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1. RFP Details 

 
RFP Number: 16470023-001 

Project Name: CCAA Content Management and Digital Logbook 
System 

RFP Closing Date: September 2, 2020 at 15:00 hours (Eastern) 

Electronic Submission: tdaviswoodhouse@avaerocouncil.ca. 
 

CCAA Contact: Theresa Davis-Woodhouse, 
Senior Director of Project Management 
Mobile Telephone: 613-218-1316 
Email: tdaviswoodhouse@avaerocouncil.ca  
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2. Request for Proposals 

Bidders are invited to submit a Proposal for the provision of the Services, Materials and 
Deliverables as specified in this Request for Proposals (RFP).  

The Canadian Council for Aviation and Aerospace (CCAA) is the only national 
association in the country dedicated to attracting and developing workers with the skills 
the Canadian aviation and aerospace industry needs to meet the demands of the current 
and future workplace. We are a not-for-profit organization with over 25 years of 
expertise. For additional information about CCAA please consult our website: 
www.avaerocouncil.ca  

 

2.1 CCAA Contact 

If you require further information or have any questions regarding this RFP or its 
requirements, please contact the CCAA Contact identified in the RFP Details on page 4. 

 

2.2 Requirements Background 

The Canadian Council for Aviation & Aerospace (CCAA) has issued this Request for 
Proposals (RFP) to solicit proposals from interested and qualified persons and 
organization to develop a bilingual, digital content management system (“the Solution”) 
that holds, organizes, and allows easy access to the tools used in the CCAA Certification 
process.  

 
 Current CCAA Certification Process: 

A National Occupational Standard (NOS) identifies the tasks performed in a particular 
occupation and describes the knowledge and skills required to perform these tasks 
competently. CCAA develops Occupational Standards by working with subject-matter 
experts to document the tasks and sub-tasks executed by workers in the performance of 
their duties. This analysis also itemizes the knowledge requirements to perform each 
task and sub-task, including equipment and tools utilized to accomplish them. CCAA 
Occupational Standards can range from 50 to 200 pages. 

Corresponding logbooks have been created using content from CCAA’s Occupational 
Standards. The logbooks are used to document an individual's work experience and it 
attests to their capability to perform, competently and without supervision, the tasks and 
sub-tasks. The information contained in the logbook is then used by CCAA to provide 
certification. Individuals who are CCAA certified benefit from nationally recognized 
Occupational Standards and greater portability of skills which is also a direct advantage 
to the aviation and aerospace industry. 
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NOS and logbooks are in the process of being updated and will include additional 
information in their updated format. Currently NOS are task based, the new system will 
also need to accommodate a secondary system of competencies. Each task and their 
sub-tasks will be linked to one or more underlying competencies.  

See attachment 1 and 2 for samples of these documents in their current format.  

 
 The Solution 

The Solution must organize, hold and allow easy online access to the data contained in 
our 29 National Occupational Standards (NOS) and corresponding Logbooks. It must 
have the capability to expand up to 75 “core” NOS. In addition, the system must also be 
capable of handling up to 100 “Custom” NOS, where the “core” NOS has been modified 
to meet the specific needs of a particular company or group of users by the exclusion of 
certain core elements and/or the addition of new non-core elements.  

The Solution must allow for the duplication and editing of NOS and logbooks or for the 
entry of completely new content.  

The Solution must provide an “electronic” form of the current paper-based Logbook and 
certification system that users would access via smartphone, tablet or PC. While it 
should provide for controlled end-user online access, it must also be capable of 
outputting NOS and logbooks in a format suitable for in-house or professional printing. 
Currently all CCAA Occupational Standards and Logbooks are in paper format.  

The Solution will have a variety of user accounts including administrators, aviation and 
aerospace workers filling in a logbook for certification and evaluators signing off or 
commenting on logbook tasks.  

The Solution must provide an update facility to allow administrators to update elements 
of the NOS – both core and custom – with core changes being automatically carried 
through into custom NOS, that include the element, being updated. 

Many of the NOS have overlapping sections and/or skills. There is a need to be able to 
compare NOS and see which tasks and/or competencies match in order to develop a 
“skills-gap” report / logbook for those wanting to train or work in a new occupation. 

The Solution will require strong search and reporting abilities as CCAA requires the 
ability to produced pre-determined and adhoc reports.  

The Solution will need to contain both English and French versions of the core NOS and 
a monitoring tool to ensure changes to NOS in one language have been updated in the 
other. 

Electronic logbooks must be capable of storing & tracking individuals progress as they 
complete them (see certification).  
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Certain logbook information, such as how much is completed and what mandatory tasks 
remain, must be exportable to comma-separated values (csv) or excel reports.  

The Solution can be the result of a customized software build or a customization of 
existing software. The bid must outline the ongoing operational and administrative costs 
and hosting options of the system, as well as the hourly rate for any changes once the 
system has been signed off on.  

 
 National Occupational Standards 

A National Occupational Standard identifies the tasks performed in a particular 
occupation and describes the competencies and skills required to perform these tasks 
competently.  

Currently NOS are task based, however, the new system will also need to accommodate 
a secondary system of competencies.  

As described under Current Process on page 5 each task and their sub-tasks will be 
linked to one or more underlying competencies. In addition, the tasks and sub-tasks are 
each identified as mandatory or optional. The updates will add essential skills profiles, 
competencies linked to a task, risk levels and possibly soft skills, physical demands, 
competency levels, and brief job descriptions. 

 
 Logbooks 

The CCAA logbooks have been created using content from the Occupational Standards. 
Most of the current NOS have an associated logbook that individuals use for the 
purposes of obtaining certification to the NOS. The Solution will need to be able to hold 
an associated logbook for each NOS (core and custom). 

The logbooks are used to document an individual's work experience and it attests to their 
capability to perform, competently and without supervision, the tasks and sub-tasks 
listed. The information contained in the logbook is then used by CCAA to provide 
certification. Logbook content must be editable by administrators. Electronic logbooks 
must be capable of tracking individuals progress as they complete them (see 
certification). Individuals who are CCAA certified benefit from nationally recognized 
Occupational Standards and greater portability of skills which is a direct advantage to the 
aviation and aerospace industry. The Solution will also be required to allow for levels of 
risk for each task and likely levels of competence.   

The ability to upload photographs or video evidence of a completed task is a highly 
desired function.  

The ability to update off-line when an internet connection is not available and then synch 
at the next connection opportunity is also desirable.  
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 Logbook / Certification Evaluators 

The certification process requires users to perform tasks listed in the logbook which are 
verified by an Evaluator. 

The system would be required to maintain a list of evaluators, their qualifications and the 
NOS that they are approved to evaluate.  

Evaluators will need to be able to add their verification securely and electronically to the 
electronic logbooks of individuals. 

 
 Certification 

Individuals (up to approx. 500 at a time) will use the system to electronically record their 
logbook progress. 

Access will be security controlled with the option of using biometric validation of the user 
as a desired feature. 

Validation of tasks will either be achieved by an evaluator who witnessed the task 
completion, or by the applicant uploading suitable picture or video evidence of 
themselves completing the task. The Solution will need to provide for remote evaluator 
approval of any such evidence-based submissions and store the uploaded evidence 
indefinitely. 

The Solution should also provide administrators with statistical data, both pre-determined 
and adhoc, that enables them to appraise evaluator performance and compare across 
companies to ensure that common standards are being applied. Examples of this include 
information such as the number of tasks signed off or the date of sign-off to highlight if 
someone signs of an entire logbook in a day, etc. While existing certification is based 
upon an entire NOS, the new system should allow for the possibility of micro-
credentialing such that applicants can build their way to full certification by subgroups of 
tasks or carry certain subgroup credentials from one NOS to another. 

Certification will likely entail a degree/level of competency which we expect to take the 
form of completing a specific task a specific number of times. Depending on the task the 
number of repetitions would vary. We would also like the option to vary the number of 
repetitions based on the applicant having previously achieved other competencies.   

Once complete, the current process does not require any further measured activity to 
enable a renewal of certification (current validity 1, 2 or 3 years). We anticipate that the 
new Solution will have some requirement to show proof of certain activities in order to 
effectuate a renewal. The Solution must monitor certification validity and be capable of 
handling a renewal process that requires presentation of some evidence.     
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 Payment 

Most of these applications will be fee based and the system should provide for applicants 
to register and pay for a logbook online as well as evaluators to pay and renew their 
status online. Fees and requirements should be programmable. A key role of this module 
will be to alert users and administrators of impending expiry. CCAA will also require the 
capability to allocate and remove access to logbooks / evaluator status where these are 
paid / managed by an employer outside of the online payment system.   

 
 Reporting, Record Keeping and Invoicing 

The Solution would need to provide pre-determined and adhoc reporting. Administrators 
will need comprehensive reports on activity, usage and other key metrics. This may 
include, but is not limited to, lists of applicants and their status and current certifications; 
a list of evaluators per company; number of evaluators per occupation; data per 
geographic location; number of logbooks completed in a certain occupation or by a 
certain employer; or number of male/female applicants or applicants by age category.  

Applicants would need to be able to access their individual training records online. 

Subject to approval, companies should be able to access the records of their employees 
online. 

Certain larger companies will require the ability to automatically send and receive batch 
files to update applicants records and to download their employees’ records. 

The Solution should be able to store certification records indefinitely. 
  

 Other 

CCAA requires the Solution to be built and tested within seven months. 

Technical questions regarding the Solution may be addressed to 
psims@avaerocouncil.ca 

Delivery must include a complete set of back-up files. 

The successful bidder will be required to provide technical support to CCAA during the 
initial loading and testing of the files to ensure a fully functioning product for the end 
users. 

 

 

mailto:psims@avaerocouncil.ca
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2.3 Deliverables / Requirements 

Requirement’s priority uses the MoSCoW method: 

• M - Must have this requirement to meet the business needs. 

• S - Should have this requirement if possible, but project success does not rely 
on it. 

• C - Could have this requirement if it does not affect anything else on the project. 

• W - Would like to have this requirement later, but delivery won't be this time. 

 

The bidder’s response must indicate:  

Required Vendor Services 

# Service 

MoSCoW 

M/S/C/W 

1.1 The Vendor must propose a solution as a service. This can be a customized 
off-the-shelf solution or a custom build.  
(Software as a Service, SAAS)  

M 

1.2 The Vendor must have prior experience in providing a solution that is similar 
in the size and scope of this project. 

-  
- Previous project examples and reference contact information required.   

M 

1.3 The Vendor will provide deployment and “go-live” services for the Solution. M 

1.4 The Vendor will provide CCAA staff with initial training on the Solution. M 

1.5 The Vendor will test all aspects of the Solution before delivering to CCAA for 
testing. 

M 

1.6 The Solution must have an interface that is easy to use, configurable and 
customizable for look, feel and branding.  

M 

1.7 The Solution must have the ability to add new attributes and content as 
business requirements change. 

M 

1.8 The Solution must have the ability to print individual NOS, logbooks, account 
information, statistics and reports.  

M 



 

11 

 

# Service 

MoSCoW 

M/S/C/W 

1.9 The Vendor must provide their approach to user acceptance. At a minimum a 
user acceptance environment will be made available for CCAA to review, test 
and confirm the features delivered. 

M 

1.10 The Vendor must have documentation available for the Solution, in a format 
acceptable to CCAA, including: 

- Requirements, (Functional, Data, etc.) 
- Design (Use Cases, User Stories, etc.) 
- Development/Test 
- Configuration 
- Training Material (hard copy or video) 

M 

1.11 The Solution must be accessible online and be formatted for use with 
smartphones, tablets and PC’s. 

M 

1.12 The Solution must provide a bilingual interface.  

The Solution will be developed in English, once the Solution is 
accepted/approved the bilingual interface will be developed. All text will be 
translated by CCAA.    

M 

1.13 French content provided by CCAA (over and above the interface) should be 
entered into the Solution by successful bidder.  

S 

1.14 The Solution should have a feature that notifies of content changes that 
require an update in the other language.  E.g. a change to NOS task in 
English, corresponding NOS task in French would need to be updated. 

S 

1.15 The Solution should have the ability to link to employer HR/training systems 
for updating each day/week/each change or at a minimum the ability to 
export required data. 

S 

1.16 The Solution should have the ability to be initially loaded with content by 
uploading an excel document into the system to avoid entering all data 
manually.   

S 

1.17 The Solution should have the ability for users to work offline and update the 
online service with the offline activities.  

S 

1.18 The Vendor could provide a warranty for the services and product delivered. C 
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User Account and Authorization 

 

 Description MoSCoW 

M/S/C/W 

2.1 The Solution must have a digital Identity Management Life-Cycle that includes 
Provisioning, Authorization, Authentication, Permissions Self-Service and De-
Provisioning capabilities. 

M 

2.2 The solution must be capable of supporting multi-factor authentication.  M 

2.3 The Solution must have user self-serve capabilities: 
- Account and credential creation 

- Account and credential updates (changes and resets) 

- Credential Recovery (username and password) 

- Profile information maintenance 

M 

2.4 The Solution must have the capability to assign permissions and 
authorizations for all user accounts including administrators, employers, 
evaluators, and individual workers.  

M 

2.5 The solution should have a Logout service. 

Logout is a function that destroys the access token stored in the end user’s 
browser and optionally, invalidates them. 

S 

 

 

Payment Mechanism 

 

 Description MoSCoW 

M/S/C/W 

3.1 The solution must offer a payment function, preferably using PayPal or Stripe 
as a payment mechanism. 

S 
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 Description MoSCoW 

M/S/C/W 

3.2 The Payment service should have a facility that integrates with the Solution to 
initiate the services granted.  

S 

3.3 The Solution should have the ability to track payment activities and provide 
notifications. 

S 

3.4 The Payment service should have reporting capabilities (standard and adhoc) 
for payment activities. E.g. payments by individuals or corporations.  

S 

3.5 The Payment service could have automated notifications for renewal sent to 
external users and CCAA administrator on a configured basis (weekly, 
monthly, bi-monthly, or yearly). 

C 

 

 

Occupational Standards 

The following requirements are for the primary content of the solution: the NOS and 
related data including, but not limited to, Competencies, Tasks, Sub-Tasks, Risk Levels, 
and Essential skills profiles.  

 

 Description MoSCoW 

M/S/C/W 

4.1 The Solution must be capable of maintaining all current and future CCAA NOS 
Standards and Logbooks with current and future associated data such as 
Tasks, Sub-Tasks or Essential Skills, in both official languages (English and 
French) 

M 

4.2 The Solution must be scalable to accommodate additional NOS Standards 
(approximately 50 additions), Competencies, Tasks and Sub-Tasks with no 
degradation in performance. 

M 

4.3 The Solution must have the ability to create, edit, delete, and archive all 
required content.  

M 
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 Description MoSCoW 

M/S/C/W 

4.4 The Solution must have the ability to identify and create standard and custom 
content. 

M 

4.5 The Solution must have the ability to assign/associate all associated data such 
as Competencies, Tasks and Sub- Tasks, essential skills, risk levels in multiple 
variations. 

M 

4.6 The Solution must have the ability to allow customization of Occupational 
Standards and logbooks and their content and associated documents.  

M 

4.7 When creating a new NOS the user must be able to select and include tasks 
and competencies already in the system. 

M 

4.8 The Solution must have the capability to produce NOS in a format suitable for 
in-house and professional printing. 

M 

4.9 NOS and logbooks must have the ability to tag tasks and sub-tasks as 
mandatory and optional. 

M 

4.10 The Solution should have the ability to archive all content in the Solution for a 
minimum of 12 years.  

S 

4.11 The Solution should have the ability to archive all content indefinitely in a 
repository.  

 

4.12 The Solution should have the ability to detect and prevent the import of malware 
on import files for all content. 

S 

4.13 The Solution should have the ability to apply changes or updates to content 
(NOS, Competency, Tasks, Sub-Tasks) throughout the system. 

S 

4.14 The Solution should have the ability to set, track, store and save revisions and 
revision history for all content. 

S 
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Logbook Requirements 

 

 Description MoSCoW 

M/S/C/W 

5.1 The Solution must have the ability to create Logbooks with content mapped 
from the NOS. 

M 

5.2 The Solution must have the ability to create custom Logbooks M 

5.3 The Solution must have the ability to update individual and custom Logbooks. M 

5.4 The Solution must have the capability to produce Logbooks in a format suitable 
for in-house and professional printing. 

M 

5.5 The Solution must have the ability to attach/import evidence for activities 
completed for the Logbook in a variety of formats (photo, video).  

M 

5.6 The Solution must have the ability to allow an individual account to have 
multiple Logbooks associated with it.  

M 

5.7 The Solution must have the capability to export Logbook content in a variety of 
formats (PDF, excel, CSV) 

M 

5.8 The Solution must provide the capability of applying digital signatures, date and 
timestamp for Logbook evidence and confirmation. 

M 

5.9 NOS and logbooks must have the ability to tag tasks and sub-tasks as 
mandatory and optional.  

M 

5.10 The Solution must have the ability to notify the user when they have completed 
enough content and mandatories to be submitted for certification. 

M 

5.11 The Solution must have a scale to track how far along the user is in completing 
the logbook. When permissions allow, this should also be accessible to the 
employer.  

M 

5.12 The solution should have the ability to add historical data from existing paper 
logbooks to create an electronic version. 

S 

5.13 Users should have the ability to view all their data (multiple Logbook / 
certifications) from one account / log-in. 

S 
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 Description MoSCoW 

M/S/C/W 

5.14 The Solution should have the ability to duplicate/copy a Logbook and then edit 
the content. 

S 

5.15 The Solution should have the ability to archive completed Logbooks.  S 

5.16 The Solution should have the ability to automatically update Logbooks with 
changes to NOS. 

S 

5.17 The Solution should have the ability to set conditions for updates to standard 
Logbooks. E.g. Completed tasks would not be updated automatically. 

S 

5.18 The Solution should have the ability to detect and prevent the import of malware 
on import files.  

S 

5.19 The Solution should have the ability to set, track and store Logbook revisions 
and revision history. 

S 

5.20 The Solution should be security controlled with the option of using biometric 
validation of the user. 

S 

5.21 The Solution should have the capability for users to perform updates (provide 
evidence) online and/or offline. 

S 

 

 

Reporting and Audit Requirements 

 

 Description MoSCoW 

M/S/C/W 

6.1 The Solution must have a reporting engine that is available to both internal 
and external users. 

M 

6.2 The Solution must have the ability to assign certain permissions and access 
to the content and features of the reporting engine depending on the type of 
user account. 

M 

6.3 The Solution must have an Adhoc reporting capability for all attributes. M 
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 Description MoSCoW 

M/S/C/W 

6.4 The Solution must have an audit tracking reporting capability for all activities 
performed using the Solution. 

M 

6.5 The Solution must have the ability to export reports in different formats (CSV, 
PDF, etc.) 

M 

6.6 The Solution should have the ability to store and retain reports for 12 years. S 

 

2.4 Selection Criteria 

CCAA will consider the following general criteria when evaluating the Proposal: 

 

Criteria weighting 

Proposal format/bid requirements met  

 

 
mandatory 

Cost (fair market value, good value) 

 

 
20% 

Technical score – ability to meet all “must” have requirements 

This section should be submitted in a chart format based on Required Vendor 
Services in Section 2.3 

 

 
25% 

Consultant knowledge of and experience with solution and software development  

 

 
20% 

Consultant knowledge of and experience NOS, Logbooks or similar systems 

 

 
20% 

Schedule / delivery date 

 

 
15% 

References 

 

 
mandatory 
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3. RFP Process 

3.1 Closing Date 

CCAA must receive Proposals before 15:01 hours (Eastern) on the RFP Closing Date. 
The official time of receipt of Proposals will be determined by the time and date of the 
email and attachment upon receipt by CCAA. CCAA will not accept or consider 
Proposals received after that time. 

CCAA reserves the right, in its sole discretion, to extend the deadline for receipt of 
Proposals. However, CCAA has no obligation to do so. 

 

3.2 Technical Clarifications 

Bidders may submit questions in writing to CCAA to clarify various technical 
requirements of this RFP and CCAA will respond in writing.  All such communications will 
be done by email.  All questions and CCAA responses will be posted to the CCAA 
website and Bidders are encouraged to check the website for such responses.  All 
requests for information and questions related to this RFP’s requirements should be sent 
to the CCAA Contact specified in the RFP Details. 

 

3.3 Proposal Submissions 

 

Electronic Submission 

Proposals should be delivered by email to the address specified in the RFP Details, with 
the RFP number clearly set out in the subject field. Electronic submissions must contain 
an electronically-signed Proposal in PDF format. 

Hard-copy Proposals will not be accepted. CCAA’s office is currently closed.  

 

3.4 Proposal Content and Format 

(i) Proposal Content 

The Bidder is encouraged to provide all relevant information it believes will demonstrate 
its ability to meet this RFP’s objectives and requirements. However, at a minimum, each 
Proposal shall include and/or account for the following: 
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 Bidder Profile 

A brief introduction of the Bidder, identifying the members of the Consortium (if 
applicable) and the Prime Bidder who will be the Consortium’s contact with CCAA. 

• The Bidder’s full legal name. In the case of Consortium Proposals, the full legal 
name of the Prime Bidder and each Consortium member must be provided.  

• A Bidder (or, in the case of Consortium Proposals, the Prime Bidder) contact person 
for all questions and clarifications arising from the Proposal. The contact information 
should include the person’s title, mailing address, e-mail, and telephone number. 

• A Bidder (or, in the case of Consortium Proposals, the Prime Bidder) contact person 
authorized to participate in Contract finalization. The contact information should 
include the person’s title, mailing address, e-mail, and telephone number. 

• A response (acceptance and descriptive response as appropriate) to each of the 
requirements identified in this RFP. 

• Details of any and all subcontracting arrangements proposed by the Bidder. 

 
 Consultant Competencies 

The Bidder shall identify the resources the Bidder will assign to the project and indicate 
their availability to this project and commitments to other ongoing jobs. 

The Proposal should also include the competencies of the team and/or consultants as 
they relate to the project requirements and describe the roles of each.  

 
 Cost 

The Proposal should include a budget (in Canadian dollars) for all phases of the project, 
including travel cost but excluding applicable taxes. The cost is to be shown separately 
for each element of the RFP requirements. 

If the Bidder includes travel in the project plan it must be included in the costs set out in 
the Proposal. 

All options, where requested, are to be costed and shown separately. The solution 
should be a low-cost option. Ongoing costs for maintenance, licensing, hosting, etc. must 
be outlined.  

 
 Appendices 

If the Bidder wishes to include any other material not specifically requested by this RFP, 
it may do so by including additional appendices in its Proposal. 
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 Signature 

The Proposal should be signed by a person who is authorized to sign on behalf of the 
Bidder.   

 
 Working Language 

CCAA’s working language is English and all Proposals must be in English. 

 

(ii) Proposal Format 

To facilitate ease of evaluation by the CCAA and to ensure that each Proposal receives 
full consideration, Proposals should be organized in the following format using the 
section titles and sequence listed below (a tab divider should separate each section 
when in paper format): 

• Table of Contents 

• Executive Summary (maximum of 3 pages) 

• Bidder Profile 

• Sub-contracted Bidder profiles (if applicable) 

• Acknowledgement of RFP Standard Contract Provisions (Appendix B)  

• Functional Requirements Response 

• Pricing 

• Bidder References 

• Staff /Contractor Resumes 

• Appendices 

 

3.5 Consortium 

Bidders may team with other persons, entities or organizations for the purpose of 
providing the Services and Materials, but all such ‘consortium’ arrangements must be 
identified (name of entity, organization and persons involved in the completion of the 
work and what portion of the work for which each would be responsible). The Proposal 
must clearly identify who is the prime contractor and who is (are) the subcontractor(s). If 
the winning Bidder has a ‘consortium’ arrangement, the prime contractor shall be solely 
responsible for the performance of its subcontractors in all aspects of their work. 

 

3.6 Bidder Expenses 

The Bidder is responsible for all costs of preparing and presenting its Proposal and for its 
own legal costs associated with finalization of the Contract. 
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3.7 Changing or Withdrawing Proposals 

A Bidder may amend or withdraw a Proposal prior to the RFP Closing Date by 
submitting a clear and detailed written notice to CCAA. 

 

3.8 Period of Commitment 

All Proposals are irrevocable and binding on the Bidder for 90 days after the RFP 
Closing Date, and may not be altered by subsequent offerings, discussions, or 
commitments unless CCAA requests the Bidder to do so. 

 

3.9 No Proposal Return 

Proposals and accompanying documentation submitted by Bidders are CCAA’s property 
and will not be returned. 

 

3.10 CCAA’s Right not to Proceed 

CCAA reserves the right, in its sole discretion, to not accept any of the Proposals 
submitted and in such case the Bidder acknowledges and agrees that it shall have no 
claim whatsoever against CCAA. 

 

3.11 Verification 

CCAA reserves the right to verify any statement or claim contained in any Proposal or 
made subsequently in any interview or negotiation.  CCAA may make any such 
verification by whatever means it deems appropriate, including by contacting the 
references provided by the Bidder or by contacting other parties that are not provided as 
references by the Bidder.   

By submitting a Proposal, the Bidder consents to CCAA verifying any information from 
third parties and receiving additional information relating to the Bidder, its directors, 
officers, shareholders or owners and any other person associated with the Bidder as 
CCAA may require.  

 

3.12 Shortlist Presentations (may not be required) 

CCAA may establish a shortlist of Bidders and require short-listed Bidders to make 
formal presentations regarding their Proposal. At any such presentation, Bidders shall 
demonstrate how their solution will address the requirements and expectations 
described in this RFP.  These presentations will be made at no cost to CCAA. 
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3.13 Best and Final Offer Process 

CCAA reserves the right to undertake a “Best and Final Offer” process prior for the final 
selection of the preferred Bidder. The “Best and Final Offer” process, if employed, will be 
conducted as follows: 

CCAA may select Bidders to prepare a “Best and Final Offer”. The necessity, scope and 
timing of such a “Best and Final Offer” process will be at CCAA’s sole discretion. 

Details regarding the manner and form of the “Best and Final Offer” process and 
expected deliverables to be included therein, will be provided in advance to those 
Bidders selected to submit a “Best and Final Offer”. 

CCAA will provide Bidders with a set period of time for Bidders to carry out activities 
regarding the “Best and Final Offer” process, including, but not limited to, confirming 
assumptions under which their Proposals were developed, conducting whatever due 
diligence is deemed reasonable and necessary under the circumstances, proposing 
revisions to their Proposals based on the results of those activities, and providing more 
specific and detailed responses in areas to be identified by CCAA. 

Any modifications to approaches, prices or commitments contained in the Bidder’s 
Proposal and/or shortlist presentation, if any, must be clearly presented and justified on 
the basis of the new or additional information or requirements secured during this 
process. CCAA reserves the right, in its sole discretion, to judge the acceptability of such 
proposed modifications. 

 

4. Contract 

4.1 Contract Negotiations 

The Contract negotiations may involve clarifications, non-material modifications or 
variations to the scope, venue, duration, timing or pricing of the Materials and Services or 
to a Proposal generally. The Bidder, by submitted its Proposal, agrees to negotiate in 
good faith with a view to executing a Contract.  Award of a Contract is in all cases 
conditional on the Bidder executing a Contract with terms and conditions acceptable to 
CCAA. 

CCAA may elect to divide the Materials and Services into more than one Contract and 
enter into negotiations with a Bidder with respect to a portion of the Materials and 
Services, and award more than one Contract. 
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4.2 Contract Finalization 

The Contract to be entered into between the Supplier and CCAA shall be finalized with 
the Supplier by CCAA and shall contain the terms and conditions in Appendix B.  

If, in CCAA’s opinion, it appears that the Contract will not be finalized with the Supplier 
within 30 days after the RFP Closing Date, CCAA may undertake negotiations with other 
Bidders. 

 

4.3 Order of Precedence 

This RFP and the Proposal shall form part of the Contract. In the case of any conflict, 
discrepancy, error or omission between this RFP, the Proposal, and the Contract, the 
documents shall take precedence and govern in the following order: 

1) The Contract 
2) The Request for Proposal 
3) The Proposal 

 

4.4 Standards of Care 

The Bidder shall perform the Services with reasonable skill, care and diligence and in 
accordance with the standards of care practiced by leading national and international 
suppliers of services similar to, or the same as, the Services.  

 

5. General Terms 

5.1 Consent to Use of Information 

The Bidder consents to, and has obtained the written consent from any individuals 
identified in its Proposal for, the use of their personal information in the Proposal or by 
CCAA and its employees, subcontractors, professional advisors and agents to enable 
CCAA to evaluate the Proposal and to use this information for CCAA’s other program 
purposes. 

  



 

24 

 

 

5.2 Confidentiality and Security of Information 

The Bidder shall ensure that its employees, directors, officers, contractors, 
subcontractors, and agents shall: 

• keep strictly confidential all information concerning CCAA or third parties, or any of 
the business or activities of CCAA or third parties, acquired as a result of 
participation in this RFP (“Confidential Information”); 

• only use and/or copy Confidential Information as necessary for the purpose of 
submitting a Proposal; 

• only disclose Confidential Information upon CCAA’s prior written authorization; 

• maintain security standards regarding the Confidential Information, including control 
of access to data and other information, consistent with the highest standards of 
business practice in the industry; and 

• not disclose to CCAA any confidential information of any third party in the Bidder’s 
possession while such information remains the confidential property of any such 
third party. 

The Bidder agrees that it shall be fully responsible to CCAA for any breach or violation of 
the requirements set out above regarding Confidential Information by any of its 
employees, directors, officers, contractors, subcontractors, and agents.  

 

5.3 Access to Information and Privacy 

The Bidder acknowledges that: 

The Access to Information and Privacy Act (ATIP) of the Government of Canada applies 
to all information and records relating to, or obtained, generated, created, collected or 
provided under this RFP or the Contract and which are in the custody or control of 
CCAA. 

ATIP imposes an obligation on CCAA, through this RFP and the Contract on the Bidder, 
to protect the privacy of individuals to whom information relates. The Bidder shall protect 
the confidentiality and privacy of any individual’s personal information accessible to the 
Bidder or collected by the Bidder pursuant to this RFP or the Contract. 

For the records and information obtained or possessed by the Bidder in connection with 
or pursuant to this RFP or the Contract, and which are in the custody or control of CCAA, 
the conduct of the Bidder must be of a standard consistent with ATIP when providing the 
services or carrying out the duties or other obligations of the Bidder under this RFP or 
the Contract. 

The purpose of collecting personal information for this RFP is to enable CCAA to ensure 
the accuracy and reliability of the information, to evaluate the Proposal, and for other 
related program purposes of CCAA. The Bidder may contact the CCAA Contact 
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identified in this RFP regarding any questions about collection of information pursuant to 
this RFP. 

 

5.4 No Contractual or Legal Obligations 

This RFP is not intended to constitute, or be interpreted as, a call for tenders, and the 
submission of a Proposal is not intended to create any contractual or other legal 
obligations or duties whatsoever owed to any Bidder by CCAA, including any obligation 
or duty to accept or reject a Proposal, to enter into negotiations or decline to enter into or 
continue negotiations, or to award or not award a Contract. Without restricting the 
previous sentence, no contractual or legal obligations in relation to this RFP or the 
Services will exist between the Bidder and CCAA until the execution of a Contract with 
that Bidder, except for any waivers, releases, exclusions or limitations of liability, 
confidentiality and/or indemnity obligations made, given or accepted by the Bidder in this 
RFP or otherwise in connection with the RFP process.  

 

 

5.5 Rejection of Proposals and Cancellation of RFP 

CCAA is not bound to select a preferred Bidder or accept any Proposal and reserves the 
right to postpone or cancel this RFP at any time for any reason whatsoever and to 
proceed with the Services in some other manner separate from this RFP.  CCAA 
reserves the right to accept or reject any Proposal in whole or in part for any reason.  
Without limiting the foregoing, CCAA will not be bound to accept the lowest-priced 
Proposal.   

 

5.6 Waiver of Deficiencies 

If a Bidder submits a Proposal that does not satisfy every request or requirement by 
CCAA as described in this RFP, CCAA may waive that deficiency, may seek clarification 
or additional information from the Bidder, or may consider and treat the Proposal as 
compliant with the requirements of this RFP.  

 

5.7 Media Releases, Public Disclosures and Public 
Announcements 

A Bidder shall not, and shall ensure that its team members and consultants do not, issue 
or disseminate any media release, public announcement or public disclosure (whether 
for publication in the press, on the radio, television, internet or any other medium) that 
relates to the RFP or any matters related thereto, without CCAA’s prior written consent. 

Neither the Bidder nor any of its team members or consultants shall make any public 
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comment, respond to questions in a public forum, or carry out any activities to either 
criticize another Bidder or Proposal or to publicly promote or advertise their own 
qualifications, interest in or participation in the RFP without CCAA’s prior written consent 
(which consent may be withheld at CCAA’s discretion).  

For the purpose of greater clarity, this section 5.7 does not prohibit disclosures 
necessary to permit the Bidder to discuss the RFP with prospective team members or 
subcontractors but such disclosure is permitted only to the extent necessary to solicit 
those team members' or subcontractors’ participation in the RFP.  
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Appendix A 
Definitions 

In this RFP, the following terms have the following meanings: 

Bidder: Person or entity submitting a Proposal in response to this RFP. 

CCAA: Canadian Council for Aviation & Aerospace 

Consortium: Two or more Bidders who partner together to submit a single 
Proposal. 

Contract: The written agreement between the Supplier and CCAA under which the 
Supplier will provide the Services, Materials and Deliverables set out in this RFP. 

Deliverables: The deliverables specified in this RFP to be provided by the Supplier 
to CCAA. 

Materials: All working papers, surveys, notes, plans, designs, reports, records, 
studies, drawings, examinations, assessments, procedures, specifications, 
evaluations, results, conclusions, interpretations, calculations, analyses, systems, 
software, source code, documents, writings, programs, hardware, devices, data or 
any components of these, regardless of how they are represented, stored, 
produced, or acquired. 

Prime Bidder: The Bidder in a Consortium who is responsible for the provision of 
all Services, Materials and Deliverables and who is accountable for all terms and 
conditions of the Contract. 

Proposal: The Bidder’s response to this RFP, and includes all of the Bidder’s 
attachments and presentation materials. 

Request for Proposals (RFP): This solicitation for the Services, Materials and 
Deliverables, including attached appendices. 

RFP Details: The specific information set out in section 1 of this RFP. 

Services: The functions, duties, tasks, and responsibilities to be provided by the 
Supplier as described in this RFP. 

Supplier: The Bidder that is awarded the Contract to fulfill the requirements of this 
RFP (i.e. the winning Bidder). 

Section headings are used for convenience only, and they do not affect the meaning or 
interpretation of the clauses. Words in the singular include the plural and vice versa. 
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Appendix B 
Standard Contract Provisions 

CCAA considers each of the provisions below as highly desirable. The Bidder’s 
response to each of such provisions will be considered in the evaluation of its Proposal. 
The balance of the Contract will be finalized between the preferred Bidder and the 
CCAA. 

The Bidder’s Proposal must include a written response to each of the following 
provisions by indicating either: 

“Met” means that the Bidder accepts the provision exactly as drafted, without 
qualification; or, 

“Not Met” means that the Bidder does not accept the provision exactly as drafted, 
without qualification. If the Bidder does not accept a provision exactly as drafted without 
qualification, the appropriate response is “Not Met” and the Bidder must provide in their 
Proposal the alternative wording that the Bidder desires. 

If the bidder responds, “Not Met” to any of the following provisions, the Bidder should 
explain how the proposed alternative wording is balanced in terms of the rights and 
obligations of the parties. 

 

Governing Laws 

The Contract, the RFP and the Proposal will be governed by the laws of the Province of 
Ontario and the federal laws of Canada applicable therein.  CCAA and the Bidder hereby 
attorn to the courts of the Province of Ontario and agree that any action commenced in 
respect of the Contract, the RFP or the Proposal will be initiated and brought before the 
courts in the City of Ottawa, Ontario, Canada. 

 

Third Party Claims 

The Bidder agrees to hold harmless CCAA, its employees, subcontractors and agents 
from any and all third party claims, demands, or actions: (i) for which the Bidder is legally 
responsible, including those rising out of negligence or willful acts of the Bidder, its 
employees, subcontractors or agents; and (ii) based upon the infringement or violation of 
any patent, copyright, trade secret, industrial design, trade mark or any other proprietary 
right. 

Responsibility and Liability 

The Bidder shall be responsible for all losses, costs and damages to the real or tangible 
personal property of CCAA where the Bidder is legally responsible, including negligence, 



 

29 

 

or willful harm of the Bidder, its employees, subcontractors or agents. 

 

Safety and Security 

The Bidder, its employees, subcontractors, and agents when using any CCAA buildings, 
premises, hardware and software shall comply with all safety and security policies, 
regulations and directives relating to those buildings, premises, hardware and software. 

 

Insurance 

The Bidder shall, at its own expense and without limiting its liabilities herein, insure its 
operations under a contract of general liability insurance, in accordance with the 
Insurance Act (Ontario) (or equivalent), in an amount not less than $1,000,000.00. 
Canadian inclusive per occurrence insuring against bodily injury, personal injury, and 
property damage including loss of use thereof. Such insurance shall include blanket 
contractual liability. The Bidder shall, upon request of CCAA, provide copies of insurance 
documents in a form acceptable to CCAA.  

All required insurance shall be endorsed to provide CCAA with 30 days advance written 
notice of cancellation or material change.  

The Bidder shall comply with the Workplace Safety and Insurance Act (Ontario), when 
such Act applies, and shall upon request by CCAA; deliver to CCAA a certificate from 
the Workplace Safety and Insurance Board showing that the Bidder is registered and in 
good standing with the Board.  

 

Assignment 

The Bidder shall not assign, subcontract or transfer of any of its rights, obligations or 
interests, other than identified in the Contract, without the written consent of the CCAA. 
Should CCAA consent to such an assignment, subcontracting or transfer of rights, 
obligations or interests to a third party, the Bidder shall remain responsible for 
performance by the Bidder and any such third party under the Contract.  

 

Other Provisions 

As part of the Bidder’s response to this section of the RFP, any proposed license, 
maintenance or lease agreement that the Bidder will require, must be included in the 
Proposal. In the case of conflicts, discrepancies, errors or omissions among the 
proposed license, maintenance or lease agreements and the Contract provisions listed 
under Appendix A of the RFP and listed as “Met” in the Proposal, the Contract provisions 
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listed under Appendix A of the RFP and listed as “Met” in the Proposal shall take 
precedence and govern. 

 

Intellectual Property 

CCAA shall own all Materials, discoveries, inventions, and other intellectual property 
developed during the course of the Work, whether developed by CCAA or the Supplier. 
The Supplier shall assign to CCAA all intellectual property and proprietary rights it may 
otherwise have in any such Materials, discoveries, inventions, intellectual property and 
proprietary rights developed by the Supplier in the course of providing the Services and 
completing the Work. 

The Supplier shall not be required to assign to CCAA, or to limit its use of any ideas, 
data processing concepts or techniques developed by the Supplier prior to providing the 
Services, or information general in nature and which does not include any proprietary or 
confidential information about CCAA, its affiliates, or contractors or any items which 
CCAA owns or shall own pursuant to the paragraph immediately above. 

All Materials, data specifications, methods and Intellectual Property owned by the 
Supplier or in the possession of the Supplier prior to the execution of the Contract and 
used by the Supplier to provide the Services to CCAA, shall continue to belong 
exclusively to the Supplier, whether or not they are specifically adapted by the Supplier 
to render the Services to CCAA. The CCAA shall have a perpetual irrevocable, non- 
exclusive, world-wide, paid-up right to use, execute, reproduce, display, perform, 
distribute copies of and prepare derivative works based on all Pre-existing Work and 
such Materials, data specifications and methods which are incorporated into the Pre- 
existing Work, Work or Deliverables provided to CCAA and the right to authorize or sub- 
license third parties to do any of the former. 

 

 

 


