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INVITATION TO QUOTE
FOR GOODS/SERVICES UNDER $121,200
Purpose
This Invitation to Quote (ITQ) invites Vendors to submit a non-binding offer (“Quote”) for the provision of goods and/or services to the University under the Open Competitive procurement threshold of $121,200 (pre-tax).  Other Vendors may also be invited to submit quotes.  Trent University is not obligated to make any purchases or award of business using this ITQ resulting from a response to this invitation and the University reserves the right to accept or reject any or all quotes.  This invitation does not create, nor give rise to the applicable legal rights or duties of a formally, legally binding procurement process.  This is not a Purchase Order (PO).  
General Conditions
1. Vendor to complete identified ITQ requirements.  ITQ to be signed by an authorized agent of the Vendor.  ITQ to be returned via email to the Contact Person and by the due date as indicated.  Failure to follow these requirements may result in quotation not being considered.
2. Prices must be in Canadian funds unless otherwise specified by the University.
3. The University reserves the right to accept a quote in whole or in part and acceptance of quote will be by Purchase Order and subject to University standard PO Terms and Conditions.
4. When a “brand name” is indicated in the procurement description, the term “or equivalent” may appear beside the “brand name”.  If an “or equivalent” notation is not indicated, it will be at the sole discretion of the University to determine if a quoted equivalent item is acceptable.  
5. If an invited Vendor is unable to provide a quotation, provide an email to Contact Person indicating reason.
6. The University is required to comply with the Building Ontario Businesses Initiative Act (BOBIA) (O.Reg. 422/23). BOBIA’s purpose is to give Ontario Businesses preference when conducting procurement processes. Vendors must represent whether they meet the definition of an Ontario Business as part of the Invitation to Quote.  O. Reg. 422/23: GENERAL (ontario.ca)
7. The University is required to comply with the Accessibility for Ontarians with Disability Act (AODA) (O.Reg. 429/07) and Vendors are encouraged to quote on goods, services or facilities accessible to anyone with an accessibility requirement. Accessibility for Ontarians with Disabilities Act, 2005, S.O. 2005, c. 11 (ontario.ca) 

Timetable (To be completed by the University)
	ITQ Issue Date:
	


	ITQ Due Date:
	





[bookmark: _Hlk92700246]Trent University Contact Information (To be completed by the University)
	Contact Person:
	


	Department:
	


	Contact Person Email:
	



[bookmark: _Hlk179282409]Vendor Contact Information (To be completed by the Vendor)
	Company Name:
	


	Address:
	


	Contact Name and Title:
	


	Contact Email:
	


	Contact Phone:
	


	Company Website (if any):
	


Procurement Requirement for Quoting (To be completed by the University)
	General description of the procurement requirement including delivery date/service completion:











[bookmark: _Hlk179281743]Vendor Response (To be completed by the Vendor)
	Provide a brief outline of ability to fulfil the ITQ procurement requirement. For goods, identify ability to deliver.  For services, include a brief overview of expertise, qualifications and experience to successfully provide the service.  
RESPONSE:










	Provide a cost breakdown for deliverables and overall total cost for the procurement requirement.  Include all related and necessary expenses to deliver the goods/complete the service (i.e. installation, training, warranty, license fees, shipping, brokerage, etc.)
RESPONSE:











	TOTAL COST (pre-tax) 
	$



Additional Vendor Information (to be completed by the Vendor)
· Vendor to provide responses where applicable and indicate N/A for those nonapplicable.  
· Vendors may attach a Quote and/or further information as a separate attachment to the fully completed Invitation to Quote.  
	Delivery date (after receipt of PO)
	


	Prices valid until (specify date)
	


	Does equipment meet applicable electrical standards?
	


	If installation is required, advise if included in cost and if not, indicate any additional costs.  Travel required?
	


	Is training required and if so, is it included in the cost and if not, indicate any additional costs.  Travel required?
	


	If software, are there any license fees or user fees and if yes, indicate if included or list any additional costs
	




Evaluation of ITQ (To be identified by the University)
Select one of the following methods of evaluation:

     ____   Price Only Evaluation. Evaluation of Quotes will be completed based on Section A below

     ____   Rated Criteria Evaluation. Evaluation of Quotes will be completed based on Section B below

Section A: Price Only Evaluation
Quotes will be evaluated based on the following criteria:
	Criteria
	Weight (%)

	Price
	90%

	Ontario Business Preferential Margin (BOBIA requirement)
	10%

	Total
	100%



Section B: Rated Criteria Evaluation
Quotes will be evaluated based on the following criteria. If Rated Criteria are identified, University must include details regarding what the Vendor should submit and associated weighted percentages. 
	Criteria
	Weight (%)

	TBD
	%

	TBD
	%

	TBD
	%

	Price
	%

	Ontario Business Preferential Margin (BOBIA requirement) Mandatory
	10%

	Total
	100%



[bookmark: _Hlk192493825]The top-ranked Vendor will be the respondent that achieves the highest total score.  In the event of a tie, the selected respondent will be determined by way of coin toss.
Vendor Attestation
The authorized agent represents and warrants that pursuant to O. Reg 422/23, it is an Ontario Business (a supplier, manufacturer or distributor of any business structure that conducts its activities on a permanent basis in Ontario, and either has its headquarters or main office in Ontario or has at least 250 full-time employees in Ontario at the time of the applicable procurement process).

	YES, Vendor is an Ontario business:
	

	NO, Vendor is not an Ontario business:
	




Signature Acknowledgement
The Vendor understands the instructions and conditions of this ITQ request and hereby offers to supply the goods and/or services per this quote.  By signing this quotation, the agent signing has authority to submit this quotation on behalf of the Vendor.  A Signature Acknowledgement is required for this ITQ.
	Authorized Agent’s Name:
	


	Authorized Agent’s Signature:
	


	Date:
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