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Part 1: Scope of Services 

A. Project Summary  
 
The Township of North Glengarry is inviting proposals from respondents for the provision of 
professional services for a Development Charges Study and Draft Development Charges By-law. 

 
1. Background 

 
The Corporation of the Township of North Glengarry is a rural lower-tier municipality in the 
County of Stormont, Dundas and Glengarry.  The total population of the Township is 
approximately 10,600 with 4,900 households.  The two largest settlement areas in North 
Glengarry are Alexandria and Maxville, with other small hamlets throughout the Township.  
 
Major infrastructure in the Township consists of the following: 

- Municipal Roads both paved and unpaved 
- Bridges and culverts 
- Water treatment and distribution systems with elevated storage tanks 
- Wastewater treatment systems including pumping stations and lagoons 
- Facilities including: arenas, sports dome, recreation centres, administration buildings, 

firehalls 
- Land improvements including: baseball diamonds, soccer fields, tennis courts, beach, 

parks, playground equipment, a basketball court, and a skateboard park 
- Vehicles, machinery and equipment 

 
In addition to the infrastructure which the Township is responsible for acquiring, maintaining 
and rehabilitating, there are a number of services the Township provides to its residents which 
include, but are not limited to: 

- Fire and Emergency Services 
- Recreation, Parks and Facilities 
- Solid Waste Management including a collection, a recycling plant, landfills and 

household hazardous waste 
- By-law enforcement 
- Planning services and building permits 
- General Government and Administration. 

 
The Township of North Glengarry Council is made up of 7 members including the Mayor and 
Deputy Mayor and one (1) Councillor for each of the wards of Alexandria, Lochiel, Kenyon and 
Maxville, and one (1) Councillor At-large. 
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The Corporation of the Township of North Glengarry will be referred to as the “Township” 
through this document.  The Township’s administrative offices are located in Eastern Ontario at 
90 Main Street South, Alexandria, Ontario.  
 
2. Intent of the Proposal 

 
The purpose of this Request for Proposal is to select a qualified consultant with the skills, 
resources, and experience necessary to undertake background analysis, specific policy analysis, 
and incorporate data provided by municipal staff and others to complete a Development 
Charges Background Study and Draft By-law with associated rate schedule, to conform with the 
Development Charges Act, as amended, and related Regulations.  There will also be a 
requirement, if necessary, to defend the Development Charges background study, by-law, 
and/or rate schedule if required before the Local Planning Appeal Tribunal (LPAT). 
 
The Township does not currently have a Development Charges By-law.  In 2006, a Development 
Charges By-law was adopted, which was repealed by the newly elected Council in 2007.  No 
study has been conducted or by-law has been passed since. 
 

B.  Proposal Structure and Content Requirements 
 
1. Proposal Submission Structure 

 
The proposal document should be structured in sections that refer to the heading addressed in 
the Proposal Content Requirements of this section and should be numbered and tabbed 
accordingly.   
 
2. Proposal Content Requirements 

 
a) Company Profile 
 
Proponents are to provide company information such as, but are not limited to the following: 
i) Provide a general company profile including the ownership and affiliations of the firm and 
number of years the firm has been in business. 
ii) Address and contact information for the proposed entity and, 
iii) Size of company and office locations. 
 
b) Qualifications and Experience 
 
Provide a brief resume of the project manager and support staff that would be directly involved 
in the project.  Evaluation of the project manager and support staff will include an assessment 
of the firm’s overall ability to provide adequate resources to the project.   
 
Proponents shall include a description of at least three (3) previous engagements with other 
similar sized government entities to the Township that outlines projects of similar scope, cost 
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and magnitude that have been successfully completed in the past three (3) years.  This shall 
include client names, contact and contact phone numbers. 
 
c) Project Understanding and Approach 
 
The Background Study resulting from the development charges review process shall be a 
document containing an executive summary, study findings related to growth and projected 
development, development charges policy recommendations, development charges 
calculations methodology, together with a draft by-law.  The Background Study shall meet all 
requirements of the Development Charges Act as amended, and related regulations.   
 
At a minimum, the background study must include detailed sections on the following topics: 

- Levels of service 
- Allowable charges analysis/ calculation 
- Anticipated growth and development 
- Capital forecast (10 year and longer-term initiatives) 
- Proposed development charge recommendations 

 
The Development Charges Background Study must also address the following components: 

- Review current and long-term population and growth analysis and if necessary, 
undertake an update of this analysis and other primary statistical and data elements.  

- Evaluate options for development charges based on geographic service areas, 
developing an appropriate methodology for calculating levels of service and allowable 
charges for services eligible for development charges funding. 

- Complete a cash-flow analysis based on revenues and expenditures to ensure 
anticipated development charges revenue will provide for necessary expenditures 

- Calculate incremental operating costs related to growth expenditures 
- Provide advice with respect to various development charges related issues 
- Ensure the study meets all the requirements for the Development Charges Act, as 

amended, and related regulations. 
 

d) Schedule of work 
 
Proponents shall indicate when work would commence (pending notification of award, should 
you be the successful proponent) and upon execution of contract, the background study shall 
be completed.  Meeting dates, other key events and major project deliverables should be 
clearly identified on the project schedule.  The Township intends to present the Development 
and Charges by-law and the Community Benefits Charges Strategy to Council as soon as 
possible.   
 
e) Budget 
 
The proponent’s submission shall include: 

- Overall project cost exclusive of HST 
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- A detailed cost and time breakdown of each major activity identified in the proposal 
- A time and cost breakdown for each team member 
- Identifying any disbursements and the associated costs 
- A fee schedule and hourly rates for all project team members 

 
Proponents shall indicate a breakdown of costs as provided for on the Appendix A: Schedule of 
fees, inclusive of all costs associated with providing services. 
 
f) Validity 
 
Proposals shall be irrevocable and open for acceptance by the Township at any time within 90 
days from the closing date. 
 

C.  Proposal Process 
 
1.  Timeline 

 
The following timeline has been established for the proposal selection process: 
 
Request for Proposal Issued   April 20, 2021 
Proposal questions received until  May 14, 2021 
Township to provide answers until  May 20, 2021 
Receive proposals    May 28, 2021 
Invitation to interview   June 2, 2021 
Interviews, if necessary   June 4, 2021 
Contract award    June 14, 2021 
 
2. Date and place for receiving proposals 

 
a) Proposals will be received by 3pm local time on May 28, 2021 
 
It is the responsibility of the proponent to ensure that the documents have been received 
before the closing time and date. 
 
Proposals received after 3pm, local time, on May 28, 2021 will not returned unopened. 
 
 
 
b) Proposals must be addressed to: 
 
Township of North Glengarry 
90 Main Street South 
Alexandria, Ontario 
K0C 2J0 
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Attention: Sarah Huskinson, CAO 
 
And clearly marked : Request for Proposal – Development Charges Study 
 
c) Before being officially received, the proposal envelope will be marked by the Township, with 
the time and the date that the envelope was received in the office. 
 
d) All proposal submissions are appreciated.  The Township will be contacting only those 
selected for an interview.  
 
3. Documentation 

 
a) One original and two copies of the proposal are required. 
 
b)  All proposals must be legible and typewritten. 
 
4. Interview 

 
An interview may be necessary as part of the evaluation process.  Proponents may be 
contacted to attend an interview on June 4, 2021 and will be notified by June 2, 2021. 
 
5. Negotiations 

 
If a prepared proposal does not precisely and entirely meet the requirements of the Township, 
the Township reserves the right to enter into negotiations with the selected proponent(s) to 
arrive at a mutually satisfactory arrangement with respect to any modifications to a proposal.  
 
6. Communications 

 
All requests for information and/or clarification as well as questions regarding the 
interpretation of the terms set out in this document should be referred to Sarah Huskinson, 
Chief Administrative Officer at cao@northglengarry.ca 
 
7. Withdrawal or Substitution of Submission 

 
A proponent may withdraw or substitute all or part of his/her proposal at any time up to the 
official closing time.  The last proposal received shall supersede and invalidate all proposals 
previously submitted by that proponent for this proposal.   
 
A proponent may withdraw or qualify his/her proposal at any time up to the official closing 
time, by submitting a letter bearing the signature as in his/her proposal to the Clerk, who will 
mark thereon the time and date of receipt and will place the letter in the tender box.   
  

mailto:cao@northglengarry.ca
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Part 2: Standard Terms and Conditions  

The terms, conditions and pricing of all proposals submitted shall remain for a period of ninety 
(90) days from the date of closing.  

 
1. Proposal Documents – Submission 

Proponents must submit three (3) hardcopies of your proposal, in paper format in a sealed 
package and clearly marked as to the contents, such as RFP Development Charges Study.  
 
Proposals must be submitted to:  Sarah Huskinson 

Chief Administrative Officer 
Township of North Glengarry 
Box 700, 90 Main Street South 
Alexandria, Ontario 

       K0C 1A0 
 
2. Closing/Due Date 

Proposals must be received no later than the closing date and time of: 
 

Friday, May 28, 2021 at 3:00 p.m. 
 

The use of any means of delivery of a proposal shall be at the risk of the Proponent and any 
proposal received after this closing/due date shall be returned unopened.   
 
3. Clarification or Inquiries 

Any clarifications or inquiries shall be made to the Township prior to the submission of the 
proposal and made in writing no later than May 14, 2021 at 12:00pm noon.  Answers to 
inquiries will be provided via written addendum to all proponents who have received a copy of 
the documents.  The response will be provided in a manner which will not identify who has 
requested the clarification.  Amendments / clarifications / addendums to this request for 
proposal shall take precedence over the portion that has been amended and shall be 
considered part of the contract.   
 
All questions must be directed to:  Sarah Huskinson  
      Chief Administrative Officer 
      Township of North Glengarry 

Box 700, 90 Main Street South 
Alexandria, Ontario, K0C 1A0 
Phone:   613-525-1625 
Email : cao@northglengarry.ca 
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4. Right to Accept Proposal 

The Township reserves the right to reject any part of or all proposals. This RFP should not be 
construed as a contract to purchase goods or services. The Township is not bound to accept the 
lowest priced or any proposal of those submitted. The Township may award this proposal in 
part, in whole, or not at all. 
 
5. Time Open for Acceptance 

This RFP is irrevocable and is to continue open for acceptance by the Township for a period of 
ninety (90) calendar days after the date and time set for submission of the proposal. The 
Township may at any time within the above ninety (90) calendar day period accept this 
proposal whether or not any other proposal has previously been accepted. 
 
6. Clarification 

It shall be the proponent’s responsibility to clarify any points in question as indicated below 
prior to submitting the proposal. 
 
Any clarification or inquiries shall be made in writing to the Township.  Answers to inquiries will 
be provided to all proponents who have received a copy of this document. 
 
No employee or agent of the Township is authorized to amend or waive the requirements of 
the RFP document in any way unless the amendment or waiver is signed by the Chief 
Administrative Officer. Under no circumstances shall the proponent rely upon any information 
or instructions from the Township, its employees, or its agents unless the information or 
instructions are provided in writing in the form of Addendum issued by the Chief Administrative 
Officer. Neither the Township, its employees, nor its agents shall be responsible for any 
information or instructions given to the proponent, with the exception of information or 
instructions provided in writing by the Chief Administrative Officer. 
 
7. Errors or Omissions 

The proponent has the responsibility to notify the Township, in writing, of any ambiguity, 
divergence, error, omission, oversight or contradiction contained in the RFP as it is discovered 
and to request any instructions, decisions or discretion which may be required in preparing the 
submission, prior to the closing of the RFP. 
 
8. Liability for Errors 

While the Township has used considerable efforts to ensure an accurate representation of 
information of the RFP the information contained in this RFP is supplied solely as a guideline for 
proponents. The information is not guaranteed or warranted to be accurate by the Township, 
nor is it necessarily comprehensive or exhaustive. Nothing in this RFP is intended to relieve 
proponents from forming their own opinions and conclusions with respect to the matters 
addressed in the RFP. 
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9. Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 

In accordance with the Municipal Freedom of Information and Protection of Privacy Act, this is 
to advise that the personal information respondents provide is being collected under authority 
of the Municipal Act and will be used exclusively in the selection process. All proposals 
submitted become the property of the Township. Because of MFIPPA, respondents are 
reminded to identify in their proposal material any specific scientific, technical, commercial, 
proprietary, or similar confidential information, the disclosure of which could cause them 
injury. Complete proposals are not to be identified as confidential. The Township reserves the 
right to discuss any and all proposals, to request additional information from proponents and to 
accept or reject any and all proposals. 
 
10. Confidentiality of Information 

A proponent receiving this RFP may not use, disclose, or duplicate it for any purpose other than 
to prepare a response. The proponent shall keep the Township data confidential and shall not 
disclose its content to any other party, other than to those internal employees or agents 
responsible for preparing a submission, without the prior written approval of the Township. 
 
11. Non Performance 

The Township reserves the right to determine of non performance or poor quality of goods 
and/or services, and further reserves the right to cancel the contract. The opinion of the 
Township in this regard shall be final in all instances. Informal or Unbalanced Proposals 
Proposals which are incomplete, conditional, illegible or obscure, or that contain reservations, 
erasures, alterations or irregularities of any kind, may be rejected as informal. Proposals that 
contain prices which appear to be so unbalanced as likely to affect adversely the interests of 
the Township, may be rejected. 
 
12. Non-Assignment 

The successful bidder may not assign this contract or any work thereunder to another 
institution without the prior written consent of the Township. Such written consent however 
shall not under any circumstances relieve the bidder of his liabilities and obligations under this 
contract and such consent or denial of consent shall be within the sole and unfettered 
discretion of the Township. 
 
13. Negotiations 

The Township may award a contract on the basis of initial offers received, without discussion. 
Therefore, each initial offer should contain the proponent’s best terms/information, including 
all required documentation as listed in the document. 
 
The Township reserves the right to enter into discussions/negotiations with the selected 
proponent(s). If the Township and the selected proponent(s) cannot negotiate a successful 
contract, the Township may terminate the negotiations and begin negotiations with the next 
selected proponent(s). This process will continue until a contract has been executed or all 
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proponents have been rejected. No proponent shall have any rights against the Township 
arising from such negotiations. 
 
14. Conflict of Interest 

All proponents are required to disclose to the Township prior to accepting this assignment any 
potential conflict of interest. If a conflict of interest does exist as referred to above, the 
Township may, at its discretion, withhold the assignment from the proponent until the matter 
is resolved to the satisfaction of the Township.  If, during the conduct of the assignment, the 
proponent is retained by another client giving use to a potential conflict of interest, then the 
proponent shall so inform the Township and if a significant conflict of interest is deemed to 
exist by the Township, then the proponent shall: 

a)  refuse the new assignment; OR 
b)  take such steps as are necessary to remove the conflict of interest 

 
15. Insurance 

The successful proponent shall at its own expense obtain and maintain until the termination of 
the contract, and provide the Township with evidence of: 
 

a) Comprehensive General Liability insurance and an occurrence basis for an amount not 
less than five million ($5,000,000) dollars and shall include the Township as an 
additional insured with respect to the successful proponent’s operations, acts and 
omissions relating to its obligations under this agreement. Such policy to include but not 
be limited to bodily injury and property damage including loss of use; personal injury; 
contractual liability; premises, property and operations;  non-owned automobiles 
liability, personal injury including humiliation, broad form property damage, contractual 
liability, Owners and Contractors protective; occurrence property damage; products and 
completed operations; employees as Additional Insured (s); contingent employers 
liability; cross liability and severability of interest clauses. The above coverage shall be 
non-contributing with and apply as primary and not as excess of any insurance available 
to the Township. 

 
b) Crime/Fidelity insurance shall be furnished by the successful proponent to the Township 

with a comprehensive (3D) Dishonesty, Disappearance and Destruction Position Policy 
including Third Party Extension in the amount of Ten Million ($10,000,000) dollars. The 
Township shall be shown on the policy as a named Oblige, with respect to incidents 
arising from work performed under the contract. 

 
c) Automobile liability insurance with respect to owned or leased vehicles used directly or 

indirectly in the performance of the services covering liability for bodily injury, death 
and damage to property including loss of use with a limit of not less than $5,000,000 
inclusive  for each and every loss; 

 
d) Professional Liability Insurance coverage to a limit of not less than $5,000,000.   If such 

insurance is written on a claim made basis, the coverage shall be maintained for a 
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period of two years subsequent to conclusion of services provided or contain a twenty 
four month extended reporting period: 
 

The above coverage shall be non-contributing with and apply as primary and not as excess of 
any insurance available to the Township. 

 
Any applicable Deductible to any insurance coverage shall be the sole responsibility of the 
Named Insured and the Township shall bear no cost towards such deductible.  

 
In addition to General Insurance, the respondent shall provide evidence of WSIB or its 
equivalent. 
 
The policies shown above will not be cancelled or permitted to lapse unless the insurer notifies 
the Township in writing at least sixty (60) days prior to the effective date of cancellation or 
expiry. The Township reserves the right to request such higher limits of insurance or other 
types of policies appropriate to the work as the Township may reasonably require. 
 
16. Indemnification 

Without limiting any other obligation of the proponent under this contract or otherwise, the 
proponent hereby agrees to indemnify and save harmless the Township, its elected officials, 
officers, employees, servants, agents and others for whom the Township is in law responsible, 
from and against any liability, loss, claims, demands, damages, fines and penalties, costs and 
expenses (including consulting fees), investigatory and legal expenses, and any other actions or 
causes of actions, suits, caused by or attributed to any willful or negligent act, omission, delay, 
or allegations thereof on the part of the proponent, its officers, employees, subcontractors, 
agents, licensees, assignees, invitees or other persons engaged in the performance, non 
performance or attempted performance of the Work pursuant to this contract or anyone else 
for whom the proponent is in law responsible. 
 
Should the Township be made a party to any litigation commenced by or against the 
proponent, then the proponent will protect, indemnify and hold the Township harmless and 
will promptly pay all costs, expenses, and legal fees (on a solicitor and own client basis) incurred 
or paid by the Township in connection with such litigation upon demand. The proponent will 
also promptly pay upon demand all costs, expenses and legal fees (on a solicitor and own client 
basis) that may be incurred or paid by the Township in enforcing the terms, covenants and 
conditions in this contract. 
 
The proponent’s obligation under this indemnification section will survive the expiry or early 
termination of this contract. 
 
17. Rights Reserved by the Township 

 
a) The Township is not liable for any costs incurred by interested parties in the preparation 

of their response to this request or interviews. Furthermore, the Township shall not be 
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responsible for any liabilities, cost, expenses, loss or damage incurred, sustained or 
suffered by any interested party, prior to subsequent to, or by reason of the acceptance, 
or non-acceptance by the Township of any response, or by reason of any delay in the 
acceptance of the response. 

 
b)  The lowest submission will not necessarily be accepted, and the Township reserves the 

right to accept or reject any or all responses and/or to reissue the RFP in its original or 
revised form. 

 
c)  The Township reserves the right to request proponents to: 

i) provide additional information; 
ii)  modify submissions in areas considered to be deficient; 
iii)  address specific requirements not accurately covered in their initial submissions; 
iv)  substitute components where the Township considers that an alternative may be 

more suitable. 
 

d)  The Township reserves the right to modify any and all requirements stated in the RFP 
prior to the possible awarding of a contract. In such an event, any and all changes will be 
forwarded to all parties in possession of an RFP package. 

 
e)  In the event of any disagreement between the Township and respondent regarding the 

interpretation of the provision of the RFP, the Chief Administrative Officer or an 
individual acting in that capacity, shall make the final determination as to interpretation. 
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Part 3: Proposal Evaluation 

1. Proposal evaluation 
 
Proposals will be evaluated as follows: 
 

Proposal Evaluation Criteria Points Available 

Qualifications and Experience 20 

Project Understanding and Approach 25 

Schedule of Work 10 

References 10 

Budget 25 

Interview 10 

Total Available Points 100 

 
The submissions will be assessed on the merits of the information provided.  Proposals should 
address the categories listed above to enable those evaluating the proposal to undertake 
adequate assessment.  
 
2. Review Committee  

 
The review committee will be comprised of Township Staff. 
 
3. Acceptance of this proposal and contract  

 
It is expected that one proposal will be selected to conduct the project.  Upon selection, the 
successful proponent will be required to enter into a contract with the Township. 
 
The contract will be based on the specifications, terms and conditions expressed in this 
document, the successful proponent’s proposal and will include the requirement of proof of 
professional liability insurance.   
 
4. Incurred costs 

 
The Township shall not be responsible for any liabilities, costs, expenses, loss or damage 
incurred, sustained, or suffered by any proponent(s) prior or subsequent to or by reason of the 
acceptance or non-acceptance by the Township of any proposal by reason of any delay in the 
acceptance of a proposal.   
 
5. Errors and omissions 
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The Township shall not be held liable for any errors or omissions in any part of the RFP.  While 
the Township has used considerable effort to ensure an accurate representation of information 
in this RFP, the information contained in the RFP is supplied solely as a guideline for 
proponents.  The information is not guaranteed or warranted to be accurate by the Township, 
nor is it necessary comprehensive or exhaustive.  
 
6. Cancellation 

 
The Township reserves the right to cancel the RFP at any time up to the Award of the Contract.   
 
7. Confidentiality  

 
The successful proponent shall not at any time before, during or after the completion of the 
engagement, divulge any confidential information communicated to or acquired by the 
proponent in the course of carrying out the engagement.  No such information shall be used on 
any other project without prior written approval.   
 
8. Invoicing and payment 

 
All invoices shall show the actual hours, responsibilities, staff and hourly rates.  All payments 
will be made in response to invoices itemized in accordance with the final signed contract, 
provided the invoices are based on work described in the scope of the project, consistent with 
the negotiated deliverables and completed to the Township’s satisfaction.   
 
For further certainty, in the event that invoices are rendered that are in excess of the fees 
quoted in the final signed contract, payment will not be made unless the additional deliverables 
have been negotiated with and accepted by the relevant entity in advance of the conduct of the 
work.  
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APPENDIX A – SCHEDULE OF FEES 

Complete the cost summary chart below by breaking down costs, before HST, in Canadian 
dollars (CAD).  Proponents must complete this form and include it with the proposal 
submission.   
 

Description Cost 

Proposed total fee (inclusive of costs except for HST) to complete all 
tasks noted 

$ 

Subtotal $ 

HST $ 

Total $ 

 
The quoted price shall be upset limit to include all labour, materials, travel, accommodations, 
meals, long distance charges, and incidental expenses incurred by the successful respondent in 
the provision of all services as specified herein.   
 
The Township of North Glengarry may award one, some or all parts of any option. 
 
Proponents Name:        
 
Proponents Signature:      
 
Date:         


