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Quotes shall be submitted by completing this document and placing it in a sealed, opaque 

envelope, clearly marked on the outside, “Supply and Installation of New Charlottetown 

Public Work Building Furniture and Workstations; 3rd Floor City Hall, 199 Queen Street, 

Charlottetown PE, C1A 4B7", and must be received by the Finance Department before 2:00:00 

pm local time on March 22nd 2023.  It is the responsibility of the bidder to deliver the sealed 

bid to the 3rd floor of City Hall before the time indicated.  Late submissions will not be accepted 

and will be returned to the Bidder unopened.  

Two (2) copies of the submission document are required.  No fax, email or electronic 

submissions will be accepted as the sole method of submission although an electronic copy (PDF 

or Microsoft WORD) of the submission would be appreciated either included in the envelope 

noted above or emailed following the closing date and time.  It is the bidder’s responsibility to 

ensure that their submission is received prior to the closing date and time noted above.  There 

will be a public opening of submissions received immediately after closing. The awarding of 

a contract, if any, resulting from this Request for Quotations, shall be done, upon approval by City 

Council, as soon as practical after bid evaluations have been completed.  Results of this Request 

for Quotations will be posted on the City’s awards webpage at the following address: 

www.charlottetown.ca/tenders.   

Any addenda will be posted on the City of Charlottetown website 

www.charlottetown.ca/tenders. Bidders are responsible for checking the website for 

submission/quote/tender notices, documents, and addenda.  The City is not responsible for 

ensuring bidders have obtained addenda. 

This Request for Quotations (RFQ) creates no obligation on the part of the City of Charlottetown 

to award the contract or to reimburse bidders for RFQ preparation expenses.  The City of 

Charlottetown reserves the right to accept or reject any and all quotes, in whole or in part, 

received as a result of this request, and to negotiate in any manner necessary to best serve the 

interest of the City.  The decision as to which submission best satisfies the needs of the City rests 

solely with the City and any decision is not open to appeal.  Submissions will not be evaluated if 

the Bidder’s current or past corporate or other interests may, in the City’s opinion, give rise to a 

conflict in connection with this project.  The City specifically reserves the right to reject all tenders 

if none is considered to be satisfactory and, in that event, at its option, to call for additional tenders. 

No term or condition shall be implied, based upon any industry or trade practice or custom, any 

practice or policy of the City or otherwise, which is inconsistent or conflicts with the provisions 

contained in these conditions. 

At the election of the City, whether or not a bid or bidder otherwise satisfies the requirements of 

the tender, the City may reject summarily any bid received from a corporation or other person 

which has been anywise involved in litigation, arbitration or alternative dispute resolution with 

the City within the five (5) year period immediately preceding the date on which the request for 

quotations was published. 

The City’s evaluation may include information provided by the bidder’s references and may also 

consider the bidder’s past performance on previous contracts with the City or other institutions.  

The City may prohibit a bidder from participating in a procurement process based on past 

performance or based on inappropriate conduct in a prior procurement process, and such 

inappropriate conduct shall include but not be limited to the following: (a) the submission of 

quotations containing misrepresentations or any other inaccurate, misleading or incomplete 

http://www.charlottetown.ca/tenders
http://www.charlottetown.ca/tenders.php
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information; (b) the refusal of the bidder to honour its pricing or other commitments made in its 

submission; or (c) any other conduct, situation or circumstance, as solely determined by the City. 

A Bidder who has already submitted a bid may submit a further bid at any time up to the official 

closing time.  The last submission received shall supersede and invalidate all submissions 

previously submitted by that bidder for this RFQ.  Any bidder may withdraw or qualify his/her 

submission at any time up to the official closing time by re-submitting a new bid to the City. 

 The time and date of receipt will be marked thereon and the new submission will be placed in 

the tender box.  The new submission shall be marked on the sealed envelope by the Bidder as 

“Resubmission #” along with the name of the RFQ and to the attention of the Finance 

Department, as noted above in the RFQ.  Bids may be withdrawn at any time prior to opening 

upon written request from the bidder.  Negligence on the part of the bidder in preparing his/her 

bid shall not constitute a right to withdraw a bid subsequent to the bid opening. 

Any potential conflict of interest must be disclosed to the City in writing.  Any conflict of 

interest identified will be considered and evaluated by the City.  The City has the sole discretion 

to take the steps they deem necessary to resolve the conflict.  If, during the term of the Contract, 

a conflict or risk of conflict of interest arises, the Contractor will notify the City immediately in 

writing of that conflict or risk and take any steps that the City reasonably requires to resolve the 

conflict or deal with the risk. 

The City will pay the successful proponent via Electronic Funds Transfer.  The successful 

proponent will be required to provide the necessary information for registration on the City’s 

payment system. 

The City reserves the right to cancel any request for tender at any time without recourse by the 

contractor. The City has the right to not award this work for any reason including choosing to 

complete the work with the Owners' [sic] own forces. 

All questions in respect of this RFQ must be addressed, in writing, by email to 

tenders@charlottetown.ca.  Questions must be received no less than three (3) business days 

before the closing date of this Request for Quotations. 

PURPOSE 

The purpose of this Request for Quotation process is to select a Proponent to supply and 

install, office furniture and workstation components for the new Public Works Building, 

located on Brackley Point Road. The City is requesting a lump sum price for the supply and 

installation of the office furniture and workspace components. The furniture layout shall be in 

accordance with the approved layout found in Appendix A and shall conform to the 

specifications and requirements listen throughout this document.  

Further details pertaining to the scope and specifications for this Request for Quotation can 

be found in Section 3 of this document.  
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REQUEST FOR QUOTATION TERMS 

The City has formulated the terms and procedures set out in this Request for Quotation to ensure 

that it receives Quotations through an open, competitive process, and the Proponents receive fair 

and equitable treatment in the solicitation, receipt, and evaluation of their Quotations. 

The following terms will apply to this Request for Quotation and to any contract resulting 

therefrom.  Submission of a Quotation in response to this Request for Quotation indicates 

acceptance of all the following terms. 

Throughout this Request for Quotation, terminology is defined as follows: 

a)  “City” means The City of Charlottetown. 

b)  “Contract” means the written agreement or Purchase Order resulting from this Request 

for Quotation, in accordance with this Request for Quotation. 

c)  “Contractor” means a successful Proponent to this Request for Quotation who enters 

into a written Contract with the City or accepts a Purchase Order issued by the City. 

d)  “Must”, “mandatory” or “required” means a requirement that has to be met, without 

exception, in order for a Quotation to receive consideration. 

e)  “Proponent” means an individual or a company that submits, or intends to submit, a 

Quotation in response to this “Request for Quotation”. 

f )  “Quotation” means the Proponent’s response to this “Request for Quotation”. 

g)  “Should”, “shall” or “desirable” means a requirement having a significant degree of 

importance to the objectives of the Request for Quotation. 

h)  “Office furniture” refers to items generally required to within an office environment for 

the purpose of providing an employee or employees the means to complete their work, such as, 

but not limited to, desks, chairs and computer chairs, filing cabinets, stools, benches, overhead 

storage compartments, etc.  

i )  “Workstation components” refers to items such as cubicle partitions, doors, sound 

buffers, glass panes, and connection hardware required to delineate individual workstations.  
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The undersigned understands and agrees to the following provisions of this request for 

quotations: 

AGREEMENT 

1. This form must be used for tabulation purposes.  Specification sheets form part of 

submission and must not be removed. 

 

2. All submissions must be accompanied by manufacturer’s literature describing, in detail, 

the equipment bid upon. 

 

3. All prices quoted are to be in Canadian funds, including any Canadian customs Duties 

and Excise Taxes, and are to include all delivery charges (FOB 199 Queen Street, 

Charlottetown).  It is the responsibility of the bidder to determine from the appropriate 

authorities what taxes, rates and charges are applicable to this RFQ.  

 

4. The City of Charlottetown reserves the right to inspect all equipment supplied as a result 

of this RFQ, either during or after manufacture and delivery, and shall be the sole judge 

as to whether equipment supplied meets specifications. 

 

5. The City of Charlottetown reserves the right to accept or reject any or all submissions, to 

waive any technicality in a submission and to accept any part of a submission as deemed 

to be in the best interest of the City. 

 

6. The specifications in this RFQ are the minimum acceptable. When specific manufacturer 

and model numbers are used, it is to establish a design, type construction, quality, 

functional capability, and/or performance level desired. When substitutions are bid, they 

must be identified by manufacturer, stock number, and other descriptive information to 

establish equivalency. The City shall be the sole judge of equivalency.  Failure to comply 

with the attached specification could result in the RFQ being rejected. 

 

7. That the undersigned is to carry and keep in force Public Liability Insurance in a form 

equivalent in terms of coverage to the industry standard Commercial General Liability for 

all services provided to and on behalf of the City of Charlottetown (the “City”) and the 

amount of coverage shall be not less than two million dollars ($2,000,000.00) per 

occurrence and to indemnify and save harmless the City in the event of any damages, 

suits or actions as a result of damages, injuries or accident done to or caused by him, or 

his employees or relating to the prosecution of the works or any of his operations or 

caused by reason of the existence or location or condition of any materials, plant or 

machinery used there on or therein, or which may happen by reason thereof, or arising 

from any failure, neglect or omission on his part, or on the part of any of his employees, 

to do or perform any or all of the several acts or things required to be done by him or 

them under and by these conditions, and covenants and agrees to hold the City harmless 

and indemnified for all such damages and claims for damages. A copy of the Commercial 

General Liability Insurance (or certificate of insurance) covering the legal liability of the 

submitter for injuries to, or death of, persons and/or damage to property of others for 
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limits of not less than two million dollars ($2,000,000.00) per occurrence for bodily 

injury and property damage with an insurer and in a form satisfactory to the City will be 

furnished. Such insurance shall have the City as an additional insured and shall contain 

cross liability coverage and preclude subrogation by the insured against the City. 

 

A Certificate(s) of Insurance and any renewals thereof, shall be furnished to the City 

prior to commencement of work by the Contractor and must be updated as required 

during the Term. 

 

All required insurance shall be endorsed to provide the City with thirty (30) days advance 

written notice of cancellation or material change and fifteen (15) days’ notice in the event 

of non-payment. 

 

8. That the undersigned shall indemnify and hold harmless the City, its agents, 

representatives, and employees for and against all claims, demands, losses, costs, 

damages, actions, suits or proceedings of every nature and kind whatsoever arising out of, 

or resulting from the undersigned's performance of the work pursuant to this Agreement 

(hereinafter called "Claims"), provided that any such claim is caused in whole or in part 

by any act, error, or omission, including but not limited to, those of negligence, of the 

undersigned or anyone directly or indirectly employed by the undersigned or anyone 

from who the undersigned  be liable. 

 

9. That it shall be the sole responsibility of the undersigned to submit any applications, 

reports, payments or contributions with respect to Harmonized Sales Taxes, Income Tax, 

Canada Pension Plan, Employment Insurance, or any other similar matter which may be 

required by law to be made by the undersigned as an independent contractor in 

connection with the services to be performed under this Agreement. 

 

10. That it shall be the sole responsibility of the undersigned to submit any applications, 

reports, payments or contributions with respect to Harmonized Sales Taxes, Income Tax, 

Canada Pension Plan, Employment Insurance, or any other similar matter which may be 

required by law to be made by the undersigned as an independent contractor in 

connection with the services to be performed under this Agreement. 

 

11. That the undersigned shall not sublet or assign this Agreement or any portion of such 

without obtaining in advance, the written permission of the City. The decision to permit a 

sublet or assignment of this Agreement or any portion of such shall be in the sole 

discretion of the City. 

 

12. That this Agreement constitutes and expresses the entire agreement of the parties hereto 

and any amendment or addition thereto shall be in writing and signed by the respective 

parties. 

 

13. That the undersigned will act as an independent vendor and is entitled to no other benefits 

or payments whatsoever other than those specified in the Quotation Form. 

 

14. Vendors are advised that the City has now moved to electronic payments on goods and 
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services provided to the City.  Payment of invoices will be made by way of Electronic 

Funds Transfer (EFT).  The successful bidder will be required to provide the necessary 

banking information for registration on the City system. 

 

15. Payment terms will be considered as net thirty (30) days from date of receipt of invoice. 

 

16. This bid is valid for acceptance for a period of sixty (60) days from date of closing of the 

RFQ. 

 

17. The City retains the option to extend this RFQ for the supply of additional equipment for 

up to one (1) year after the original award, at the submitted price, if agreed to by the 

successful vendor.  

 

 

    DATED: ____________________________________________ 

                                    VENDOR: _______________________________________________ 

                                                             (Signature)  

     

                           

____________________________________________                                                 

         (Print name)  
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OFFICE FURNITURE AND WORKSTATION REQUIREMENTS 

In accordance with the purpose of this renovation project – to promote a functional, visually 

appealing, comfortable and welcoming work environment for staff – the City requires that the 

office furniture and workstation components adhere to various requirements. A vendor’s 

Quotation must meet all the requirements listed herein, or in the case that one or more 

requirements are not met, must demonstrate a suitable alternative solution, at the discretion of the 

City. 

a) In order to be aligned with the needs of the City and the approved office layout, new 

office furniture and workspaces are required to be in accordance with the office furniture 

layout provided in Appendix A, or be within a reasonable tolerance, such that all other 

requirements are met.  

b) The finished office layout must include the specified number of workstations.  

c) The dimensions of any given workstation on the office furniture layout in Appendix A is 

not to differ from its specified dimensions by more than 6” in either length or width, or 

both.  

d) The finished office layout must be ‘barrier free’ as specified in the furniture layout in 

Appendix A.  

e) In general, the office furniture, workstation components, and the colour schemes/style 

thereof shall be conducive to a welcoming, comfortable, modern, and visually appealing 

work environment. Proponents are encouraged to provide colourway/style options in their 

Quotation.  

f) The office furniture and workstation components shall be covered under warranty for all 

defects relating to the manufacturing or installation of the components, for a minimum of 

one (1) year from date of installation completion. If the manufacturer of the office 

furniture of workstation components does not have a warranty of satisfactory length (i.e., 

a minimum of one year), the Proponent shall be responsible to carry such a warranty for 

one year.  

OFFICE CHAIR REQUIREMENTS 
All office chairs included in the Quotation: 

a) Must be pneumatically height adjustable, with a minimum range of height range of 16-

20” from floor level to top of cushion. 

b) Must have caster (or similar) type wheels to allow chairs to roll. All floors have hard 

finishes. 

c) Must be ergonomic, with superb lower and mid back support, and lumbar support.  

d) Must have adjustable arm rests, with a minimum of two height and/or angle positions.  

e) Must have adjustable seats and back cushions to allow for seat and/or back cushion angle 

to be adjusted.  
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DESK REQUIREMENTS 
a) Each workstation shall have a minimum of one segment of desk that is height adjustable. 

Desks may be adjusted by means of a manual crank mechanism, or by electric motor. 

Depending on styles and available models, a combination of the two may be acceptable.  

b) Desks shall have a minimum adjustable height range of 30-42”.  

c) Desk generally shall have a minimum depth of 24” and desk dimensions should be in 

accordance with the dimensions specified in the furniture layout in Appendix A, where 

available models and styles allow. Where desk dimensions are different than specified, 

section 3.1.1 a) shall apply.  

d) Desk colours should be a reasonably generic colour. Examples of potentially acceptable 

colours include: grey, white, brown, woodgrain, etc. Proponents are encouraged to 

provide colourway/style options for desks. 

PARTITION REQUIREMENTS 
Partitions used to delineate workstations from one another, or hallways/aisle must: 

a) Heights and opacities are as noted on the furniture layouts in Appendix A. 

b) Have a thickness between 2-5”.  

c) Partitions shall be complete with communication/power cable stems stretching from a 

group of workstations to the ceiling where necessary to provide sufficient coverage and 

accessibility for all workstations. 

d) Consider noise abatement as a key component in selecting partition material and style.  

e) U-shaped workstation is intended to be a reception desk. The front facing partition wall 

must be glass with openings for document handing.  

IN-WORKSTATION STORAGE REQUIREMENTS 
a) All workstations must have an overhead storage space as specified in the furniture layout 

in Appendix A, of at least 15” high and 10” deep.  

b) All workstations must have one mobile pedestal with a lockable drawer for office 

supplies and other items, as well as a lockable legal/letter filing drawer. 

c) All workstations must have one lockable 2 drawer lateral filing cabinet 30”(w) x 24”(d) x 

30”(h). 

OTHER STORAGE REQUIREMENTS 
a) Other storage such as filing cabinets shall be located as specified in the furniture layout in 

Appendix A.  

CABLE MANAGEMENT REQUIREMENTS  
b) All cables required to provide power and communications to components at workstations 

shall be kept out of sight, and away from high foot traffic areas.  

c) Workstations/desks shall incorporate designated channels for computer, telephone, etc. 

cables within each workstation and on each desktop.  
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INSTALLATION REQUIREMENTS 

a) The Contractor will be required to install their proposed solution to this Request for 

Quotations using their own forces or a sub-contractor, in accordance with the office 

furniture layout in Appendix A.  

b) The Contractor must be able to conduct installation work outside of normal working 

hours, that is, outside the hours of 8AM to 5PM, Monday through Friday.  

c) The Contractor must be able to implement the installation work in a phased approach if it 

is deemed necessary that only a certain portion of the work can be completed at one time.  

d) The Contractor is responsible for discarding of the existing workstation partitions, desks, 

and other existing items in the office space at the discretion of the City. Some elements 

may remain, at the discretion of the City. 

e) The Contractor is responsible for working with The City’s electrical contractor for the 

relocation of all power and communication wires to the various workstations to ensure 

that all workstations have the appropriate electricity and connectivity to perform normal 

function.  

f) The Contractor is responsible for ensuring his staff follow all required COVID-19 Public 

Health measures as directed by the Chief Public Health Office of Prince Edward Island, 

including but not limited to masking while in indoor public spaces, for the entire duration 

of the work.  

ANTICIPATED PROJECT TIMELINE 

The following outlines the anticipated schedule for the Request for Quotation and contract 

process. The timing and sequence of events resulting from this Request for Quotation may vary 

and shall ultimately be determined by the City of Charlottetown. 

Anticipated Dates 

Request for Quotation issued                                                 March 7, 2023 

Last Date for Submission of Questions                                               March 20, 2023 

Request for Quotation closes                                               March 22, 2023 

Anticipated Contract Award                                               March 27, 2023 

Project Completion                                                       May 22, 2023 
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QUOTATION FORM 

The City of Charlottetown is requesting that a unit price be provided for each of the pay items 

listed below. This unit price shall include supply and installation. The estimated quantities are 

based on the office furniture layout, but are subject to change depending on the specifics of each 

Proponents Quotation, as well as with consultation of City staff. In all cases, the items for which 

unit prices are submitted must meet the requirements listed throughout section 3 of this Request 

for Quotation. For requirements listed in section 3 that do not have their own pay item in the 

pricing worksheet below, the necessary elements to meet the requirements must be included in 

the unit prices listed below (e.g., cable management requirements). 

Please include all Unit Price Items and Totals, failure to fully complete the Quotation form 

below will result in disqualification. 

THE CITY RESERVES THE RIGHT TO REJECT ANY OR ALL SUBMISSIONS. 

THE LOWEST OR ANY SUBMISSION WILL NOT NECESSARILY BE ACCEPTED. 
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QUOTATION FORM 

Item No.  Item Description  Est. Qty.  Unit Price Item Total  

1 Task Chair  16     

2 Guest Chair 8   

3 Conference Chair 8   

4 Mobile Stool 2   

5 Stacking Chair 50   

6 Café Table 6   

7 Lunch Table 8   

8 Private Office Workstation 4     

9 U-Shaped Workstation 1     

10 L-Shaped Workstation 5     

11 Open Workstation (type 1) 1     

12 Open Workstation (type 2) 1     

13 Storage Cabinet 2     

Sub-Total (Excluding taxes)   

Add HST (15%)   

Total Contract Price     

 

 

Proponent (Firm) Name:                    ________________________________________________  

 

Contact Person (print):                       ________________________________________________ 

 

Authorized Signature:                        ________________________________________________ 

 

Date:                                                   ________________________________________________ 
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4.4   VENDOR’S INFORMATION SHEET 

 

Vendor’s Name:_______________________________________________________________ 

 

Address:  __________________________________________________________________ 

   

City:  __________________________Province: ____________________PC______________ 

 

Telephone No.: __________________________    Fax No.:  ____________________________ 

 

E-mail address: _________________________________________________________________ 

 

Website: __________________________________________________________________ 

 

Contact Person:_________________________________________________________________ 

 

Title:_________________________   Telephone No.: ________________________ 

 

_____________________________  ____________________________________  

NAME (Please print)     TITLE (Please print) 

 

______________________________ ____________________________________ 

AUTHORIZED SIGNATURE  DATE  

 

 

Affix corporate seal 
            (if applicable) 

 

 

 

 

THE CITY RESERVES THE RIGHT TO REJECT ANY OR ALL SUBMISSIONS. 

THE LOWEST OR ANY SUBMISSION WILL NOT NECESSARILY BE ACCEPTED. 
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APPENDIX A 

Office Furniture Layout Drawing: 

(Please see attached) 

 

 

 

  


