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Background
The Student Financial Services Branch (SFS) of Post-Secondary Education, Training and Labour (PETL) requires a new solution that delivers modern online services that better meet clients needs and enhances the client experience.  The current application does provide the client with the ability to submit applications for student financial assistance online, but the process is time consuming and cumbersome.  Additional functionality to communicate and pass information between the client and Student Financial Services (SFS) Division staff is out of date and somewhat manual. 

The goal of this project is to complete the functional design, development, and implementation of a system to modernize and automate requirements.  The project will focus on the following:  

· Pre-Application Development – Design, Develop and Implement a framework that will be secure, scalable and maintainable to allow for future enhancements.
· Portal Registration – Improve client experience by providing secure, efficient, self-serve functionality.
· Notifications - Improve communication and lower costs by providing secure electronic communication between SFS and the applicants and reducing the reliance on traditional postal services.
· Online Internet Application - Improve client experience by providing an enhanced user interface and to reduce the time required for assessors to process applications by improving data accuracy and integrity by implementing enhanced data validation.  
· Data Migration – to allow historical data to be available for review purposes.
· Online Institution Services - Reduce processing time by providing an avenue for Educational Institutions to submit required information related to a student’s program of study in a secure electronic environment. This will decrease the time Educational Institutions (EIs) spend preparing and transmitting forms and reduce the need for SFS staff to enter data information received from EIs. 
· Automated Administration Services - to provide mechanisms for reporting, client surveys, online application form modification and application troubleshooting. 
Completing these phases will fulfill the goal of Student Financial Services to improve the client experience and streamline Student Aid related services.  It will also enable students to complete the entire student application process online via the SFS client portal.

SNB Business Application Services (BAS) is seeking one Business Analyst to support the development of new public facing functionality and the integration with PETL’s existing internal Student Financial Services application.

This application is currently supported by a Senior Developer/Application Lead with extensive knowledge of the existing application suite, one developer and two client subject matter experts. This position will report to the Manager of Business Application Services.
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Service New Brunswick (SNB) requires one Business Analyst 2.

The successful proponent will be expected to produce the deliverables described in Section 11.

SNB will only consider proposals identifying one candidate to fill the requested role. SNB will only consider up to two (2) proposals per vendor or agency. If bidding multiple candidates, they MUST be submitted as separate proposals.
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SNB seeks a resource who demonstrates the following Mandatory Requirements:

	No.
	Requirement
	Required 

	M1
	University Degree or Post-Secondary diploma in IT or equivalent program
	Yes

	M2
	Years of IM/IT Experience related to the design, development, maintenance, or analysis of business applications.
	8 Years

	M3
	Experience as a Business Analyst
	3-5 Years

	M4
	Spoken and written competence in English.
	Yes



Proposals that do not clearly demonstrate the capability to meet these mandatory requirements will be disqualified from further consideration.
Vendors are requested to respond to this section in the Vendor Response Matrix.
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SNB seeks a resource who demonstrates the following scored requirements.

	No.
	Scored Requirement
	Required Experience

	S1
	Demonstrated hands-on experience in remote or in-person facilitation and requirements gathering by preparing and asking probing questions, performing current state and future state analysis for designing and developing the application in the large and complex enterprise level project delivery.
	5 years


	S2
	Demonstrated experience documenting business and application processes, diagramming the required process flows and documenting interfaces within application sub-systems, with external systems and between new and existing systems. 
	5 years



	S3
	Demonstrated experience in developing requirement traceability matrix, product backlog, user stories, wireframe/prototype, user acceptance criteria and oversee the user acceptance testing.
	5 years



	S4
	Demonstrated experience in performing business process analysis for complex business transformation initiatives by managing stakeholders in cross functional environment to develop the use cases for application customization.
	5 years


	S5
	Demonstrated competency in interactive communication and effective collaboration with both business and technical stakeholders and experience working within a team environment. 
	5 Years

	S6
	Current certification from a recognized professional business analysis association, such as PMI-PBA, IIBA-CBAP would be an asset.  (Proof of current certification in good standing)
	Yes

	S7
	Demonstrated experience using SAFe, Agile or similar methodology 
	5 years gained in the last 10 Years

	S8
	Demonstrated experience using Azure DevOps
	3 years gained in the last 7 years

	S9
	Demonstrated experience designing user interfaces for mobile-responsive web applications.
	3 years


	S10
	Demonstrated experience in collecting, consolidating, and analyzing project data from multiple sources to support project status reporting, dashboards, KPIs, and executive-level summaries.
	3 years


	S11
	Demonstrated experience working within the Student Financial Services field
	3 years gained in the last 7 years

	S12
	Demonstrated experience working within the Canadian Public Sector as a Business Analyst
	3 years gained in the last 7 years


Responses to this section will be scored in accordance with the Selection Process identified in Section 13 of this SOW.
Vendors are requested to respond to this section in the Vendor Response Matrix.
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Proponents MUST provide a per diem rate based on a 7.25/hour workday to complete the services outlined in this SERVICE REQUEST and subsequent service agreement.  Subsequent renewals rates can be reviewed to reflect CPI, however, must continue to be within limits of rate cards for Business Analyst 2.

Cost will be evaluated using the following formula to determine the score for Section 13:

· Low price proposal / price on proposal under evaluation x total marks available for price = SCORE.
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Vendors are required to include for their proposed resource(s), as per the table included within the Vendor Response Matrix.  References may be contacted to validate information provided in the vendor’s response. 

In the event a poor reference is received, or in the event references provide information that is different than the information provided in the Vendor’s response, we reserve the right to disqualify the Vendor’s response from further consideration or negatively impact the scoring for Section 4.

If SNB is unable to reach the reference(s) provided, SNB reserves the right to disqualify the Vendor’s response from further consideration.

SNB reserves the right to contact references other than those provided, who are familiar with the work of the Vendor.
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The successful candidate will report to Pamela Oakes, Business Application Services Manager, 125 Hilton Road, Fredericton NB
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The successful candidate will be required on a full-time basis for up to 250 (7.25 hour) days, commencing on or after 
August 3rdd, 2026

SNB reserves the right to truncate the engagement, as needed.
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While remote work is acceptable, the successful candidate could be required onsite, as needed, for engagement with SNB and PETL at 500 Beaverbrook court, Fredericton, NB.  SNB will provide office space with access to pertinent information and resources as required, for the duration of the engagement.  Remote work may be coordinated with the reporting supervisor identified in section 7. 

The work location is based in Fredericton and travel outside the city of Fredericton is not expected. If the candidate is based outside the Fredericton region, it is the candidate’s responsibility to pay for the travel to and from their place of business (or home) and the Fredericton area.  Additionally, the candidate will not charge SNB for travel time or expenses.

If the successful candidate is based outside of the Fredericton region, SNB reserves the right to solely grant or deny the ability to telework or to adjust any work schedules related to teleworking.

Suppliers must comply with all GNB health and safety policies and standards, as applicable. 
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SNB will provide technology devices and access as required to complete the services requested in this Service Request.  

Suppliers agree to return at their expense any equipment provided by SNB at the end of this engagement.

In the event a candidate’s laptop or desktop computer is requested to be used for the engagement, the successful candidate(s) may be required to meet with the SNB’s Information Security Officer and may be required to sign an agreement governing the terms under which non-GNB devices may be connected to the GNB network.
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The successful candidate must deliver the following to successfully complete the engagement: 
· Functional & Non-Functional Requirements
· User Stories
· Wireframes / Screen Mock-ups
· Requirements Traceability Matrix
· Test Cases
· Assessment of procurement considerations in alignment with SNB procurement policies.

The successful candidate will be expected to:
· Support the software development team.
· Support the creation of reports using project data.
· Work with both client and development team members to elicit requirements, write user stories, define goals, document requirements, and analyze business functions to become familiar with the business domain.
· Identify business work flows and determine stakeholder needs.
· Author test case specifications, requirements traceability documentation, and contribute to the compilation and execution of test plans.
· Support and contribute to the Agile practices adopted by the development team.
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Candidates will be immediately disqualified from the competition if:

· The proposal does not fully demonstrate compliance with the Mandatory Requirements
· They do not score at least 75% on the Scored Requirements defined in Section 4
· They are unavailable during the timeframe indicated in Section 8 
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Proposals meeting the mandatory requirements identified in Section 3 will be evaluated in accordance with the following criteria:

	CRITERION
	Weight / Points
	Minimum Score Required

	Scored Requirements (Section 4)
	80%
	75%

	Cost (Section 5)
	20%
	N/A

	TOTAL 
	100%
	



The successful proponent will be the highest scoring proposal meeting all the mandatory and minimum requirements defined within this SOW.

The following may be required prior to final selection or award:
· An interview, either in-person or via telephone, may be conducted to verify experience and qualifications or for resources scoring within ten points for Scored Requirements, Cost and References.
· Demonstration of documentation produced. 
· Administration of a test to the candidates to gauge practical application of their skills and knowledge
· A confidentiality agreement with the vendor and the vendor’s proposed candidates, and
· Assignment of all intellectual property rights, including copyright, for all deliverables, consultation and services to SNB

[bookmark: _Toc491154204][bookmark: _Toc491154205][bookmark: _Toc515519633][bookmark: _Toc229572140]Vendor Submission
Vendors are requested to submit the following with their proposal:

· SNB Candidate Submission Matrix as detailed in sections 3 and 4.
· Resumes
· References
· Proposed Per Diem Rate
· Conflict of Interest declaration

Only the above documents will be reviewed for the purpose of the evaluation.  Any additional documentation provided in the proposal besides the above requested may not be considered.
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Candidates are requested to complete and return the attached Conflict of Interest form (see Appendix A) with their submission.

The Province may disqualify a proponent for any conduct, situation or circumstance determined by the Province, in its sole and absolute discretion, to constitute a Conflict of Interest.

For the purposes of this SERVICE REQUEST, the term “Conflict of Interest” includes, but is not limited to, any situation or circumstance where: 
(a) in relation to the Tender process, the proponent has an unfair advantage or engages in conduct, directly or indirectly, that may give it an unfair advantage, including but not limited to (i) having, or having access to, confidential information of the Province in the preparation of its proposal that is not available to other proponents, (ii) communicating with any person with a view to influencing preferred treatment in the Tender process (including but not limited to the lobbying of decision makers involved in the Tender process), or (iii) engaging in conduct that compromises, or could be seen to compromise, the integrity of the open and competitive Tender process or render that process non-competitive or unfair; or 

(b) in relation to the performance of its contractual obligations under an agreement for the Deliverables, the proponent’s other commitments, relationships or financial interests (i) could, or could be seen to, exercise an improper influence over the objective, unbiased and impartial exercise of its independent judgement, or (ii) could, or could be seen to, compromise, impair or be incompatible with the effective performance of its contractual obligations.

Proponents should disclose the names and all pertinent details of all individuals (employees, advisers, or individuals acting in any other capacity) who participated in the preparation of the proposal; AND were employees of the Province within twelve (12) months prior to the Submission Deadline.

[bookmark: _Toc520288296][bookmark: _Toc229572142]
Appendix A: Conflict of Interest Declaration
The proponent must select one of the following:

☐ The proponent declares that there is no actual or potential Conflict of Interest relating to the preparation of its proposal, and/or the proponent foresees no actual or potential Conflict of Interest in performing the contractual obligations contemplated in the SERVICE REQUEST. 

Or
☐ The proponent declares that there is an actual or potential Conflict of Interest relating to the preparation of its proposal, and/or the proponent foresees an actual or potential Conflict of Interest in performing the contractual obligations contemplated in the SERVICE REQUEST. 

If the proponent declares an actual or potential Conflict of Interest, the proponent must set out below details of the actual or potential Conflict of Interest: 
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