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Service and Maintenance to Air Conditioning 
Systems-Embassy of Canada to 

Mexico City 

Optional Site Visit Trip

April 7th, 2022

Property Section 

/Embassy of 

Canada



Agenda

1. Presentation.

2. Project’s introductions.

3. Bidding Process:

1. RFP Submission (Scope)

2. Clarification Meeting

3. Proposals submission

4. Evaluation.

5. Notification.

4. Questions.
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1 Presentation

Robyn Simard

DMCO Property 

Arq. Hugo Ferreyra

Manager of Property, 

Maintenance and Systems
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Alejandro Villalba

Contact link for the competition

Mail:Alejandro.Villalba@international.gc.ca

Phone: +52 5554373087

mailto:hugo.ferreyra@international.gc.ca


2. Project’s Introduction

Current Situation
 Provide, in accordance with

the agreed schedule,

Maintenance Services to the

air conditioning systems for

the Embassy of Canada

(Chancery Building, Aneex

and departments).

Future Situation
 The Contractor must act as an specialized

consultant in air conditioning systems and 

provide the Air Conditioning System

Maintenance Services on a monthly, quarterly

and biannual basis (based on the equipment). 

 The Contractor must have an active role in 

terms of communication with the Embassy and 

indicate possible points of improvement in our

systems. The Embassy expects to have a 

Company that provides creative solutions to 

help changing from a regular maintenance to 

preventive maintenance perspective.

 Fast and effective communication mechanisms

must be settled in order to allow informed

decisions on posible program adjustments.

 The Contract will be adjusted based on our

Headquarters directives to address properly

COVID19

,
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3. Bidding Process

3.1 RFP Submission
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3. Bidding Process

3.2 Clarification Meeting
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3. Bidding Process

3.3 Proposals Submission (April 25th

2022, 13:00 CST 14:00hrs EST)

• The Company letter in English or French.er letter

Mandatory 
Requirements 

(1)

• Field experience (5 years) in Maintenance and Service HVAC systems.

• Attach CV’s, three recommendation letters, work contracts with other customers 

with all the customer’s contact information to validate it.

• Documents must be dated to validate the five years experience.

Mandatory 
Requirements 

(2)

• Relevant Certifications 

• Certificates that proof knowledge and training needed to manage the equipment

required to provide the Air conditioning maintenance services.
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Index

Cover Letter

• Mark each of the documents attached with the proper split



Documents: Example

Extracts from Previous Contracts Business CV / Presentation



3. Bidding Process

Mandatory 
Requirementss

(3)

3.3 Proposals Submission (April

25th 2022, 13:00 CST 14:00hrs EST)

• Attach training certificates for your staff related to the field.

• It is important to include them with the company’s name or the employees’ who 

received them.

Mandatory 
Requirements 

(4)

• Ability to operate legally in Mexico and sign a contract with the Embassy of Canada.

• Attach Federal Tax Registry.

• Attach the Company’s incorporation paper (electronic) were stated company’s name, 

foundation’s date and signatures.

Mandatory 
Requirements

(5)

• Visit

• April 7th 2022, 11:30 hrs.CST

Mandatory 
Requirements 

(6)

• Social Security for employees.

• Attach Social Security registry

• Attach the last Social Security payment (March).
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• Virtual Clarifications Meeting

• April 7th, 2022, 10:00 hrs. CST



Example: Recommendation Letter



Example Documents:

Incorporation papersCompany Cover letter



Federal Tax Registry



Social Security: Obligations 

Compliance

Social Security: Payment 

Proof



3. Bidding Process

3.3 Proposal Submission (April 25th

2022, 13:00 CST 14:00hrs EST)

Mandatory 
Requirements 

(7)

•Satisfactory experience in the last five years in maintenance and repair of:

-Control Equipment 

-Airside 

-Electrical Heating System 

-Electrical Humidifiers System 

-Condenser units

-Evaporator units

-Fans

-Mini splits 

Evaluation 
Criteria (1)

Technical ability to perform services: 

•Attach three example cases (similar capacity to this competition) that proof the 

intern quality and safety controls.

•Attach three examples of the standards used for equipment and materials.
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Evaluation 
Criteria  

(2)

To facilitate the evaluation, the participating companies must fill the following chart in 

order to detail and justify the corporate and staff experience assigned to the work:  





3.3 Proposal Submission (April 25th

2022, 13:00 CST 14:00hrs EST)
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Evaluation 
Criteria  

(3)

• Work Plan (16 Points)

• Corporate Experience (30 Points) 

• Experience of assigned staff and Project manager (4 points) 

Evaluation 
Criteria (4)

• Management system

• Add an example of service management

• Add a work plan outlining the planned strategy to carry out the work in case 
chosen as winner

Additional 
Information

• Include additional information that is considered important for

submission.

3. Bidding Process



Financial Proposal 
IMPORTANT: All the information related to the Financial Proposal must be 

marked and sent separately from the Technical Proposal

• The participating Company must quote a fixed all-inclusive price for the

performance of the service described in the document “Request for Proposal” 

plus the costs for any additional work that according to the technical proposal is

fundamental for the correct execution of maintenance and service of air 

conditioning systems during the contractual period referred to.

3. Bidding Process
3.3 Proposal Submission (April 25th

2022, 13:00 CST 14:00hrs EST)

Quotation

• The participating Company must estimate the tax value that by current Mexican

law require payment at the contract termination.

• All payments will be based on the terms described in the sample contract

attached to the document “RFP”. 

Quotation



3. Bidding Process
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3.4 Evaluation

1. The mandatory requirements are reviewed and in case of not 

complying with any, the supplier’s proposal will no longer be 

considered.

2. The weighting will calculated as follows:

The lowest Fixed Price(F) will gain fifty (50) points. The proposals that

cost over 150% than the lowest Fixed Price proposal will gain zero (0) 

points. Other prices will be assesed in arithmetic proportion based on the

following formula: 

Score= 50 - [(Price Proposal – lowest Price Proposal) x 50 / (lowest Price  

Proposal x 0,5)]

The Embassy reserves the right to request the brake down of the costs if

the price proposal is considered out of the budget range for the Project. 



3. Bidding Process
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3.5 Notification

• Once the proposals have been reviewed, evaluated and the provider

chosen, an e-mail will be sent notifying each participant if he has or

has not been chosen.

• Once the winning company is notified, financial data will be requested

to create the Vendor Code on the Embassy of Canada’s database.



4. Questions?
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