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Appendix “C-2”

Reference Engagement Form Requirements / Instructions

Note: To be eligible, Reference Engagement Forms must profile only Reference Engagements that were completed after January 1, 2015, and prior to the Proposal Submission Deadline.  Any engagement with a completion date prior to January 1, 2015, or after the Proposal Submission Deadline will not be considered for evaluation and will be disqualified.  

1. The Reference Engagement Form below must be completed for each Reference Engagement being profiled.  In order to ensure that the Supplier has an opportunity to attain a high score for the Reference Engagement Form, detailed responses must be provided to each of the Rated Requirements set out in the Reference Engagement Form.

2. A separate Reference Engagement Form must be used for each proposed Service Category under a Service Stream using only the Service Category name referred to in this RFSO, for which the Supplier wishes to be qualified.  The Supplier must identify, in Section 1 of the Reference Engagement Form, both the Service Stream and Service Category to which the Reference Engagement Form applies by placing an (X) in the box beside the name of the Service Stream, and an (X) in the box beside the applicable Service Category to which the Reference Engagement Form relates, respectively. If the Supplier places an (X) in more than one box for a Service Stream and/or in more than one box for a Service Category, CDIC will only evaluate the Reference Engagement indicated by the first box for a Service Stream and/or Service Category, respectively, in which an (X) appears.  Suppliers should also identify at least one (or more) relevant Function(s) by placing an (X) in the box beside the name of the Function(s).

3. In order to meet Step 3: Evaluation of Rated Requirements – Technical Experience and Expertise, of Schedule “B” (Evaluation and Selection Process) (referred to herein as “Step 3 Requirements”), an Supplier submitting a Proposal for any one of the two (2) Service Streams shall include in its Proposal three (3) Reference Engagement Forms for each Service Category being offered under a Service Stream. 

For example:

(i) A Supplier submitting a Proposal for Service Category #1 (Non-Executive Interim Placement) under Service Stream #1 and Service Category #2 (Executive Permanent Placement) under Service Stream #2 must, in order to meet Step 3 Requirements for a Service Category, submit three (3) Reference Engagement Forms for each Service Category – for a total of six (6) Reference Engagement Forms.

(ii) A Supplier submitting a Proposal for both Service Categories under Service Stream #1 and both Service Categories under Service Stream #2, must, in order to meet Step 3 Requirements for all of the Service Categories, submit three (3) Reference Engagement Forms for each Service Category – for a total of twelve (12) Reference Engagement Forms.

4. Only three (3) Reference Engagement Forms may be submitted for each Service Category under a Service Stream. If a Supplier submits more than three (3) Reference Engagement Forms for the same Service Category under a Service Stream in its Proposal, CDIC will only evaluate the first three (3) Reference Engagement Forms submitted for a Service Category under a Service Stream, in the order in which they appear in the Proposal.

5. A Supplier may not submit the same Reference Engagement Form for more than one (1) Service Category. Each of the three (3) Reference Engagement Forms submitted for a Service Category must be for different Engagements. Also, an Engagement may only be profiled once in a Supplier’s Proposal.  If the Supplier does profile the same Engagement more than once, CDIC will only evaluate the Engagement in the first Reference Engagement Form in which it appears.

6. The “Supplier’s Legal Name” provided in the Reference Engagement Form should be the same legal name provided in Schedule “C” (Technical Offer).

7. The Supplier should carefully review and follow the instructions set out in the RFSO, including, without limitation, in this Appendix “C-2” (Reference Engagement Form) when completing a Reference Engagement Form.  The Supplier should consider the definition of Reference Engagement, in Section 4, Summary of Key RFSO Dates and Defined Terms, of this RFSO, and the meaning contained therein.

Reference Engagement Forms submitted in a Supplier’s Proposal should detail a Reference Engagement that has been completed and that the Supplier has chosen to profile as described in the evaluation of Step 3 Requirements.  Reference Engagements that are eligible to be profiled are only those Reference Engagements carried out by:
 
(a) the Supplier, where the Supplier retained responsibility for and control over the work of its personnel and/or its subcontractors in relation to the Reference Engagement; or

(b) if the Supplier is a partnership, any partner forming part of the partnership, where that partner retained responsibility for and control over the work of the partnership’s personnel and/or its subcontractors in relation to the Reference Engagement.

8. The Supplier must not indicate “on-going” or other similar wording to describe a Reference Engagement that has not yet been completed as the Reference Engagement End Date in the Reference Engagement Form.  A firm completion date (i.e., the day, month and year) must be shown for the Reference Engagement that has been completed.  Any Reference Engagement Form with an “on-going” completion date will not be considered for evaluation.

For clarity, a Reference Engagement that is still on-going as at the Proposal Submission Deadline is not considered by CDIC to be eligible to be profiled and will not be considered for evaluation.

9. Engagement Profiles may be for Reference Engagements conducted for clients in either the public or private sector.

10.  For Service Category #1 (Non-Executive Interim Placement) under Service Stream #1, and Service 
 Category #1 (Executive Interim Placement) under Service Stream #2, total level of effort for a given 
 Service Category within a Reference Engagement Form must be a minimum of 20 working days (7  
 hours equals 1 working day) level of effort. 

For clarity, this requirement to provide the total level of effort, does not apply to Reference Engagement Forms for Service Category #2 (Non-Executive Permanent Placement) under Service Stream #1, and Service Category #2 (Executive Permanent Placement) under Service Stream #2. 

11. Each Reference Engagement Form provided must thoroughly demonstrate the Supplier’s experience and ability to perform the services with respect to the particular Service Category for which it wishes to be qualified within the Service Stream being proposed. The Supplier must describe in detail the evidence of its skills with respect to at least one Function under the Service Category being profiled.

12. [bookmark: _Toc146002463][bookmark: _Toc146092753]Without limiting the reserved rights of CDIC to check sources other than the references provided by the Supplier, CDIC, in its sole discretion, may, during the RFSO evaluation process, confirm the Supplier’s experience and/or ability to undertake the engagement/provide the Services required and described in its Proposal by contacting the named Engagement reference identified in the Reference Engagement Form to verify the information provided. 

Reference Engagement Form
NOTE:  Three (3) Reference Engagement Forms to be completed for each Service Category.
Instructions: The bidder must not alter the format of the table below in any way, other than to remove highlighted text and add hard returns to provide responses. Columns and rows are not to be added or deleted.  The maximum number of words is an absolute maximum and should be adhered to whether a Supplier is submitting for one or both Service Streams.

	Supplier’s Legal Name:     
	[Insert legal name]

	

	1. The Supplier must identify the Service Stream and Service Category (SC) profiled in this Reference Engagement (ONLY one (1) Service Stream and one (1) Service Category per Reference Engagement) by placing an |X| in the applicable boxes.

	Service Stream (SS)

	☐  1.	Service Stream #1: Non-Executive Recruitment Services
	☐  2.	Service Stream #2: Executive Search Services

	Service Category (SC)

	☐   1. Non-Executive Interim Placement (SS#1)
☐   2. Non-Executive Permanent Placement (SS#1)

	☐   1. Executive Interim Placement (SS#2)
☐   2. Executive Permanent Placement (SS#2)


	For each Service Category (SC), the Supplier should identify one or more Function(s) profiled in this Reference Engagement by placing an  |X| in the applicable box.

	☐   1. Finance 
☐   2. Legal
☐   3. Human Resources
☐   4. Procurement
☐   5. Communications
☐   6. Strategy
☐   7. Corporate Governance
☐   8. Internal Audit
☐   9. Risk Management
☐  10. Insurance
☐  11. Compliance
	☐  12.  Information Technology
☐  13.  Information Management
☐  14.  Project/Program Management
☐  15.  Instructional Design / Learning and Development  
☐  16.  HRIS Systems/HR Analytics 
☐  17.  Facilities, Business Continuity and Corporate Security Operations
☐  18.  Policy
☐ 19.  Research
☐ 20.  Other Technical, Operational or Administrative Support



	2.  Engagement Reference - Client (Company) Contact Information 	

	Client (Company) Name:
	

	Client (Company) Address:
	

	Client Contact Person Name:
	

	Title:
	

	Telephone #:
	

	Email:
	



	3. Engagement Profile Details 

	Engagement name:
	

	Engagement Start Date: (mm/dd/yyyy)  
(e.g., 07/01/ 2017)
	
	Total Level of Effort (Days):
(7 hours equals 1 working day)

ONLY applicable to Reference Engagement Forms for Service Category #1 under Service Stream #1 and Service Category #1 under Service Stream #2.
	
_____ Days

	Engagement End Date: (mm/dd/yyyy)
(e.g., 12/31/ 2018)
	
	
	



	
4. Rated Requirements – (Maximum total - 100)


	RR #1 – Scope and Type of Services – (Maximum Assigned Points – 20)

Supplier should clearly describe in detail, the scope and type of services provided, including any similarities / relevance between the client’s and CDIC’s organization.

The details should clearly demonstrate the Supplier’s experience and expertise in providing the respective Service Category Services described in Schedule “A” (Statement of Work) and Appendix “A-1” (Service Categories and Functions), for the Service Category the Supplier is offering as part of its Proposal, and for which this Reference Engagement is submitted:

NOTE:  The Supplier should also clearly describe relevance to the scope of at least one Function as described in Appendix “A-1” (Service Stream #1 Service Categories and Functions) or Appendix “A-2” (Service Stream #2 Service Categories and Functions), as applicable. 


	
A #1 [Insert detailed description of services – Maximum of 500 words]





	RR #2 – Advertising and Outreach – (Maximum Assigned Points – 30)

Supplier should clearly describe, in detail, the advertising and outreach strategy used to find the shortlisted and successful candidate(s) for this Engagement.

The Supplier should also clearly describe how the outreach strategy was inclusive of candidates that reflect the makeup of Canada’s diverse society.

	
A #2 [Insert detailed description of advertising and outreach - Maximum of 500 words]





	RR #3 – Screening and Assessment – (Maximum Assigned Points – 20)

Supplier should clearly describe, in detail, the approach used to conduct the screening and assessment (pre-vetting) of shortlisted and successful candidate(s) for this Engagement.


	
A #3 [Insert detailed description of screening and assessment - Maximum of 500 words]




	RR #4 – Success Factors – (Maximum Assigned Points – 30)

Supplier should clearly describe, in detail, the creative and innovative approach to ensuring the search for the position/Engagement was successful, while efficient and cost effective.

The Supplier should also clearly describe how the approach used was designed to be inclusive of candidates that reflect the makeup of Canada’s diversity society.

	
A #4 [Insert detailed description of success factors - Maximum of 500 words]










PROPOSALS WHICH DO NOT CONTAIN THE REQUESTED DOCUMENTATION MAY BE DEEMED NON-COMPLIANT.
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