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District of Sechelt
Request for Proposal #2021-10
Owner’s Representative Services
District of Sechelt Operations Centre

Date of Issue: April 21, 2021
Closing Location:
District of Sechelt
Attention: Procurement Agent
2nd Floor, 5797 Cowrie Street
Sechelt, BC, V0N 3A0

Closing Date and Time:
Proposals must be received on or before May 12, 2021 2:00 pm Pacific Time
at 2nd Floor, 5797 Cowrie St., Sechelt, BC.
Contact:
All inquiries must be directed in writing via email,
stating “RFP #2021-10 Owner’s Representative Services District of Sechelt Operations
Centre—Inquiry” to:
Procurement Agent, District of Sechelt
Email: procurement@sechelt.ca
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1. OVERVIEW AND BACKGROUND
The District of Sechelt (the “District”) is requesting Proposals for the provision of Owner’s
Representative Services for the District of Sechelt Operations Centre Project.
This Request for Proposal (“RFP”) is being issued electronically through BC Bid
(www.bcbid.gov.bc.ca), CivicInfo BC (www.civicinfo.bc.ca) and the District’s website
(www.sechelt.ca).
Background
The District of Sechelt is located on the west coast of British Columbia (“BC”) approximately
30 kilometers northwest of Vancouver. The region, known as the Sunshine Coast, includes
approximately 3900 square km on the Sechelt Peninsula surrounded by the waters of the Strait of
Georgia, Howe Sound, and Sechelt Inlet. The Sunshine Coast does not have an overland route to the
BC mainland and is dependent on the BC Ferry Corporation for the movement of vehicles or by
barge for other items. A passenger ferry service runs between Horseshoe Bay and Langdale in the
south and a smaller passenger service between Earl’s Cove and Saltery Bay in the north.
District of Sechelt Operations Centre Project was borne out of necessity. Since 2012, eighteen (18)
staff have worked out of portable offices and tents. The Public Works and Parks departments are
fragmented between five different sites, which results in inefficiencies with staff frequently
travelling between locations. Expensive equipment and supplies are stored in unsecured spaces and
often exposed to the elements, which shortens their lifespan. In March 2021, a tractor was stolen
from the Operations Yard due to these circumstances. Staff are working in damp, unheated
conditions with regular rodent infestations. There is no adequate provision for staff change rooms
that is separate from the lunchroom. There is no properly ventilated, covered, heated parking bays
for changing plow blades in winter.
Considering the numerous issues around the current Operations Yard facility, the District initiated a
needs assessment, which recommended a 1,000-square-metre facility. This was followed by a
procurement process to select a design/build team for a new Operations Centre. The request for
proposals for a design/build team was issued on March 5, 2020 and Caerus (Caerus) Construction
Ltd. of Gibsons, British Columbia was selected as the successful design/build team. The budget that
Caerus proposed was $2,498,494.
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The new Operations Centre would be situated at Lot L, 5400 Dusty Road, Sechelt (the site of the
current Operations Yard). Conceptual design of the new Operations Centre has been completed.
Envisioned amenities include a mezzanine, equipment bay, work bays, office spaces, workstation
areas and a meeting/training room. The building is to comply with the new BC Energy Step Code
requirements for energy efficiency. Caerus’s budget has apparently accounted for Step Code
requirements. The District seeks environmentally friendly factors, such as, but not limited to, clean
energy options and rainwater collection to be considered in the facility design.
The building is one aspect of the plan for the Operations Centre. All budgeted items are listed as
follows:
Design/Build Team Costs:

•

a. Design and Engineering $132,744
b. Building Permit Costs $20,500
c. Construction Costs $1,953,861
d. BC Hydro Service $29,469
e. On-Site Landscaping & Fencing $54,885
f.

On-Site Civil Works $307,035

•

Offsite Costs $680,000 (storm, sanitary sewer, water, road, streetlight, and landscaping)

•

General Contingency $30,720

•

Construction Contingency $405,494

•

Total Project Costs $3,614,708

Advancement of the project required the District to borrow $2,771,244. The borrowing required the
District to pursue the Alternative Approval Process. This process is used to allow a BC municipality to
undertake long-term borrowing. The municipality was required to notify electors by advertising in
local papers of the process and the borrowing details. Eligible electors (citizens who are eligible to
vote under BC laws) had until 4 pm on February 26, 2021 to submit an Elector Response Form - if
they oppose the borrowing. If more than 10% of the eligible electors completed and submitted an
Elector Response Form, the District of Sechelt could not proceed with the borrowing without going
to a referendum.
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During the March 17, 2021 District Regular Council meeting, District staff provided a report to
Council with the result of the Alternative Approval Process. A total of 509 valid Elector Response
Forms were received by the deadline of February 26, 2021, at 4 pm. Given that the District did not
receive valid Elector Response Forms surpassing the 10% threshold, electoral approval of the
proposed project had been achieved. Council subsequently passed the resolution to adopt Loan
Authorization Bylaw No. 594, 2020. This bylaw authorized the borrowing upon the credit of the
Municipality a sum not exceeding three million dollars ($3,000,000).
Intended Term of Agreement
Successful Proponents will enter an Agreement with the District for the duration of the Operations
Centre Project to a maximum term of three years. The District anticipates project completion within
1.5 years.
A sample copy of the an Agreement is included for reference in Attachment A to this RFP.
Definitions
Throughout this RFP the following additional definitions apply:
“24/7” means twenty-four (24) hours a day, seven (7) days a week, three hundred sixty-five
(365) days per year.
“Addendum” or “Addenda” means document(s) issued by the District as a supplement to this
RFP that corrects errors, explains inconsistencies, provides clarifications or responses to
questions submitted by Proponents or otherwise details or updates information provided in the
RFP.
“Agreement” means a legal document and any attachments that bind the District to other
parties subject to the terms of the RFP.
“Business Days” means Monday through Friday, inclusive, excluding statutory holidays.
“Closing Date and Time” means the closing date and time as set out on the cover page of the
RFP.
“District” means the District of Sechelt, BC.
“MB” means megabyte, which is equal to 1024 kilobytes or 1,048,576 bytes of digital
information.

Page 4 of 50

604 885 1986
PO Box 129
5797 Cowrie St, 2nd Floor
Sechelt, BC V0N 3A0
sechelt.ca

“Must,” “Shall,” or “Mandatory” means a requirement of this RFP that must be met for a
Proposal to receive consideration.
“Proponent” means an individual, partnership or company that submits, or intends to submit, a
Proposal in response to this RFP.
“Proposal” means a response/submission provided by a Proponent in response to this RFP.
“RFP” means this Request for Proposal, including all appendices, schedules, and addenda.
“Should” means a requirement having a significant degree of importance to the objectives of
this RFP.
“USB stick” means an external flash drive that can be used with any computer that has a USB
port.

2. SCOPE OF WORK & SPECIFICATIONS
Budget for Project
The scope of services described herein is estimated to cost in the order of $80,000 to $120,000.
Objective
The District of Sechelt (the “District”) is requesting Owner’s Representative Services to aid in
delivery of its new Operations Centre. The successful proponent will be a qualified consultant that
can act on behalf of the District as the District’s Owner’s Representative (O.R.) to help with
managing and delivering this important project within scope, schedule, and budget constraints. The
O.R. will liaise between the Design/Build Team and the District of Sechelt to ensure a successful
project that meets the District’s needs for now and well into the future. It is the District’s hope that
the new Operations Centre will be designed and built in such a way that the building can be
expanded easily and achieve net zero energy usage at a future juncture.
Scope of work
The scope of work under this RFP includes the following:
Project Management
•

Develop a comprehensive project plan for review and approval by the District that includes the
following items.

Project objectives, including quality, cost, sustainability, and schedule criteria

Identification of stakeholder groups, both internal and external
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Communication protocols for distribution of information and important consultations
Major milestones and specific stakeholder approvals required
Master project budget that meets the total funding allocation with sufficient
contingencies
Master project schedule based on the identified timelines
Project cost control protocols

•

Risk management planning to identify the significant issues specific to the project and mitigation
measures including cost, schedule, and quality implications. Additionally, identify, assess, and
recommend the potential for management, financial, and technical risks during the Design/Build
implementation process.

•

Establish committees, reporting relationships, roles and responsibilities and document the same
through project organizational chart, RACI matrix, terms of reference and other proper means.

•

Maintain a document control system of site instructions, field orders, requests for information,
site observations reports, contemplated change notices, and change orders.

•

Schedule and chair design review, technical and coordination issue meetings, with a minimum of
five (5) business days notice to all invitees.

•

Participate in and lead a preconstruction meeting to discuss and resolve administrative
procedures and responsibilities, with a minimum of five (5) business days notice to all invitees.

•

Record and distribute minutes of all project meetings to all parties within five (5) business days
of the meeting.

•

Prepare comprehensive monthly project status reports inclusive of the following for
presentation to the District.

A dashboard summary of budget, schedule, risk, and issues

Monthly progress inclusive of photos

Cost tracking report

Master project schedule

Updated risk register

Updated issues log

Other pertinent documents based on the phase of the project

Technical Advisory and Design Review Services
•

Supply guidance and advice to the District’s Director of Engineering and Operations regarding
the coordination of design reviews.

•

At minimum, lead the District’s design review at the 50%, 75% and 90% detailed design stages.
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•

Review and recommend for acceptance by the District, if appropriate, all designs and drawings
of the Design/Build Team up to and including final construction and record drawings in hard
copy and/or electronic format (as per the Contract Documents).

•

Provide expertise to the Design/Build Team and the District to explore design improvements
that ease future facility expansion, automations, redundancy, energy-saving, and sustainability
options, etc.

•

Suggest alternatives, evaluate them, and supply recommendations to the District to best meet
the District’s needs in terms of scope, time, quality, sustainability, and cost.

•

Provide advice on the applicability of LEED standards to this project and review any LEED
principles in the design and construction of the Operations Centre.

•

Identify to the District the impact (time, quality, cost) of proposed changes, so that the District
can make well-informed decisions as to whether to proceed with the proposed changes.

Site Inspections and Construction Oversight
•

Conduct once-a-week site inspections to ensure product quality and conformance with all
pertinent building codes.

•

Attend bi-weekly construction site meetings as the Owner’s Representative to monitor
construction and ensure that all issues are promptly addressed in the best interests of the
District.

•

Ensure a construction quality assurance program is implemented and adhered to by the
Design/Build Team.

•

Lead the deficiency review, commissioning, and acceptance phases of the Project.

•

Analyze, identify, and recommend remedies for deficiencies using sound engineering and
architectural judgement.

•

Facilitate in coordination with the Design/Build Team final municipal approvals and inspections,
including procurement of an occupancy permit, where required.

•

Ensure the District receives training, operating procedures, O&M manuals, warranties, as-builts,
spares, and any other required close-out documentation.

Utilities Coordination and Off-site Servicing
•

Oversee discussions between the Design/Build Team and utilities companies (including SCRD,
Telus, BC Hydro, Eastlink, and Fortis) to ensure that site servicing is addressed.

•

Lead the District’s work to provide servicing from off-site that is out of the Design/Build Team’s
scope of work
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•

Devise and implement the Procurement Strategy for conducting off-site servicing of the
Operations Centre.

•

Manage the RFP(s) for the District’s Consultants, geotechnical consultant, cost consultant, and
any other speciality consultants required for off-site utilities design.

•

Prepare the Tender(s) for procurement of a contractor(s), in conjunction with the District such
as purchasing, legal, risk management, including the contract terms, tender conditions, and
evaluation process for off-site servicing.

•

Manage the Tender process(es) for off-site servicing, including addenda, and evaluation leading
to a CCDC or MMCD contract between the District and a contractor(s).

•

Ensure that Letters of Award and Construction Contract documentation for execution are issued
to the contractor(s).

•

Manage construction implementation of the off-site servicing per accepted project management
principles, as outlined in this RFP.

General Procurement Support
•

Review all previous procurement files related to the Operations Centre and identify contractual
risk that will need to be addressed in the final agreement with the Design/Build Team.

•

Convert the previous tender process into a CCDC contract between the District and the
Design/Build Team and compile the Design/Build contract document.

•

Identify, assess, advise on, and ensure documentation of all relevant issues in support of
contract negotiations with the preferred Design/Build proponent.

•

Be an advisor to the contract negotiation team.

Contract Administration
•

Ensure that valid insurance, surety, and WorkSafeBC clearance forms are received from the
Design/Build Team.

•

Independently verify and confirm the District is receiving value for money.

•

Be a neutral advisor to both parties for contract dispute and issue resolution.

•

Confirm that the design and construction of the project follows the Design/Build contract.

•

Provide verification of monthly progress draws to assist in authorization of progress payments,
and check and implement bonding and insurance requirements of the contract between the
District and the Design/Build Team.

•

Ensure the substantial completion, lien holdback release, and final completion processes are
properly implemented. Prepare completion certification required for the project at the
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Substantial and Total Completion stages including any corresponding deficiencies lists and
determination of the value of deficiencies.
•

Ensure after two months following commissioning that a review is conducted and ensure
deficiency correction is expedited by the Design/Build Team.

•

Conduct a warranty review inspection one year following substantial completion and provide
the findings of the warranty review to the District.

Communications
•

Serve as the single-point-of-contact for the Design/Build Team and the District.

•

Work with the District’s Communications Department to post project information on the
District’s website and for the preparation of press releases.

•

Assist the District’s Director of Engineering and Operations in the preparation of presentations
to Council and citizens about the status of the Operations Centre project.

•

Coordinate production of graphic materials for Council presentations and reports to Council.

Location Considerations
Sechelt is located on the Sunshine Coast, 30 kilometers northwest of Vancouver, BC and is accessible
by BC Ferries, by barge, or scheduled seaplane flights from Vancouver, Richmond, and Nanaimo.
Proponents should take this into consideration when preparing their Proposals. It may be beneficial
for Proponents to conduct a visit of the area before submitting a response to the RFSQ.

3. SUBMITTING A PROPOSAL
Proponents are solely responsible for submitting their Proposals on or before May 12, 2021, 3:00:00
pm Pacific Time; and to ensure their Proposals are received when, where and as specified in this RFP.
The District is not responsible for lost, misplaced, or incorrectly delivered Proposals.
Proposals may be delivered in one (1) of the following two (2) methods only:
1. By hand/courier delivery: Proponents should submit two (2) hard copies and one (1) digital
copy of their Proposal on a USB stick (PDF format only) in a sealed envelope/package clearly
marked “RFP #2021-10 Owner’s Representative Services District of Sechelt Operations
Centre — Proposal.” Proposals must be delivered to: The District of Sechelt, 2nd Floor, 5797
Cowrie St., Sechelt, BC;
OR
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2. By Email: Proponents should submit one (1) digital copy of their Proposal in PDF format only to
procurement@sechelt.ca, with the subject line clearly marked “RFP #2021-10 Owner’s
Representative Services District of Sechelt Operations Centre —Proposal Attached.”
Note that the maximum file size limit is 15MB, or less, and that the District cannot accept
zipped files (“filename.zip”). In addition, the District will not consider materials that are
posted on websites or stored in a drop box or similar technological means as part of any
Proposal.
Electronically submitted Proposals will be deemed to be successfully received when the
delivered time as noted by the District server is at or before the Closing Date and Time. The
District will not be liable for any delay for any reason including technological delays, spam
filters, firewalls, job queue, file size limitations, quarantine, etc.
The District will provide a reply email acknowledging receipt of submission. If Proponents do
not receive such confirmation, they must assume that Proposals have not been received and
should follow up directly with the District.
Proponents warrant that electronic files/media submitted are free, in whole or in part, from any
malicious file that could cause damage to the District’s technological infrastructure.
The following Proposals will not be accepted or considered:
• Proposals received by facsimile (fax);
•

Proposals received in a language other than English ; and

•

Proposals received after the Closing Date and Time.

Proponent Expenses
Proponents are solely responsible for their own expense in preparing, delivering, or submitting a
Proposal, and for subsequent negotiations with the District, if any. The District will not be liable to
any Proponent for any claims, whether for costs, expenses, damages, losses or liability incurred by
the Proponent in preparing its Proposal, loss of anticipated profit in connection with any final
Agreement, or any other matter whatsoever.
Acceptance and Rejection of Proposals
The District reserves the right to reject any and all Proposals, or any parts thereof, or to waive any
informality or defect in any Proposal if it is in the best interests of the District.
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All Proposals, plans and other documents submitted shall become property of the District. Responses to
this RFP are considered public information and are subject to disclosure under the Freedom of
Information and Protection of Privacy Act.
Inquiries Related to this RFP
All inquiries must be directed in writing via email only to the District’s Procurement Agent at
procurement@sechelt.ca. The subject line must read: “RFP #2021-10 Owner’s Representative
Services District of Sechelt Operations Centre —Inquiry.”
No other verbal or written instruction or information shall be relied upon by Proponents, nor will
they be binding upon the District.
All inquiries regarding this RFP must be received by May 5, 2021 at 2:00pm Pacific Time.
If an Addendum is necessary, it will be posted on the BC Bid, CivicInfo BC and District’s websites, and
shall become part of the RFP. It is the responsibility of Proponents to ensure that they have retrieved
any and all Addenda/Addendum issued prior to the Closing Date and Time.
Withdrawal
Proponents may amend or withdraw their Proposals before the Closing Date and Time by submitting
a request in writing via email only to the District’s Procurement Agent at procurement@sechelt.ca.
The subject line must read: “RFP #2021-10 Owner’s Representative Services District of Sechelt
Operations Centre —Amend/Withdrawal.”
Upon Closing Date and Time, all Proposals become irrevocable and Proponents cannot change any
part of their Proposals, unless clarification is specifically requested by the District.
ENDORSEMENT
The proposal must contain the following endorsement:
“Identified project team members shall only be replaced with written approval of the District’s
Manager of Engineering Services.”

4. SELECTION CRITERIA
Proposals will be opened in private and will be evaluated as outlined in this section.

Mandatory Criteria
The following are mandatory requirements. Proposals not clearly demonstrating that they meet all
mandatory criteria will receive no further consideration during the evaluation process.
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a) Proposal received by closing date and time
b) For engineering consulting firms, they must provide proof of EGBC OQM Certification for
contract awards up to July 2, 2021. After this date, consultant firms will be required to
produce proof of an EGBC permit to practice
c) Full name, address and telephone number of the submitting office of the Proponent
d) Signed Form of Declaration
e) Fee proposal in a separate sealed envelope
f) Endorsement per Section 3 included
g) Signed addendums, if applicable
Scored Evaluation Criteria
Proposals meeting all the mandatory requirements will be further assessed against the following
criteria.
Criterion

Weighting by percentage

Methodology
Schedule
Project Team
Fees-level of effort
Innovative ideas and approaches
Overall quality of the Proposal

25
10
25
20
10
10

A description of each criterion is presented below.
Methodology
a)

Provide a detailed work plan and methodology clearly describing all tasks proposed to fulfill
the objectives.
b) In the methodology section, the Proponent is invited to identify any special issues or
foreseen problems and how they would potentially deal with them. The Proponent is also
invited to describe any specialized method or technological means that they may have at
their disposal to ensure quick, efficient, and professional execution of the services.

Schedule
Provide a detailed project timeline schedule, identifying specific milestone dates. Include an
indication of when meetings will be required with District staff and the timing of submissions to the
District. Use a period of two (2) weeks as an estimate for the District’s review period for any
milestone design submissions.
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Project Team
The Proponent should demonstrate that the team and its members have all the necessary skills and
abilities to undertake the work that will be required. Key areas that will be evaluated include, but
may not be limited to:
a) Roles and responsibilities of key personnel for this assignment, including project manager,
engineers, technologists/technicians, and sub consultants. If, due to unforeseen
circumstances, the project manager is replaced, please indicate who the new project
manager would be and his/her credentials for the assignment.
b) Organization and reporting structure - demonstrate experience and expertise of the
proposed team members. Specify each team member’s role and responsibility on previous
projects.
The Proposal should provide appropriate information to demonstrate that the team members are
available for completing the project tasks in accordance with the schedule provided. Please clearly
state the number of other anticipated projects each team member will be working on during this
assignment and the percentage (%) of time available for this assignment.
Fees and Level of Effort
a) Include a table in the main body of the Proposal clearly showing:
• Number of hours for each team member, including sub-consultant hours; and
• Number of hours totaled for each task including sub-consultant hours.
b) In a separate, sealed envelope, provide a task/fee schedule identifying not only the
information noted in a) but hourly rates for each member of the team, disbursement
allowances and any other charges or costs, with the total proposed fee, including GST,
clearly summarized in the table. Proponents should assume a one-year construction period.
The Consultant’s hourly rates are to be held through the end of 2023. GST is to be identified
separately. The sealed envelope is to be clearly identified as follows:
• Project Name: Detailed Design Services-Trail Avenue Reconstruction
• Proponent’s Name and Address:
• Title: FEE PROPOSAL
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General
The hourly rates quoted shall be fixed for the duration of the design assignment.
Proponents acknowledge that, if it is a non-resident company, payments to the Proponent, as a
non-resident, may be subject to withholding taxes under the Income Tax Act (Canada). Further,
unless the Proponent, as a non-resident, provides the District with an official letter from Canadian
Customs and Revenue Agency waiving the withholding requirements, the District will withhold the
taxes it determines are required under the Income Tax Act (Canada).
5. GENERAL TERMS AND CONDITIONS
FORM OF OFFER
This RFP must be completed in its entirety and it is Proponents’ sole responsibility to ensure that
their Proposals and the number of copies in the form required are received on time and at the
proper location. Failure to properly complete the requirements of this RFP may cause a Proposal to
be rejected. Proposals received after the Closing Date and Time will be returned unopened.
INDEMNITY
The Proponent agrees to indemnify and save harmless the District, its employees, elected officials,
contractors and agents from any loss, claim (including any claim of infringement of third-party
intellectual property rights), damage award, action, cause of action, cost or expense that the District
or any of the District’s employees, elected officials, contractors or agents may sustain, incur, suffer
or be put to at any time, either before or after this Agreement ends, to the extent the loss is directly
or indirectly caused or contributed to:
•
•

any act or omission by the Proponent or by any of the Proponent’s agents, employees, officers,
directors, or subcontractors in connection with this Agreement; or
any representation or warranty of the Proponent being or becoming untrue or incorrect.

The provisions of this indemnity are paramount to any insurance requirements herein and shall
survive the term of this Agreement.
INVOICING & PAYMENTS
Successful Proponents are required to issue invoices to the District for the goods or services that are
rendered. Original invoices should be forwarded to the District as follows:
Accounts Payable
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District of Sechelt
2nd Floor, 5797 Cowrie Street
PO Box 129, Sechelt, BC V0N 3A0
Email: finance@sechelt.ca
The District has payment terms of net thirty (30) days. Where applicable, the purchase order
number assigned, or other meaningful reference/subject matter, must be stated on the invoice,
otherwise payment may be delayed.
EXTRAS
No payments for extras will be made unless prior written approval or an approved change order has
been issued by the District.
IRREVOCABLE SUBMISSION
Proposals will be open for acceptance for at least ninety (90) days after the Closing Date and Time.
The District may request the date to be extended to one hundred twenty (120) days if the process
requires more time to execute such as seeking elected officials’ approval.
TIME IS OF THE ESSENCE
Time shall be of the essence in any Agreement. The District reserves the right to cancel any
goods/services if not fulfilled within a reasonable time and in accordance with the terms and
conditions specified herein.
ASSIGNMENT
The Proponent will not assign or transfer its obligations under any Agreement, in whole or in part,
without the written consent of the District.
RESERVATION OF RIGHTS
In addition to any other reservation of rights set out in the RFP, the District reserves the right, in its
sole discretion, to:
•
•
•

modify the terms of the RFP at any time prior to the Closing Date and Time, including the right
to cancel the RFP at any time prior to entering into an Agreement with a Proponent;
in accordance with the terms of the RFP, to accept the Proposal(s) that it deems most
advantageous to itself;
waive any non-material irregularity, defect, or deficiency in a Proposal;
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•

•

•
•

request clarification from a Proponent with respect to its Proposal, including clarification as to
provisions that are conditional or that may be inconsistent with the specifications in the RFP,
without any obligations to make such a request to all Proponents;
reject any Proposal due to unsatisfactory references or unsatisfactory past performance under
Agreements with the District, or any material error, omissions, or misrepresentation in the
Proposal;
at any time, reject any or all Proposals; and
at any time, terminate the competition without award and obtain the goods and services
described in the RFP by other means, or do nothing.

ACCEPTANCE OF TERMS
Submission of a Proposal indicates acceptance of all terms and conditions, including those that
follow and that are included in all schedules, appendices, and any addenda.
PROPONENT’S RESPONSIBILITY
It is the Proponent’s responsibility to ensure that the terms and conditions contained herein are
fully understood and to obtain any further information required on its own initiative. The District
reserves the right to share, with all Proponents, all questions and answers related to the RFP.
EVALUATION
Proposals will be assessed in accordance with, but not limited to, the evaluation criteria outlined in
Section 4. The District will be under no obligation to receive further information, whether written or
oral, from any Proponent. The District is under no obligation to perform any investigations or to
otherwise verify any statements or representations made in a Proposal.
AWARD OF AGREEMENT
The District reserves the right to cancel, award all or part of the scope of work described in this
document to a single Proponent or may split the award with multiple Proponents.
The RFP shall not be construed as an Agreement to purchase goods or services and does not commit
the District in any way to award an Agreement. The lowest priced or any Proposal will not
necessarily be accepted.
INSURANCE & WORKERS COMPENSATION
The Proponent shall provide proof of, and continuously hold for the term of any Agreement,
insurance coverage with minimum limits of not less than those stated below:
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•

Commercial general liability:
o low risk: no less than $2 million per occurrence;
o moderate to high risk: no less than $5 million per occurrence;

•

Vehicle third party liability:
o If a vehicle is required as part of the proposal; no less than $5 million.

•

Errors & omissions liability:
o low risk: no less than $2 million per occurrence;
o moderate to high risk: no less than $5 million per occurrence

Successful Proponents are required to add the District as an “additional insured” on the Commercial
General Liability policy of insurance.
Proponents must comply with, and must ensure that any subcontractors comply with, all applicable
occupational health and safety laws in relation to the performance of the Proponent’s obligations
under any Agreement, including the Workers Compensation Act in British Columbia or similar laws in
other jurisdictions.
Where applicable, Proponents must apply for and maintain personal optional protection insurance
(consisting of income replacement and medical care coverage) during the term of any Agreement at
the Proponent’s expense if:
• the Proponent is an individual or a partnership of individuals and does not have the benefit of
mandatory workers compensation coverage under the Workers Compensation Act or similar
laws in other jurisdictions; and
• such personal optional protection insurance is available for the Proponent from WorkSafe BC or
other sources.]
Within ten (10) Business Days of any request to do so by the District, the Proponent must provide
evidence of the Proponent’s compliance with the Workers Compensation Act.
COLLUSION
Except as otherwise specified or as arising by reason of the provisions of the RFP, no person,
partnership, or corporation other than the Proponent has or will have any interest or share in this
Proposal or in any Agreement which may be completed in respect thereof. There is no collusion or
arrangement between the Proponent and any other actual or prospective Proponent in connection
with responses submitted for this project and the Proponent has no knowledge of the context of
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other responses and has no comparison of figures or agreement or arrangement, expressed or
implied, with any other party in connection with the making of the Proposal.
LIABILITY OF ERRORS
While the District has used considerable efforts to ensure information in the RFP is accurate, the
information contained herein is supplied solely as a guideline for Proponents. The information is not
guaranteed or warranted to be accurate by the District, nor is it necessarily comprehensive or
exhaustive. Nothing in the RFP is intended to relieve Proponents from forming their own opinions
and conclusions with respect to the matters addressed in the RFP.
LAW
This RFP and any resulting Agreement(s) are governed by, and are to be interpreted and construed
in accordance with the laws applicable in British Columbia, Canada.
CONFLICT OF INTEREST & SOLICITATION
A Proponent may be disqualified if the Proponent’s current or past corporate or other interests, or
those of a proposed subcontractor, may, in the District’s opinion, give rise to an actual or potential
conflict of interest in connection with the services described in the RFP. This includes, but is not
limited to:
•
•
•
•

involvement by a Proponent in the preparation of the RFP;
a relationship with any employee, contractor, elected official or representative of the
District involved in preparation of the RFP;
participation on the evaluation committee or in the administration of any Agreement; or
a relationship with any employee, contractor, elected official or representative of the
District participating on the evaluation committee or in the administration of any
Agreement.

If a Proponent is in doubt as to whether there might be a conflict of interest, the Proponent should
consult with the District’s Procurement Agent prior to submitting a Proposal. By submitting a
Proposal, the Proponent is required to represents any and all circumstances that would give rise to a
conflict of interest that is actual or potential in respect of the RFP on Schedule E.
A Proponent must not attempt to influence the outcome of the RFP process by engaging in lobbying
activities. Any attempt by the Proponent to communicate for this purpose directly or indirectly with
any employee, contractor or agent of the District, including members of the evaluation committee
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and any elected officials of the District, or with the media, may result in disqualification of the
Proponent.
DEFAULT & TERMINATION
The District at its sole discretion may immediately terminate any Agreement awarded through this
process if there is a major violation of agreed terms and conditions or where the Proponent has
taken an action against the District. During the Agreement period, should the District experience
budget restraint or operational requirements that require a review of any Agreement, the District
reserves the right to terminate any Agreement without penalty with three (3) weeks written notice.
If key personnel change, the District reserves the right to terminate any Agreement prior to term.
The District may, by Notice of Default to the Proponent, immediately terminate, in whole or in part,
any Agreement if the Proponent fails to perform the services required. In the event the District does
terminate the Agreement, in whole or in part, as specified above, the District may acquire the goods
or services in an alternative method for business continuity and the Proponent shall be liable to the
District for any incurred additional costs such as liquidated damages.
FORCE MAJEURE (ACT OF GOD)
Neither party shall be responsible for any delay or failure to perform under its obligations under any
Agreement where such delay or failure is due to fire, flood, explosion, war, embargo, governmental
action, Act of Public Authority, Act of God, or to any other cause or similar force majeure event
beyond its control, except labour disruption. In the event force majeure occurs, the party who is
delayed or fails to perform shall give prompt notice to the other party and shall take all reasonable
steps to eliminate the cause.
CONFIDENTIALITY
The Proponent acknowledges that prior to the Closing Date and Time it may be required to enter
into a confidentiality agreement with the District to obtain access to confidential materials relevant
to preparing a Proposal.
RIGHT TO DO WORK
If the Proponent neglects to perform the work properly or fails to perform any provision of any
Agreement, the District, after five (5) days written notice to the Proponent, without prejudice to any
other remedy, may make good such deficiencies and may deduct all costs incurred from amounts
due to the Proponent.
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WORKERS & SAFETY
The Proponent shall employ sufficient workers to perform the work, and will not knowingly employ
anyone who is not skilled in the assigned task or who may be a threat to the safety of public,
employees or the smooth operation of the District. Anyone deemed to be a threat to safety will be
immediately removed at the sole discretion of the District. All equipment used by Proponents must
be in good repair, free of hazards of any kind and meet all applicable laws and regulations regarding
licensing and operation.
ADVERTISEMENT
Successful Proponents will not use the name of the District or any of the contents of this document
in any advertising or publication without prior written consent from the District.
BYLAW
Proponents will ensure compliance with and conform to all health and safety laws, bylaws, or
regulations of the Province of British Columbia, including without limitation the Workers
Compensation Act and Regulations pursuant thereto.
The District will accept Proposals where more than one organization or individual is proposed to
deliver the services described in the RFP, so long as the Proposal identifies the lead entity that will
be the Proponent and that will have sole responsibility to deliver the services under any Agreement.
The District will enter into an Agreement with the Proponent only.
The evaluation of the Proponent will include evaluation of proposed subcontractors, if applicable,
on Schedule D.
A Proponent may not subcontract to a firm or individual whose current or past corporate or other
interests may, in the District’s opinion, give rise to an actual or potential conflict of interest in
connection with the services described in the RFP. This includes, but is not limited to:
•
•
•
•

involvement by a subcontractor in the preparation of the RFP;
a relationship between a subcontractor and any employee, contractor, elected official or
representative of the District involved in preparation of the RFP;
participation by a subcontractor on the evaluation committee or in the administration of
any Agreement; or
a relationship between a subcontractor and any employee, contractor, elected official or
representative of the District participating on the evaluation committee or in the
administration of the Agreement.
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If a Proponent is in doubt as to whether a proposed subcontractor might be in a conflict of interest,
the Proponent should consult with the District’s Procurement Agent prior to submitting a Proposal.
By submitting a Proposal, the Proponent represents that it is not aware of any circumstances that
would give rise to a conflict of interest that is actual or potential, in respect of the RFP, for any
proposed subcontractor.
Where applicable, the names of approved subcontractors listed in the Proposal will be included in
any Agreement. No additional subcontractors will be added, or other changes made to this list in
any Agreement without the written consent of the District.

6. PROPOSAL REQUIREMENTS
ALL PROPOSALS MUST INCLUDE THE FOLLOWING SCHEDULES COMPLETED IN THEIR
ENTIRETY. IF A SCHEDULE, OR SECTION THEREOF, IS NOT APPLICABLE, IT SHOULD BE
MARKED WITH “N/A”. ADDITIONAL DOCUMENTATION, SCHEDULES, ETC. CAN BE
INCLUDED IN THE PROPOSAL AT EACH PROPONENT’S DISCRETION.
1.
2.
3.
4.

SIGNATURE AND ACCEPTANCE
PROPOSED RATE SHEET
EXPERIENCE & REFERENCES
PROPOSED SUBCONTRACTORS

SCHEDULE A
SCHEDULE B
SCHEDULE C
SCHEDULE D

These following additional items must be submitted by successful Proponents within ten (10)
Business Days after the award of any Agreement. Failure to do so may result in the Agreement being
awarded to an alternate Proponent who can meet the requirements.
5.
6.
7.
8.
9.

DISCLOSURE OF INTEREST
DISTRICT OF SECHELT BUSINESS LICENSE
CERTIFICATE(S) OF INSURANCE
WORKSAFE BC (OR EQUIVALENT) CLEARANCE LETTER
GST/PST NUMBER, AS APPLICABLE

SCHEDULE E
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ATTACHMENT A—SAMPLE Consultant Agreement
This Agreement is included for reference; Proponents are NOT required to submit a signed copy with
their Proposal.
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SCHEDULE A—SIGNATURE AND ACCEPTANCE
Failure to complete this schedule, including a proper signature, will result in a Proposal not being
considered. The authorizing signatory must be an officer, employee or agent having authority to legally
bind the Proponent to the terms of the Proposal.
The Proponent is an ____Individual ___ Partnership ___ Corporation (check where applicable)
Incorporated under the laws of

_.

Business Information
Name:
Address:

Postal Code:

Telephone #:

Website:

Contact Information
Name:

Telephone #:

Email:
We certify that we have read and understand the information provided in the RFP and all addenda. The
information provided in our Proposal is accurate and we agree to be bound by
all conditions, statements, representations, and prices offered herein.
Executed this_______ day of ___________________, 2021.
Signature
Name (print)

Title (print)

Witness Signature

Witness Name (print)

END OF SCHEDULE A – SIGNATURE AND ACCEPTANCE
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SCHEDULE B—PROPOSED RATE SHEET
Rates offered must be provided in this Schedule B and must be firm for the entire Agreement period
and held until 2023.
Rates shall be in Canadian dollars only and include all costs of performing the requested services,
including labour, equipment, fuel, transportation, delivery, and all other costs associated with the scope
of services and requirements in this RFP, excluding any sales taxes. Proponents must provide their
GST/PST number, as applicable, as a condition of any Agreement.
Proponents should submit pricing for all the services required.
If additional space is required, please add an attachment to this form.

END OF SCHEDULE B—PROPOSED RATE SHEET
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SCHEDULE C—EXPERIENCE & REFERENCES
EXPERIENCE
Years of experience Proponent has providing services set out in RFP:
Proponents shall provide three (3) separate customers, other than the District, with which they have
undertaken work of a similar nature to this RFP. The District will use this information to assess
Proponent’s experience in the appropriate fields of work, and may contact the references given below
before awarding any Agreement. If additional space is required, please add an attachment to this form.
Reference 1
Client Name
Contact Name & Phone
Number
Year & Location of Work
Contract Value
Description of Work
Reference 2
Client Name
Contact Name & Phone
Number
Year & Location of Work
Contract Value
Description of Work
Reference 3
Client Name
Contact Name & Phone
Number
Year & Location of Work
Contract Value
Description of Work
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SCHEDULE C—EXPERIENCE & REFERENCES
QUALIFICATIONS
Please provide the educational credentials, certifications, specialized training, etc. of the key personnel
of the Proponent expected to deliver the services requested in this RFP. If additional space is required,
please add an attachment to this form.
Key Personnel—Name

Qualifications/Credentials

Year Obtained/Re-certified

END OF SCHEDULE C—EXPERIENCE & REFERENCES
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SCHEDULE D—PROPOSED SUBCONTRACTORS
Proponents must provide a list of all subcontractors expected to be used to provide the goods or
services requested under this RFP. This list is required to be updated if any changes occur during the
term of any Agreement.
If additional space is required, please add an attachment to this form.
Company

Subcontractor

Contact Name &
Phone Number

Nature of Work
to be Performed

END OF SCHEDULE D—PROPOSED SUBCONTRACTORS
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SCHEDULE E—DISCLOSURE OF INTEREST
As a condition of this Proposal, all Proponents shall make full disclosure of any business relationships
within the last five (5) years, including any donations/gifts in excess of one hundred dollars
($100.00), with any employees, contractors, or agents of the District, its elected officials or
immediate relatives thereof.
If a Proponent fails to disclose an interest and/or the interest is falsely or insufficiently reported, the
District reserves the right to terminate or cancel any Agreement that it may have been entered into
with the Proponent.
Completion and submission of the Disclosure of Interest form is a mandatory part of the RFP.
Sign and return the form with the Proposal even if there is nothing to disclose.
If additional space is required, please add an attachment to this form.
Nature of Business
Activity/Interest

With Whom?

Dates of
Relationship

Completed or
Ongoing?

Dollar Value
of Interaction

Authorized Signature
Date
Print Name
Print Title
END OF SCHEDULE E—DISCLOSURE OF INTEREST
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