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1. INTRODUCTION 

1.1. Invitation to Proponents 

The Town of The Pas (the “Town”) invites qualified and experienced proponents to submit 
proposals for the supply, implementation, and ongoing support of a comprehensive Human 
Resources Information System (HRIS). The Town seeks a modern, scalable, cloud-based solution 
to streamline HR operations. This RFP is issued in accordance with applicable municipal 
legislation, procurement best practices, and trade agreement obligations in the Province of 
Manitoba. 

1.2. Town of The Pas 
A community of approximately 5,600 residents, The Pas is in northern Manitoba along highway 
10. Known as "The Gateway to the North", The Pas is a multi-industry northern Manitoba town 
serving the surrounding region. The main components of the region's economy are agriculture, 
forestry, commercial fishing, tourism, transportation, and services (especially health and 
education). 

1.3. Background 
The Town is seeking to modernize and streamline its human resources processes through the 
implementation of a centralized HRIS. Current HR processes involve a combination of manual, 
paper-based, and fragmented digital systems. The proposed HRIS will support operational 
efficiency, compliance, data integrity, employee self-service, and improved decision-making. 

1.4. Definitions 
• Town: The Town of The Pas 
• Proponent: Any individual, firm, or corporation submitting a proposal 
• HRIS: Human Resources Information System 
 
In this Request for Proposals, in addition to any words defined above, 
 
“Addendum” and “Addenda” mean additional information or amendments to this RFP, issued 
by the Town.  
 
“Agreement” means the written agreement between the Town and the successful Proponent 
resulting from this RFP.  
 
“Closing Date and Time” means the date and time that Proposals to this RFP must be received. 
 
“Conflict of Interest” includes, but is not limited to, any situation or circumstance where:  
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a) In relation to the RFP process, the Proponent has an unfair advantage or engages in 
conduct, directly or indirectly, that may give it an unfair advantage, including but not 
limited to (i) having, or having access to, confidential information of the Town in the 
preparation of its Proposal that is not available to other Proponents, (ii) communicating 
with any person with a view to influencing preferred treatment in the RFP process 
(including but not limited to the lobbying of decision makers involved in the RFP 
process), or (iii) engaging in conduct that compromises, or could be seen to 
compromise, the integrity of the open and competitive RFP process or render that 
process non-competitive or unfair; or  

b) In relation to the performance of its contractual obligations under a contract for the 
Deliverables, the Proponent’s other commitments, relationships or financial interests (i) 
could, or could be seen to, exercise an improper influence over the objective, unbiased 
and impartial exercise of its independent judgement, or (ii) could, or could be seen to, 
compromise, impair or be incompatible with the effective performance of its 
contractual obligations.  

 
“Contact Person” means the person named in Section 3.3 – Enquiries.  
 
“Deliverables” means the goods and/or services that the Town seeks to be provided by the 
Supplier, as further defined in Section 2 – Deliverables.  
 
“Evaluation Committee” means the team of qualified staff appointed by the Town to review 
and assess Proposals.  
 
“Must,” “Mandatory,” or “Required” means a requirement that must be met in order for a 
Proposal to receive consideration.  
 
“Proponent” means a person or entity that submits a Proposal in response to this RFP.  
 
“Proposal” means a response submitted to this RFP.  
 
“Request for Proposal” or “RFP” means this Request for Proposals and includes the documents 
listed in the index and any modifications thereof or additions thereto incorporated by 
addendum before February 13, 2026, 04:30 pm CT.  
 
“Section” means the numbered section of the referenced part of this RFP.  
 
“Supplier” means the successful Proponent, the individual firm, co-partnership, or corporation 
retained by the Town to perform the Deliverables in accordance with the Agreement. 
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2. DELIVERABLES 

2.1. Description of Deliverables 
The successful Proponent will be responsible for providing a SaaS (Software as a Service): - A 
fully integrated HRIS solution including: 

• Core HR: Employee database, organizational charts, and position management. 
o Employee records management 
o Recruitment and onboarding: Applicant tracking system (ATS) and digital 

onboarding workflows. 
o Training and performance management: Annual review tracking and goal setting. 
o Attendance, Time-off, and leave tracking 
o Training & Learning Management 
o Policy and document management 
o Employee and manager self-service portals: Portal for leave requests, pay stubs, 

and profile updates. 

• System configuration and customization 

• Reporting & Analytics 

• Data migration 

• Payroll & Benefits management 

• Training for HR staff, managers, and employees 

• Ongoing technical support and system maintenance 

• Security: Data residency must remain within Canada 
 
By Submitting its proposal, the Proponents certify they are currently eligible to serve as an 
account manager for the Town. 
 

2.2. Tentative Deliverables Timeline 
The following is the Town’s anticipated implementation and deliverables schedule. Proponents 
are encouraged to propose alternative timelines where efficiencies can be demonstrated: 

 
Deliverables Roadmap (2026) 
 
Phase 1: Planning & Blueprinting (March – April) 
Focus: Setting the "rules" of the system. 

• D1: Project Charter & Detailed Work Plan: A finalized project schedule with specific 
resource assignments (Town staff vs. Proponent staff). 

• D2: Business Process Design Document: A mapping of how the Town’s specific 
workflows (e.g., Public Works timesheet approvals) will be mirrored in the software. 
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• D3: Data Migration Plan: A formal strategy for moving data from your current legacy 
files into the new system. 

 
Phase 2: Configuration & Build (May – July) 
Focus: Tailoring the software to Manitoba/Municipal standards. 

• D4: Configured Development Environment: The software shell, pre-loaded with Town-
specific union rules (Seniority, Step-scales, MEBP pension codes). 

• D5: Data Migration (First Pass): The successful upload of active employee records into 
the testing environment. 

• D6: Integration Proof-of-Concept: Demonstration that the HRIS can "talk" to your 
existing Payroll software. 

 
Phase 3: Testing & Training (August – October) 
Focus: Quality control and user readiness. 

• D7: User Acceptance Testing (UAT) Report: A signed document confirming that Town 
HR staff have tested the system and verified it calculates time, pay, and benefits 
accurately. 

• D8: Parallel Run Results: Reports showing that the new system's math matches the old 
system’s math for at least two full run cycles. 

• D9: Training Manuals & Completion: Custom "How-To" guides for The Pas staff and a 
record of all managers who completed the training. 

 
Phase 4: Go-Live & Post-Launch (November – December) 
Focus: Transition and support. 

• D10: Production Environment Go-Live: The system is live and the first "real" pay cycles 
are run. 

• D11: Final Project Close-out Report: A summary of the implementation, including any 
resolved bugs and the hand-off to the proponent’s long-term support team. 

2.3. Data Migration Deliverables 
The Proponent is responsible for the transition of all historical and active data. The following 
requirements must be met: 
 

A. Data Scope 
The Proponent must migrate the following data from the Town’s current legacy systems 
(Excel/legacy databases): 

• Active Employee Records: Minimum of 5 years of historical data for current staff. 
• Terminated/Retired Records: Minimum of 7 years of data for compliance with 

Manitoba labor laws. 
• Accrual Balances: Precise migration of sick banks, vacation time, and banked OT as of 

the "Cutover Date.” 
 



  RFP 2026-01 

  

9 | P a g e  
 

B. The Migration Process 
1. Data Extraction: The Town will provide raw data exports. 
2. Data Mapping: The Proponent must provide a "Mapping Document" that shows exactly 

where Town data will live in the new HRIS. 
3. Data Transformation & Cleansing: The Proponent must identify duplicate records, 

missing SIN numbers, or formatting errors (e.g., incorrect date formats) before the final 
upload. 

4. Validation (The "Load" Report): After each test load, the Proponent must provide a 
report showing the number of records successfully migrated versus those that failed. 
 

C. Technical Requirements 
• Security: Data must be encrypted during transit and at rest during the migration 

process. 
• Integrity: The Proponent must demonstrate "Penny-to-Penny" accuracy on year-to-date 

earnings and tax withholdings (CPP, EI, Income Tax) for the current fiscal year. 
 

Deliverable Description Deadline 

Mapping 
Document 

A "field-to-field" map of old data to new 
system. 

Project Month 2 

First Mock Load 
A "test run" using a subset of real employee 
data. 

Project Month 3 

Final Data Sign-
off 

Town HR verifies all data is accurate in the 
production environment. 

30 Days Prior to 
Go-Live 

 

2.4. Term of Engagement 
The successful Proponent should be prepared to commence implementation within 30 days of 
contract execution. 

2.5. Budget 
The Town is not disclosing a budget for the Deliverables as part of this RFP process. Proponents 
should provide their required remuneration as part of their Proposal. Proponents should 
provide detailed pricing including implementation costs, annual subscription or licensing fees, 
optional modules, and any additional costs. The Town reserves the right to accept or reject 
proposals based on budget considerations. 
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2.6. Innovation and Value-Added Services 
Given the Town’s objectives and the Proponent’s best practices experience, the Proponent may 
have additional project offerings that will ensure the overall short and long-term success of the 
Town’s project as defined in this RFP.  
 
The proponents are encouraged to identify features such as AI-driven analytics, mobile 
accessibility for field-based staff, or integration capabilities with the Town’s existing payroll 
software that enhance HR service delivery and user experience. 

3. RFP PROCESS 

3.1. Schedule of Events 
Event: Date: 

Issue Date of this RFP January 28, 2026 

Deadline of Questions February 13, 2026 

RFP Closing Date and Time February 20, 2026, at 4:30 pm CT 

If Required, Proponent Proposal Clarifications February 25 – March 02, 2026 

Anticipated Notice of Award March 13, 2026 

The above dates are subject to change at the discretion of the Town. 

3.2. Site Meeting Details 
No formal site visit is required; however, a virtual Proponent’s briefing may be held upon 
request. Proponents should submit any questions they may have in accordance with Section 
3.3. 

3.3. Enquiries 
All enquiries must be submitted in writing to the Town’s designated contact person as 
identified in the RFP. 
 
The point of contact at the Town of The Pas for any queries or questions related to this RFP is: 
Attention: Purchasing Agent 
Email:  purchasing@townofthepas.ca 
Address: P.O. Box 870 
  81 Edwards Ave 
  The Pas, MB 
  R9A 1K8 
 
Proponents should contact the RFP Contact Person with any questions, in writing or by email 
only, prior to the Deadline for Questions noted in Section 3.1 –Schedule of Events. This will 

mailto:purchasing@townofthepas.ca
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allow the Town, at its discretion, to issue addendum prior to the Anticipated Last Date to Issue 
Addenda. Questions received after the Deadline for Questions will be addressed if time permits.  
 
Verbal discussion between Town staff and a Proponent shall not become part of the RFP unless 
confirmed by a written Addendum. The Town shall not be held responsible for any 
misunderstanding by the Proponent. 

3.4. Proponents to Review RFP 
It is the Proponent’s responsibility to determine if, as part of their evaluation of this assignment 
and the preparation of their Proposal, they need to request access to any information included 
in this RFP. If there are any services that are not included in the Deliverables, but which the 
Proponent deems necessary to successfully complete this assignment, the Proponent should 
advise the RFP Contract Person. 

3.5. All New Information by way of Addenda 
This RFP may only be amended by way of an Addendum issued in accordance with this Section. 
At any time up until the Closing Date and Time, the Town may issue an Addendum to amend, 
clarify, or answer questions to this RFP. Each Addendum will be issued at the same location and 
in the same manner as this RFP document (i.e., on the Town of The Pas website at 
https://www.townofthepas.ca/p/tenders and MERX). 
 
Each Addendum will form an integral part of this RFP. Proponents are solely responsible for 
checking for Addenda up until the Closing Date and Time. If the Town deems it necessary to 
issue an Addendum after the Anticipated Last Day to Issue Addenda, as detailed in Section 3.1, 
then the Town may extend the Closing Date and Time to provide Proponents with more time to 
complete their Proposal.  
 
Proponents must confirm receipt of all Addenda on Appendix A – Submission Form, to be 
submitted as part of their Proposal. 

3.6. Conflict of Interest 
The Proponent shall not engage in any Conflict-of-Interest communications. Proponents should 
note that Proposals will not be evaluated if the Proponent’s current or past corporate or other 
interest may, in the Town’s opinion, give rise to a conflict of interest in connection with the 
RFP. 

3.7. Qualifications 
By submitting a Proposal, the Proponent is representing that it has the competence, 
qualifications, and relevant experience to conduct the work and will employ the same 
experienced staff to perform the Deliverables efficiently and safely. Proponents must 

https://www.townofthepas.ca/p/tenders
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demonstrate relevant experience in implementing HRIS solutions, preferably within the public 
or municipal sector. 

3.8. Submission of Proposals 
Proponents will submit their Proposal to this RFP either by mailing or emailing a digital copy of 
their proposal to the RFP Contact Person as detailed in Section 3.3 – Enquiries. The Town shall 
not be responsible for incomplete or misdirected Proposals due to electronic technical or other 
problem arising out of the Proponent’s submission.  
 
Proposals submitted in any other manner will not be accepted.  
 
Proposals must be received no later than the RFP Closing Date and Time detailed in Section 3.1. 
It is solely the responsibility of the Proponent to ensure that the Proposal is received on time. 

3.9. Amendment or Withdrawal of a Proposal 
A Proponent may amend a Proposal at any time up until the RFP Closing Date and Time by 
sending their amended Proposal to the RFP Contact Person via the methods outlined in Section 
3.8 above. Amended Proposals must be clearly identified as amendments.  
 
A Proponent may withdraw a Proposal that is already submitted at any time up until the RFP 
Closing Date and Time by contacting the RFP Contact Person via the methods outlined in 
Section 3.8 above. 

3.10. Remedy Period 
Notwithstanding the requirements for mandatory criteria and scored criteria, the Town may, in 
its sole discretion, provide written notification to a Proponent that identifies any of the 
mandatory or recommended requirements not met and provides the Proponent with five (5) 
calendar days to remedy and supply the requirements. This option to remedy missing 
requirements shall be exercised at the absolute discretion of the Town and does not apply to 
Proposals received after the Closing Date and Time. 

3.11. Clarification and Verification 
At any point in the evaluation process, the Town may, at its sole option, request further details 
or clarification from the Proponent and/or third parties on aspects of a Proposal by way of a 
written request for clarification. The written request shall clearly state the required clarification 
and time limit to supply the information requested. Following receipt of the clarification 
information, the Town may use this information to reassess and/or re-score the Proposal 
according to the scored criteria.  
Proponents should note that the Town, in addition to any other remedies it may have at law or 
in equity, reserves the right to rescind any contract awarded to a Proponent in the event that 
the Town determines that the Proponent made a misrepresentation or provided any 
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inaccurate, misleading, or incomplete information in its proposal or during contract 
negotiations. 

4. EVALUATION OF PROPOSALS AND AWARD OF AGREEMENT 
The Town will conduct the evaluation of Proposals and selection of a successful Proponent in 
accordance with the process detailed in this Section. Evaluation of Proposals will be by a 
Proposal Evaluation Committee. The Town’s intent is to enter into an Agreement with the 
Proponent who has met all mandatory criteria and minimum scores, and who has the highest 
overall ranking based on this evaluation process. 

4.1. Stage I – Compliance Review 
Proposals will be reviewed for compliance with mandatory requirements. 
 
Prior to the evaluation of Proposals, the Town will review each Proposal to determine if it 
complies with the submission instructions and mandatory requirements provided in this RFP. If, 
in the sole discretion of the Town, a Proposal does not materially comply with the requirements 
set out in this RFP and/or the Town determines that there is a material or perceived conflict of 
interest, the Proposal will be disqualified from further consideration. 
 
Proposals not clearly demonstrating that they meet the following mandatory criteria will be 
excluded from further consideration in the evaluation process. 

Mandatory Criteria: 

1 The Proposal must be received by the Closing Date and Time, in accordance with the 
requirements of Section 3.1 – Schedule of Events 

2 The Proposal must be submitted in accordance with the requirements of Section 3.8 – 
Submission of Proposals 

3 The Proposal must include the following completed forms: 
  Appendix A – Submission Form 

4 The Proposal must include the information requested on the following forms either on the 
forms or in a format of their choice: 

  Appendix B – Rated Criteria Form 

4.2. Stage II – Evaluation of Rated Criteria 
Proposals will be evaluated based on technical merit, experience, functionality, implementation 
approach, and pricing. 
Proposals that are deemed compliant after Stage I will be evaluated in Stage II. The evaluation 
team will establish the Stage II score using the following criteria. Rated criteria are set out in 
Appendix D – Rated Criteria Form. 
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Scored Criteria Weighting (Points) 

Technical Requirements & Functionality 40 

Proponent Experience & References 20 

Implementation Plan & Training 15 

Cost/Pricing Structure 20 

Value-Added Services 5 

Total 100 

4.3. Stage IV – Cumulative Score and Selection of Highest Scoring 
Proponent 

At the conclusion of Stage III, each Proposal’s weighted scores will be added together, and 
Proposals will be ranked according to their total weighted scores. Subject to the express and 
implied rights of the Town, the highest scoring Proponent will be selected to enter into an 
agreement based on the Form of Agreement attached as Appendix A of this RFP unless the 
Town wishes to proceed with Interviews as per Section 4.5 below. In the event that two or 
more Proposals have an equal total weighted score, Proponents may be invited for 
interviews/presentations or may be asked to submit a Best and Final Offer; otherwise, the 
Proponent with the lowest total price will be invited to enter into an Agreement with the Town. 

4.4. Stage V – Interviews / Presentations 
The Town, at its sole discretion, or in the event of a tied score between Proponents, may 
shortlist the Proponents and may invite one or more Proponents to an interview to further 
evaluate the Proposal(s). 
 
Short-listed Proponents may be invited to interviews or provide a live demonstration of their 
HRIS software. 
 
Any interview that takes place will be evaluated out of an additional 25 points for a revised 
total available proposal score of 125 points. The Town reserves the right, at its sole discretion, 
to adjust the initial evaluation scores up or down following the interview. 

4.5. Negotiations and Execution of an Agreement 
The Town may negotiate terms with the preferred proponent prior to contract execution. 
 
Neither the Town nor any Proponent will be legally bound to provide or purchase the 
Deliverables until the execution of a written Agreement.  
 
The Town will invite the top ranked Proponent to enter into discussions with a view to 
concluding an Agreement. The terms and conditions found in the Form of Agreement (Appendix 
A) are to form the basis for commencing negotiations between the Town and the selected 
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Proponent. In no event will the Town be required to offer any modified terms to any other 
Proponent prior to entering into an agreement with a Proponent and the Town shall incur no 
liability to any other Proponent as a result of such negotiation or modifications. No Proponent 
shall have any rights against the Town arising from such negotiations.  
 
It is the intent of the Town to ensure it has the flexibility it needs to arrive at a mutually 
acceptable Agreement. Negotiations may include, among other things: 

• Clarifications or amendments to the scope of goods/services, plus any resulting price 
adjustments.  

• Social and environmental aspects.  

• Innovations.  

• Amendments to the terms and conditions of the Form of Agreement (included as 
Appendix A), based on items submitted in the Proposal.  

 
Proposals should remain valid for a period of sixty (60) days following the Closing Date and 
Time of this RFP.  
 
The Town would seek to execute an Agreement within 15 days of issuing an invitation to the 
Proponent to conclude an Agreement. If the Town and the preferred Proponent cannot 
negotiate a successful Agreement within this time period, the Town may terminate 
negotiations with that Proponent and invite the next-highest-ranked Proponent to conclude an 
Agreement. The Town may then continue this process until an Agreement is executed, or there 
are no further Proponents, or the Town otherwise elects to cancel the RFP process entirely. For 
clarity, the Town may discontinue discussions with a Proponent if at any time the Town is of the 
view that it will not be able to conclude an Agreement with that Proponent.  
 
The Town may rescind an award if the Proponent is unable to provide the adequate business 
and insurance documents, as requested. 

5. TERMS AND CONDITIONS OF RFP PROCESS 

5.1. Not a Tender Call 
This RFP is not a tender call and the submission of any response to this RFP does not create a 
tender process. This RFP is not an invitation for an offer to contract made by the Town.  
 
By this RFP, the Town reserves itself the absolute and unfettered discretion to invite Proposals, 
consider and analyze submissions, select short-listed Proponents, or attempt to negotiate an 
Agreement with the successful Proponent as the Town considers desirable. Proposal 
submission by a Proponent and its subsequent receipt by the Town does not represent a 
commitment on the part of the Town to proceed further with any Proponent or project. 
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5.2. No Obligation to Proceed 
Though the Town fully intends, at this time, to proceed through the RFP, the Town is under no 
obligation to award an Agreement as a result of this RFP. The receipt by the Town of any 
information (including any submissions, ideas, plans, drawing, models, or other materials 
communicated or exhibited by any intended Proponent or on its behalf) shall not impose any 
obligations on the Town. There is no guarantee by the Town, its officers, employees, or agents, 
that the process initiated by the issuance of this RFP will continue, or that this RFP process or 
any RFP process will result in an Agreement with the Town. 

5.3. Limitation of Liability 
No representation, warranty or undertaking, expressed or implied, is or will be made by, and no 
responsibility is or will be accepted by, the Town in relation to this RFP or the completeness or 
accuracy of any information presented in the RFP. 

5.4. Procedural Rights of the Town 
The Town has the right, at its sole discretion, at any time, either before or after the Closing Date 
and Time, to: 
 

a. accept, reject, or disqualify any Proposal;  
b. determine whether a Proposal is in compliance with the RFP or whether a failure to 

comply is material or not;  
c. if only one Proposal is received, elect to accept it, reject it, and/or re-issue the RFP 

documents for re-bid without revising the existing RFP documents;  
d. alter or amend any aspect of the RFP;  
e. seek clarification or request further information or documentation from any or all 

Proponents, or from third parties;  
f. elect not to proceed with the RFP;  
g. cancel this RFP and subsequently call for new submissions for the subject matter of this 

RFP (including any portion thereof);  
h. select one or more than one Proponent for the performance of all or any part of the 

goods and/or services that are the subject matter of the RFP;  
i. decline to enter into an Agreement with any Proponent if the Town is of the opinion 

that the Proponent submitted pricing that is too low to be sustainable and/or the 
successful provision of the Deliverables according to the RFP would be in jeopardy; and,  

j. cancel its decision to enter into an agreement with any Proponent in the event of any 
material change with the respect to the Proponent’s Proposal that has not been 
approved by the Town.  

 
in each case without any liability for costs, expenses or damages incurred or suffered by any 
Proponent or entity. 
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5.5. Pricing 
All prices must be in Canadian Dollars (CAD) and exclude GST. Prices must remain firm for the 
first 12 months of the agreement. 
 
Proponents shall deduct any applicable government discounts and quote firm net prices. All 
prices quoted shall be in Canadian funds, F.O.B. destination, freight, and duty prepaid. 
 
Where applicable, Proponents shall give both unit prices and extended totals. The Town 
reserves the right to correct a patent computational or other mathematical error evident on the 
face of the bid, however, unit prices will not be adjusted. In the case of a discrepancy in 
computing the amount of a proposal, the unit price will govern over extended totals.  
 
While the pricing information provided in Proposals will be non-binding prior to the execution 
of a written agreement, such information will be assessed during the evaluation and ranking of 
the Proposals. Any inaccurate, misleading, or incomplete information, including withdrawn or 
altered pricing, could adversely impact any such evaluation or ranking or the decision of the 
Town to enter into an agreement for the Deliverables.  

5.6. Disqualification 
The Town may, at its sole discretion, disqualify a proposal or cancel its decision to award to any 
Proponent under this RFP process, at any time prior to or after the execution of an agreement, 
if: 
 

a. the Proponent or Proposal is not materially compliant with any part of this RFP;  
b. the Proponent fails to cooperate in any attempt by the Town to verify any information 

provided by the Proponent in its Proposal;  
c. the Proposal, in the opinion of the Town, contains false, misleading, or misrepresented 

information;  
d. the Proposal, in the opinion of the Town, reveals a real, foreseeable, or perceivable 

conflict of interest;  
e. there is evidence that the Proponent, its employees, agents, suppliers, or 

representatives colluded with one or more other Proponents or any of its respective 
employees, agents, suppliers or representatives in the preparation or submission of 
Proposals;  

f. the Proponent has been responsible for significant or persistent deficiencies in 
performance of any substantive requirement or obligation under a prior contract or 
contracts with the Town or any other party;  

g. there is evidence of professional misconduct or acts or omissions that adversely reflect 
on the commercial integrity of the Proponent;  

h. there is evidence that the Proponent was convicted of a criminal offence or other 
serious offences; or  
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i. the Proponent has filed for bankruptcy.  

5.7. Best and Final Offer 
At its sole discretion, the Town may provide Proponents with an opportunity to provide a Best 
and Final Offer (“BAFO”). The BAFO process represents an optional step in the Supplier 
selection process. BAFOs may be useful, for example, when no single response addresses all the 
specifications, when shortlisted proposals are over budget, when two or more Proponents are 
tied or nearly tied (e.g., 1% apart or less) after the evaluation process, or when Proponents 
submitted responses that are unclear or deficient in one or more areas.  
The Town may restrict the number of Proponents invited to submit a BAFO or may offer the 
option to all Proponents. In either case, the Town will provide the same information and the 
same submission requirements to all Proponents chosen to submit a BAFO. Proponents may be 
asked to review their offers, provide additional clarification to specific sections of the RFP, or 
respond to an updated scope of Deliverables.  
 
If a BAFO is requested, submitting a BAFO response is optional. Those choosing not to submit a 
BAFO should submit a written response notifying the Town that their response remains as 
originally submitted.  
 
A BAFO may be submitted only once and the terms of the BAFO will not identify either the 
current rank of any of the Proponents selected for a BAFO or the offers currently proposed. 

5.8. Proposals in English 
All Proposals are to be in the English language only. 

5.9. Only One Entity as Proponent 
The Town will accept Proposals where more than one organization or individual is proposed to 
deliver the Deliverables, so long as the Proposal identifies only one entity that will be the lead 
entity and will be the Proponent with the sole responsibility to perform the Agreement if 
executed. The Town will only enter into an Agreement with that one Proponent. Any other 
entity involved in delivering the Service should be listed as a subcontractor. The Proponent may 
include the subcontractor and its resources as part of the Proposal and the Town will accept 
this, as presented in the Proposal, in order to perform the evaluation. All subcontractors to be 
used in the Service must be clearly identified in the Proposal. 

5.10. Proposals to Contain All Content in Prescribed Forms 
All information that Proponents wish to be evaluated must be contained within the submitted 
Proposal. Proposals should not reference external content in other documents or websites. The 
Town may not consider any information that is not submitted within the Proposal or within the 
pre-prescribed forms set out in this RFP. 
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5.11. Information in RFP Only an Estimate 
While the Town has made every effort to ensure the accuracy of the information contained in 
this RFP, the Town makes no representations, warranties, or guarantees as to the accuracy of 
the information provided. Any quantities or measurements provided are estimates only and are 
provided to describe the general nature and scale of the Deliverables. Proponents must obtain 
all information they deem necessary, including verification of quantities or measurements, to 
prepare a Proposal. 

5.12. Proponent Expenses 
Proponents are solely responsible for their own expenses in participating in this RFP process, 
including costs in preparing a Proposal and for subsequent finalizations of an agreement with 
the Town, if required. The Town will not be liable to any Proponent for any claims, whether for 
costs, expenses, damages, or losses incurred by the Proponent in preparing its Proposal, loss of 
anticipated profit in connection with any final Agreement, or any matter whatsoever, including 
any actual or alleged unfairness on the part of the Town at any stage of the Request for 
Proposal process. 

5.13. Retention of Proposals 
All Proposals submitted to the Town will not be returned and will be retained in accordance 
with the Freedom of Information and Protection of Privacy Act. 

5.14. Notification and Feedback to Unsuccessful Proponents 
At any time until or after the execution of a written Agreement with the Supplier, the Town 
may notify unsuccessful Proponents in writing that they have not been selected to conclude an 
Agreement. Unsuccessful Proponents may then request a debriefing with the Town’s RFP 
Contact Person in order to obtain feedback on how their Proposal fared in the evaluation. Such 
requests for feedback should be made within sixty (60) days of notification of the RFP results to 
the unsuccessful Proponent. Details of feedback provided will be at the Town’s sole discretion 
in order to protect the confidentiality of other Proponents and the Town’s commercial interest. 

5.15. Proponent Not to Communicate with Media 
Proponents must not at any time directly or indirectly communicate with the media in relation 
to this RFP or any agreement entered into pursuant to this RFP without first obtaining the 
written permission of the RFP Contact Person. 

5.16. Procurement Protest Procedure 
If a Proponent wishes to challenge the RFP process, it should provide written notice to the RFP 
Contact Person in accordance with any applicable procurement protest mechanisms. The notice 
must provide a detailed explanation of the Proponent’s concerns with the procurement process 
or its outcome. 
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5.17. Conflict of Interest 
All Proponents must disclose an actual or potential conflict of interest, as set out in Appendix B 
– Submission Form. The Town may, at its sole discretion, disqualify any Proponent from this RFP 
process, if it determines that the Proponent’s conduct, situation, relationship (including 
relationships of the Proponent’s employees and Town employees) create or could be perceived 
to create a conflict of interest. 
 
The Town may rescind or terminate an Agreement entered if it subsequently determines that 
the Proponent failed to declare an actual or potential conflict of interest during this RFP 
process, as required under Appendix B – Submission Form. 

5.18. No Lobbying 
Proponents must not, in relation to this RFP or the evaluation and selection process, engage 
directly or indirectly in any form of political or other lobbying whatsoever to influence the 
selection of the successful Proponent(s). 

5.19.  Illegal or Unethical Conduct 
Proponents must not engage in any illegal business practices, including activities such as bid-
rigging, price-fixing, bribery, fraud, coercion, or collusion. Proponents must not engage in any 
unethical conduct, including lobbying, as described above, or other inappropriate 
communications; offering gifts to any employees, officers, agents, elected or appointed officials 
or other representatives of the Town; deceitfulness; submitting quotations containing 
misrepresentations or other misleading or inaccurate information; or any other conduct that 
compromises or may be seen to compromise the competitive process provided for in this RFP. 

5.20. Confidentiality of Town Information 
Information pertaining to the Town obtained by the Proponent as a result of participation in 
this RFP process is confidential and must not be disclosed without written authorization from 
the Town.  
 
All Proponents and any other persons who, through this RFP process, gains access to the 
Town’s confidential information, are required to keep all information strictly confidential, which 
in any way reveals confidential business, financial or investment details, programs, strategies, 
or plans learned through this RFP process. This requirement will continue with respect to such 
information learned by the Supplier, if any, over the course of the Agreement. 

5.21. Confidentiality of Proponent Information 
Proponents should note that in accordance with the provisions of Freedom of Information and 
Protection of Privacy Act (“FOIPPA”), certain details of this RFP and any executed Agreement 
may be made public, including the Supplier’s name and total Agreement price. Proponents 
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should be aware of and review the Town’s obligations under FOIPPA and the Town’s limited 
ability to refuse to disclose third party information pursuant to section 21 of FOIPPA.  
 
Proponents are advised that their Proposals or Agreement details may, as necessary, be 
disclosed on a confidential basis to advisers retained by the Town to advise or assist with the 
RFP process or other matters. 

5.22. No Contract A and No Claims 
This RFP process is not intended to create and no contractual obligations whatsoever (including 
what is commonly referred to as ‘Contract A’) shall arise between the Town and any Proponent 
upon the submission of a Proposal in response to this RFP. For extra clarity, both the Proponent 
and the Town are free to cancel their participation in this RFP process at any time up until the 
execution of a written Agreement for the Deliverables.  
 
Without limiting the above paragraph, no Proponent shall have any claim whatsoever against 
the Town for any damage or other loss resulting from a Proponent’s participation in this RFP, 
including where the Town does not comply with any aspect of this RFP and including any claim 
for loss of profits or Proposal preparation costs should the Town not execute an Agreement 
with the Proponent for any reason whatsoever. 

5.23. Governing Law and Trade Agreements 
This RFP is governed by the laws of the Province of Manitoba and any other agreements that 
exist between the Province of Manitoba and other jurisdictions. 
 

APPENDIX A – SUBMISSION FORM 
Proposals should include this Appendix B – Submission Form 
 

1.  Proponent Details:  
 

Full Legal Name of 
Proponent 

  

Other "DBA" Names the 
Proponent Uses: 

  

Register Address   

Proponent Contact 
Person Name and Title: 
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Contact Person Phone 
No.: 

  

Contact Person Email:   

 
 

2.  Confirmation of Addenda Received:  
 
We have checked the Town of The Pas website at https://townofthepas.ca/p/tenders and/or 
Merx for Addenda and confirm receipt of the following Addenda, issued by the Town up to the 
Closing Date and Time: 
 

Addendum # Issued on Date 

    

    

    

 
 
 

 
 
3.  Subcontractors:  
 
Subcontractors to be used for the work are as follows: 
 

Name of Subcontractor Role on Project 

    

    

    

    

 

https://townofthepas.ca/p/tenders
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4.  Certification and Acknowledgement of RFP Process:  
 
By signing this Appendix B – Submission Form, we the Proponent, certify and acknowledge the 
following: 
 

a. We have carefully read and examined this RFP document, including all 
appendices, and have conducted such other investigations as were prudent and 
reasonable in preparing this Proposal. We are able to provide the Deliverables 
and meet the Supplier Requirements detailed in Section 2 for the pricing 
submitted in this Proposal.  

b. We certify that the statements made in this Proposal are true and submitted in 
good faith.  

c. We acknowledge and understand that the RFP process and the submission of 
this Proposal do not give rise to any contractual obligations whatsoever 
(including what is commonly referred to as ‘Contract A’) between the Town and 
us, the Proponent, and that no contractual obligations shall arise between the 
Town and us, the Proponent, until and unless we execute a written Agreement 
with the Town. 
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d. We certify that we have not engaged in any conduct which would constitute a 
Conflict of Interest in relation to this RFP process, and that there is no 
foreseeable Conflict of Interest in performing the contractual obligations 
contemplated in the RFP; or, we have disclosed any potential, perceived, or 
actual conflict of interest below:  

[Disclose any potential, perceived, or actual conflict of interest] 

 

 

 

 

5.  Certification Signature:  
 
The Proponent hereby certifies that the above statements are true and that the individual 
signing below has the authority to bind the Proponent: 
 
 
 
__________________________________ 
Signature 
 
 
__________________________________ 
Name 
 
 
__________________________________ 
Title 
 
 
__________________________________ 
Date 
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APPENDIX B – RATED CRITERIA FORM 

 
1.  Proponent Profile: 
Proposals should include the following sections in this order, with all requested details and 
supporting documents, either on this form or in a format of your choice. 

In this section, provide a brief profile of your company, including a description of the history 
and areas of expertise 

  
Discuss you company's experience in relevant fields, expanse of other related experience, and 
strengths relevant to these assignments.  Include a narrative as to why the company is well-
suited and best qualified to perform the work described in this RFP. 

  
If your company has multiple locations, please identify the corporate head office and any local 
offices that may be involved in project deliver and coordination. 
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Proponents should also provide a detailed response to each requirement below. Use the 
"Proponent Response" column to explain how your system meets the requirement (e.g., 
"Standard Feature," "Custom Configuration," or "Third-Party Integration"). 
 
1. Union & Labor Relations Management 

ID Requirement Importance 
Proponent 
Response 

1.1 
Seniority Tracking: Ability to track multiple seniority dates 
(e.g., Departmental vs. Town-wide) and calculate seniority 
based on hours worked vs. calendar years. 

Mandatory  

1.2 
Grievance Tracking: A module to log, track, and store 
documentation for grievances, including key dates, stages of 
the process, and outcomes. 

Desired  

1.3 
CBA Compliance: Ability to automate rules for "Bumping 
Rights" and "Job Posting" notifications as per specific 
Collective Bargaining Agreements. 

High  

 
2. Compensation & Payroll Integration 

ID Requirement Importance 
Proponent 
Response 

2.1 
Step Increases: Automatic trigger of pay step increases based 
on specific triggers (e.g., completion of 2,080 hours or an 
anniversary date). 

Mandatory  

2.2 
Acting Pay / Premium Pay: Ability to track and apply 
temporary premiums (e.g., "Acting Foreperson" or shift 
differentials) for specific shifts. 

High  

2.3 
Retroactive Pay: Capability to calculate retroactive pay 
adjustments across the entire workforce following a newly 
ratified CBA. 

High  
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3. Leave & Benefits (Manitoba Specific) 

ID Requirement Importance 
Proponent 
Response 

3.1 
Banked Time Management: Tracking and capping Overtime 
(OT) banks, "Banked Time" in lieu of pay, and Sick Leave banks 
with automatic carry-over limits. 

Mandatory  

3.2 
Manitoba Labor Compliance: Built-in logic for Manitoba-
specific leaves (e.g., Family Leave, Sick Leave) and WCB 
reporting. 

High  

3.3 
Pension Integration: Ability to track and report on MEBP 
(Municipal Employees Pension Plan) contributions and 
eligibility. 

Mandatory  

 
4. Technical & Data Security 

ID Requirement Importance 
Proponent 
Response 

4.1 
Data Residency: All data must be hosted on servers physically 
located within Canada to comply with FIPPA and municipal 
data policies. 

Mandatory  

4.2 
Mobile Accessibility: "Desktop-free" access for field staff 
(Public Works, Utilities) to request leave and view pay stubs 
via a mobile app. 

High  

 
 

2.  Proposed Team:  
In this section, provide the details of the proposed team members that will deliver the 
Deliverables.  
 
Proposals should identify the manager who the Proponent has appointed to lead the 
Proponent’s project team and who will be the main contact for the Town. 

Team Member Name: Position: 
Employee or 
Subcontractor: 

Brief 
Description 
Provided: 

Resume/Work 
History 
Attached: 

  Project Manager       
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Provide a brief description of each proposed team member describing their qualifications, 
experience relevant to the Deliverables and responsibilities for this Project. 

Attach a Resume or detailed work history for each named team member. 

       

       

       

       

       

       

     

     

       

       

       

       

       

          

Please note that adjustments to proposed team members following award of the Agreement 
will require written approval of the Town. 
 

3.  Approach and Methodology:  
It is the expectation of the Town that the Proposal will include a detailed “Approach and 
Methodology” section that clearly outlines the approach that the Proponent proposes to 
complete the Project. 

In this section, describe:       
Your understanding of the Project, as well as the potential issues and challenges to be 
addressed. The methodology that you would use to complete this assignment. 

Your intended approach and utilization of proposed team members to complete the work, and 
how you will manage your workloads on other commitments. 

Your work plan, including the start and end dates, relevant tasks, meetings, milestones, and 
deliverables required to complete this Project. 
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Your approach to communicating with the Town, and how you will ensure that the work will be 
completed on time and within budget. 

Any innovative or value-added services that you propose pursuant to Section 2.4 – Innovation 
and Value-Added Services. 

          

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

     

       

       

       

       

          

 
4.  Experience and References:  

In this section, in a format similar to the tables below, Proponents should provide details on 
three (3) projects completed in the last five (5) years which are the most relevant to the 
Deliverables. 

Proponents should note that the Town may contact the client to provide a reference on the 
experience listed and may amend scoring in the evaluation based on the client’s feedback. 
Positive references will impact scoring positively, and poor or negative references will impact 
scoring negatively and may be grounds for rejection of a Proposal. Additionally, the Town 
may consider information regarding the integrity and reliability of a Proponent’s services 
from parties other than those provided in a Proponent’s proposal, including the Town’s own 
experience with the Proponent. 
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Project Experience #1 

Client Name: 

  

Contact Name: 

  

Contact Phone Number: 

  

Contact Email: 

  

Dates Work Undertaken: 

  

Proposed Team members 
on Project: 

  

Brief Description of 
project and Services 
Proponent Performed: 

  

 

Project Experience #2 

Client Name: 

  

Contact Name: 

  

Contact Phone Number: 

  

Contact Email: 

  

Dates Work Undertaken: 

  

Proposed Team members 
on Project: 
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Brief Description of 
project and Services 
Proponent Performed: 

  

 
 

Project Experience #3 

Client Name: 

  

Contact Name: 

  

Contact Phone Number: 

  

Contact Email: 

  

Dates Work Undertaken: 

  

Proposed Team members 
on Project: 

  

Brief Description of 
project and Services 
Proponent Performed: 

  

 


