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1.0 INTRODUCTION 

The request for proposal (RFP) is an invitation by the Town of Cobourg to prospective 
proponents to submit proposals for project management consulting services to co-
ordinate, manage and generally oversee a comprehensive study process for the 
development of an Integrated Community Sustainability Plan (ICSP), Green Development 
Standards (GDS) and a Feasibility Study for Energy Retrofits for Low-Income 
Neighbourhoods (the “Study”) for the Town of Cobourg.  The Project Manager for the 
Study will be responsible for assisting the Municipality in the preparation and issuance of 
a Request for Proposal (RFP) and the procurement of a consultant or consulting team to 
undertake the Study project, and for leading and overseeing the Study process from start 
to conclusion.   

2.0 INFORMATION FOR PROPONENTS 

All proposals must be received on or before JUNE 15, 2021 at 2:00 P.M..  In order for a 
proposal to be received it must be delivered by Courier, in hand, or by postal service and 
received by an authorized representative from the Municipal Clerk’s Office of the Town of 
Cobourg at the indicated address and clearly marked using the RFP Proposal Label 
issued by the Town of Cobourg.  

Proponents should divide their proposals into two, separate, sealed envelopes: 
  
a) Technical Envelope – The first envelope should contain 1 hard copy labelled 
‘MASTER’ and one (1) electronic copy in Adobe PDF and shall contain all information 
related to the proponent’s technical submission, including the Submission Form 
(Appendix A), and all responses to the rated criteria requirements. Proponents are also 
required to submit four (4) sets of their Technical proposal as required and outlined within 
this Request for Proposal document and may be photocopied and marked as 
‘DUPLICATE’. 

b) Pricing Envelope – The second envelope should contain 1 hard copy and one (1) 
electronic copy in Adobe PDF of the proponent’s completed Pricing Form (Appendix B). 
  
ALL PROPOSALS MUST BE RECEIVED NO LATER THAN 2:00 P.M. ON THE 15th 
DAY OF JUNE, 2021. 

Proposals received by 2:00 P.M. as shown on the stamp and RFP Label at the Municipal 
Clerk’s Office are ‘On Time’ and will be accepted. Proposals received at 2:01 P.M. or 
later, and shown on the stamp and RFP Label at the Municipal Clerk’s Office will be 
considered late, will be rejected and returned unopened to the respective Proponent.  



The submitted and accepted RFP Label and Stamp is the official time for the deadline for 
submission. No other clock or source will be recognized when considering the submission 
date and time of proposals.  

A proposal may be altered by submitting another proposal at any time up to the specified 
time and date for proposal closing. The last proposal received shall supersede and 
invalidate all proposals previously received by the proponent for the contract.  

A proposal may be withdrawn at any time up to the specified time that and date for the 
proposal closing by submitting a letter bearing the proponents signature and deliver to 
the Municipal Clerk’s Office for the Town of Cobourg. Such a submission must be 
received in sufficient time to be marked with the time and date of the receipt.  

The Town of Cobourg shall not be liable for any cost of preparation or presentation of 
proposals, and all proposals and accompanying documents submitted by the Proponent 
become the property of the Town of Cobourg and will not be returned. There will be no 
payment to the Proponents for work related to, and materials supplied in preparation, 
presentation and evaluation of any proposal, nor for the Contract negotiations whether 
they are successful or unsuccessful.  

The Town of Cobourg, its elected officials, employees and agents shall not be responsible 
for any liabilities, costs, expenses, loss or damage incurred, sustained or suffered by any 
Proponent, prior or subsequent to, or by reason of any delay in the acceptance of any 
proposal. 
 

3.0 DESIGNATED OFFICIAL 

For the purpose of this contract, Brent Larmer, Municipal Clerk/Manager of Legislative 
Services is the “Designated Official” and shall perform the following functions: releasing, 
recording and receiving proposals, recording and checking of submissions, answering 
queries from perspective proponents, reviewing proposals received, ruling on those not 
completing or meeting requirements and coordinating the evaluation of the responses. 

4.0  QUESTIONS/INQUIRES 

Each Proponent must satisfy himself/herself by personal study of the RFP documents. 
There will be no consideration of any claim, after submission of Proposals, that there is a 
misunderstanding with respect to the conditions imposed by this RFP. Should the 
Proponent require more information or clarification on any point, it must be obtained prior 
to the submission of the RFP.  



Inquiries regarding the Request for Proposal process or format of the response must be 
directed, in writing to Brent Larmer, Municipal Clerk/Manager of Legislative Services by 
email to blarmer@cobourg.ca.  

All clarification requests are to be sent in writing to the Designated Official noted above. 
No clarification requests will be accepted by telephone. Response to clarification requests 
will be provided to all interested parties. Inquires must not be directed to other Town of 
Cobourg Employees or elected officials. Directing inquires to other than the Designated 
Official may result in your submission being rejected. 

Inquires received within three (3) days of the closing date will NOT be answered or 
responded to the Proponent.  

5.0  ADDENDA 

The Designated Official will issue changes to the RFP documents, which may include 
amendments to the submission deadline or changes to the scope of work or qualifications 
of Proponents, by addendum only. No other statement, verbal or written, made by the 
Town of Cobourg will amend the RFP documents. The Town will make every effort to 
issue all addenda no later than June 8, 2021. 

The Proponent shall not rely on any information or instructions by the Town of Cobourg 
or a Town Representative except the RFP documents and any addenda issued pursuant 
to this Section.  

The Proponent is solely responsible to ensure that it has received all addenda issued by 
the Town. Proponents may seek confirmation of the number of addendum issued under 
this RFP in writing to Brent Larmer, Municipal Clerk by email blarmer@cobourg.ca 
 

6.0 RFP SCHEDULE OF EVENTS 

The RFP process will be governed according to the following schedule. Although every 
attempt will be made to meet all dates, the Town of Cobourg reserves the right to modify 
or alter any or all of the dates at its sole discretion by notifying all proponents in writing at 
the address indicated in the completed RFP submitted to the Town of Cobourg. 

Issued RFP:    MAY 18, 2021 

Last Day for Questions:  JUNE 11, 2021  

RFP close:    JUNE 15, 2021at 2:00 P.M. 

Interviews and Presentations:  TBA 



*Dates noted above are an approximation only and are subject to change. 

7.0 GENERAL CONDITIONS 

7.1 TOWN’S RIGHT TO ACCEPT OR REJECT  

The Town of Cobourg reserves the right to reject any or all proposals, including without 
limitation the lowest proposal, and award the Contract to whomever the Town of Cobourg 
its sole and absolute discretion deems appropriate notwithstanding any custom of the 
trade to the contrary nor anything contained in the Contract Documents or herein. 

Without limiting the generality of the foregoing, The Town of Cobourg reserves the right, 
in its sole and absolute discretion, to accept or reject any Proposal which in the view of 
the Town of Cobourg is incomplete, obscure, or irregular, which has erasures or 
corrections in the documents, which contains exceptions and variations, which omits one 
or more prices, which contains prices the Town of Cobourg considers unbalanced, or 
which is unaccompanied by a requirement that was asked of each Proponent within the 
RFP deliverables.  

Criteria which may be used by the Town of Cobourg in evaluating proposals and awarding 
the contract are in the Town of Cobourg’s sole and absolute discretion and without limiting 
the generality of the foregoing, may include one or more of: price; total cost to the Town 
of Cobourg; reputation; claims history of the Proponent; qualifications and experience of 
the Proponent and its personnel; quality of services and personnel proposed by the 
Proponent; and ability of the Proponent to ensure continuous availability of qualified and 
experienced personnel. 

Should the Town of Cobourg not receive any RFP submissions satisfactory to the Town 
of Cobourg, the Town in its sole and absolute discretion, the Town reserves the right to 
resubmit a new RFP Process for the Contract, or negotiate a contract for the whole or 
any part of the Contract with any one or more persons whatsoever, including one or more 
of the Proponents. 

The Town reserves the right to request clarification of information contained in a proposal.  

The Town reserves the right to modify any and all requirements stated in the Request for 
Proposal at any time prior to the possible awarding of the contract.  

The Town reserves the right to cancel this Request for Proposal at any time, without 
penalty or cost to the Town. This Request for Proposal should not be considered a 
commitment by the Town of Cobourg to enter into any contract.  

The award to the Successful Proponent is a recommendation by the Evaluation 
Committee to Cobourg Municipal Council to execute an Agreement. The Town reserves 



the right to enter into negotiations with the Successful Proponent. If these negotiations 
are not successfully concluded, the Town reserves the right to begin negotiations with the 
next selected Proponent. There is no guarantee that Cobourg Municipal Council will 
execute any Agreement. 

Proposals shall remain open and subject to acceptance for a period of ninety (90) days 
from closing date.  

In the event of any disagreement between the Town and the Proponent regarding the 
interpretation of the provisions of the Request for Proposal, the Municipal Clerk/Manager 
of Legislative Services or an individual acting in that capacity for the Town, shall make 
the final determination as to interpretation. No proposal shall be accepted from any 
person or Proponent who, has a claim or has instituted a legal proceeding against the 
Town or against whom the Town has a claim or has instituted a legal proceeding, without 
the prior approval of Council. This applies whether the legal proceeding is related or 
unrelated to the subject matter of this RFP. 

7.2 CONFLICT OF INTEREST  

a) The Proponent further declares that no Member of the Council of the Town of 
Cobourg and no officer or employee of the Town of Cobourg will become interested 
directly or indirectly as a contracting party, partner, shareholder, surety, or 
otherwise in or in the performance of the Contract or in the supplies, work or 
business to which it relates, or in any portion of the profits thereof, or in any of the 
money to be derived there from.  

 
b) Should the Proponent feel that a conflict of interest or potential conflict of interest 

exists; the Proponent must disclose this information to the Town of Cobourg prior 
to the submission of a proposal. The Town of Cobourg may, at its discretion, delay 
any evaluation or award until the matter is resolved to the Town of Cobourg’s 
satisfaction. The Town of Cobourg may allow a conflict of interest or potential 
conflict of interest to exist if it is satisfied that there are adequate safeguards in 
place and if the Town of Cobourg determines that it is in its best interests to do so. 

  
c) The Town reserves the right to disqualify a proposal where the Town believes a 

conflict of interest or potential conflict of interest exists. 

7.3 SUBSTANTIAL COMPLIANCE OF PROPOSALS  

In the event that a preferred proposal does not entirely meet the requirements of the 
Town, the Town reserves the right to accept any proposal that substantially complies with 
the requirements of this RFP in its sole and absolute discretion but notes that any failure 



to complete a requirement of the RFP will likely impact upon the evaluation criteria and 
may result in the Proposal being deemed non-responsive. 

7.4 DISQUALIFICATION OF PROPONENTS  

More than one proposal from an individual firm, partnership, corporation or association 
under the same or different names will not be considered. Collusion between Proponents 
will be sufficient for rejection of any proposals so affected. 

7.5 CONFIDENTIALITY  
 
The proposal must not be restricted by any statement, covering letter or alteration by the 
Proponent in respect of confidential or proprietary information. The Town of Cobourg will 
treat all proposals as confidential. The Town will comply with the Municipal Freedom of 
Information and Protection of Privacy Act, and its retention by-law pursuant to the 
Municipal Act, 2001 in respect of all proposals. All Public Reports approved by the Council 
of the Town of Cobourg will become public information. 

Proponents acknowledge that the Town of Cobourg, being an Ontario municipality, is 
subject to the Municipal Freedom of Information and Protection of Privacy Act, RSO 1990, 
c. M. 56 (“MFIPPA”) and as a result, some information may be required to be disclosed 
by the Town of Cobourg as a statutory requirement. Proponents agree that 
notwithstanding this section 8.5 of the RFP the Town shall have no obligation with respect 
to the disclosure of confidential information and the Proponent, by submitting a Proposal, 
does hereby fully and finally release the Town from any liability for disclosing confidential 
information in the event the Town discloses confidential information in accordance with a 
lawful statute applicable in Ontario, including MFIPPA, or is ordered to disclose such 
information by the Office of the Information and Privacy commissioner or any court or 
tribunal of competent jurisdiction. 
 
7.6 PROPOSAL ASSIGNMENTS 

The successful Proponent will not be permitted to assign or transfer any portion of the 
proposal as submitted or the subsequent agreement without prior written approval from 
the Town of Cobourg. 
 
7.7 PURCHASING POLICY BY-LAW NO. 016-2012 
 
Submissions will be solicited, received, evaluated, accepted and processed in 
accordance with the Town of Cobourg’s Purchasing Policies as amended from time to 
time attached to the RFP as Annex ‘A’. 
 



7.8 FAILURE TO PERFORM  
 
Failure to comply with all terms and conditions of this proposal, and failure to supply all 
documentation, as required herein, shall be just cause for cancellation of the award. The 
Town shall then have the right to award this contract to any other Proponent or to re-issue 
this RFP. 
 
7.9 COMPLIANCE WITH THE ACCESSIBILITY FOR ONTARIO WITH 

DISABILITIES ACT 2005 
 
The Proponent shall ensure that all its employees and agents receive training regarding 
Accessibility as outlined in the Accessible Customer Service Standard (Ontario 
Regulation 429/07) and the Integrated Accessibility Standards Regulation (Ontario 
Regulation 191/11). The Proponent is responsible to ensure that all of its employees, 
volunteers and others for which the Proponent is responsible are adequately trained. 
 
7.10  DISQUALIFICATION 
 
The Town may, in its sole discretion, disqualify a proposal or cancel its decision to make 
an award under this RFP, at any time prior to the execution of the Agreement by the 
Town, if,  
 

 the Proponent fails to cooperate in any attempt by the Town to verify any 
information provided by the Proponent in its proposal;  

 the Proponent contravenes one proposal per Person or Entity;  
 the Proponent fails to comply with the laws of Ontario or of Canada, as applicable; 
 the Proposal contains false or misleading information;  
 the Proposal, in the opinion of the Town, reveals a material conflict of interest;  
 the Proponent misrepresents any information contained in its proposal. 

 
7.11 PROPONENTS COSTS 
 

a) The Proponent shall bear all costs and expenses incurred by the Proponent 
relating to any aspect of its participation in this RFP process, including all costs 
and expenses related to the Proponent’s involvement in; 
 
 the preparation, presentation and submission of its proposal; 
 the Proponent’s attendance at the Proponent’s meeting; 
 due diligence and information gathering processes; 
 site visits and interviews; 



 preparation of responses to questions or requests for clarification from the 
Town; 

 preparation of the Proponent’s own questions during the clarification process; 
and, 

 agreement discussions.  
 

b) The Town is not liable to pay such costs and expenses or to reimburse or 
compensate a Proponent under any circumstances, regardless of the conduct or 
outcome of the RFP Process, including the rejection of all proposals or the 
cancellation of the RFP, and including any negligence of the Town in the conduct 
of the RFP process. 

 
7.12 HUMAN RIGHTS, HARASSMENT AND OCCUPATIONAL HEALTH AND 
SAFETY 
 

The Proponent shall be required to comply with the Town’s policies regarding Human 
Rights, Harassment in the Workplace and Occupational Health and Safety. 

8.0 EVALUATION, NEGOTIATION AND AWARD 
  
Stages of Evaluation and Negotiation  
 
The Town of Cobourg will conduct the evaluation of proposals and negotiations in the 
following stages:  
 
Stage I – Mandatory Submission Requirements 
  
Stage I will consist of a review to determine which proposals comply with all of the 
mandatory submission requirements. The Town of Cobourg Staff will open both 
envelopes to conduct this review, but will re-seal the Pricing Envelope. The Pricing 
Envelope will not be reviewed by the evaluation committee until after Stage II.  
 
If the proponent fails to satisfy the mandatory submission requirements within the RFP 
document, its proposal will be excluded from further consideration.  
 
The mandatory submission requirements are set out in Section 9 - RFP Particulars:  
 
Stage II – Preliminary Evaluation 
  
Stage II will consist of the following two sub-stages:  
 



a) Mandatory Technical Requirements 
  
The Town will review the proposals to determine whether the mandatory technical 
requirements as set out in Section 9 - RFP Particulars have been met. Questions or 
queries on the part of the Town as to whether a proposal has met the mandatory technical 
requirements will be subject to the verification and clarification process between the 
Proponent and the Town.  
 

b) Rated Criteria  
 
The Town will evaluate each qualified proposal on the basis of the non-price rated criteria 
as set out in the RFP Particulars Section 9 to arrive at a preliminary rated criteria score. 
Only proposals that meet the thresholds set out in that section will proceed to Stage III – 
Pricing.  
 
Stage III – Pricing, Preliminary Ranking, and Presentation  
 
Stage III will begin with the opening of the Pricing Envelope and a scoring of the submitted 
pricing of each qualified proposal in accordance with the price evaluation method set out 
in the Pricing Form (Appendix B).  
 
After the completion of the pricing evaluation, the pricing scores and the preliminary rated 
criteria scores from Stage II will be added together to arrive at a preliminary total score 
for each proponent. Only the three (3) proponents with the highest preliminary total scores 
will continue further in the evaluation process.  

Subject to the following paragraph, the three (3) proponents with the highest preliminary 
total scores will be invited to provide a presentation or demonstration to the Town of 
Cobourg. The presentation or demonstration will be evaluated based on the rated criteria 
as shown in the evaluation criteria.  
 
If there is a difference of ten or more percentage points (10.0 points out of the 100 total 
available points) between the preliminary total score of the top-ranked proponent and the 
preliminary total score of the second-ranked proponent, the Town may choose not to 
engage in the presentation stage and may proceed directly to contract negotiations with 
the top-ranked proponent. In that case, each proponent’s preliminary total score will 
become its final total score. 
 
Stage IV – Ranking and Contract Negotiations  
 
Final Ranking of Proponents 
  
After the completion of Stage III, a final total score will be calculated for each remaining 
proponent based on the pricing score and the final rated criteria score from Stage III. The 



proponents will then be ranked based on their final total scores. The top-ranked proponent 
will receive a written invitation to enter into direct contract negotiations to finalize the 
agreement with the Town. In the event of a tie, the selected proponent will be selected by 
way of coin toss. 
 
Contract Negotiation Process 
  
Any negotiations will be subject to the process rules contained in the Terms and 
Conditions of the RFP Process and will not constitute a legally binding offer to enter into 
a contract on the part of the Town or the proponent and there will be no legally binding 
relationship created with any proponent prior to the execution of a written agreement. 
Negotiations may include requests by the Town for supplementary information from the 
proponent to verify, clarify or supplement the information provided in its proposal or to 
confirm the conclusions reached in the evaluation, and may include requests by the Town 
for improved pricing or performance terms from the proponent.  
 
Time Period for Negotiations  
 
The Town of Cobourg intends to conclude negotiations and finalize the agreement with 
the top-ranked proponent during the Contract Negotiation Period, commencing from the 
date the Town invites the top-ranked proponent to enter negotiations.  
 

Failure to Enter into Agreement 
  
If the Town is not satisfied or if the parties cannot conclude negotiations and finalize the 
agreement for the Deliverables within the Contract Negotiation Period, the Town may 
discontinue negotiations with the top-ranked proponent and may invite the next-best-
ranked proponent to enter into negotiations. This process will continue until an agreement 
is finalized, until there are no more proponents remaining that are eligible for negotiations 
or until the Town elects to cancel the RFP process. 
 
Notification of Negotiation Status 
 
Other proponents that may become eligible for contract negotiations may be notified at 
the commencement of the negotiation process with the top-ranked proponent. 

9.0 RFP PARTICULARS 
 
9.1 SCOPE OF WORK 
 



Project scope includes the following: 
 
The Project Manager for the Study project will be responsible for leading and supporting 
the Municipality in the preparation of a Request for Proposal (RFP), the procurement of 
a consultant team(s), and the general co-ordination, management and oversight of the 
Study process from start to conclusion.   

Role of the Consultant(s) 

Primary position accountabilities for the Study Project Manager include identifying, 
developing and managing the scope, deliverables, and resources of the project in 
partnership with the successful Study consultant(s), municipal Advisory 
Committee/Focus Groups, municipal staff and external stakeholders. The Study Project 
Manager will provide expert project management expertise and advice for the duration 
of the Study, and will: 

 be a team player and have the ability to co-ordinate and facilitate group 
discussions;  

 lead cross-team collaboration and consultations;  

 effectively engage with the public and stakeholders;  

 activate critical thinking/problem-solving/analytics and negotiation skills; and,  

 manage a wide range of complex project issues.  
 
The minimum requirements for Proposals in response to this RFP are as described in this 
document. A Proponent may submit additional information that it feels is relevant to the 
provision of the services described herein. 
 
Public Consultation 
 
The Study process must be a collaborative process involving all sectors of the community 
and society as a whole.  Public and other stakeholder involvement is a critical element to 
the success of this project.  The Study Project Manager shall ensure that a formal 
Communications and Stakeholder Engagement Plan is developed by the successful 
project consultant(s) in consultation with the Town of Cobourg Communications 
Department.  The Plan will outline the method(s) and tools proposed for engaging 
stakeholders in the community and maximizing input at each phase of the project, 
including but not limited to open houses, advisory/team working group meetings, public 
meetings, newsletters, surveys, notices, web materials, enhanced social media, and 
interviews. The Study Project Manager in collaboration with the Study consultant(s) shall 
be responsible for the co-ordination and scheduling of meetings, preparation of notices 



and agendas, and presentation materials. Town of Cobourg staff will provide assistance 
with organizing meeting room/hall bookings, virtual video-conferencing (where 
applicable), set-up, agenda distribution, meeting invitations and Minute-taking. 

Internal Organization and Participation 

The Study project will be conducted under the direction of the Chief Administrative 
Officer and Senior Management Team. The Study Project Manager will guide the Study 
process in accordance with the approved Study work plan under the direction of this 
Team. The primary role of this Team will be to provide overall technical and 
administrative oversight to and assist the Project Manager and the successful Study 
consultant(s) in completing the project. This Team and other relevant municipal staff will 
participate in aspects of the review as appropriate. 

Although not yet confirmed, the Sustainability & Climate Change Advisory Committee 
(SCCAC) or a special Ad-Hoc Working Group will act as the lead Steering Committee 
for the Study, with special focus groups or advisory teams developed as necessary to 
address individual topic areas or themes. The Study Project Manager shall collaborate 
with relevant municipal Advisory Committees/Working Groups over the duration of the 
project.  
 
Deliverables 

In addition to the scope of works, and any other items as identified directly within this 
terms of reference, the following shall be the deliverables for the Study project: 
 
 Work with the Town to develop the overall Terms of Reference and RFP document 

for an Integrated Community Sustainability Plan (ICSP), Green Development 
Standards (GDS) and the Feasibility Study for Energy Retrofits for Low-Income 
Neighbouhoods for the Town of Cobourg. 
 

 Evaluate the received proposals from Study consultant(s) and provide 
recommendations to the Town for award. 

 
 Overall Project Management & Coordination of the Study, including regular 

meetings and status reports to keep the project on schedule and keep identified 
stakeholders apprised of the process. 
 

 Work with the successful Study consultant(s) to develop a work / action plan to 
achieve the mandate of the Study Terms of Reference. 
 

 Work with the successful Study consultant(s) to develop a Communications & 



Stakeholder Engagement Plan for use throughout the process by Council, Advisory 
Committees/Working Groups, municipal staff, stakeholders and the public which 
shall include, but not be limited to, communicating the project to all stakeholders 
throughout the duration of the project, and bringing update reports to Council, 
Advisory Committees/Working Groups, municipal staff, stakeholders and the public 
in a timely manner. 
 

 Prepare Agenda for all meetings and public consultation sessions. 
 

 Advise the CAO and Senior Management Team over the duration of the Study 
process. 
 

 Attend Council, Advisory Committee/Working Group and staff meetings as required. 

The consultant is not limited by the deliverables as outlined, and may provide additional 
deliverables as part of their proposal. 
 
Required Skill Set for the Consultant 
 
The knowledge and skills required for this position would typically be attained through the 
completion of a degree or post-graduate degree/diploma/certification in business 
administration, project management or a related discipline supplemented by extensive 
experience in managing complex projects. Familiarity with government policies, 
regulations, decision-making processes and documents, particularly relating to ICSP’s, 
GDS’s, feasibility studies, land use planning, sustainability and terms of reference/RFP’s, 
will also be a strong asset in this role. 

Preference will be given to a single consultant (creating cost and communication 
efficiencies), that can complete the scope of work as identified throughout this RFP 
document. At a minimum, the consultant requires the following skill set: 

 
 Highly organized, forward-thinking, results-oriented 
 Previous experience in a leadership role with strong and proven leadership skills 
 Previous work experience managing complex projects in a Project Management 

capacity (PMP or an equivalent certification would be considered an asset) 
 Able to multitask with a strong understanding of core project manager duties 
 Conflict resolution and conflict management experience 
 Excellent time management ability 
 Excellent communication skills and interpersonal abilities, including facilitation, 

negotiation and writing skills 
 In-depth knowledge of public and stakeholder participation tools and techniques, 

including virtual meeting, video-conferencing and similar digital engagement 
approaches 



 An ability to adjust facilitation techniques to ensure the success of the process 
 Willing to address process issues with sensitivity towards all participants 
 Knowledge of MS Office, MS Project and Project Management software programs 
 Excellent knowledge of relevant rules and regulations as well as quality standards 

and human resources 

It is expected that the Study Project Manager will have experience with both municipal 
and private industry project management in their related areas of expertise. 

The Study Project Manager will possess superior contract management and 
scheduling/task/financial management skills; and, verbal, written and digital skills. 
Building and managing relationships with the Study consultant(s), Advisory 
Committees/Working Groups, municipal staff, public and other stakeholders are critical 
for success. 
 
Study Administration and Timing 

The Study will be overseen by the CAO/Senior Management Team, with the 
Sustainability & Climate Change Advisory Committee and/or a special Ad-Hoc Advisory 
Committee/Working Group acting as the project Steering Committee, who collectively 
will ensure that the Terms of Reference are met. The Study Project Manager will report 
to the CAO and the Senior Management Team. 

The Study is expected to commence during the second half of 2021 and will take 
approximately 12-15 months to complete. A detailed study schedule will be prepared by 
the successful Study consultant(s), including timelines which clearly indicate points of 
public participation and key deliverables, to be approved by Town Council and 
implemented by the Study Project Manager and consultant(s) in conjunction with the 
CAO & Senior Management Team, and the designated Steering Committee.   

Study Costs 

Cobourg Municipal Council has budgeted a total of $257,000.00 for the Study, of which 
$72,000.00 has been allocated to the Study Project Manager consultant(s).  A grant of 
an additional $71,500.00 has been approved by the Federation of Canadian 
Municipalities (FCM) Green Municipal Fund (GMF) for the Feasibility Study component 
under FCM’s Community Efficiency Financing program.  

Agreement for Professional Consulting 

Each Proponent, by submitting a Proposal, represents that the Proponent has read, 
completely understands, and accepts the terms and conditions of this RFP in full. Each 
Proponent further agrees that should its Proposal be successful, the Proponent shall 
enter into an Agreement for Professional Consulting Services with the Town. The Town 
will be responsible for the preparation of the required contract, which will be viewed by 



the consultant prior to execution. 

The Proponent will submit invoices for payment to the Town CAO’s office. Timing of 
progress payments will be agreed to in advance of the commencement of work, and will 
be based on the receipt of project deliverables as outlined in the agreement for 
professional consulting. 
 

10.0  EVALUATION AND MUNICIPALITY’S RIGHTS 
 
Review Committee 
 
The CAO and Senior Management Team will determine the individuals who will form 
part of the review committee and review submissions. The CAO or designate will prepare 
a recommendation report to Council with respect to the approval of the successful 
Proponent and award the contract to the successful candidate. 
 
Evaluation Criteria 
 
All Proposals will be evaluated using the evaluation matrix as set out within this RFP 
document, as follows: 
 
Experience and qualifications of key principal(s) and team members 
with managing complex projects  

35% 

Demonstrated understanding of the scope of work and required 
deliverables  

30% 

Approach and methodology 25% 

Cost 10% 

Total of Evaluation Rating 100% 

 

 

 

 

 

 

 



 

 

 

TOWN OF COBOURG 

REQUEST FOR PROPOSAL 

Town of Cobourg Project Management Consulting Services  
 
 
 

______________________________________________________________________
NAME OF COMPANY, FIRM OR INDIVIDUAL 

(HEREIN KNOWN AS THE ‘COMPANY’) 
 
 
______________________________________________________________________

UNIT NUMBER AND STREET ADDRESS 
 
 
______________________________________________________________________
TOWN      PROVINCE  POSTAL CODE 
 
 
______________________________________________________________________
WEBSITE        BUSINESS NUMBER 
 
 
______________________________________________________________________
TELEPHONE NUMBER      FAX NUMBER 
 
 
 
CONTACT PERSON      EMAIL 
 
 
_____________________________ 

Name Printed 
 
 
 

 
______________________________  ________________________________ 

Signature (Seal)       Date 



  



APPENDIX B – PRICING FORM 
  

1. Instructions on How to Complete Pricing Form  
 

a) Rates must be provided in Canadian funds, inclusive of all applicable duties and taxes 
except for Harmonized Sales Tax (HST), which should be itemized separately. 
 

b) Rates quoted by the Proponent must be all-inclusive and must include all labour and 
material costs, all travel and carriage costs, all insurance costs, all costs of delivery, 
all costs of installation and set-up, including any pre-delivery inspection charges, and 
all other overhead, including any fees or other charges required by law.  

 
c)  Rates are to include all disbursements  

 
 

2. Evaluation of Pricing/ Financial proposal 
 

Pricing is worth 10 points of the total score. 
 
Pricing will be scored based on a relative pricing formula using the rates set out in the Pricing 
Form. Each proponent will receive a percentage of the total possible points allocated to price for 
the particular category it has bid on, which will be calculated in accordance with the following 
formula:  
 
(Lowest Price ÷ Proponents Price) X weighting (10) = Proponents Pricing Points. 
 
3) Pricing Form Hourly Rate: 
 
 
 
$_________________________ 
 
 
 
Additional Services –  
(To be negotiated separately) 
 
 
 
 
Optional Pricing: Closed Meeting 
Investigator Services: 
 
$__________________________ 
 

 



Appendix C – Similar Work Experience and References 

Please list a minimum of three (3) past projects including references where your 
company has provided similar goods or services within the last five years. 
 

Project Description 
Reference Contact 

Information 

1  

 

2. 

 

 

 

3. 

 

 

 

 

 
Note: 
If insufficient space is provided in this Appendix, please provide the required 
information in the same format on a separate form and attach to this Appendix. 
 

 



 

 

 

 

 

 

 

Annex “A”  

Town of Cobourg Purchasing Policy  

By-law No.016-2012 

 

 

 


