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1. Summary and Background
Southern Alberta Ethnic Association (SAEA) is currently accepting proposals to provide catering for the Association, its members and clients at the Multicultural Centre in Lethbridge.
The purpose of this Request for Proposal (RFP) is to solicit proposals from various interested parties, conduct a fair and extensive evaluation based on criteria listed herein, and select the candidate who best represents the direction SAEA wishes to go.

The Southern Alberta Ethnic Association (SAEA) is a non-political, non-religious, not-for-profit, volunteer organization. Our members represent multicultural backgrounds and we advocate the elimination of racism. We promote understanding, awareness and celebration of our diverse community by offering programs, information and referrals and by acting as a multicultural hub for inclusion and partnership.
SAEA envisions an equitable and welcoming community that recognizes and openly celebrates cultural diversity. We strive for cross-cultural relationships that enhance physical, psychological & social environments that make a healthy, creative, successful and respect-driven community.

SAEA is an umbrella organization representing a wide diversity of ethnic societies and clubs in southern Alberta. For the last 40 years, SAEA has been carrying the lamp of ethnic diversity in southern Alberta highlighting different global cultures, languages, religions, food and cuisines, cultural dancing and performances, ethnic music as well as thoughts and philosophies. It has been an iconic organization of its unique kind in the whole country representing one of the most culturally and ethnically diverse groups in this multi-cultural nation.

2. Proposal Guidelines
This Request for Proposal represents the requirements for an open and competitive process.  Proposals will be accepted until 5pm MT September 23, 2016.  Any proposals received after this date and time will be returned to the sender.  All proposals must be signed by an official agent or representative of the company submitting the proposal.

If the organization submitting a proposal must outsource or contract any work to meet the requirements contained herein, this must be clearly stated in the proposal.  Additionally, all costs included in proposals must be all-inclusive to include any outsourced or contracted work.  Any proposals which call for outsourcing or contracting work must include a name and description of the organizations being contracted.  

All costs must be itemized to include an explanation of all fees and costs.  

Contract terms and conditions will be negotiated upon selection of the winning bidder for this RFP.  All contractual terms and conditions will be subject to review by SAEA and will include scope, budget, schedule, and other necessary items pertaining to the project.

3. Project Purpose and Description
SAEA is currently accepting proposals to provide catering for the Association, its members and clients at the Multicultural Centre in Lethbridge. The Centre has a full commercial kitchen and will require catering for up to Three hundred (300) for table service and five hundred (500) for cocktails.
4. Project Scope
· SAEA members would have priority in the process 
· Southern Alberta Ethnic Association (SAEA) will retain total control of Multi-cultural Centre (MC) kitchen at 421 6th Ave. S, Lethbridge 
· Selected contractor (non-member) will have use of kitchen at a monthly rate of $2,000 plus GST and will be a partner with SAEA 
· SAEA will cover the cost of utilities and normal wear and tear of equipment. 
· Any equipment damaged by the successful contractor other than normal wear and tear will be the responsibility of the contractor.
·  SAEA members may use the kitchen when available by scheduling with the Association. The cost of any damage to the kitchen by members will be the member’s responsibility. 
· No contractor staff will be required to be present at any function beyond those that the contractor is catering.
· Designated contractor staff will have access to the kitchen during normal business hours.
· The contractor will have full use of all equipment and utensils in the kitchen. 
· If the contractor wishes to provide their equipment and utensils for use in the kitchen, they will provide a lockable, portable storage container to be kept in the kitchen for this purpose.

· The contractor will provide a quote for all catering done in the facility other than SAEA’s “Taste Of” meals and members private use occasions.

·  The contractor will provide five (5) million dollars of liability insurance and name SAEA and the City of Lethbridge as covered by the policy.

5. Request for Proposal and Project Timeline

Request for Proposal Timeline:
All proposals in response to this RFP are due no later than 5pm MT September 23, 2016.

Evaluation of proposals will be conducted from September 26, 2016 until September 29, 2016.  If additional information or discussions are needed with any bidders during this four day window, the bidder(s) will be notified.

The selection decision for the winning bidder will be made no later than September 29, 2016.

Upon notification, the contract negotiation with the winning bidder will begin immediately.  Contract negotiations will be completed by October 20, 2016.

Notifications to bidders who were not selected will be completed by October 20, 2016.

Project Timeline:
The winning bidder will commence catering for the Centre November 1, 2016
6. Budget

All proposals must include proposed costs to complete the tasks described in the project scope.  Costs should be stated as one-time or non-recurring costs (NRC) or monthly recurring costs (MRC).  

NOTE: All costs and fees must be clearly described in each proposal.

7. Bidder Qualifications

Bidders should provide the following items as part of their proposal for consideration:

· Description of catering 
· List of how many full time, part time, and contractor staff in your organization

· Examples of 3 or more large catering events
· Testimonials from past clients  
8. Proposal Evaluation Criteria

SAEA will evaluate all proposals based on the following criteria.  To ensure consideration for this Request for Proposal, your proposal should be complete and include all of the following criteria:

· Overall proposal suitability: proposed solution(s) must meet the scope and needs included herein and be presented in a clear and organized manner

· Organizational Experience: Bidders will be evaluated on their experience as it pertains to the scope of this project

· Previous work: Bidders will be evaluated on examples of their work pertaining to other catering events as well as client testimonials and references

· Value and cost: Bidders will be evaluated on the cost of their solution(s) based on the work to be performed in accordance with the scope of this project

· Technical expertise and experience: Bidders must provide descriptions and documentation of staff technical expertise and experience

Each bidder must submit 5 copies of their proposal to the address below by 5pm MT September 23, 2016:

Southern Alberta Ethnic Association
421 6th Ave., South
Lethbridge AB T1J 0V7
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