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Confidentiality 

 

This Request for Proposals has been created for the purpose of requesting submission of a formal proposal 
to the Wood Buffalo Environmental Association (“WBEA”) for the provision of services described herein. 

By choosing to obtain this Request for Proposals document, proponents are expected to keep confidential 
all documents, data, information and other materials of the WBEA which are provided to or obtained or 
accessed by a proponent in relation to this Request for Proposals, other than documents which the WBEA 
places in the public domain. Proponents are expected not to make any public announcements or news 
releases regarding this Request for Proposals or the entering into of a definitive agreement pursuant to this 
Request for Proposals, without the prior written approval of the WBEA.  Disclosure of details from within 
this Request for Proposals, or distribution of this document itself, will only be permissible if written 
permission is first granted from Sanjay Prasad, Executive Director of the WBEA.  

 

 

 

 

  



 

RFP102-25 – Cleaning Services page 3 

Introduction:           
 
The WBEA is a multi-stakeholder, consensus-based, not-for-profit organization that leads in state-of-the-
art environmental monitoring to enable informed decision-making. The WBEA monitors the ambient air 
quality of the Regional Municipality of Wood Buffalo (RMWB) 24 hours/day, 365 days/year. 
 
The WBEA’s environmental monitoring work is the most integrated and has the most intensive focus on 
air and deposition monitoring in any one area, anywhere in Canada. Established in 1985 as the Air 
Quality Task Force, the WBEA was set up to address environmental concerns raised by the communities 
in the RMWB. 
 
The WBEA is currently seeking a professional cleaning company to maintain the cleanliness and hygiene 
of our office facility, which is described herein. 
 
Your written response, including the requirements identified in this Request for Proposal, should be 
delivered to the WBEA by end of day (5:00 pm MST) on February 28th , 2025, via email, to Lisa Kirby, 
Controller, at supplychain@wbea.org. 

For questions or additional information, please contact Lisa Kirby, Controller. 

On behalf of The Wood Buffalo Environmental Association, 

Lisa Kirby 
Controller 
Wood Buffalo Environmental Association 
3-805 Memorial Drive 
Fort McMurray, AB, T9K 0K4 
www.wbea.org 
P: (780) 747-8215  | supplychain@wbea.org  

mailto:supplychain@wbea.org
http://www.wbea.org/
mailto:jcarter@wbea.org
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Date: February 7th, 2025 
Reference Number: RFP102-25 
Title: Cleaning Services 

 
 

1. Purpose of Request for Proposal 

The Wood Buffalo Environmental Association (the “WBEA”) is inviting written proposals for the 
provision of Cleaning Services (the "Services").   

 
1.1. The purpose of this Request for Proposals ("RFP") process is to select a qualified proponent to 

enter into a definitive agreement (“Agreement”) with the WBEA for the delivery of the Services. 
Further details about the Services required by the WBEA are set out in this RFP, including in 
Section 4.  

 
1.2. This RFP is not a tender and is not subject to the laws of competitive bidding. Submitting a 

proposal does not create a bid contract or agreement. 
 

2. Agreement Term 

2.1. The initial term of the Agreement sought under this RFP is for an approximate three (3) year 
period, with the possibility of extending the Agreement beyond this initial period. 

 
3. Inquiries 

3.1 Proponents are responsible for reading and familiarizing themselves with the provisions of this 
RFP and other accompanying documents (if and as applicable) and should make those inquiries 
and investigations they consider necessary for the preparation and submission of their proposal. 

3.2 Any inquiries concerning this RFP should be directed to the following: 

• Lisa Kirby, Controller – supplychain@wbea.org. 

3.3. All inquiries should be in writing and received by the WBEA no later than 5 days before the closing 
date and time for this RFP.  

3.4 The WBEA may circulate its response to any inquiries to all proponents, along with the original 
inquiry, or may choose not to reply to any inquiry.  

3.5 Proponents should refrain from contacting other employees, agents or officials of the WBEA in 
respect of this RFP process, including for the purposes of lobbying or attempting to influence the 
outcome of this RFP process. Any such contact may, in the WBEA’s sole discretion, result in 
disqualification. 

 
4. Scope of Services 

4.1 The Services required by the WBEA, and for which written proposals are invited pursuant to this 
RFP include, but are not limited to, are as follows: 
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• Provide complete cleaning services to our #3 – 805 Memorial Drive facility. The overall space 
that requires cleaning covers two levels that are not accessible by elevator.  

 

• Service Schedule – A minimum of two weekly cleaning visits, with the option to request 
additional service visits, if required. 
 

• Detailed Spaces to be cleaned include: 
 
Lower Level/First Floor 

o Lower level/First Floor – Office Spaces and Common Areas 
o Front reception area: minimum weekly sweep, mop, dust, and garbage removal 
o Common area: vacuum, dust, clean surfaces 
o 27 cubicles: minimum weekly vacuum and garbage removal 
o 5 offices: minimum weekly vacuum and garbage removal 
o Printing room: minimum weekly sweep, mop, dust, and garbage removal 
o Boardrooms/meeting rooms: minimum weekly vacuum, sweep, mop, dust, and 

garbage removal 
o Kitchen: minimum weekly sweep, mop, clean all surfaces (appliances, sink, 

tables, countertops), remove garbage, remove recycle to back compound 
holding area 

o Washrooms (two)  

• Men’s & Women’s – Through clean a minimum twice weekly, disinfect, 
sweep, mop, and garbage removal 

o Lower level – Back Bay Area 
o Bay 5- 1 office (shipping/receiving office): minimum weekly sweep, mop, and 

garbage removal 
o Bay 6 – Washroom – Through clean a minimum once per week, sweep, mop, 

and garbage removal 
o Lower level – Sensitive areas – the WBEA facility has unique equipment that is highly 

sensitive to cleaning routines and chemicals. Absolutely, no cleaning products are to be 
used in these areas. These areas require specialized cleaning and are referred to as 
“sensitive areas.” 

o Laboratory 

• Rooms A & B 
o PPE (gloves) are required when accessing these spaces 
o Areas to be swept and mopped weekly with WATER ONLY 
o A unique blue mop bucket and clean mop heads will be 

provided for cleaning these areas 
o No garbage removal required 

o Sample Room: weekly sweep, mop, and garbage removal 

• Area to be mopped with WATER ONLY 
o Inventory Room: weekly sweep, mop, and garbage removal 

• Area to be mopped with WATER ONLY 
o Repair Shop: weekly sweep, mop, and garbage removal 

• Area to be mopped with WATER ONLY 
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Upper Level/Second Floor 
o Northside & Southside 

o 12 Cubicles and common areas: minimum weekly vacuum, dust, and garbage 
removal 

o 1 office: minimum weekly vacuum, dust, and garbage removal 
o Boardroom/meeting rooms: minimum weekly vacuum, dust, clean surfaces 

(appliances, sink, countertop) and tables, and remove garbage 
o Kitchenette area: minimum weekly vacuum, dust, clean all surfaces (appliance, 

sink, countertop), remove garbage 
o Washroom (1): Through cleaning a minimum of twice weekly, disinfect, sweep, 

mop, and garbage removal 
o Stairways – 2 sets of stairways, north & south – minimum weekly sweep, mop 

and dust. 
 
 
5. Anticipated Schedule 

5.1. The following is the anticipated schedule of events related to this RFP.  These dates are provided 
as target dates only and may be changed at any time by the WBEA in its sole discretion:  
 

Date Details 

February 7th, 2025 RFP formally issued 

February 20th, 2025 Proponents will be able to visit or walk through the site on 
February 20th from 10:00 a.m. to 12:00 p.m. Visits must be 
reserved in writing to Lisa Kirby at supplychain@wbea.org no 
later than 3:00 p.m. on February 19th, 2025. 

February 28th, 2025 Deadline for inquiries respecting RFP 

February 28th, 2025 Proposal deadline/Closing Date  

• Submitted to Lisa Kirby, Controller WBEA 

March 3rd – 7th , 2025 Proposal evaluation 

March 12th, 2025 Notification to unsuccessful and selected proponents  

March 15th, 2025 Negotiation of Agreement with select proponent 

March 21st, 2025 Tentative Agreement execution and on-boarding 

April 1st, 2025 Service commencement 

March 31st, 2028 Service completion 

 

 

 

6. Responding Proposal Requirements 

6.1. In responding to this RFP, proponents should provide, at a minimum, the following information 
and supporting documentation. This proposed structure is intended to minimize the efforts of 
proponents and the analysis by the WBEA: 

 
a) Proponent background information, including firm size, structure, areas of practice, 

base location(s), and demonstrated capacity to deliver services. 
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b) A detailed description of the Services to be provided, how the Services will be managed, 
and the overall objective of providing each component of the Services, including your 
approach to maintaining sensitive areas. 

c) A description of experience with similar types of organizations/organizational 
environments and knowledge of the local area, including two or more relevant 
references for Services of similar size and scope. 

d) Qualifications of staff who will manage and execute the services and the relationship 
with the WBEA. Indicating the number of staff assigned to this service, their training, 
and any background checks. 

e) List and provide professional affiliations, licensures, and certifications that are pertinent 
to the Services, including General Liability and Workers Compensation. 

f) A detailed list of all Safety Incidents over the past five years. 
g) A detailed cost estimate for services is to be provided. This must be presented based 

on the requirements included in Section 4, Scope of Services.  
h) Hourly/monthly rates of services broken down into each year, 2025, 2026, and 2027. 

Cost breakdown for other cleaning services or additional call-outs. 
i) Scheduling and availability. 
j) Any other service-specific requirements.  

 
6.2. All proposals submitted and any other correspondence must be in English. All submissions must 

be prepared in a legible manner. Non-legible proposals may, in the WBEA's sole discretion, be 
rejected without further review.  
 

6.3. If you require additional time to submit your proposal, you should contact Lisa Kirby by e-mail at 
supplychain@wbea.org. The WBEA may, in its sole discretion, allow additional time for 
proponents to submit a proposal.  

 
6.4. Proposals and accompanying documentation provided to the WBEA in response to this RFP will 

not be returned unless otherwise requested by the proponent. 
 

 
 

7. Submission of Proposal and Closing Date 

 

7.1. All responses are to be submitted by email in PDF or MS Word format, together with any 

supplementary materials, to:  

 

Lisa Kirby, Controller 

supplychain@wbea.org  

 

Faxed proposals will not be accepted without the express written consent of the WBEA. 

 

7.2. Responses must be received by the WBEA no later than the end of the day (5:00 pm) on 

February 28th, 2025. 

 

mailto:supplychain@wbea.org
mailto:supplychain@wbea.org
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7.3. “RFP102-25 Cleaning Services, WBEA” and the applicable closing date must be included in the 
subject line. 

 
7.4. This RFP, and the submission of a proposal pursuant to this RFP, does not create any legal 

obligations between the WBEA and any proponent. 
 

8. Proposal Evaluation 

8.1. Evaluation of proposals by the WBEA will be based on the following criteria: 

 

a) Qualifications and reputation of the proponent and proposed staff. 
b) Relevant experience of the proponent in meeting the required Scope of Services. 
c) Cost estimate, rates, fees, and seasonal minimums for the Services proposed 
d) Feedback obtained from references. 
e) Sufficiency of staffing and commitment to availability and responsiveness. 
f) Safety protocols  
g) Safety incidents 
h) Completeness of the proponent’s proposal. 
i) Approach to meeting the Scope of Services 
j) Willingness of the proponent to enter into an Agreement with the WBEA and the terms 

the proponent is willing to accept. 
k) Any other factor that the WBEA determines, at its discretion, to be necessary or 

appropriate 
 

8.2 The WBEA has not predetermined the relative importance of the above evaluation criteria. The 
WBEA expects to select the proponent that provides the best overall value, as determined by the 
WBEA in its sole discretion, having regard to the evaluation criteria referred to above. 
 

8.3 Proposals will be evaluated on the basis of the information provided in response to this RFP.  In 
addition, in assessing the proponent's qualifications, experience and capacity, the WBEA may also 
consider the following: 

 
a) clarifications and/or additional information that may be supplied pursuant to requests 

from the WBEA;  
b) interviews and/or reference checks that may be conducted at the WBEA’s discretion; 
c) previous experience of the WBEA in working with the proponent; and 
d) information received from any source that the WBEA considers reliable. 

 
8.4 It is important for proponents to note that certain evaluation criteria (such as reference checks or 

proponent reputation) may be viewed by the WBEA, in its sole discretion, as overriding in nature 
such that a proponent may be rejected on the basis of serious problems or issues in one of these 
categories alone, whether such issues are apparent in the initial evaluation of proposals or 
become apparent to the WBEA at any other time during the RFP process. 

 
8.5 The WBEA may, in its sole discretion, request clarification from a proponent during the evaluation 

process.  
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8.6 Proponents are advised that the evaluation process is subjective in nature, and the WBEA’s 
intention is to consider, in its sole discretion, each proposal on its merits, without regard to the 
rules or principles of competitive bidding. The WBEA reserves the right to select a successful 
proponent in any manner it deems to be in the best interest of the WBEA and make the selection 
based on its sole discretion, notwithstanding the criteria set forth herein, including negotiating 
with one or more of the proponents concurrently. 

 

9. Effect of RFP and Additional Terms 

9.1. This RFP is not intended to be a tender or otherwise subject to the laws applicable to competitive 
bidding. Until such time as the WBEA signs an Agreement with a proponent, the WBEA does not 
intend to create a contractual relationship (including without limitation a bid contract), either 
express or implied, with any proponent submitting a response to this RFP. 
 

9.2. The WBEA reserves the right to reject any, some, or all proposals received in response to this RFP 
as determined to be in the best interest of the WBEA. 

 
9.3. The WBEA may short-list proponents and conduct interviews, conference calls and/or 

presentations with short-listed proponents at its sole discretion. Furthermore, the WBEA may 
negotiate any and all aspects of a proposal, including but not limited to the fee proposal and 
Agreement terms, with one or more proponents.   

 
9.4. An invitation to interview or to negotiate does not obligate the WBEA to conclude an Agreement 

with that proponent. The WBEA reserves the right to issue clarifications and other directives 
concerning this RFP, to require clarification or further information with respect to any proposal 
received, and to determine the final scope and terms of any Agreement, and whether to enter 
any Agreement. 

 
9.5. The WBEA reserves the right to terminate this RFP or dismiss any proposal response at any time. 

 
9.6. The WBEA shall not be obligated to explain its final selection of proponents or disclose any 

information about the responses, quotations, or proposals received or selected. 
 

9.7. For greater certainty, terms such as "requirement," "shall," "must," or other similar imperatives 
used in this RFP are intended as terms of convenience only unless otherwise identified specifically 
as a mandatory requirement. 

 
9.8. Proposals may be withdrawn or amended by a proponent at any time by written notice to the 

WBEA prior to the WBEA and the proponent signing a formal agreement. 
 

9.9. Proponents are advised that the WBEA is intending to conduct a flexible procurement process 
and that the WBEA may, in its sole discretion, at any time and for any reason: 

 
a) reject any and all proposals (including, for greater certainty, the lowest cost proposal); 
b) modify or vary any aspect of this RFP at any time before or after the time for submission 

of proposals; 
c) extend the deadline for submission of proposals at any time before or after the closing 

date for submission of proposals; 
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d) accept any non-compliant, conditional or irregular proposal or any alternate proposal, in 
whole or in part; 

e) discuss the terms of a proposal submitted by a proponent with that proponent at any 
time, on a confidential basis, for the purposes of clarification and/or negotiation of that 
proposal; 

f) allow any proponent submitting a proposal to modify or vary any aspect of its proposal 
at any time; 

g) verify or seek clarification of any and all information provided pursuant to this RFP and 
provide proponents with an opportunity to correct any defects, informalities or 
irregularities in their proposal;  

h) negotiate any and all aspects of any proposal and the provisions of the Agreement 
(including, without limitation, those provisions relating to fees and/or any scope of 
supply of services) with any one or more proponents at any time in its sole discretion, 
whether before, during or after the selection and evaluation process; and 

i) cancel this RFP at any time for any reason and thereafter proceed in any manner it sees 
fit, in its sole discretion, including: 
i) issuing a new request for proposals or other procurement documents based on 

the same or changed scope of services or other requirements; 
ii) entering into sole source negotiations with any one or more of the proponents 

or any other person; or 
iii) cancelling the procurement in its entirety.  

 
9.10. This RFP and the Agreement entered into by the WBEA and the successful proponent shall be 

governed and construed in accordance with the laws of the Province of Alberta and the federal 
laws of Canada applicable therein. 
 

10. Costs Incurred by Proposer 

10.1. The WBEA is not responsible for any costs incurred by proponents in preparing their proposals, 
attending any meetings or interviews with the WBEA, making any presentations to the WBEA in 
connection with their proposals, negotiating an Agreement with the WBEA, or otherwise incurred 
in connection with this RFP process. 

 
11. Selection of Successful Proponent 

11.1. The successful proponent will be expected to enter into an Agreement for the Services in a form 
acceptable to the WBEA and the successful proponent. 
 

11.2. Any Agreement executed pursuant to this RFP will, among other things, require the successful 
proponent to indemnify and hold harmless the WBEA and its officers and its employees from and 
against all liability, claims, losses, and demands, on account of any injury, loss, or damage, which 
may arise out of or be connected with the proponent’s performance of the Services, to the extent 
that such injury, loss, or damage, or any portion thereof, is caused by, or claims to be caused by, 
the negligent act, omission, or other fault of the proponent or any subcontractor of the 
proponent, or any officer, employee, or agent of the proponent or any subcontractor, or any 
person for whom the proponent is responsible. 
 

11.3. The Agreement shall also require the selected proponent to carry adequate amounts of insurance, 
including professional liability insurance. Please indicate the level that you carry in your proposal. 
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Said insurance will be required to be maintained in full force and effect during the term of the 
Agreement. 
 

11.4. The WBEA may conduct such investigations as it deems necessary to assist in the evaluation of 
any proposal. 
 

 
 
 
 
 
 
 
 

 


