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1. Summary
1.1 Overview of RFQ Requirement 
Proponents are invited to put forward submissions for Recruitment Services according to the specifications set out in 
this RFQ. Any interested proponent may make a submission to this RFQ. 

Proponents are advised to pay careful attention to the wording used throughout this RFQ. Failure to satisfy any term 
or condition noted may result in a rejected submission.  

Key sections to consider when responding to this RFQ include: 

Section 2.2  

RFQ Service Description 

A summary of the services FII requires. Proponents should review this section to 
understand the RFQ requirements and how their expertise matches the type(s) of 
services FII is looking for. Submissions should address these service requirements. 

Section 4.5 

Mandatory Evaluation 
Criteria 

Proponents must meet the required criteria to be considered eligible to be added to 
the List of Qualified Suppliers. Proponents are encouraged to use the checklist 
provided as guidance to ensure submissions are complete. 

Sections 4.6 

Desirable Evaluation 
Criteria   

Proponents should include evidence to support each of the desirable criteria 
requirements in their submission. This includes: 

• Providing a Summary of Expertise;
• Outlining Qualifications & Samples;
• Detailing Staff & Resources;
• Providing References; and
• Listing detailed Pricing.

If proponents have any questions with regards to the criteria, they are encouraged to reach out to FII for 
clarification at RFQ@bcfii.ca.  

FII will review and classify submissions and, as a result, intends to establish a List of Qualified Suppliers for 
Recruitment Services.  

FII reserves the right to update, change or modify this RFQ (including the scope of services described) at any time, 
and notice of any such amendments shall be posted to the FII website and BC Bid as an update. Further, FII reserves 
the right to cancel this RFQ at any time without notice and without liability to FII. 

If the contract provisions are amended by FII during the term of this RFQ, notice of such amendments shall be 
posted to the FII website and BC Bid as an update to this RFQ. Proponents are responsible for monitoring the FII 
website and BC Bid for any such updates. 

FII does not represent that any contract will be issued pursuant to this RFQ, nor does this RFQ obligate FII in any way 
to award a contract to any proponent that tenders a submission, or that is entered on the List of Qualified Suppliers. 
Contract awards, if any, shall only be determined after evaluations of available proponents’ resources on a project-
by-project basis as needs are identified by FII. See Appendix B for further information regarding the maintenance of 
the List of Qualified Suppliers by FII. 
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1.2 RFQ Schedule 
The table below outlines the anticipated schedule and timing for this RFQ. The timing and sequence of events may 
vary and shall ultimately be determined by FII. 

Event Anticipated Date 

RFQ issued August 2, 2023 

Submission time Septembe 8, 2023, 16:00 Pacific Standard Time 

Evaluation of submissions September 11-19, 2023 

Proponents advised of results September 20, 2023 

List of Qualified Suppliers term period September 8, 2023 – September 7, 2026 
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2. Background & Services Information
2.1 Forestry Innovation Investment Ltd. 
Forestry Innovation Investment (FII) is British Columbia’s market development agency for forest products. As a 
Crown corporation, we help maintain, create, and diversify markets for B.C. forest products to ensure the forest 
sector continues to be a key contributor to the provincial economy.  

FII works in collaboration with the forest industry, research institutions, the federal government, B.C. government, 
Indigenous organizations, and other stakeholders to deliver innovative, forward-looking programming that responds 
to today’s market dynamics as well as tomorrow’s challenges and opportunities. We do this by delivering and co-
funding a mix of research and capacity building, as well as market development and promotional activities. 

As directed by the Province, FII works with industry and other levels of government with the goal of: 

• Positioning B.C. as a global supplier of world-class environmentally friendly forest products
• Actively maintaining, creating and diversifying demand for B.C. forest products in Canada and in key world

markets
• Helping break down non-tariff trade and market barriers to ensure opportunities for B.C. forest products
• Working with the forest industry to promote B.C.’s forest products and forest management to the global

marketplace
• Helping ensure the forest sector, through innovation and market development, continues to be a leading

contributor to the B.C. economy
Program Areas and Organization Structure 
Two business divisions deliver FII programs: Operations and Corporate Services. The following table summarizes the 
activities of each of these divisions and their respective program areas. 

Operations 

Market Initiatives 
• Research opportunities in new and emerging markets, and initiate early market exploration activities
• Support industry trade associations in developing and/or expanding markets and market segments for B.C.

forest products
• Support industry efforts to mitigate market access and plant health issues
• On behalf of the forest sector, manage outreach and relationship building with Chinese authorities and

central government agencies
• Undertake early-stage market development in India and Vietnam

Wood First 
• Champion the Province’s Wood Innovation priorities and encourage expanded wood use in B.C.
• Raise awareness of the Province as a world leader in innovative, next generation wood construction and

design
• Advance the use of wood building systems and technologies in public and private construction
• Encourage a robust valued-added sector in B.C., through enhanced capacity and competitiveness

Market Outreach 
• Promote the benefits of wood as a green building material
• Develop factual and science-based materials to position wood’s environmental benefits and climate

change mitigation potential
• Promote B.C. as a world leading supplier of environmentally friendly forest products
• Ensure markets are aware of B.C.’s sustainable forest practices and high environmental standards
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Corporate Services 

Finance & Administration 
• Ensure financial reporting meets or exceeds government standards
• Provide human resources, IT, and office services to meet organizational needs
• Oversee budget and planning, internal controls, and cash management

Corporate Relations 
• Provide analytical services to meet internal and external needs
• Support government and industry trade missions and related initiatives
• Provide Corporate Secretary services
• Compile and share export data and analysis of market trends

Location of Operations 

Offices Address 

FII Corporate Office #1200 – 1130 West Pender Street 
Vancouver, B.C., V6E 4A4 

China subsidiary: 
FII Consulting (Shanghai) Co, Ltd., 

425 Hong Feng Road, Jinqiao, Pudong New Area 
Shanghai, P.R. China 201206 

India subsidiary: 
Forestry Innovation Consulting India Private Ltd. 

Unit No. 1202, A-Wing, Naman Midtown 
near Indiabulls Financial Centre, Senapati Bapat Marg, 
Elphinstone Road, Mumbai - 400 013, India 

Vietnam subsidiary: 
Forestry Innovation Consulting (Vietnam) Ltd. 

Suite 1705, 17th Floor – Becamex Tower 
230 Binh Duong Blvd, Phu Hoa Ward 
Thu Dau Mot City, Binh Duong Province 
Vietnam 

More information on FII is available at bcfii.ca. Information on B.C.’s forest products, sustainably managed forests, 
expertise, wood design resources and events is available at naturallywood.com.  

http://bcfii.ca/
http://naturallywood.com/
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2.2 RFQ Service Description 
2.2.1 Background  
FII is currently seeking qualified suppliers for Recruitment Services under two separate categories, (a) 
Professional or Technical staff; and/or (b) Financial and Administrative staff. It is this process from which FII can 
select preferred companies or individuals to provide optimal value in carrying out the recruitment activities for 
FII’s Corporate Office, as well as for its subsidiary offices in China, India and Vietnam as may be required. FII has 
a total of 24 full‐time equivalents (FTE’s) in its Vancouver Corporate Office, 10 FTE’s in China, 8 FTE’s in India & 6 
FTE’s in Vietnam. 

2.2.2 Request for Qualification 
FII seeks to establish a qualified supplier list for Recruitment Services with respect to FII’s program activities and 
the successful proponent(s) may be required to: 

• Provide counsel and support to management and staff regarding employment or recruitment matters
• Support the recruitment process, which may include:

o preparing and/or updating of job postings;
o drafting a recruitment strategy that includes advertising options and costs;
o writing advertising copy;
o sourcing qualified candidates;
o scheduling interviews;
o facilitating the recruitment panel and assist in the evaluation of candidates;
o conducting detailed reference checks;

All interested proponents are encouraged to review the materials on FII’s websites to get the full scope of FII’s 
corporate mandate and associated promotional materials: 

• naturally:wood – naturallywood.com
• naturally:wood YouTube – youtube.com/naturallywood
• naturally:wood Facebook – http://www.facebook.com/naturallywoodcommunity
• naturally:wood LinkedIn – www.linkedin.com/showcase/naturallywood/
• naturally:wood  Twitter - https://twitter.com/naturallywood
• FII –  bcfii.ca
• FII LinkedIn – linkedin.com/company/forestry-innovation-investment/
• FII India – canadianwood.in
• FII India YouTube - youtube.com/CanadianWoodIndia
• FII Vietnam –  canadianwood.com.vn
• FII Vietnam YouTube – youtube.com/CanadianWoodVietnam

2.2.3 Term of List of Qualified Suppliers 
The term of this List of Qualified Suppliers that is expected to be produced as a result of this RFQ is 
approximately three (3) years from the submission time for this RFQ. 

2.2.4 Maintaining the List of Qualified Suppliers 
Further information on how the List of Qualified Suppliers will be maintained and used is set forth in Appendix B. 

http://naturallywood.com/
https://www.youtube.com/naturallywood
http://www.facebook.com/naturallywoodcommunity
http://www.linkedin.com/showcase/naturallywood/
https://twitter.com/naturallywood
https://www.bcfii.ca/
https://www.bcfii.ca/
https://www.linkedin.com/company/forestry-innovation-investment/
https://www.canadianwood.in/
https://www.youtube.com/channel/UCh9zF6vayQ_kOfacBA3wcjg
https://www.canadianwood.com.vn/en/home/
https://www.youtube.com/channel/UChm6aQ103Q8MTiXzMp8mzHw
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3. Submission Instructions 
3.1 Submission Deadline & Receipt Location 
Submissions must be in English and must be submitted using the method below. Submissions received after the 
closing date will not be assessed. 

Email Submissions: 
Proponents must submit an electronic submission by email no later than September 8, 2023, 16:00 Pacific 
Standard Time. Email submissions must be submitted to RFQ@bcfii.ca in accordance with the instructions in 
Section 3.2 of this RFQ.  

3.2 Submittal  
• Submissions must be submitted before closing time to the closing location as set out in Section 3.1 of this 

RFQ. Submissions must not be sent by fax. The proponent is solely responsible for ensuring that, regardless 
of submission method selected, FII receives a complete submission, including all attachments or enclosures, 
before the closing time. 

• The proponent acknowledges that email transmissions are inherently unreliable. The proponent is solely 
responsible for ensuring that its complete email submission and all attachments have been received before 
Closing Time. If FII’s system rejects an email submission for any reason, and the proponent does not 
resubmit by the same or other permitted submission method before closing time, the proponent will not be 
permitted to resubmit after closing time. The proponent is strongly advised to contact FII immediately 
should this arise. 

• For electronic submissions the following applies: 

• The maximum size of each attachment must be 50 MB or less (proponents are solely responsible 
for ensuring that email submissions comply with any size restrictions imposed by the proponent’s 
internet service provider). 

• Proponents should submit email submission in a single email and avoid sending multiple email 
submissions for the same opportunity. If the file size of an electronic submission exceeds the 
applicable maximum size, the proponent may make multiple submissions to reduce attachment file 
size to be within the maximum applicable size; proponents should identify the order and number of 
emails making up the email submission (e.g. email 1 of 3, email 2 of 3…). 

• For email submissions sent through multiple emails, FII reserves the right to seek clarification or 
reject the submission if FII is unable to determine what documents constitute the complete 
submission. 

• Attachments must not be compressed, must not contain a virus or malware, must not be corrupted 
and must be able to be opened. Proponents submitting by electronic submission are solely 
responsible for ensuring that any emails or attachments are not corrupted. FII may reject 
submissions that are compressed, cannot be opened or that contain viruses, malware or corrupted 
attachments.  
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• The subject line of the email and any attachment should be clearly marked with the name of the
proponent, the RFQ number and the project or program title.

• FII strongly encourages proponents using electronic submissions to submit submissions with sufficient time
to complete the upload and transmission of the complete submission and any attachments before closing
time.

• The proponent bears all risk associated with delivering its submission electronically, including but not
limited to delays in transmission between the proponent’s computer and FII’s electronic mail system.

3.3 Late Submissions 
Submissions will be marked with their receipt time at the closing location described in Section 3.1 above. Late 
submissions will not be accepted and will be returned to the proponent. In the event of a dispute, the submission 
receipt time as recorded at the closing location will prevail, whether accurate or not. 

3.4 Changes to Submissions 
By submission of a clear and detailed written notice, a proponent may amend or withdraw its submission prior to 
the submission time. A proponent cannot change the wording of its submission after the submission time, and no 
words or comments will be added to the submission after the submission time unless requested by FII for purposes 
of clarification, or to correct minor defects pursuant to Section 3.5 below. 

3.5 Correction of Minor Defects 
FII reserves the right, in its sole discretion, to invite a proponent to correct minor defects in a submission. 

3.6 Mandatory Requirements 
Each submission must comply with the mandatory requirements listed in Section 4.5 below, to be considered by 
the evaluation team in respect of the evaluation criteria. 

3.7 Submission Format 
Written submissions should be organized in the following format and sequence listed below: 

• Submission Letter (see Section 3.8 below)
• Table of Contents
• Proponent Profile (see Section 4.2 below)
• RFQ Requirements (see Sections 4.3 to 4.10 below)
• Appendices

3.8 Submission Letter 
The submission letter in Appendix D of this RFQ, or a similar representation of the same information, must be 
completed, signed by an authorized representative of the proponent, and included in the submission. 

3.9 Enquiries 
All enquiries regarding this RFQ must be directed to FII in writing. No verbal enquiries will be accepted. FII reserves 
the right to not respond to enquiries and to communicate the enquiry and the answer to all proponents. FII is not 
responsible for any error that could occur from submission or communication of an enquiry by a proponent. 
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4. Submission Content
4.1 General Information 
The requirements described with a must in this RFQ are required to be provided in the submission. Failure to 
provide a response to a mandatory requirement(s) will result in a rejection of the submission. It is recommended 
that submissions also respond to should requirements in this RFQ. The submission response to all mandatory and 
desirable requirements in this RFQ will be considered by the evaluation team. 

4.2 Vendor Profile 
The submission should include the following: 

• The full legal name and address of the proponent
• A description of the proponent’s type of business (sole proprietorship, partnership, corporation, etc.)
• Details of any subcontracting or consortium arrangements proposed by the proponent (see Section 4.7 and

4.8 below)
• The full legal name of any proposed subcontractors or consortium members

4.3 Resource Requirements  
For each submission, the proponent should include: 

• A list of key staff members with short biographies detailing their education, experience and areas of
expertise

• Relevant past work examples

4.4 Financial/Pricing 
The submission must clearly identify each key staff member by role and include their hourly and/or daily rates for 
each year of this RFQ. These rates must remain unchanged during the term of the RFQ. 

Prices quoted shall be in Canadian dollars and exclusive of the Provincial Sales Tax (PST) & Goods and Services Tax 
(GST). 
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4.5 Mandatory Evaluation Criteria   
The following are mandatory evaluation criteria for all submissions. Submissions that do not clearly demonstrate 
that they meet the mandatory evaluation criteria will receive no further consideration during the evaluation 
process. 

 
  

 Mandatory Requirements Checklist 

 Submission must be delivered to FII by email no later than September 8, 2023, 16:00 Pacific 
Standard Time (see Section 3.1. above) 

 The submission letter in Appendix D of this RFQ, or a similar representation of the same 
information, must be completed, signed by an authorized representative of the proponent, and 
included in the submission (see Section 3.8 above). 

 The submission must clearly identify each key staff member by role and include their fixed price 
hourly and/or daily rates for each year of this RFQ. These rates must remain unchanged during the 
term of the RFQ. (see Section 4.3-4.4 above) 

 The Submission must indicate in Appendix E – Summary of Expertise of this request, which of the 4 
topic areas match their experience and/or area of expertise. 
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4.6 Desirable Evaluation Criteria  
Responses meeting the mandatory evaluation criteria will be further assessed against the following desirable 
criteria. Submissions should describe the proponent’s experience regarding the following desirable evaluation 
criteria. Responses not achieving a passing percentage score of 60% will receive no further consideration during 
the qualifications review. 

Desirable Evaluation Requirements Percentage Score 

1. Summary of Expertise:
Proponents are requested to briefly describe why they believe their skills
and experience meet the requirements of this RFQ and demonstrate why
they feel they should be included in FII’s list of qualified suppliers.

10% 

2. Qualifications and Samples:
Three (3) project examples should be provided to demonstrate that the
proponent has experience regarding one or more of the below areas:

A minimum of 10 years demonstrated human resource management 
experience, highlighting any experience gained in other jurisdictions or 
within other legal frameworks. 

Demonstrated experience providing counsel and support to 
management, staff or candidates regarding employment or recruitment 
matters such as terms and conditions of employment, BC employment 
law and regulations, BC Human Rights law, core competencies, 
interviewing techniques, skills, knowledge and abilities testing, 
remuneration packages, and other similar related areas. 

• Extensive experience managing the hiring process, including:
• Preparing and/or updating of job postings.
• Drafting recruitment strategies that includes advertising options

and costs.
• Writing advertising copy.
• Sourcing qualified candidates.
• Drafting of short list criteria and undertaking the evaluation of

applicants.
• Scheduling interviews.
• Conducting detailed reference check.

Proponents may also wish to include any additional value-added 
features or services that are offered. 

50% 

3. Staff & Resources:
Proponents should provide a summary of experience and skills (or attach
maximum one (1) page CVs in the appendices) for the individuals who may
be working on projects. Should there be components of the services that the
proponent intends to outsource to other firms, they should specify the
nature of the subcontracting relationship.

10% 
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4. References:  
Three (3) references should be provided relevant to the proponent’s 
experience and qualification. References should be relevant to the project 
examples provided in the Qualifications section. Include contact information 
for each reference. 

 

10% 

5. Price:  
The submission should include details of the hourly and/or daily rates for 
each resource listed. Rates of sub-contractors are to be identified where 
known. FII will focus on value for money regarding the skills and experience 
of the firm detailed in the submission. 

 

20% 

The evaluation team may ask to contact the references provided by the proponent, or other references that are 
familiar with the proponent’s work. Where in the opinion of FII a proponent’s resource receives an unsatisfactory 
reference, FII reserves the right to reject the submission. 

4.7 Consortiums   
If the submission is provided by a consortium of two or more individuals or entities then the submission must 
identify one of the members of the consortium as the proponent, and the others as subcontractors to the 
proponent. The proponent so identified shall be responsible for all terms and conditions of any contracts that may 
be awarded and will be the only party to whom FII shall be obligated under any such contract (if awarded). The 
proponent so identified will be responsible for ensuring that the other members of the consortium, as 
subcontractors, are able to provide the services to be provided by them under any such contract. 

4.8 Subcontractors   
Proponents should identify all subcontractors that they intend to use in providing any services, and their submission 
should provide the same information on the subcontractors that is provided on the proponent (as required in 
Section 4.3 above).  

A competitive process is not required for the proponent to enter into any subcontracts under $25,000; however, 
the proponent will retain evidence to demonstrate that the price charged and rates used are reasonable. 
Reasonable means that they are within the normal expected range for similar services. 

The proponent must obtain the approval of FII before entering into any subcontracts between $25,000 - $100,000 
not included and specifically identified in the original approved submission. FII may, at its discretion, request that 
such subcontracting be carried out using a competitive tendering process. If a competitive process is not required, 
the proponent will detail and maintain a rationale for the selection of the subcontractor with reference to how the 
reasonableness of the rate charged has been ascertained. 

Unless otherwise agreed to in writing by FII, all subcontracts exceeding $100,000, including cumulative awards to 
the same subcontractor, will be awarded using a competitive tendering process. If a competitive process is not 
possible, for any reason, then FII reserves the right to request that the proposed subcontractor submit a separate 
submission to FII for consideration and evaluation in accordance with FII’s request for submission process. 
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4.9 Conflict of Interest  
In their submissions, proponents should indicate any real or potential conflict of interest of which they are aware 
regarding performing work under this RFQ. 

FII may reject a submission if, in the opinion of FII, the proponent or its submission would create a conflict of 
interest in connection with the services requested under this RFQ. 

4.10 Submission Acceptance/Rejection  
FII is not required to accept the lowest cost submission and may reject any or all submissions. 
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5. RFQ Terms and Conditions
5.1 No Contract 
This RFQ does not constitute an offer to enter into a contract with FII and no contract of any kind is formed under, 
or arises from, this RFQ or the entry of the name of a proponent on the List of Qualified Suppliers. This RFQ will not 
prohibit or restrict FII from direct awarding a contract where FII deems it necessary to do so.  

5.2 Freedom of Information and Protection of Privacy Act  
All documents and other records (including the submissions) in the custody of or under the control of FII may be 
subject to the Freedom of Information and Protection of Privacy Act (British Columbia) (FOIPPA), and may be 
required, by law, to be disclosed under FOIPPA. 

Except as expressly stated in this RFQ and subject to FOIPPA, all documents and other records included in a 
submission (and the submission) to this RFQ will be considered confidential by FII. 

5.3 Confidentiality  
Information pertaining to FII obtained by a proponent as a result of participation in this RFQ is confidential and 
must not be disclosed without prior written consent from FII. 

5.4 Incurred Costs   
Proponents are solely responsible for their own expenses in preparing their submissions and for subsequent 
contract negotiations with FII, if any. If FII elects to reject all submissions received, FII will not be liable to any 
proponent for any claims, whether for costs or damages incurred by a proponent in preparing its submission, or any 
other matter whatsoever, and proponents waive any and all claims for any such costs or damages. 

5.5 Reservation of Rights  
FII reserves the right, in its sole discretion, to: 

• Amend the scope of the Services, modify, cancel or suspend this RFQ or any or all stages of the RFQ, at any
time for any reason

• Accept or reject any submission based upon the evaluation criteria described in this RFQ as determined in
the sole discretion of the evaluation team

• Not accept any or all submission
• Reject or disqualify any or all submissions without any obligations, compensation or reimbursement to any

proponent
• Re-advertise for new or additional submissions after the submission date until the expiry of the term for the

List of Qualified Suppliers
• Make any changes to the terms of the opportunity described in the RFQ
• Extend, from time to time, any date, time period or deadline provided in this RFQ
• Cancel the List of Qualified Suppliers at any time without entering into any contracts
• Enter into contracts with none, some or all of the proponents in the List of Qualified Suppliers, or only with

one or more specific proponents in the List of Qualified Suppliers.
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5.6 No Obligation to Contract 
FII is not obligated to award any contracts under this RFQ to any proponents, and no proponent whose name is 
entered on the List of Qualified Suppliers is entitled, as a matter of right, to an award of contract, even if one or 
more other proponents on the List of Qualified Suppliers is awarded one or more contracts. Proponents whose 
names appear on the List of Qualified Suppliers may not be awarded a contract. 

5.7 Form of Contract  
It is expected that any proponent on the List of Qualified Suppliers who is awarded a contract will enter into a 
contract with FII in substantially similar form and on substantially similar terms and conditions as the contract 
attached as Appendix C. 

5.8 Ownership of Submissions 
All submissions to this RFQ and accompanying documentation will become the property of and will be retained by 
FII. Returns of any subsequent documentation or materials will be at the sole discretion of FII. 

5.9 Agreement on International Trade  
This RFQ is subject to Chapter 5 of the Agreement on International Trade, and its successor the Trade, Investment 
and Mobility Agreement, effective April 1, 2009. 

5.10 Notification  
When the review process is completed and the initial List of Qualified Suppliers is finalized, FII will notify 
proponents of the results. 

5.11 Vendor Debriefing  
FII will offer a debriefing to proponents who did not make the List of Qualified Suppliers, on request, at a mutually 
agreeable time. 

5.12 Qualified Suppliers List Distribution  
FII reserves the right to distribute contact information of proponents currently on FII’s Qualified Suppliers List to 
stakeholders or other industry third party contacts. 
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6. Appendices
• Appendix A – Defined Terms
• Appendix B – Maintaining the List of Qualified Suppliers
• Appendix C – FII Professional Service Agreement Template
• Appendix D – Submission Letter
• Appendix E – Summary of Expertise Matrix
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Appendix A – Defined Terms 
When used in this RFQ the following terms will have the meanings given to them below. Any terms defined 
elsewhere in this RFQ will have the meanings so given to them.  

Consortium: two or more individuals and/or organizations that together submit a response to this RFQ 

Contract: the written agreement resulting from this RFQ executed by FII, and a successful proponent from the List of 
Qualified Suppliers 

Evaluation criteria: the criteria described in Section 4.5 and 4.6 below 

Evaluation team: the committee established by FII to evaluate submissions under this RFQ 

FII: Forestry Innovation Investment Ltd. 

List of Qualified Suppliers: the list of proponents, prepared and maintained by FII, who have the qualifications 
required under this RFQ to provide the services, as assessed by the evaluation team 

Must, or mandatory: a requirement that has to be met in order for a submission to receive consideration under this 
RFQ, as described in Sections 3.1, 3.3, 3.4 and 4.5 below, unless specifically stated otherwise in this RFQ 

Pacific Time: Pacific Standard Time or Pacific Daylight time as provided for in the Daylight Savings Time Act of British 
Columbia 

Proponent: an individual, partnership, firm or company that submits, or intends to submit, a submission in response 
to this RFQ 

RFQ: this document and any Schedules or Appendices attached to this document, as they may be amended by FII 

Services: the functions, duties, tasks and responsibilities to be provided by the proponent as described in the 
contract awarded to a proponent on the List of Qualified Suppliers 

Should or desirable: a requirement having a significant degree of importance to the objectives of the RFQ and which 
will be considered in the evaluation of the submission 

Subcontractor: a person, firm, corporation or other legal entity contracting with the proponent to perform a part of 
the services 

Submission: a formal response submitted by a proponent to this RFQ and is the statement of information that 
substantially complies with the form and content requirements of this RFQ 

Submission time: the time and date indicated as such under Section 1.2, being the time and date after which the 
evaluation of submissions will take place by the evaluation team for purposes of determining the initial List of 
Qualified Suppliers  
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Appendix B – Maintaining the List of Qualified Suppliers 
1. Changes to the List 

FII may, at its sole discretion, and from time to time: 
• Extend the term during which the List of Qualified Suppliers is valid 
• Invite additional proponents to make a submission for consideration of being added to the List of Qualified 

Suppliers 
• Request or permit one or more proponents to submit additional information, including related experience, 

availability and fee information 
• Update the List of Qualified Suppliers based upon eligibility criteria 
• Categorize proponents on the basis of their stated expertise 

2. Proponent Changes 
Proponents named in the List of Qualified Suppliers should promptly notify FII in writing of any material changes 
to the information contained in their submission. FII may, but is not obligated to, update the List of Qualified 
Suppliers, at any time, in its discretion, to reflect such changes. 
Proponents named in the List of Qualified Suppliers who wish to make any addition, deletion or other change to 
their submission should notify FII in writing as to the proposed change. FII may, but is not obligated to, consider 
such a change and to update the List of Qualified Suppliers at any time, at its discretion. Any such change may be 
disallowed by FII. 

3. Withdrawal from the List 
Any proponent may withdraw its name from the List of Qualified Suppliers at any time by notice in writing to FII. 

4. Use of List 
FII may, at its discretion, and from time to time: 
• Use the List of Qualified Suppliers to award contracts to proponents with relevant expertise in connection 

with specific projects, in which case: 
o As specific projects are identified, the evaluation team will assess the qualifications and experience 

of all proponents on the List of Qualified Suppliers 
o The evaluation for each such project shall be based primarily on the proponent  

 being capable of providing and satisfactorily completing the specific project 
 being cost effective 
 being readily available to complete a time sensitive project  
 having specific expertise 

• Develop and implement processes and criteria for identifying, classifying and selecting proponents from the 
List of Qualified Suppliers 

• Develop shortlists of proponents from the List of Qualified Suppliers in connection with specific projects 
and invite shortlisted proponents to be considered for one or more contracts in connection with such 
projects 

• Select proponents to enter into one or more contracts directly from the List of Qualified Suppliers in 
accordance with provincial procurement policies 

• Contact any one or more proponents from the List of Qualified Suppliers 
• Consider or invite any one or more proponents from the List of Qualified Suppliers to enter into, or 

compete to enter into, one or more contracts 
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• Enter into more than one contract with the same proponent from the List of Qualified Suppliers, and to not 
enter into any contract with other proponents from the List of Qualified Suppliers  

• Not use the List of Qualified Suppliers in any way whatsoever including, without limitation, by not selecting 
proponents to enter into, or by not inviting them to compete in respect of, any one or more contracts 

• Not enter into any contracts 
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Appendix C – FII Professional Service Agreement Template
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Appendix D – Submission Letter 
 

 

(Proponent’s Letterhead) 

 

(Date) 

 

Laura Bobadilla 
Forestry Innovation Investment Ltd. 
#1200 – 1130 West Pender Street 
Vancouver, B.C. 
V6E 4A4 
 
 
RE: Request for Qualifications (RFQ) for FII-24-01 Recruitment Services  
 
 
Enclosed is our submission in response to this RFQ. 
 
(Name of Proponent) confirms the terms and conditions of this RFQ have been read, understood, and agreed to in its 
entirety and are willing to enter into the contract attached as Appendix C. 
 
 
___________________________________ 
Authorized Signature 
 
 
___________________________________ 
Print Name 
 
 
___________________________________ 
Title 
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Appendix E – Summary of Expertise Matrix 
Matrix of Vendor Expertise: (Please place an “X” in the applicable categories of expertise for your company) 
 
Include this document as Appendix E to your submission. 

 
 

Executive Search Finance, Marketing and 
Administrative Placements 

Natural Resources/ 
Technical Placements 

Temporary Staffing 
Placements 
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