLUELINE NOTEPRO COMP BOOK BLACK 1 

BLUELINE NOTEPRO COMP BOOK BLUE 1 

BLUELINE NOTEPRO COMP BOOK RED 1 

BLUELINE NOTEPRO COMP BOOK GREEN 1 

MULTIPAK RUBBER STK PEN MED 25TUB 1 

ONYX RED MICRO UNIBALL 12BX 1 

EXPO MAG DRY ERASE MARKER 4/PK ASST 1 

EMOZONE SCREEN CLEANING WIPES 100PK 1 

FILE FOLDERS COLOURED LTR ASST 25BX 1 
GENERIC BRAND ULTRA NOTEBOOK 9X7-1/4 
192PG 1 

GENERIC BRAND 8-DIGIT DUAL POWER CALC 1 

DATER DIAL-A-PHRASE 1 

ICELAND ROTARY ORGANIZER 1 

GUIDES CARD A-Z 6X4" 1 

GENERIC BRAND INV TAPE 3/4 DISP 6/PK 1 

PAPERPOR NANO MINI STAPLER ASST 1 

WESTCOTT ULTRA SCISSORS 8" BLK 1 

ECONOMY RING BOOK 2" RED 1 

INKJOY 300RT BALL PEN BLUE 12BX 1 

OXFORD POLY INDEX DIV WHITE A-Z 1 

LETRATAG TAPE BLK ON WHT PAPER 1 

BUSINESS CARD WALLET LEATHER 1 

LABELS LETTER A 240/PK 1 

LABELS LETTER "J" 240/PK 1 

LABELS LETTER M 240/PK 1 

BIC MECH PENCIL .7MM 12/BX 1 

INKJOY 100RT PEN 12/BOX BLUE 1 
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WINNABLE EXP FILE LTR POLY 5/PKG 1 

PLATINUM MAGNETIC TAPE 1X120" 1 

MAPED ERGOLOGIC MAGNIFIER 1 

4N1 COLOURED MINI POST-IT FLAGS 1 

3M COMMAND STRIPS MINI HOOKS 6PK 1 

DESKTOP TAPE DISPENSER BLACK 1 

CLIP FOLDBACK 1-1/4" X 3/4"  1 

ULTR MECH PENCILS .7MM ASST 2PK 1 

POST-IT NOTES PAGE MARKERS 1 

TAPE MOUNTING 12.7MMX1.9M 1 

CARD BOX 5X3 400 CAP BLACK 1 

POST-IT MINI CUBE 2X2 UTLRA STRIPES 1 

EXPO WHITE BD CLEANER 8OZ 1 

MAP PINS ASST'D 100/PKG 1 

POST-IT SUPER STICKY FLOWER 2/PKG 1 

POST-IT APPLE DIE CUT 2PDS/PKG 1 

FRIXION REFILLS .5MM 2PK BLUE 1 

FRIXION REFILLS .5MM 2PK BLACK 1 

CLEARPOINT MECH PENCIL .7MM BLUE 1 

GENERIC BRAND UTILITY KNIFE W/SPARE BLADES 1 

REINFORCEMENT WHITE MYLAR 225/BX 1 

REFILL PAD CALENDAR JUMBO 1 

MAGNETS TRANSLUCENT ASST 6/PKG 1 

ARTLINE WHITEBOARD ERASER ASST 1 

GENERIC BRAND SLIDELOCK COVER BLACK 1 

HI-POLYMER LEADS 0.7MM 12/TUBE 1 

RULER FLEXIBLE PLASTIC 6"/15CM 1 
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RFS EXHIBIT A - PRICE QUOTE AND SUBMISSION FORM 
 

 
CONTENTS 

 
1. Name and Contact Information 3. Eligibility Requirements and Weighted Elements 
2. Price Quote 4. Submission Declaration 

 
 
 
PART 1: NAME AND CONTACT INFORMATION 
 
 
SUPPLIER’S NAME:  _______________________________________________________________ 

[Insert Supplier’s full legal name.  With corporate names, reference should be had to the articles of 
incorporation.  If the Supplier is a partnership or the Submission is a joint Submission, the full legal name of 
each partner or participant, as the case may be, should be inserted.] 

 

Address: Street: 
 

City: Province: 

Country: 
 

Postal Code: 

Telephone: 
 

Fax: 

E-mail: 
 

Web Address: 

Contact re this Submission:   
 

 
 
PART 2: PRICE QUOTE 
 
The Supplier hereby offers to complete the Work Requirements and Deliverables as set out in RFS 
Schedule B and the other obligations of the Supplier pursuant to the Contract for the following amounts: 
 

Description of each item Price per unit 
  
  
  

 
Notes: 
2.1 In terms of Awards, there shall be one Award. 
2.2 The Price Quote shall be valid and irrevocable for the period indicated in RFS section 6.2 and if an 

Award is made shall remain valid for the term of the Contract. 
2.3 Amounts are in Canadian dollars. 
2.4 Taxes are not included and are extra. 
2.5 Except as otherwise explicitly provided, amounts quoted include the cost of all permits, licenses, 

certifications, inspections, labour, equipment, tools, transportation, travel materials and supplies and 
any other incidentals required to complete the Work Requirements and Deliverables as outlined in 
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RFS Schedule B and the Supplier’s other obligations under the Contract and the Supplier shall not be 
entitled to charge the Health Unit any additional amounts. 

2.6 All discounts, rebates and refunds and all returns from sale of surplus materials and equipment in 
connection with the Work Requirements and Deliverables shall accrue to the Health Unit. 

2.7 In order to compare Price Quotes, the Health Unit shall evaluate the Sum Total of the pricing 
schedules RFS Exhibit B.  The lowest Sum Total will be assigned a score of 50 marks.  The 
remaining Sum Total amounts will be allocated points in accordance with the following formula: 
 
Lowest Rate 
       X 50 
       Rate      
 
Example: 
 

Proposal Price Proposal Ratio Score 
1 $100 $100/$100 = 1 50 
2 $120 $100/$120 = 0.833 42 
3 $150 $100/$150 = 0.666 33 
 Lowest = $100   

 
2.8  The Health Unit understands that not all Suppliers carry the same type of generic products, 

therefore it will be acceptable for the Supplier to quote an alternative product. Please make a 
notation on each item you are using an alternate.  

2.9 If the Supplier is not able to source the identical or alternate product, please leave the price blank 
and make a notation beside that item as “N/A” 

2.10 Suppliers must be able to fill and price at least 95% of the items in RFS Schedule C – Disclosure.  
If the Supplier is not able to do so, the Supplier shall be considered non-compliant and their 
Submission will receive no further consideration. 

2.11 In the event that a Supplier or Suppliers are not able to fill and price the identical or alternate items, 
those items identified as “N/A” will not be evaluated in RFS Exhibit A - Price Quote and Submission 
Form for any Supplier. 
 
Example:  
 
Supplier 1 can fill and price all items  
Supplier 2 cannot fill and price item #987  
Supplier 3 cannot fill and price items #987 & 986 
Supplier 4 cannot fill and price items #987 & 986 & 985 

 
 Items 987 & 986 & 985 will not be evaluated in RFS Exhibit A - Price Quote and Submission Form 

for any of the four Suppliers. 
 

 
PART 3: ELIGIBILITY REQUIREMENTS  
 
3.1 No Unacceptable Performance Risk (Eligibility Requirement).  The Supplier must provide 

information as outlined below.  This information, along with other information that may be obtained 
by the Health Unit, will be used by the Health Unit to assess whether or not the Supplier constitutes 
an unacceptable performance risk.  Note:  Suppliers who in the opinion of the Health Unit constitute 
unacceptable performance risks, will be considered ineligible to make a Submission or for an Award 
and their Submissions shall be disqualified. 
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(a) Criminal.  Has the Supplier or any of its directors or officers (if the Supplier is a corporation) 
ever been convicted of a Criminal Code offence for which a pardon has not been granted? 

 

□  No                                            □  Yes -  list, provide details and explain: 
______________________________________________ 
______________________________________________ 
______________________________________________ 
______________________________________________ 
Add additional lines if necessary↑ 

 
 
(b) Regulatory.  Within the last 3 years, is or has the Supplier been the subject of regulatory 

enforcement under any federal or provincial environmental, employment or labour standards, 
occupational health and safety, human rights, or other applicable regulatory legislation? 

 

□  No                                            □  Yes -  list, provide details and explain: 
______________________________________________ 
______________________________________________ 
______________________________________________ 
______________________________________________ 
Add additional lines if necessary↑ 

 
 
(c) Civil/Arbitration.  Within the last 3 years, is or has the Supplier been involved in any civil 

litigation or arbitrations, whether or not they settled prior to hearing? 
 

□  No                                            □  Yes -  list, provide details and explain: 
______________________________________________ 
______________________________________________ 
______________________________________________ 
______________________________________________ 
Add additional lines if necessary↑ 

 
 
(d) Contract Termination.  Within the last 3 years, is or has the Supplier withdrawn or had any 

contracts terminated prior to completion? 
 

□  No                                            □  Yes -  list, provide details and explain: 
______________________________________________ 
______________________________________________ 
______________________________________________ 
______________________________________________ 
Add additional lines if necessary↑ 

 
 
(e) No Conflict of Interest.  Suppliers must indicate if they have an actual, potential or 

perceived Conflict of Interest (see definition in RFS Schedule A – Interpretation) such as for 
example, involvement in preparing RFS Schedule B – Work Requirements and Deliverables. 

 

□  No Conflict of Interest                 □  Yes, Conflict of Interest – provide details and explain: 
                                                    ______________________________________________ 
                                                    ______________________________________________ 
                                                    ______________________________________________ 
                                                    ______________________________________________ 
                                                    ______________________________________________ 

Add additional lines if necessary↑ 
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(f) No Unfair Practice.  Suppliers must indicate if they have participated in any collusion, bid 

rigging or other unfair practice in connection with this RFS or in making a Submission.  
Without limiting the foregoing, collusion includes consulting, communicating, agreeing or 
making any arrangement with any person, whether or not affiliated with the Supplier, who 
could potentially make a Submission in response to this RFS regarding:  prices; methods, 
factors or formulas used to calculate prices; and/or the intention or not to make a Submission 
or make a non-compliant Submission. 

 

□  No unfair practice                      □  Yes, unfair practice -  provide details and explain:  
                                                    ______________________________________________ 
                                                    ______________________________________________ 
                                                    ______________________________________________ 
                                                    ______________________________________________ 
                                                    ______________________________________________ 

Add additional lines if necessary↑ 
 
 

(g) Required Resources.  Is there any reason to think that the Supplier may not have sufficient 
financial, human or other resources to undertake and complete the Work Requirements and 
Deliverables as required by the Contract? 

 

□  No                                            □  Yes -  provide details and explain: 
______________________________________________ 
______________________________________________ 
______________________________________________ 
______________________________________________ 
______________________________________________ 
Add additional lines if necessary↑ 

 
 

(h) Other Reason.  Is there any other reason to think that, in the event of an Award, the Supplier 
may not be able to undertake and fulfill its obligations under the Contract? 

 

□  No  Reason                              □  Yes, reason -  provide details and explain: 
______________________________________________ 
______________________________________________ 
______________________________________________ 
______________________________________________ 
______________________________________________ 
Add additional lines if necessary↑ 

 
 
 

3.5 Performance Capacity (Eligibility Requirement and Weighted Element). 
 

(a) Years in Business. Suppliers must indicate the number of years in continuous business in 
the space below.  Note:  If the Supplier has not had a minimum of 5 continuous years in 
business, the Supplier will be considered ineligible to make a Submission or for an Award 
and its Submission shall be disqualified. 

 
 The Supplier has been in continuous business for, _________ years. 

Insert years↑ 
 
(b) Executive Summary.  Suppliers should provide an executive summary (1 page maximum) 

about themselves below. 
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Add additional lines if necessary↑ 

 
 
(c) Relevant Experience.  Suppliers should describe experience relevant to the Work 

Requirements below.  Note:  the Health Unit may use the information provided to contact the 
clients to ask questions and seek comments about the Supplier.  Note:  Suppliers who do not 
demonstrate a minimum of 5 years’ experience within the last 5 years performing contracts of 
a similar type and size to the Contract contemplated by this RFS, will be considered ineligible 
to make a Submission or for an Award and their Submissions shall be disqualified. 

 
Description of Contract including length, 

key staff, and scope of work Purchaser 
Purchaser 

Contact incl. tel. 
$ Value 

Year 
 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

Add additional lines if necessary↑ 
 
 
(d) Qualifications.  Suppliers must indicate if they have the below noted qualifications.  Note:  

Suppliers who do not have the below noted qualifications, will be considered ineligible to 
make a Submission or for an Award and their Submissions shall be disqualified. 

 
(i) Suppliers should outline their qualifications and certifications. 

 

□  No, Supplier does not have                  □    Yes, the Supplier has the above- 
     the above-described qualifications.              described qualifications. 

 
 
(e) Ability to Manage Challenges.  Suppliers should outline their ability to manage challenges.  

In this regard, Suppliers should: 
(i) Outline information about the Supplier’s quality management program, if any. 
(ii) Provide a process map and a list of each team member’s role and responsibilities. 
(iii) Identify the risks associated with the performance of the Work Requirements which 

may impact quality, schedule and costs and identify the steps that will be used to 
mitigate those risks. 
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Add additional lines if necessary↑ 
 
(a) Other Value Added.  The Supplier should provide detail with respect to any value added 

elements that are included in the Supplier’s Submission.  Note:  If awarded a Contract, the 
Supplier will be contractually obligated to provide the value added elements identified. 
 
  
 
  
 
  
Add additional lines if necessary↑ 

 
 
PART 4: SUBMISSION DECLARATION 
 
 
I, _____________________________ certify and agree that: 
   insert individual name↑ 
 
4.1 I am the ________________________ (insert title) of the Supplier and as such have personal 

knowledge of the matters hereinafter set out or have made due inquiry and verily believe the matters 
set out in this Submission Declaration. 

 
4.2 The Supplier has, as of the date hereof, checked the Health Unit Website and reviewed all posted: 

(a) Minutes of any meeting. 
(b) Questions or clarification requests in relation to the RFS and the Health Unit’s responses 

thereto, if any. 
(c) Addenda to the RFS, if any. 

 
4.3 The Supplier has reviewed the RFS and understands its full meaning and intent. 
 
4.4 All information provided in connection with the Supplier’s Submission is true and complete in every 

respect. 
 

4.5 The Supplier undertakes to immediately notify the Health Unit in the event of any material change to 
any of the information contained in the Supplier’s Submission, including information contained in this 
certification. 
 
 

4.6 By making a Submission, the Supplier agrees that the Supplier shall be subject to the RFS and if an 
Award is made to the Supplier, the Supplier shall be bound by the terms of the Contract. 
 

4.7 I submit this Price Quote and Submission Form on behalf of the Supplier and I have full power and 
authority to bind the Supplier. 
 

 
 

________________________________________  Date: ___________________________ 
Signature 
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RFS EXHIBIT B – CONTRACT FORM 
 

 
The Contract Form follows on the next page. 
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CONTRACT 
This Contract is Dated the Award Date 

 
CONTENTS 

 
1.0 Content and Interpretation 10.0 Insurance 
2.0 Nature of Relationships 11.0 Privacy and Confidentiality 
3.0 Supplier Representations and Warranties 12.0 Monitoring and Evaluation 
4.0 Conditions to Contract 13.0 Stopping Work / Taking Out of Hands 
5.0 Work 14.0 Term and Termination 
6.0 Personnel 15.0 Miscellaneous 
7.0 Records  Contract Schedule A - Insurance 
8.0 Invoicing and Payments   
9.0 Indemnification   

 
BETWEEN: 
 
 

BOARD OF HEALTH FOR THE WINDSOR-ESSEX COUNTY HEALTH UNIT, (“Health Unit”) 
 

 -and- 
 
 

_________________________________________________________, (the “Supplier”) 
[Insert Supplier full legal name.  With corporate names, reference should be had to the articles of 
incorporation.  If the Supplier is a partnership or the Award was made on a joint submission, the full 
legal name of each partner or participant, as the case may be, should be inserted.] 

 
WHEREAS: 
 
A. The Health Unit issued RFS 18-03 – Office Supplies and the Supplier made a Submission in 

response to it. 
 
B. The Supplier has been selected for an Award by the Health Unit. 
 
C. This Contract documents the terms and conditions of the Award. 
 
 
NOW THEREFORE THE PARTIES AGREE AS FOLLOWS: 
 
1.0 CONTENT AND INTERPRETATION 
 
1.1 Interpretation.  The same interpretation provisions set out in RFS Schedule A – Interpretation, 

apply to this Contract, unless indicated otherwise or the context requires otherwise. 
 
1.2 Contract Content.  The following shall be incorporated into and form part of this Contract: 
 

(a) Documents by reference: 
(i) RFS.  RFS Schedule B – Work Requirements and Deliverables. 
(ii) Price Quote and Submission Form.  The Supplier’s completed Price Quote and 

Submission Form. 
(iii) Purchase Order.  Any Purchase Order issued by the Health Unit. 
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(b) Schedules: 

(i) Contract Schedule A – Insurance. 
 
1.3 Amendment.  No modification or amendment to this Contract may be made unless agreed to by 

each of the parties in writing, signed by either the Health Unit CEO or Corporate Services Director.  
The Supplier shall not be entitled to rely on amendments otherwise authorized. 

 
1.4 Entire Contract.  This Contract constitutes the entire agreement between the parties pertaining to 

the subject matter of this Contract and supersedes all prior contracts, understandings, negotiations 
and discussions, whether oral or written.  There are no conditions, warranties, representations or 
other contracts between the parties in connection with the subject matter of this Contract (whether 
oral or written, express or implied, statutory or otherwise) except as specifically set out in this 
Contract. 

 
1.5 Severability.  Any provision of this Contract which is prohibited or unenforceable in any jurisdiction 

shall, as to that jurisdiction, be ineffective to the extent of such prohibition or unenforceability and 
shall be severed from the balance of this Contract, all without affecting the remaining provisions of 
this Contract or affecting the validity or enforceability of such provision in any other jurisdiction. 

 
1.6 Conflict Between Provisions.  In the event of a conflict between different provisions of this 

Contract, including RFS Schedule B - Work Requirements and Deliverables, insofar as obligations 
on the part of the Supplier, the provision with the highest duty to perform as directed by the Health 
Unit shall prevail. 

 
 
2.0 NATURE OF RELATIONSHIPS 
 
2.1 Independent Supplier.  The parties acknowledge that the Supplier is an independent supplier and 

nothing in this Contract shall create an employer-employee, principal-agent or partnership 
relationship. 

 
2.2 Health Unit No Relationship with Supplier Agents and Subcontracting Arrangements.  Nothing 

in this Contract shall create any contractual relationship between the Health Unit and any agents or 
subcontractors of the Supplier. 

 
2.3 Other Suppliers.  The Health Unit reserves the right to award separate contracts to other suppliers 

and/or to perform work which is the subject matter of the Work Requirements and Deliverables with 
its own forces. 

 
 
3.0 SUPPLIER REPRESENTATIONS AND WARRANTIES 
 
3.1 By Supplier.  The Supplier hereby represents and warrants as follows: 
 

(a) Authority.  The Supplier exists and has full power, right and authority to enter into this 
Contract and perform its obligations hereunder. 
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(b) Accuracy of Information.  There has been no material change to any of the information set 
out in the Supplier’s Submission, or in connection with any process leading up to the RFS 
and all such information is true and complete. 

 
(c) No Infringement.  In fulfilling the Supplier’s obligations under this Contract, the Supplier will 

not infringe the rights of any third party. 
 
3.2 Report Changes.  The Supplier undertakes to immediately provide notice to the Health Unit if any of 

the above representations and/or warranties cease to be true during the currency of this Contract. 
 
3.3 Inaccurate Representations and Warranties.  In the event the Health Unit determines that a 

representation or warranty made by the Supplier is inaccurate or ceases to be true during the 
currency of the Contract, the Health Unit, without prejudice to any other rights or remedies that the 
Health Unit may have, shall be entitled to terminate the Contract as per Contract section 14.2 and 
indemnification as per Contract part 9 pursuant to which the Health Unit may, for example hold the 
Supplier liable for all losses, damages or costs suffered or incurred by the Health Unit as a direct or 
indirect result of the Supplier’s default including, but not limited to, any increase in the price over 
the Price Quote submitted by the Supplier to secure alternate performance. 

 
 
4.0 CONDITIONS TO CONTRACT 
 
4.1 Supplier Conditions.  This Contract is conditional on the Supplier fulfilling, within the time frame 

indicated in RFS section 6.2: 
 

(a) Fulfilment of Work Readiness Specifications.  The work readiness specifications set out 
RFS Schedule B – Work Requirements and Deliverables. 

 
(b) Additional.  Such additional items as the Health Unit may reasonably request to verify the 

Supplier’s representations and warranties as set out in Contract section 3.1. 
 
4.2 Failure to Fulfil Conditions.  In the event that the Supplier fails to fulfill the conditions itemized in 

Contract section 4.1 within the time frame required, the Health Unit at its discretion may waive the 
conditions or without prejudice to any other rights or remedies that the Health Unit may have, the 
Health Unit shall be entitled to terminate the Contract as per Contract section 14.2 and 
indemnification as per Contract part 9 pursuant to which the Health Unit may, for example hold the 
Supplier liable for all losses, damages or costs suffered or incurred by the Health Unit as a direct or 
indirect result of the Supplier’s default including, but not limited to, any increase in the price over 
the Price Quote submitted by the Supplier to secure alternate performance. 

 
 
5.0 WORK 
 
5.1 Perform Work.  The Supplier shall complete the Work Requirements and Deliverables as set out in 

RFS Schedule B in accordance with its Submission, the other provisions of this Contract, and any 
reasonable directions given from time to time by the Health Unit. 

 
5.2 Submission not to be an Excuse for Non-Performance.  Nothing in the Supplier’s Submission 

shall constitute an excuse or justification for any non-performance of the terms of this Contract.  The 
Supplier is liable to complete all Work Requirements and Deliverables and all other Contract 
obligations. 
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5.3 Title.  Upon delivery and acceptance of any goods or products and/or installation of any materials, 
equipment or other items pursuant to this Contract, such goods or products, materials, equipment or 
items shall become the property of the Health Unit.  Until then, they shall be and remain at the risk of 
the Supplier. 

 
5.4 Intellectual Property.  All work related product and all intellectual property, including all legal, 

equitable and moral rights developed or produced by the Supplier or in any way arising in 
connection with the Work Requirements and Deliverables, shall immediately upon coming into 
existence be owned by and vest in the Health Unit.  The Supplier waives and shall ensure that the 
Supplier’s employees, subcontractors, and subcontractors' employees waive, in favour of the Health 
Unit, all moral rights in respect of the Work.  The Health Unit hereby grants a non-exclusive license 
to the Supplier to use the intellectual property in future work undertaken by the Supplier. 

 
5.5 No Liens.  The Supplier shall not permit, nor cause anything to be done to the sites for Work which 

would allow any lien, lis pendens, judgment or certificate of any court or any mortgage, charge or 
encumbrance of any nature whatsoever to be imposed upon or to remain upon any one or more of 
the sites for Work.  In the event of notice or registration of any of the foregoing encumbrances, the 
Supplier shall, at its own expense, immediately cause the same to be discharged failing which and 
without prejudice to any other rights or remedies that the Health Unit may have, the Health Unit shall 
have the right to set off an amount to completely satisfy such encumbrance (including any legal fees 
and charges) against any amounts due to the Supplier. 

 
5.6 Changes to Work Requirements and Deliverables by the Health Unit.  The Health Unit shall be 

entitled to make changes to RFS Schedule B - Work Requirements and Deliverables, including any 
reduction of or addition, in accordance with the following: 

 
(a) Notice by the Health Unit.  The Health Unit shall provide notice to the Supplier of any such 

contemplated changes and effective timing. 
 

(b) Responding Notice by Supplier.  Within forty-eight hours of receipt of the notice referred to 
in Contract subsection 5.6(a), the Supplier shall provide notice of any pricing increases or 
decreases that will result from the changes contemplated and indicating any issues that the 
contemplated timing may present.  The Supplier shall be required to use its best efforts to 
accommodate the Health Unit’s contemplated timing.  The Supplier shall only be entitled to 
charge the Health Unit additional amounts if the Supplier can demonstrate that such changes 
result in increased costs to the Supplier.  Where increased costs can be demonstrated, then 
price increases shall be based upon the original price structure for the Work Requirements 
and Deliverables but in no event shall the increases be higher than market values.  In the 
event the changes result in decreased costs to the Supplier, such reduction shall be passed 
on to the Health Unit. 

 
(c) Issuance of Change Directive.  If the Health Unit wishes to proceed with the contemplated 

changes after receiving the Supplier’s responding notice referred to in Contract subsection 
5.6(b), then the Health Unit shall issue a change directive to the Supplier.  If the Health Unit 
wishes to proceed but disputes the timing issues or price increases or decreases noted in the 
Supplier’s responding notice referred to in Contract subsection 5.6(b), then the Health Unit 
shall indicate in the change directive that it will be submitting the matter to arbitration and the 
parties shall cooperate in accordance with the following: 
(i) Arbitrator.  The dispute shall be determined by a single arbitrator.  If the parties cannot 

agree upon an arbitrator within ten days from the receipt of the change directive, then 
an arbitrator shall be appointed by a Judge of the Ontario Court (General Division) 
upon application of any of the parties. 

(ii) Conduct of Arbitration.  Arbitration shall proceed in accordance with the provisions of 
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the Ontario Arbitrations Act.  The decision arrived at by the arbitrator shall be final and 
binding and no appeal shall lie therefrom. 

Pending arbitration, the parties shall implement the change directive and reconcile any 
differences in accordance with any arbitration order once such order is made.  The Supplier 
shall not undertake any changes to RFS Schedule B - Work Requirements and Deliverables 
if it has not received a change directive from the Health Unit. 

 
5.7 Changes to Work Requirements and Deliverables by Supplier.  The Supplier shall not make any 

changes to the Work Requirements without the prior written approval of the Health Unit. 
 
5.8 Report Errors.  If the Supplier discovers anything in connection with the Work Requirements and 

Deliverables or otherwise about the Contract that is incomplete, contains internal inconsistencies, 
does not align with legal requirements or site conditions or otherwise appears not to have been 
contemplated, the Supplier shall immediately advise the Health Unit verbally and in accordance with 
the notification provisions of this Contract. 

 
5.9 Uncontemplated Circumstances.  Circumstances which arise which are not contemplated by this 

Contract and which involve a change to the Work Requirements and Deliverables, shall be 
addressed as per Contract section 5.6, except that the Supplier shall not be entitled to charge the 
Health Unit any additional amounts if the Supplier knew or ought reasonably to have known about 
the circumstances prior to Closing and failed to report the same to the Health Unit. 

 
5.10 Delays.  If progress on the Work Requirements and Deliverables is behind schedule or likely to 

become behind schedule, the Supplier shall immediately notify the Health Unit of the same and 
subject to any direction from the Health Unit, shall take such steps as are necessary to recover the 
schedule.  The Supplier shall have no right against the Health Unit for damages, costs, expenses or 
loss of profits due to delay. 

 
5.11 Non-conforming.  In the event the Supplier’s completion or progress towards the Work 

Requirements and Deliverables does not conform to the requirements of this Contract, including 
damage not contemplated by this Contract, the Supplier shall take such remedial action as may be 
directed by the Health Unit within such time frames as directed by the Health Unit.  Nothing in this 
provision shall be construed as in any way waiving or limiting any other rights or remedies that the 
Health Unit may have.  For example, the Health Unit may choose alternate means to effect remedial 
action, which in the Health Unit’s discretion may or may not include the Supplier. 

 
 
6.0 PERSONNEL 
 
6.1 Supplier Personnel Not Employees of the Health Unit.  All personnel involved in the completion 

of the Work Requirements and Deliverables and fulfillment of the Supplier’s other obligations 
pursuant to this Contract shall be under the control and direction of the Supplier and shall not be 
employees or agents of the Health Unit. 

 
6.2 Health Unit Entitlement to Object to Specific Personnel.  The Health Unit shall at any and all 

times and in its sole discretion be entitled to object to any specific personnel entering onto the 
Health Unit premises (interior or exterior) in which case the Supplier shall ensure that such 
personnel do not so enter. 

 
6.3 Subcontracting Arrangements.  The Supplier shall not enter into any Subcontracting 

Arrangements in the completion of the Work Requirements and Deliverables, other than as indicated 
in its Submission and in connection therewith, the Supplier shall require such subcontractors not to 
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do or omit to do anything that would be a breach of this Contract and the Supplier shall remain fully 
responsible for all Subcontracting Arrangements. 

 
 
7.0 RECORDS 
 

7.1 Access and Audit.  During the period in which they are required to be kept, the Supplier shall 
provide to the Health Unit any records requested within two days of any such request by the Health 
Unit.  Further, the Health Unit and its authorized representatives, at all reasonable times during 
regular business hours and without notice, may conduct a financial or operational audit, investigation 
or other form of review of the Supplier to confirm the Supplier’s fulfilment of its obligations under this 
Contract, and for these purposes, the Health Unit and/or its authorized representatives, may inspect 
and copy any records in the possession or under the control of the Supplier which relate to the 
obligations of the Supplier under this Contract.  The Supplier’s obligations under this section shall 
survive any termination of this Contract. 

 
 
8.0 INVOICING AND PAYMENTS 
 
8.1 Invoices for Work Requirements and Deliverables.  Invoicing and payments on account of the 

Work shall be in accordance with the following: 
(a) The amounts invoiced shall be in accordance with the Supplier’s Price Quote.  Subject to 

Contract section 5.5, the Supplier shall not be entitled to charge the Health Unit for any 
additional amounts. 

(b) The Supplier shall submit invoices to the Health Unit monthly, within seven days of the 
beginning of each month during the currency of this Contract, not in advance.  The Supplier 
shall only invoice for in proportion to the amount of Work completed.  For example, if only ten 
per cent of the Work has been completed, the Supplier may only invoice for ten per cent of 
the total amount of its Price Quote. 

(c) Invoices shall be in paper or electronic format and include the following information: 
(i) Name of the Supplier. 
(ii) Name of the Health Unit. 
(iii) Date of Invoice. 
(iv) Purchase Order number. 
(v) Description of activities including who, what, when, where and for how long. 
(vi) Invoice amount with applicable taxes shown separately. 
(vii) Attached copies of any certificates, inspection reports or other relevant documentation 

pertaining to that portion of the Work invoiced. 
(viii) Material details of any outstanding or threatened disputes or claims that the Supplier 

may have vis-à-vis the Health Unit or any Subcontracting Arrangements. 
(ix) Such other information as may from time to time be reasonably requested by the 

Health Unit. 
(d) Subject to Contract sections 8.2 and 8.6, the Health Unit shall pay invoices within forty-five 

days of receipt of the same, providing they are in accordance with this Contract and there is 
no other dispute regarding the invoice or question about the performance of the Work or the 
Supplier’s other obligations under this Contract. 

 
8.2 Holdbacks.  Payments under this Contract shall be subject to the following holdbacks: 

(a) Any statutory holdback entitlements or requirements.  The Supplier shall make such 
applications, publications, certifications and declarations as reasonably requested by the 
Health Unit in conjunction with the Health Unit fulfilling its statutory holdback responsibilities, 
including any release of holdbacks, such as for example a statement that no written notice of 
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liens have been received by the Supplier. 
(b) Hold back amounts equal to a reasonable estimate of the cost to the Health Unit of rectifying 

any part of the Work that does not conform to the Contract requirements (whether in respect 
of that part of the Work to which the invoice pertains or otherwise) until such time as the 
deficiencies have been addressed to the Health Unit’s reasonable satisfaction. 

 
8.3 No Other Payments.  The Health Unit shall not be required to make and the Supplier shall not be 

entitled to receive any payments from the Health Unit except as expressly set out in this Contract. 
 
8.4 Dispute Regarding Payment.  In the event that the Supplier disputes the amount of payment made 

by the Health Unit in respect of any invoice submitted, the Supplier shall provide written notice to the 
Health Unit of such dispute within sixty days after payment becomes due and/or refusal to pay by 
the Health Unit.  In the event the Supplier fails to provide such written notice, the Supplier shall not 
be entitled to pursue its claim and the Health Unit shall be deemed to have satisfied any and all 
obligations that it may have in respect of the invoice to which the dispute relates. 

 
8.5 Overpayments.  The Supplier shall forthwith, upon becoming aware of any overpayment by the 

Health Unit, return such overpayment to the Health Unit. 
 
8.6 Right of Setoff in Favour of Health Unit.  The Health Unit shall be entitled to set off any amounts 

owing from the Health Unit to the Supplier against any amounts from time to time owing from the 
Supplier to the Health Unit. 

 
8.7 Payment Not Acceptance.  No payment by the Health Unit for invoices rendered by the Supplier 

shall constitute acceptance of any portion of the Work Requirements and Deliverables which is not 
in accordance with the terms and conditions of this Contract, nor shall any such payment be 
construed as acceptance by the Health Unit of deficient work. 

 
8.8 Payment Terms.  Payment terms are Net 30 Days. 

 
 
9.0 INDEMNIFICATION 
 
9.1 Indemnity by Supplier in Favour of the Health Unit.  The Supplier shall indemnify and hold 

harmless the Health Unit, its directors, officers, employees, agents and the heirs and assigns of the 
aforementioned persons or bodies, from and against all liabilities, losses, costs, sums, damages, 
expenses, obligations, demands, suits, claims, actions and other proceedings (including legal, 
accounting and other professional fees and charges), whether direct, indirect or consequential 
suffered or incurred by any one or more of them by reason of: 
(a) any inaccuracy in any information given by the Supplier or representation or warranty made 

by the Supplier to the Health Unit; 
(b) any negligent acts or omissions of the Supplier or those for whom the Supplier is responsible, 

including employees, other agents and subcontractors; 
(c) default, breach or violation of the terms of this Contract by the Supplier or those for whom the 

Supplier is responsible, including employees, other agents and subcontractors; 
(d) taking work out of the Supplier’s hands pursuant to Contract section 13.2; and/or 
(e) any early termination of the Contract for cause. 

 
For greater clarity, the foregoing indemnity obligations are not limited to third party losses and 
specifically include the first party losses of the Health Unit.  Further, it is noted that work is often 
funded with third party funds such as government grants, which funding is often conditional, such 
as timing for completion for example.  If funding conditions are not met due to any of the reasons 
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listed above, any associated funding losses are intended to be recoverable pursuant to the within 
indemnity obligation. 

 
9.2 Supplier to Advance Expenses.  In connection with and as part of the indemnity granted in 

Contract section 9.1, the Supplier shall advance to such person(s) indemnified within seven days of 
a request or requests from time to time by such person(s) such amounts as are reasonably 
necessary for such person(s) to defend her/him/itself/themselves against any threatened or pending 
suit, claim, action or other proceeding (including any appeal therefrom) whether civil, criminal, 
administrative or investigative in nature or to satisfy any liabilities, losses, costs, sums, damages, 
expenses and/or obligations. 

 
9.3 Health Unit Control of its Defence.  Notwithstanding any indemnity obligation of the Supplier, the 

Health Unit shall be entitled to control any defence of itself. 
 
 
10.0 INSURANCE 
 
10.1 WSIB Clearance Certificate or Equivalent.  Neither the Supplier nor its personnel or agents are 

covered by the Health Unit under the Ontario Workplace Safety and Insurance Act S.O. 1997, c.16, 
Sch. A. and the Supplier shall be responsible for and shall pay all applicable dues and assessments 
payable under that Act.  If the Supplier is required to be or otherwise is a Workplace Safety and 
Insurance Board registrant, the Supplier shall deliver to the Health Unit a copy of its clearance 
certificate as per as per RFS Schedule B – Work Requirements and Deliverables, part 2 – 
Readiness Specifications and shall further deliver to the Health Unit from time to time new clearance 
certificates, at least fifteen days prior to the expiry of the last clearance certificate provided to the 
Health Unit or otherwise as requested by the Health Unit.  If the Supplier is not required to be and is 
not a Workplace Safety and Insurance Board registrant, then the Supplier shall at any time and from 
time to time deliver to the Health Unit an explanation and evidence in that regard as requested by 
the Health Unit. 

 
10.2 Other Types and Amounts.  The Supplier shall carry and maintain insurance as set out in Contract 

Schedule A and such additional insurance as may reasonably be required from time to time by the 
Health Unit. 

 
10.3 Certificates and Full Policies.  The Supplier shall deliver to the Health Unit a certificate of 

insurance providing full details of its insurance coverage as per Contract subsection 4.1(c) and shall 
deliver to the Health Unit from time to time new certificates of insurance, at least fifteen days prior to 
the expiry of any insurance indicated in the last certificate of insurance provided to the Health Unit 
and from time to time as requested by the Health Unit.  Further, the Supplier shall deliver the full text 
of such insurance policies from time to time as requested by the Health Unit.  The Health Unit does 
not assume responsibility for the adequacy of any insurance pursuant to this Contract. 

 
10.4 Notice of Claims.  In the event that a person is injured and/or events occur through or connected 

with the Supplier’s completion of the Work Requirements and Deliverables or fulfillment of the 
Supplier’s other obligations under this Contract, which could form the basis of a claim, the Supplier 
shall forthwith deliver notice of the same to the Health Unit. 

 
 
11.0 PRIVACY AND CONFIDENTIALITY 
 
11.1 Collection, Use and Disclosure.  For the purposes contemplated by this Contract, the Supplier 

consents to the collection, use and disclosure by the Health Unit of all information contemplated by 
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this Contract.  To the extent such information constitutes personal information of individuals, the 
Supplier shall provide notice to and obtain the requisite consents of such individuals. 

 
11.2 Privacy and Access to Information Laws.  The Supplier acknowledges that the collection, use and 

disclosure of information contemplated by this Contract is subject to applicable privacy and access 
to information legislation, including MFIPPA. 

 
11.3 Confidentiality.  In the completion of the Work Requirements and Deliverables and fulfillment of the 

Supplier’s other obligations under this Contract, it is possible that the Supplier may obtain access to 
certain Health Unit proprietary and confidential information, including information about the Health 
Unit operations, processes, methods, practices, know-how, statistics, financial information, 
education materials, plans and/or forecasts.  The Supplier acknowledges that such information is 
confidential information and undertakes to treat confidentially all such information and not to disclose 
it to any third party or to use it for any purpose, either during the currency of this Contract or 
thereafter, except as may be necessary in the performance of the Work and fulfillment of the 
Supplier’s other obligations under this Contract or unless otherwise required by law. 

 
11.4 Supplier to Give the Health Unit Notice of Any Disclosure.  In the event that the Supplier is 

required by law to disclose to a third party any Health Unit confidential information, the Supplier shall 
provide prior written notice of any such disclosure to the Health Unit. 

 
11.5 Third Party Communications.  The Supplier shall not make any communications to any third 

parties about the Health Unit, the Work and/or this Contract, whether or not such communications 
involve confidential information, without the prior written consent of the Health Unit. 

 
 
12.0 MONITORING AND EVALUATION 
 
12.1 Health Unit May Monitor.  The Health Unit and its authorized representatives shall be entitled but 

not obligated to monitor, assess and evaluate the Supplier’s performance of this Contract in 
accordance with Contract section 7.2 and otherwise as the Health Unit deems appropriate and the 
Supplier shall reasonably cooperate in all such efforts. 

 
12.2 Performance Evaluation May Impact Eligibility for Future Purchasing Activities.  Supplier 

Contract performance evaluation information may be considered by the Health Unit in any Supplier 
prequalification and rating process that the Health Unit may implement and/or any future request for 
submission or proposal or other purchasing activity by the Health Unit.  Without limiting the 
generality of the foregoing, in the event of default or poor performance of the Work or other 
obligations under this Contract, the Health Unit shall be entitled to remove the Supplier from any list 
of prequalified Suppliers or change its rating or disqualify any future submission by the Supplier in 
connection with any Health Unit purchasing activity. 

 
 
13.0 STOPPING WORK / TAKING OUT OF HANDS 
 
13.1 Stopping Work.  The Health Unit may at any time and from time to time in its sole discretion, and 

subject to such directions the Health Unit deems appropriate, stop and suspend the Supplier’s 
performance of the Work Requirements and Deliverables for a specified or unspecified time by 
notice to the Supplier, in which case the Supplier shall immediately stop in accordance with any 
directions made by the Health Unit. 

 
13.2 Taking Work Out of Supplier’s Hands.  If the Supplier defaults or is, in the opinion of the Health 

Unit, likely to default in the performance of any or all of the Work Requirements and Deliverables, 
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including timing of Work, even if the default is minor or immaterial, the Health Unit, without notice to 
the Supplier, may but shall not be obligated to carry out all or any part of the Work Requirements 
and Deliverables either directly or indirectly and through such means as the Health Unit sees fit.  
Such taking of the Work or any part thereof from the Supplier’s hands shall not operate to relieve or 
discharge the Supplier from any of its obligations pursuant to this Contract.  Moreover, the Health 
Unit shall be entitled to indemnification as per Contract part 9 and to hold back as per Contract 
subsection 8.2(b) and set off as per Contract section 8.6, without prejudice to any other rights or 
remedies that the Health Unit may have. 

 
13.3 Supplier Obligation to Facilitate.  In the event that the Health Unit stops performance of any or all 

of the Work Requirements and Deliverables or takes it out of the Supplier’s hands, the Supplier shall 
cooperate and do all things necessary to maintain safety, avoid disruption and facilitate smooth 
transition as directed by the Health Unit, including making any materials and equipment reasonably 
available to the Health Unit. 

 
 
14.0 TERM AND TERMINATION 
 
14.1 Term.  Subject to early termination, the term of this Contract shall commence on the date the Award 

is made to the Supplier and shall end when the Work Requirements and Deliverables are fully 
completed in accordance with this Contract. 

 
14.2 Early Termination by the Health Unit for Cause.  The Health Unit shall have cause and the option 

to terminate this Contract without liability, damage, cost or further obligation to the Health Unit, as 
follows: 

 
(a) Inaccurate Representation and Warranty.  If the Health Unit determines that a 

representation or warranty made by the Supplier pursuant to Contract section 3.1 is 
inaccurate, the Health Unit shall have the option to terminate this Contract immediately upon 
notice to the Supplier. 

 
(b) Material Default.  If the Supplier is in default of a material obligation under this Contract, 

including:  a failure to satisfy the conditions of this Contract; a breach of any applicable legal 
requirement; invoicing for Work that has not been completed; and/or a failure to maintain 
insurance or provide a Workplace Safety Insurance Board Certificate or certificate of 
insurance as required, the Health Unit shall have the option to terminate this Contract 
immediately upon notice to the Supplier. 

 
(c) Other Default.  If the Supplier fails to carry out any of its obligations in accordance with this 

Contract and further fails to remedy such default within seven days from having received 
notice from the Health Unit, the Health Unit shall have the option to terminate this Contract 
immediately upon notice to the Supplier. 

 
(d) Underperformance.  If the Supplier has repeatedly (three or more times) been put on notice 

of default in the performance of any of its obligations (whether the same or different 
obligations and whether material or not) pursuant to this Contract, then notwithstanding any 
remedial action taken by the Supplier, the Health Unit shall have the option to terminate this 
Contract immediately upon notice to the Supplier. 

 
(e) Cross Default.  If the Supplier is in default on another Contract with the Health Unit entitling 

the Health Unit to terminate that other Contract, the Health Unit shall have the option to 
terminate this Contract immediately upon notice to the Supplier. 
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(f) Criminal Offence.  If the Supplier, a director of the Supplier, and/or any key personnel of the 
Supplier is/are convicted of a Criminal Code offence, the Health Unit shall have the option to 
terminate this Contract immediately upon notice to the Supplier. 

 
(g) Insolvency.  If the Supplier is or becomes insolvent, the Health Unit shall have the option to 

terminate this Contract immediately upon notice to the Supplier. 
 

14.3 Consequences of Termination.  In the event of termination: 
 

(a) Supplier to Facilitate Transition.  The Supplier shall cooperate and do all things necessary 
to maintain safety, avoid disruption and to facilitate a smooth transition as directed by the 
Health Unit. 

 
(b) Confidential Information.  The Supplier shall return all confidential information in the 

Supplier’s possession. 
 

(c) Indemnity Obligations.  The Supplier shall fulfil all indemnity obligations as may be 
applicable. 

 
(d) Survival.  Notwithstanding any other provision, the indemnity obligations set out in Contract 

part 9 and any other provisions under this Contract which by their terms or nature survive 
termination, shall survive the expiry or other termination of this Contract and continue in full 
force and effect. 

 
 
15.0 MISCELLANEOUS 
 
15.1 Communications. 
 

(a) Unless otherwise expressly provided, all notices, requests, demands or other 
communications required or permitted to be given by one party to another shall be given in 
writing by personal delivery, by mailing the same by prepaid mail, or sent by facsimile or 
email as follows: 

 
To the Health Unit: If by personal delivery or prepaid mail to: 

 
   Windsor-Essex County Health Unit 
   1005 Ouellette Avenue 
   Windsor, ON, N9A 4J8 
   Attention: Amy Wolters 

 
   If by facsimile or email to: 

 
   Facsimile: (519) 258-6003 
   Email:  awolters@wechu.org 

 
To the Supplier: To the Supplier’s address as set out in the Supplier’s Submission Form 

 
Attention:  to the attention of the contact person as set out in the 
Submission Form 

 
Facsimile: to the attention of the contact person as set out in the 

Supplier’s Submission Form 
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Email:  to the attention of the contact person as set out in the 
Supplier’s Submission Form 

 
or at such other address as may be given by any one of them to the other in writing as 
aforesaid from time to time, and such notices, requests, demands, acceptances and other 
communications shall be deemed to have been given and received as follows: 

 
(i) if made by personal delivery, when delivered; 

 
(ii) if sent by prepaid mail, on the fourth business day following the date of mailing; 

 
(iii) if transmitted by facsimile, twenty-four hours after the time of sending; or 

 
(iv) if transmitted by email, twenty-four hours after the time of sending. 

 
In the event of disruption of normal postal service, notice may be made by delivery, facsimile 
or email only.  The Supplier is put on notice that it is not entitled to rely on communications 
with respect to this Contract made any other way than as indicated above. 

 
(b) Time for Response to Health Unit Communications.  The Supplier shall respond to all 

Health Unit communications within twenty-four hours.  Responses shall include such content 
as may reasonably be requested by the Health Unit. 

 
 
15.2 Waiver.  A waiver of any default, breach or non-compliance under this Contract is not effective 

unless in writing and signed by the party to be bound by the waiver.  No waiver shall be inferred from 
or implied by any failure to act or delay in acting by a party in respect of any default, breach or non-
observance or by anything done or omitted to be done by the other party.  The waiver by a party of 
any default, breach or non-compliance under this Contract shall not operate as a waiver of that 
party’s rights under this Contract in respect of any continuing or subsequent default, breach or non-
observance (whether of the same or any other nature). 

 
15.3 Successors and Assigns.  The Supplier may not assign or transfer, whether absolutely, by way of 

security or otherwise, all or any part of the Supplier’s rights or obligations under this Contract 
without the prior written consent of the Health Unit.  Any amalgamation or change of control of the 
Supplier shall be deemed to be an assignment.  This Contract shall enure to the benefit of, and be 
binding on, the parties and their respective successors and permitted assigns. 

 
15.4 Remedies.  Notwithstanding any other provision, any particular entitlement, right or remedy of the 

Health Unit provided for in this Contract does not preclude the Health Unit from any other 
entitlement, right or remedy available at law or otherwise and further, no right or remedy is exclusive 
or dependent on any other entitlement, right or remedy and the Health Unit may exercise any one or 
more of its entitlements, rights or remedies independently or in combination, such rights, 
entitlements or remedies being cumulative and not alternative. 

 
 

IN WITNESS WHEREOF this Contract has been executed. 
 
 

BOARD OF HEALTH FOR THE WINDSOR-ESSEX COUNTY HEALTH UNIT 
 
PER:             
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 I have the authority to bind the corporation. 

 
 

SUPPLIER:            
Insert Supplier full legal name.  With corporate names, reference should be had to the articles of 
incorporation.  If the Supplier is a partnership or the Submission is a joint submission, the full legal name 
of each partner or participant as the case may be should be inserted. 

 
PER:              

 
PER:              

 
 I/We have authority to bind the corporation. 

 
If Supplier is a: Individual who Should Sign 
corporation authorized signing officer 
sole proprietorship the proprietor 
partnership/joint submission each of the partners/participants 
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CONTRACT SCHEDULE A – INSURANCE 
 

 
1. The Supplier shall keep in force for the duration of the Contract the following insurance: 
 

(a) General liability coverage of not less than $5,000,000 per incident or occurrence, including 
the following: 
(i) completed operations coverage; 
(ii) owner’s protective coverage; 
(iii) contractual coverage; 
(iv) non-owned automobile coverage; 
(v) deductible amount of not greater than 1,000 per incident or occurrence; and 
(vi) being primary coverage pursuant to which the insurer is acting as first loss insurer 

against the risk covered and not excess to any other insurance available to the 
additional named insured. 

 
(b) Third party liability coverage of not less than $5,000,0000 on all motor vehicles used in the 

performance of the Contract. 
 
2. All insurance policies shall be issued by an insurer licensed to carry on insurance business in the 

Ontario. 
 
3. All insurance policies shall name the Health Unit as an additional insured. 
 
4. All insurance policies shall contain provisions waiving subrogation against the named insured and 

contain cross liability provisions as between the named insured and for the severability of their 
interests. 
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RFS EXHIBIT C – ENVELOPE LABEL 
 

 
Instructions:  Complete the information indicated on the below label. 

 Cut out label along dotted lines and affix label to Submission envelope. 
 Ensure mandatory Submission content is included in the envelope (see RFS 

section 7.4): 
 Price Quote and Submission Form. 
 Contract. 

 Submit to the Health Unit by Closing deadline (see RFS section 6.2). 
 

 
 
 

 

TO: WINDSOR-ESSEX COUNTY HEALTH UNIT 

 1005 OUELLETTE AVENUE 
 WINDSOR, ON, N9A 4J8 
 
 ATTENTION: Amy Wolters 
 
 
FROM: Supplier name:   
 
 Full address:   

    

    

 
 Contact name:   
 
 Contact phone number:   
 
 Contact fax number:   
 
 Contact e-mail address:   
 
 
RE: SUBMISSION 
 RFS 18-03 – Office Supplies 
 

 


