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Standing Offer:
Database and Statistical Analysis, Data Entry, Data Cleaning, and other
Microsoft Excel services

General Provisions
The purpose of this Standing Offer is to add suppliers to the existing list of prequalified
suppliers the Canada Council can call upon to obtain Database and Statistical
Analysis, Data Entry, Data Cleaning, and other Microsoft Excel services for certain
projects. A Standing Offer Agreement is an arrangement to provide goods and services
at prearranged prices with set terms and conditions, for specific periods of time on an
“as requested” basis. A Standing Offer is not a Contract and an Order against a
Standing Offer is a “Call-up”. Each Call-up is a separate Contract between the Council
and the prequalified supplier.
Public corporations, small businesses and independent professionals (freelancers)
offering the above-mentioned services may apply for inclusion on this list.
About the Canada Council for the Arts
The Canada Council is a federal crown corporation created by an Act of Parliament in
1957 to “foster and promote the study and enjoyment of, and the production of works in,
the arts.” The Canada Council offers a broad range of grants, services and prizes to
professional Canadian artists and arts organizations (www.canadacouncil.ca). The
Canada Council is also responsible for the operation of the Art Bank, the Canadian
Commission for UNESCO and the Public Lending Right Commission.
Context: Data analysis and report writing for the Canada Council for the Arts
The Research, Evaluation and Performance Measurement (REPM) Section undertakes
evidence-based research, program evaluation and performance measurement activities
related to the Council’s priorities and commitments, as well as sector-wide trends in the
arts. Our work supports decision-making and promotes the value of the Council’s
investment in the arts.
A significant proportion of our work is performed through database and statistical
analyses using Microsoft Excel. However, the Council’s REPM team does not have the
resources to perform all of the necessary data work and must occasionally call upon
external suppliers.
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INFORMATION FOR SUPPLIERS
Submission of proposals
Suppliers must submit their proposals no later than June 29, 2018, at 5 p.m. (EST)
(Ottawa local time), by email (mentioning the Standing Offer in the subject line).
Any questions regarding this SO shall be submitted in writing, via email, and the Council
will respond accordingly. Deadline for submitting questions is June 15, 2018 at 12:00
pm EST (Ottawa local time). To ensure that all firms receive equivalent information, the
Council will post applicable clarification questions and responses on MERX.
For any information and questions about the Standing Offer:
Gabriel Zamfir-Enache
Manager, Data Intelligence and Performance Measurement
Canada Council for the Arts
Gabriel.Zamfir-Enache@canadacouncil.ca
Form of Proposal
To ensure that all proposals are uniformly evaluated, they shall be submitted in the
format prescribed in Appendix 2. Your proposal must be no longer than 3 pages
and must include the information requested in Appendices 1 and 2.
All proposals must be signed by a duly authorized officer and include a
statement that the supplier has examined and understood the SO and accepts the
conditions contained therein.
The proposal must state that the supplier has the technical and financial
resources and personnel to provide the services as identified in this standing
offer, and within the timeframes specified in this proposal.
Acceptance or Rejection of Proposals
The Council reserves the right to reject any or all proposals or to accept any proposal
at its discretion.
Proposals will not be read prior to the specified closing date and time. Any proposals
received after the specified closing date will be discarded.
Modification or Withdrawal of the Request for Proposals
Suppliers may modify their proposal up to the closing date of the competition, as
specified.
Any correction or clarification relating to the request for proposals will be published in
the form of an addendum and sent to all concerned suppliers. No interpretation,
correction, clarification or modification to the request presented in any form other than
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an addendum shall engage the Council. Suppliers must acknowledge receipt of all
addenda in their proposals.
Period of Validity of Proposal
Proposals submitted must remain open for acceptance by the Council for a period
of not less than sixty (60) days from the specified closing date.
Period Covered by the Standing Offer
This Standing Offer will begin on July 1, 2018 and end on June 30, 2020, with the option
to renew for two (2) additional periods of one (1) year.
Confidentiality and Council's Obligation
All data and information provided to the supplier, including the SO shall remain the
exclusive property of the Council. As such, all data and information shall be kept strictly
confidential and shall not be disclosed to any third party or reused without the express
written consent of the Council.
Furthermore, the copyright of spreadsheets produced, including their corresponding
data, texts, tables, charts and calculations shall be property of the Canada Council, and
the supplier will have no right to reuse them.
The issuance of this SO and Council's receipt of any proposal shall not, in any
manner, obligate Council to perform any act, incur any liabilities, or reimburse or
compensate any Supplier for preparation costs or other losses incurred in the
preparation of their response to this SO. The Council shall have the right to use,
for any purpose, any information submitted in connection with the SO unless it has
been marked Confidential.
Evaluation of Proposals
All proposals will be rated on the basis of a "points earned" matrix that will involve
an analysis of the complete proposal including, but not limited to, such areas as:
• pricing
• ability to provide a highly personalized, responsive, quick and practical service
• education and years of experience in the services proposed and in working in a
cultural or arts context
• references and quality of examples of documents submitted
Selected suppliers will need to take a mandatory assessment test of Excel skills.
Extent of the obligations of the Canada Council for the Arts
This invitation to submit a proposal as supplier and the Council’s receipt of that
submission in no way obliges the Council to offer work to a supplier, nor does it entitle
the supplier to receive work from the Council.
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The Council retains full decision-making authority regarding proposals that respond to
the requirements laid out in the standing offer and regarding evidence demonstrating
the respect of these requirements. As well, the Council reserves the right, at its sole
discretion:




to suspend the standing offer at any time;
to negotiate with none of the suppliers who have submitted proposals;
to ask, orally or in writing, for clarifications regarding any additional information
concerning proposals judged to be adapted to its needs.

REQUIREMENTS OF THE CANADA COUNCIL
Quality of work, response time and respect for deadlines
It is expected that all suppliers offering Database and Statistical Analysis, Data Entry,
Data Cleaning, and other Microsoft Excel services to the Canada Council will provide
these services in a timely manner, with the highest possible level of accuracy. To this
end, suppliers are expected to verify the quality of their own work before delivering the
finished product to the Canada Council. The Council may choose to refuse a job or ask
for compensation if the work is considered to be poor quality (incomplete; numerous
typographical, syntax, calculation or analytical errors; work that requires extensive
revision by the Council).
Suppliers must provide quality assurance for their own work – they must review the
spreadsheets before submitting the completed work to the Canada Council.
Requests for Excel work will be sent to suppliers by email and suppliers are expected to
accept or refuse by email any request from the Council within the 24 hours following
the request (normal hours of work). Once a job is accepted, the supplier must respect
the required deadline.
Technical, Operational and Organizational Environment
Suppliers must be able to share electronic documents in Microsoft Excel (xls) format.
Location of Work Site and Delivery
Suppliers are expected to work from their own locations and communicate with the
Canada Council by phone and/or by email. All completed work is to be delivered to the
Canada Council in electronic format via email or electronic file transfer.
Confidentiality
The supplier must ensure the confidentiality of all data, files, and texts assigned to
them.
Rush Work
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From time to time, the supplier may be asked to respond to urgent or “rush” call-ups. If
the supplier accepts such work, it shall be invoiced at the rush rates specified in the
Supplier’s Rates and Services Grid submitted in response to this SO Agreement.

Special Requirements
The Canada Council will describe any special requirements of the work on the request
for service. Suppliers must seek approval for any surcharges or additional costs (above
and beyond those identified in the Rates and Services Grid) prior to commencing work
on any such request. Suppliers must also notify Communications Content staff if they
expects any delays or upsets due to the special requirements.

TASKS, ACTIVITIES, DELIVERABLES
Main tasks and activities
The required tasks and activities include but are not limited to the following:
 Database and statistical analysis using Microsoft Excel.
o Quantitative and qualitative data
o Descriptive statistics
 Creation of charts, tables and other graphical elements in Excel.
 Data cleaning and merging,
 Data presentation and visualization,
 Creation of automated dashboards,
 Data entry,
 Task automations,
Deliverables:
 Excel spreadsheets with the results and all intermediate steps performed during
the development of the required tasks,
 All corresponding graphic elements in editable formats,
 When appropriate, a reference manual in Microsoft Word for coding and
documentation.

Requests for Service or Requests Subsequent to the Standing Offer
The Canada Council shall provide the supplier with the necessary data and information
(by email, USB key, Dropbox, and/or other data sharing tools), including the
documentation and information required for the work, delivery dates and a description of
the work, to permit the supplier to determine whether it can accept and process the
work requested within the deadlines specified by the Canada Council.

May 2018

6

Supplier’s Invoice
The Supplier must supply a detailed invoice for the work completed (based on the Rates
and Services Grid provided as part of its application to be included on the list of prequalified suppliers). The Canada Council typically pays invoices within 30 days of
receipt of the invoice.
Invoices must be submitted by email as follows:
Bethsy Lezama
Research, Evaluation and Performance Measurement
Canada Council for the Arts
bethsy.lezama@canadacouncil.ca;
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APPENDIX 1
Rates and Services
This Rates and Services Grid must be completed by the supplier as part of its
application to be included on the list of pre-qualified suppliers.
Rates remain in effect until June 30th, 2020.
Services (enter N/A for services not
offered.)
Regular rate
(hourly rate)

Rush rate*
(hourly rate)

Database and Statistical (quantitative)
analysis in Excel
Qualitative analysis in Excel
Creation of Tables, Charts, and/or
graphic elements
VBA coding
Data cleaning
Data entry
Automating dashboards and other
tasks
* If rush rates are applicable, describe how these are applied on a separate sheet
appended to this grid.
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APPENDIX 2
Proposal Format
Part A

Summary of Proposal

Part B

Supplier Information

The following information must be provided with the supplier’s application to be
considered for inclusion in the Canada Council list of pre-qualified suppliers:
a) Information about the supplier’s business status: nature of the business (e.g.,
incorporated, partnership, self-employed), business number and GST number;
b) Contact information (including web site and email addresses);
c) Years of experience and/or date of incorporation;
d) List of current clients in the arts and culture sector, as well as references or
testimonials from two clients;
e) Names and years of related experience of key staff; status of employees and
names of analysts who will be assigned to the Council;
f) Description of the supplier’s proficiency in data processing and analysis,
competency in analytical thinking, and data visualizations, among others.
g) List of tasks that the supplier is able to perform in Microsoft Excel, and that
demonstrate an advanced level of competence. These should include at a
minimum, the following:
a. Use of advanced functions (for example: INDEX MATCH, VLOOKUP,
COUNTIF, SUMIF, CONCATENATE).
b. Use of Pivot Tables.
c. Use of Custom Sorting, Filters and Subtotals.
d. Proficiency with different types of charts including different series of data
in different axes)
e. Data analysis tab functions (including regression analyses).
f. Conditional Formatting.
g. Basic VBA coding.
h) A brief description of the supplier (60 words);
i) Examples of work: the supplier must provide an example of Excel work that is
considered to be representative of the type of work and quality that it typically
produces;
j) Quality assurance statement: The supplier must provide a description of how it
ensures the quality and accuracy of its work (40 words maximum);
k) The Rates and Services Grid (see Appendix 1) duly completed.

Part C
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Suitability of Supplier
In this section, the supplier should explain in one paragraph (70 words)
the reasons for which it feels it is best suited to respond to the Council’s
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needs in Database and Statistical Analysis, Data Entry, Data Cleaning,
and other Microsoft Excel services.
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