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Competitive Bidding

• Reach an agreement between Buyer (Municipality) and

Seller (Supply) to deliver goods, services, and construction

• Competitive selection process that is open, fair 

and transparent

• Achieve value for money 

• In compliance with governance

• Receive quality responses

Objectives



Competitive Bidding

Process
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Specification and Scope

Contents

• Background – Owner profile

• Mandate, who is involved, specific service, operational Requirements, reason for 
sourcing the requirement externally, frequency of the requirement

• What is the business issue?

• Objective – what must be achieved, one or multiple contractors, type of 
contractor (firm or individual), contract type – standing offer or specific purchase 
agreement?

• Definitions and Reference documents

• Business and Technical Environment – description of the business operations 
and technical operations and requirements.  Hours of operation, services, service 
levels, technical infrastructure, systems etc. 

• Specific obligations being placed on the contractor

• Business and Technical Requirements (contract requirements)



Determine Selection Method

Tendering Methods

1. Open Tendering

• Public advertisement 

• Open to all 

• Suppliers respond as requested

2. Select Tendering

• Open to select short listed suppliers

3. Multi- stage Tendering

• Large number of suppliers 

• Culled to most suited through tender stages

4. Invited Tendering

• Select vendors asked to bid



Market Requests – RFX Documents

Request Type Purpose - Outcome

Request for 
Information

• Used in the planning stage to assist in defining the project.  Not used to 
select suppliers

• RFI’s do not typically result in contracts or shortlists 

Request for 
Pre-qualification

• Used to qualify and shortlist potential suppliers before seeking detailed     
offers through a Select Tendering Process

• RFPQ’s result in a short list of suppliers that will receive the RFT or RFP that 
follows

Request for Quote • An RFQ is used to solicit competitive bids
• Solution(s), specifications, performance standard(s)
• Timeframe(s) are defined 
• Award is made to the bidder with the lowest cost, product or service
• A quote is rarely a multiple step process and is typically used for low risk, 

low cost purchases

Determine Selection Method



Determine Selection Method

Request Type Purpose - Outcome

Request for Tender • An RFT is used to solicit competitive bids when the solution(s),
specifications, performance standard(s), and timeframe(s) are defined 

• It is used primarily for construction opportunities
• Industry practices are well established, and often regulated 
• Potential bidders are familiar with the tendering process 
• Tenders are opened publicly and awarded to the compliant bidder with the 

lowest cost

Request for Proposal • Alternative to the RFT, normally for the provision of services
• Allows the vendor an opportunity to propose a solution to the Municipality’s 

requirement, which may include providing unique skills 
• Specifications are general in nature and performance based with pre-

established criteria and weighting factors 
• The successful vendor is based on the best evaluated score, rather than just 

the lowest cost

Market Requests – RFX Documents



Major Sections

Invitation to Tender

§ Project Description (summary), Contact Information, Closing date and time, 
Tender delivery details

Components of an RFT

Instructions to Bidders 

§ Definitions and Interpretation

§ Scope, Clarification and 
Addenda

§ Freedom of Information and 
Protection of Privacy Act

§ Preparation of Bid

§ Safety 

§ List of Alternatives

§ Bid Submission

§ Withdrawal and Modification

§ Security

§ Opening and Evaluating of Bids

§ Post Closing 

§ Clarification and Negotiation

§ Award of Contract 

§ Limitation of Liability and 
Applicable Law

§ Insurance Requirements 

§ Miscellaneous



Major Sections

Acknowledgement Form

§ Bidder information and acknowledgements – must be included with 
response

Bid Form

§ Prices required for the Bid. 

Appendices for Project Details

§ Equipment Suppliers and Alternatives

§ Key Personnel and Subcontractors 

§ Fees

Form of Agreement

Scope of Work

Components of an RFT



Components of an RFT

Definitions

Bidder

§ The entity that is responding to the Request for Tender
Form of Contract 

§ Lump Sum agreement as attached
Project  

§ Scope which is to be performed
Scope

§ means the work to be performed, services to be provided or 
goods, materials or equipment to be supplied and which is the 
subject of this Request for Tenders and identified in Appendix H 
– Scope of Work.



Components of an RFT



RFT Evaluation to Award 

Process

Open Bids

Select 
Vendor/

Contractor

Clarification
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Major Sections

Invitation and Submission Instructions

§ Invitation to Proponents, RFX Timetable, submission instructions

Evaluation, Negotiation and Award (negotiation only applies to RFP)

§ Overview of evaluation process, sequence of events and decisions points

Terms and Conditions of RFX Process

§ General information and instructions, competitive bid conditions, governing law 
and interpretation

Form of Agreement 

§ Purchase contract sample 

Components of an RFP



Major Sections

Submission Form

§ Bidder information and acknowledgements – must be included with 
response

Pricing

§ Instructions on how to provide pricing, overview of price evaluation 
process. 

RFX Particulars

§ The Deliverables - Scope of Work, specifications, requirements, 
deliverables, schedules

§ Mandatory Requirements – Submission and Technical

§ Rated Criteria and Weightings (RFP only)

§ Suggested Proponent Content for Non-Price Criteria

• This states the information needed in a submission

Additional Appendices as required. 

Components of an RFP



Components of an RFP

Definitions

Bidder, Respondent, Vendor, Supplier or Proponent

§ The entity that is responding to the requirement
Requirements 

§ Commitments you agree to by submitting a proposal
Mandatory Evaluation Criteria (P/F)

§ If you fail then your bid is no longer considered
Rated or Non Mandatory Evaluation Criteria

§ You can achieve a low score and continue on being evaluated
Weighting or weight

§ A global weight out of 100 that is given to a rated or non 
mandatory item



Components of an RFP



Components of an RFP

Mandatory Requirements



Components of an RFP

Evaluation Criteria



RFP Evaluation to Award

Process

Open 
Proposals

Select Vendor 
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Negotiations

Clarification 
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Award and 
Contract

Team 
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Evaluation Steps

1. Commercial Evaluation - check for compliance with commercial requirements
(on-time, proof of insurance, WCB etc.)

§ Non-compliant? - Do not proceed 

2. Technical Evaluation

§ Technical compliance

§ Safety and Environment

§ Skills, experience

§ Risk assessment 

§ Quality Management 

§ Methodology

§ Others as specified

3. Total Cost analysis

RFP Evaluation to Award



Evaluation Steps cont’d

4. Clarification questions

5. Presentations, if necessary

6. Individual scores 

7. Committee consensus scoring

8. Select preferred proponents and 
recommend award

RFP Evaluation to Award



Notifications

1. Successful Bidder - high score, low price depending on Market Request type
§ Notified 

§ Negotiation if applicable 

2. Unsuccessful Bidders notified
§ Direct or through APC, MERX etc. 

3. Debriefing
§ Opportunity to gain valuable feedback

§ Not an opportunity to dispute award

Award and De-briefing



1. Formal agreement created from Contract proposed in Market Request

2. Review Contracts carefully prior to signing
§ Direct or through APC, MERX etc. 

3. Municipality may post results upon award or once the contract is signed

4. Some RFP’s limit the negotiation time for a contract

Create Contract



Municipal bid opportunities are posted publicly 

In Alberta, opportunities are posted on the Alberta Purchasing Connection (APC)

Per Canadian trade agreements, NWPTA, CFTA and CETA
§ Goods and Services over $75,000

§ Construction over $200,000

Access to Opportunities

RMWB will post notices on APC with a link to 
the new E-bidding system

E-bidding will support electronic RFX 
distribution and vendor communication, on-
line bidding, on-line evaluations and e-mail 
notifications.

Register on the RMWB E-bidding system to gain access to documents 
and notifications for  applicable categories.



Access to Opportunities



Access To Opportunities



Key Considerations

After obtaining all relevant documentation:

§ Carefully read the entire document
§ Do not assume all RFX documents are the same 

§ Understand the Owners requirements and needs

§ Attend any pre tender briefing sessions being conducted

§ Obtain all addenda

§ Clarify any uncertainties

§ Plan time to prepare your response

§ Submit on time and at the right location

§ Plan to comply with all mandatory requirements

Response Planning



To win, you must convince the evaluators you can meet and exceed the
Owners expectations.

Objectives

§ To get the maximum number of points for each evaluated section

§ To make the evaluator’s decision to award maximum points as easy as possible

The Proposal Document



The Proposal Document

Content
§ Follow instructions to the letter

§ Balance the response vs. the evaluation criteria

§ Address every point and sub point as requested

§ Respond in the format requested

§ Provide mandatory (must) requirements

§ Be brief and concise or risk alienating the evaluators

§ Use facts and supporting evidence – no unsubstantiated claims

§ Differentiate – stress your superior differences in the industry

§ Commit where commitment is sought



The Proposal Document

Content Cont’d

§ Provide details of the project team’s relevant experience, qualifications and
roles in completing the deliverables

§ Check and prepare your references

§ Use clear and direct language

§ Include all “relevant” and requested documents

§ Review and understand the referenced purchase agreement

§ Only communicate with the RFX Contact Person

Be prepared to provide a presentation or interview, 
if requested.  



The Proposal Document

Bidder Assumptions to Avoid

§ We don’t need to provide all the mandatory information or documents

§ Some of these RFX requirements do not apply to me

§ Debriefing meetings are my opportunity to challenge the award, criticize
the process or slam the competition

§ We will have access to our competitors submission after the award

§ We won’t be disqualified for discussing the RFX with Owners staff other
than the Contact Person



Questions & Answers


