[bookmark: _Toc68589986]Appendix A: Response Form

NOTES FOR SUBMITTING A RESPONSE:
a) The Response should be submitted in accordance with the instructions and guidelines set out in this CFR.
b) Mandatory criteria must be met.
	Mandatory Criteria

	The response must be received at the Response Submission Location before the Response Deadline.

	The response must be in English.

	The response must be submitted using one of the submission methods set out on the cover page of the CFR and in accordance with Section 5.

	The response must either (1) include a copy of the cover page that is signed by an authorized representative of the Respondent or (2) otherwise identify the CFR, identify the Respondent and include the signature of an authorized representative of the Respondent that confirms the Respondent’s agreement to the terms and conditions, or (3) be submitted by using the e-bidding key on BC Bid (if applicable) in accordance with the requirements set out in Section 5.

	The respondent must submit a separate response for each renovation project proposed (i.e. each unique location). 

	Respondents must be a Legal Entity that is entitled to operate in British Columbia by the time of contract signing.  
Respondents must provide a financial viability plan to explain how operating and maintenance costs will be funded for the long term (minimum 5 years).

	



c) The Respondent is encouraged to use the Response Form and associated templates set out in Appendix A1 of this CFR, or substantially similar documents, in submitting their Responses. The Response cells may be expanded when responding. 
d) Information provided outside of this Response Form, unless requested by the Province, may not be assessed.
e) Respondents who wish to submit projects for more than one (1) location must submit separate responses for each project location.  
f) Responses should not propose a price that exceeds the maximum stipulated in Section 3 of this CFR. Responses that include costs that are ineligible or exceed the maximum stipulated may be rejected.
g) Response Submission Location:  Please see CFR cover page for full details.

h) [bookmark: _Toc414350901][bookmark: _Toc414352378][bookmark: _Toc414531938][bookmark: _Toc414532247]Page Limitations on Response: Please note that page limits should be followed and are stated maximums. The Province reserves the right to reject Responses that exceed the page limits.  Text should be in 12-point font and have normal margins.  Complete Responses with cover page and any non-required appendices should be no more than 32 pages in length.

	[bookmark: _Hlk66450697]Section 
	Page Limit

	Respondent’s Declaration Letter
	1

	1 Respondent Information
	1

	2 Executive Summary
	1

	[bookmark: _Hlk66438238]3 Respondent’s Eligibility

	3.1 Legal Entity
	1

	Required Appendix 1: Article of Association or Certificate of Incorporation
	*

	[bookmark: _Hlk66438304]4 Respondent’s Financial Management and Capacity

	4.1 Financial Management
	1

	[bookmark: _Hlk66438391]5 Number of Units

	5.1 Maximum Occupancy
	1

	6 Years of Housing Availability

	6.1 Property Ownership
	1

	Required Appendix 2: Proof of Ownership or Lease Documentation
	*

	7 GBA+ Application in Project Design

	7.1 GBA+ Lens
	1

	8 Organizational Experience

	8.1 Demonstrated Experience with Working with Refugee Claimants
	4

	8.1 Demonstrated Experience with Renovation Projects
	4

	9 Financial Viability

	9.1 Sustainability
	2

	10 Project Plan

	10.1 Plan and Timeline
	8

	Required Appendix 3: Approved Permits, Permissions and/or Plans
	*

	10.2 Location
	1

	10.3 Social Impact
	1

	10.4 Environmental Sustainability Initiatives
	2

	11 Proposed Price 

	11.1 Reasonableness of Price: Appendix D1, Proposed Budget
	2

	TOTAL 
	32


*Required Appendices 1, 2 and 3 should be as few pages as possible to provide the necessary proof.



1. Respondent’s Declaration Letter

Subject:  Refugee Claimant Housing Fund – CFR22-RCH02
The enclosed Response is submitted in relation to the above-referenced Call for Responses, including all Addenda. We have carefully read and examined the Call for Responses and have conducted such other investigations as were prudent and reasonable in preparing the Response.
By submission of our Response, we agree to all of the terms and conditions of the Call for Responses. 
Sincerely,

___________________________
Signature
Note to Respondents:  As per the BC Bid Terms and Conditions for electronic bidding, the use of the electronic key (“eBidding Key”) is the legal equivalent to a Respondent’s authorized signature.   


1. Respondent Information
	Signatory’s name:
	

	Title:
	

	Signatory’s phone number:
	

	Signatory’s e-mail address:
	

	Legal name of Respondent/Lead Contractor:
	

	Doing business as name 
(if applicable):
	

	Street address 
(and mailing address, if different):
	

	Respondent’s main contact (e.g. Project Manager or Coordinator,
if different from the signatory):
	

	Contact’s phone number:
	

	Contact’s e-mail address:
	

	[bookmark: _Toc414350902][bookmark: _Toc414352379][bookmark: _Toc414531939][bookmark: _Toc414532248][bookmark: _Toc92783082]Lead Organization Type (please mark an “X” beside the appropriate organization listed below):

	[bookmark: _Hlk64982551]Settlement Organization
	
	Community Organization 
	

	Refugee Claimant Organization
	
	Faith-based Organization
	

	Construction/Renovation Companies
	
	Housing Organizations
	

	Consortium/Partnership
	
	Other legal entity (please specify)
	

	If Consortium/Partnership, please indicate:
Lead Organization:
Partners/Members:




	

	Registration Number (please enter incorporation/registration number in B.C.):
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2. Executive Summary
	a) Proposed Renovation Project Start and End Dates

	Proposed Start Date (day/month/year)  
	

	Proposed End Date (day/month/year)
	

	b) Is the property owned or leased by respondent?  Indicate with an “X”


	Owned
	
	Leased
	
	


	c) 
Total Funding Request (total from budget)

	

	d) Estimated maximum Refugee Claimant occupancy per year for all units (total from 5.1)

	

	e) Location of Project – Street Address and City

	




RESPONSE
3. Respondent’s Eligibility 

	3.1 Legal Entity 

	Requirement
The Recipient must be a Legal Entity that is entitled to operate in British Columbia by the time of contract signing.

	Response guidelines
The Respondent should demonstrate in no more than one (1) page, 12-point font, normal margins how it would meet the requirement of being a Legal Entity entitled to operate in British Columbia by the time of contract signing.
IMPORTANT:  A society may submit an Article of Association and a Corporation may submit a Certificate of Incorporation as Required Appendix 1 

	







4. [bookmark: _Hlk64981300]Respondent’s Financial Management Capacity

	4.1 Financial management

	Requirement
Under the Contract, the Recipient will provide accountability of funds. 

	Response guidelines
Describe your organization’s internal or contracted financial management expertise, including key staff and accounting processes relevant to the proposed services in no more than one (1) page, 12-point font, normal margins.  

In the event the financial management expertise is contracted, the Respondent should provide information on the company/individual accountable for this operation.

	



5. Number of Units

	5.1 Maximum Occupancy

	Requirement
Under the Contract, the Recipient will maximize the occupancy of the units.

	Response guidelines
Describe in no more than one (1) page, 12-point font, normal margins the units that will be produced from the renovation by completing the table below.


	Type of Unit (suite, house etc.).  

	Number of Bedrooms
	Number of units included in project
	Estimated maximum Refugee Claimant occupancy per year 

	Based on how many months stay, on average:
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTALS
	
	
	


6. [bookmark: _Hlk65231214]Years of Housing Availability

	6.1 Property Ownership 

	Requirement
Under the Contract, the Recipient will either own the property to be renovated or have secured a lease of a property for a minimum of 5 years.  

	Response guidelines
Describe in no more than one (1) page, 12-point font, normal margins the ownership of the property to be renovated:
· Please state the legal name of the owner of property and provide contact information. Include a recent (within 30 days) title search as proof of ownership as Required Appendix 2 if the respondent owns the property.
· If the Respondent plans to enter into a long-term lease, please indicated the start and end date of the lease. Include evidence of lease term, noting duration of lease, any options for extension and the landlord’s permission to renovate as Required Appendix 2.

Note: The costs to purchase or lease a property are to be funded through other sources than the Refugee Claimant Housing Fund.  See Appendix D for more information on eligible expenses.

	



7. GBA+ Application in Project Design

	7.1 GBA+ Lens

	Requirement
The Recipient should ensure a GBA+ lens has been applied to the project design. 

	Response guidelines
Describe in no more than one (1) page, 12-point font, normal margins how a GBA+ lens has been applied to the project design.
Describe how the project is:
· Inclusive, welcoming and safe
· Reflective of consultations with Refugee Claimants with lived experience to understand their unique and diverse GBA+ needs
· Designed to keep families together
· Design reflects the needs for persons with disabilities



	






8.  Organizational Experience
	8.1 Demonstrated experience with Working with Refugee Claimants 

	[bookmark: _Hlk65654911]Requirement
The Recipient should have experience working with Refugee Claimants, specifically helping them find housing and understanding the unique challenges they face.  Or, the recipient intends to subcontract with a project partner who has experience working with Refugee Claimants.


	Response Guidelines

Please provide the following information in a maximum of four (4) pages, normal margins and 12-point font:

Two (2) examples of the Respondent’s (or a subcontractor’s) experience within the last five (5) years (from the date of issue of this CFR) in:
1. Providing services or housing to Refugee Claimants
2. Choose at least one (1) example that clearly shows experience placing Refugee Claimants in housing.
3. If the respondent is a current BCSIS service provider, one (1) example should describe experience gained delivering BCSIS services and refer to performance levels and achievements that can be verified through the BCSIS reporting.  Your Program Advisor will be contacted as a reference for this example. 

The Respondent should include for each example:
4. Name and description of the program/project.
5. Subcontractor with Refugee Claimant serving experience on the project if not the Respondent.  Note that proposals with Respondents/Leads with experience with Refugee Claimants will be favoured.
6. Start and end dates of the program/project.
7. Description of subcontractors or other delivery partners and their respective roles.
8. Describe the eligibility criteria used to accept Refugee Claimants into the program/project.
9. A description of how refugee claimant clients were assisted to find housing and if applicable, other wrap around supports provided.
10. State client targets (number of clients served) and any other quantitative or qualitative targets of the project. 
11. State outcome client numbers by year and any other quantitative and qualitative results/outcomes.
12. State how the example illustrates serving the refugee claimant population.  Include details on how the needs of this population were recognized and met.
13. Include any other information relevant to assessing the Respondent’s experience in meeting the above requirement; and
14. Contact information of a reference for each example, preferably a funder who will validate the information presented (e.g. name, email, phone number).


	Example 1:

	Example 2:

	Reference for Example 1: 

	Reference for Example 2:

	8.2 Demonstrated Experience with Renovation Projects

	Requirement
The Recipient should have experience renovating properties for rental accommodation or intend to subcontract with a project partner who has experience renovating buildings into rental properties.

	Response Guidelines
Please provide the following information in a maximum of four (4) pages, normal margins and 12-point font:
Two examples of the Respondent’s (or subcontractor’s) experience or the Delivery Partner’s experience within the last five (5) years (from the date of issue of this CFR) in:
· Renovating rental properties
· Converting non-rental properties into rental accommodation
· Working with or being a non-profit housing group(s) that addresses the needs of low-income renters
· Other relevant projects that demonstrates experience that could be leveraged for the proposed project


	The Respondent should include for each example:
1. Name and location for the project.
2. Subcontractor Lead on the project if not the Respondent.
3. Detailed description (with photographs and/or plans if available) of the renovation project explaining the condition of the property prior to renovations and post renovations.
4. Description of subcontractors and their respective roles.
5. Number of rental units produced and number of bedrooms/estimated maximum occupancy for each unit.
6. Initial start and end dates of the renovation project and the final completion date.  Explain any time overages.
7. Initial budget for the project and the final cost.  Explain any overages.
8. A description of the considerations made in the project design to address the needs of low-income renters.
9. Any other information relevant to assessing the Respondent’s experience in meeting the above requirement; and
10. Contact information of a reference for each example who will validate the information presented (e.g. name, email, phone number).


	Example 1:

	Example 2:

	Reference for Example 1: 

	Reference for Example 2:


9. Financial Viability

	9.1 Sustainability

	Requirements
Respondents should demonstrate financial viability of the project to cover costs outside of the renovations during the project and ongoing operational costs once the renovations are complete.  

Responses should describe the plan for how rents will be used to offset costs and how other sources of funding will cover the ongoing operational costs.

	Response guidelines
Please provide the following information in no more than two (2) pages, 12-point font, normal margins:
· Describe the plan for ensuring the financial viability of the project beyond the cost of the renovations. Include a description of other sources of funding that will offset ongoing costs to operate the suites.
· Include a description of the proposed rent structure for the units.

	



10.  Project Plan

	10.1 Plan and Timeline

	Requirements
Under the Contract, the Recipient will complete the renovations to convert a property into flexible rental units by Sep 30, 2022 and secure, where possible, the necessary plans, permits and permissions prior to submitting this response.   
The Respondent should describe their how their project plan is:
· Creative, innovative and responsive to a variety of Refugee Claimant family sizes.
· Is in scope and feasible within the timelines as described in Section 2.2 of this CFR.

	Response Guidelines
Please provide the following information in no more than eight (8) pages, 12-point font, normal margins:

A detailed description of the project design including:
1. A summary of the proposed project including:
a) Description of renovations including:  
i. Scope of work 
ii. Contractors and subcontractors required to ensure renovations are to building codes
iii. Staff required to manage the project
iv. Demolition and waste disposal plan
v. Equipment needed
vi. Materials and Supplies required (high level, detailed descriptions and costs should be included in the budget)
b) How this project is innovative and creative in its design and/or use of underutilized spaces.
c) How the units can adapt to families of varying sizes and persons with disabilities.
2. A timeline with major project milestone dates and dependencies to meet these dates , including time to meet any regulatory or authoritative requirements in order to complete renovations by Sep 30, 2022.
3. A description of the plans, permissions and permits that are required.  

Include proof of approval of required permits, permission letters and plans) as Required Appendix 3 and/or status of each of the required approvals.  Do not use Required Appendix 3 to describe your plan; provide proof the plan has been approved only.


	




	10.2 Location

	Requirements
The Respondents should demonstrate how the location of the project will be accessible to a large population of Refugee Claimants, be in proximity to services and supports and is situated in a welcoming community.

	Response Guidelines
Please provide the following information no more than one (1) page, 12-point font, normal margins:
· Data evidence of Refugee Claimant population in the region or city where the renovation will be located
· A description of how the location allows Refugee Claimants to access services and supports such as settlement services, health care, childcare, Immigration and Refugee Board, immigration offices, Legal Aid providers. For example, a realistic plan for transportation to IRB hearings and IRCC check-ins should be included in the response.
· A description of the specific supports from the community for this project.

	

	10.3 Social Impact

	Requirements
The project plan should demonstrate a diversity of suppliers and workforce development in no more than one (1) page, 12-point font, normal margins.


	Response Guidelines:
Responses should describe efforts to partner with diverse suppliers such as Indigenous and/or newcomer run businesses.  In addition, projects should demonstrate workforce development through partnerships with equity seeking groups to provide employment, apprenticeships, skills training, or other developmental supports to people with disabilities and other traditionally underrepresented groups.  

	


	10.4 Environmental Sustainability Initiatives

	Requirements
The project plan should demonstrate environmental sustainability initiatives no more than two (2) pages, 12-point font, normal margins

Responses should describe environmental sustainability initiatives that aim to renovate and operationalize in an environmentally friendly way as described in Section 2.9 when purchasing/preparing:
· Building materials
· Transportation Costs
· Travel Costs


	Response Guidelines:
Building Materials
· Describe how renovation supplies will be sourced that are re-usable, repairable and/or energy efficient.
· Describe how the project will utilize post consumer (PCR) or post industrial (PIR) recycled content.
· Describe how the project will use products designed for end of life management (e.g. the use of certified compostable or readily recyclable materials.
· Describe how the building materials/supplies/appliances will have longevity (e.g. manufacturers expected lifespan or length of warranty)
· Describe how the project will reduce or not use hazardous materials (e.g. biodegradable cleaning supplies, formaldehyde free adhesives, low VOC coatings/paints
· Describe how the project will consider landfill diversion
· Where applicable, demonstrate how the building material choices are Energy Star, WaterSense, EcoLogo, Green Guard, Green Seal or SCS Indoor Air Advantage certified, or equivalent, where certification exists in the product type.
Transportation
· Describe how transportation to complete this project will, where possible, be done with low emission vehicles and use route optimization.
Travel
· Describe how travel to complete this project will be minimized and where necessary, be undertaken in the most environmentally preferable way such as:
· Remote meetings 
· Travel creating the lowest emissions possible including, but not limited to the use of public transit, cycling or walking when feasible, the use of fuel-efficient vehicles and/or alternative fuels

	





11. Proposed Price
	11.1 Reasonableness of Price – Appendix D1 Proposed Budget

	Requirements
The Recipient should deliver reasonably priced renovations to the property in consideration of the type and scope of services described in Section 2.2 of this CFR.

	Response guidelines
The Respondent should complete the Proposed Budget Template as provided in Appendix D1 to this CFR and attach it to the Response Form.  
The completed Proposed Budget Template will be used in the pricing formula calculation, no more than two (2) pages, 12-point font, normal margins
 (See Appendix B, B3 for information on how pricing will be scored and Appendix D for more information on eligible expenses)

	




In addition, respondents may include the following appendixes to their response ideally as 1-2 pages attachments of critical information for each Required Appendix: 
· Required Appendix 1: Legal Entity Document 
· Required Appendix 2: Proof of Ownership or Lease
· Required Appendix 3: Plans, Permissions and Permits

