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1. INTRODUCTION & SUMMARY OF THE OPPORTUNITY

The purpose of this Request for Proposal (RFP) is to solicit professional services. 

The Town of Torbay is seeking proposals from qualified and experienced interpretive 
planners to oversee and manage the development, design, and fabrication of interpre-
tive material and exhibits, as well as the acquisition of furniture and equipment appro-
priate to a community museum. 

The Town of Torbay in partnership with Torbay Museum Inc. has undertaken a substan-
tial renovation and restoration of Holy Trinity Presbytery (Priests House) to transform 
the building and grounds into a community museum, cultural center, and event ven-
ue. An experienced interpretive planner is required in order to complete the required 
research, interpretation, and exhibit planning, as well as oversee the procurement 
and installation of required exhibits and interpetive materials. This will include: (1) a 
review of the planning and architectural documentation and budgets to affirm their 
suitability and accuracy,  (2) completion of a comprehensive exhibit plan at the onset, 
(3) preparation of bid documents to facilitate a competitive bid process, (4) contract 
and sub-contract management, (5) oversight and management of budgets, (6) conduct 
inspections as required to ensure consistency with design requirements and quality 
expectations, (7) provide a single point of contact for the Town of Torbay to monitor 
progress of the project and (8) other measures as required to ensure the project is 
completed on time and on budget.  

Further details as to the Scope of this opportunity are provided in SECTION 4 – 
SCOPE OF WORK. 

Proposals have been requested in order to afford Proponents a more flexible oppor-
tunity to demonstrate their specific expertise and skills/service provision. The Town 
requests comprehensive proposals using the details and scope contained in this doc-
ument. The requirements and objectives describe a desired minimum specification for 
the work.

1.1. DEFINITIONS 

For the purposes of this document, except as is otherwise expressly provided or unless 
the context requires otherwise, the terms defined in this section shall have the mean-
ings as assigned as follow.

• “Award” means Council review and acceptance of an individual proposal for a 
contract. 

• “Business Day” means a day that is not a Saturday, Sunday or any other day 
which is a statutory holiday in the Province of Newfoundland and Labrador. 

• “Calendar Day” means every consecutive day on the calendar, including holi-
days andweekends. 
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• “Change” means any of the following:

• A significant increase or decrease in quantities of items forming part or all 
of the Work;

• An addition or deletion of any part of the Work;

• A revision or modification to any part of the Work already completed;

• A variation to the schedule for the completion of a Milestone;

• A modification in, variation to or deviation from the requirements set out 
the Scope of Work.

• “Owner’s Representative” means the person designated by the Owner to work 
as the Owner’s agent in all matters related to the project. 

• “Owner” means the Town of Torbay. 

• “Proponent” means the entity submitting a proposal. 

• “RFP” means Request for Proposal 

1.2. THE TOWN OF TORBAY

The beautiful Town of Torbay is located on the Avalon Peninsula right along the Atlan-
tic Ocean.  A vibrant, evolving community of over 8000 residents, Torbay has a long 
and colourful history dating back to the early fisheries of the 1500s. The Town boasts a 
sound economic base, a higher than average employment level and is home to over 70 
businesses, two schools and numerous clubs and organizations.  Torbay is the second 
fastest growing municipality in the Province and borders the City of St. John’s.  

1.3. TORBAY HISTORY HOUSE & MUSEUM

The Torbay History House & Museum’s mission is to engage both Torbay residents 
and visitors in an exploration of the town’s rich heritage. This is accomplished through 
active programs, exhibitions, events, and sharing collections in the historic former Holy 
Trinity Presbytery property and throughout the community. Museum operations are 
overseen by the Board of Directors of Torbay Museum Inc., while the property and its 
assets are owned by the Town of Torbay and staffed by a municipal museum manager. 
We believe that an understanding of our past, sparking new connections, can build a 
bright future for Torbay and Newfoundland. 

1.4. ERRORS & OMISSIONS 

While staff has used considerable efforts to ensure an accurate representation of infor-
mation in this RFP, the information contained in the RFP is supplied solely as a guide-
line for proponents.  This information is not guaranteed or warranted to be accurate, 
nor is it necessarily comprehensive or exhaustive.  Nothing in this RFP is intended to 
relieve proponents from forming their own opinions and conclusion in respect of the 
matters addressed in this RFP.
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2. RFP INFORMATION & INSTRUCTIONS TO PROPONENTS 

This is an invitation for proposals and not a tender call. The Town of Torbay reserves 
the right to accept any or none of the submissions and holds no responsibility what-
soever to those who elect to provide a proposal. No contract of any kind is formed by 
the submission of a proposal in response to this RFP. 

Notwithstanding anything contained elsewhere in this RFP, this document is subject to 
the following terms and conditions. Any Proponent submitting a proposal in response 
to this RFP is deemed to have accepted all terms and conditions without exception 
and agrees to be bound by the terms and conditions of this RFP document.  

2.1. RFP CONDITIONS 

The laws of the province of Newfoundland and Labrador shall govern this proposal 
and any subsequent contract resulting from the proposal. 

In its sole and absolute discretion, and without limitation, under this RFP the Town of 
Torbay: 

a. May modify or amend this RFP, including the schedule, the RFP Requirements, 
the scope of work or any other terms, whether material or not, and may cancel 
or suspend this RFP.

b. Need not necessarily accept the lowest price, highest ranked, or any proposal.  
The Town may choose to reject or accept any or all proposals.

c. May reject proposals which fail to meet the requirements of this RFP in any 
manner.

d. Will assess proposals on the basis of any one or more of the evaluation crite-
ria set forth in the RFP.  These criteria are not intended to be exhaustive, and 
any other criterion or factor considered appropriate by the Town may be used 
to ensure best value and select a service provider the Town considers will best 
service its interests.

e. Shall have no liability as a result of issuance of this RFP.  No Proponent shall 
have any claim against the Town for compensation of any kind whatsoever as a 
result of participating in this RFP process, including without limitation any claim 
for costs of proposal preparation or participating in negotiations or for loss of 
anticipated profits.

f. Proposal which are incomplete, unqualified, illegible or obscured, or contain 
reservations, erasures alterations or irregularities of any kind may be rejected as 
invalid.

g. Proposals that contain prices which appear to be so unbalanced as to likely ad-
versely affect the interests of the town may be rejected.

h. The Form of Proposal and proposal submitted by the successful proponent shall 
become part of the Contract Documents.
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2.2. SUBMISSION OF PROPOSAL

Proposals must be submitted on or before the closing time, and to the closing loca-
tion noted below. Proposals must be in English. Proponents are entirely responsible 
for the on time submission of their proposals.  The Town accepts no responsibility 
whatsoever for proposals delivered later than the closing date and time, or for mis-
handling of the proposal delivery by courier service. Upon receipt by the Town, the 
proposal envelope(s) shall be initialed and time-stamped by Reception. Envelopes will 
remain unopened until the opening of the proposals by the review committee. 

PROPOSAL SUBMISSION AND EVALUATION WILL FOLLOW A TWO-ENVELOPE 
SUBMISSION PROTOCOL: 

1. Proponents must include five (5) complete paper copies of the Proposal as out-
lined in SECTION 3.1., subsections 1-5 and 7.  One (1) shall be marked “Origi-
nal” with the original signatures and four (4) marked “Copy.” Proponents shall 
also include one (1) digital copy on either a CD or a USB-memory drive.  

2. Proponents must include the completed fee proposal (Appendix A) in a second, 
seperate envelope which will remain unopenned if the Proponent fails to meet 
the evaluation criteria as determined for Stage 1 (SECTION 5). 

Proposal shall be submitted with the following protocol:

a. Envelopes shall be marked with “Exhibit Development, Interpretation, and 
Installation at Torbay History House & Museum” and the submitting company’s 
name and address.

b. Proposals should be delivered to:

Noah Morritt
Museum Manager
Torbay History House & Museum 
1288 Torbay Road, P.O. Box 1160
Torbay, NL, A1K 1K4

c. Proposal must be received no later than:

January 14, 2022
4:00 p.m. 

The proposal submission must be typewritten. Proposals containing changes, era-
sures, overwriting, white-outs, cross-outs, or strike-outs which are not initialed by the 
proponent may not be accepted. By signing and delivering a proposal, the proponent 
agrees that, if the proposal is accepted and any necessary agreement is negotiated 
with the irrevocable period, the proponent will enter into such agreement within a 
form satisfactory to the Town prior to the commencement of the work. 
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2.3. CLARIFICATIONS OF RFP DOCUMENTS

If a proponent desires to ask clarifying questions, the proponent shall contact:

Noah Morritt
Museum Manager
e. nmorritt@torbay.ca
t. 709.437.6532 (ext. 264) 

The above-listed contact is the single point of contact for the RFP process. Information 
from other sources is not to be considered official or accurate. It is the responsibility 
of the proponent to seek clarification and verify the extent of work for any matter that 
they consider unclear before submitting a proposal.  

Inquiries must be submitted at least two (2) business days prior to the closing date 
and time. The Town will respond in writing via addendum at least 24 hours prior to the 
closing date of this RFP.  If an addendum is issued within five (5) business days of the 
closing date, the closing date will be extended accordingly.  Any additional informa-
tion, clarifications or modifications provided in written addendum are to be considered 
an official amendment to the RFP document.  

Addenda will be posted on the Town website and emailed to all proposal-takers who 
have properly registered with the Town.  It is the Proponents responsibility to ensure 
they have made themselves aware of all issued addenda.  The Town accepts no re-
sponsibility for missed or unacknowledged addenda.

2.4. CONFLICT OF INTEREST 

Proponents must disclose to the Town in their proposal any potential conflict of inter-
est including any which may involve Town employees and/or Council members who 
may have a financial and/or any other interest in a proponent.  If such conflict of inter-
est does exist the Town may, at its discretion, refuse to consider the proposal.

2.5. AMENDMENT/WITHDRAWL OF PROPOSAL

Where a proposal has been submitted prior to the closing time, amendments to the 
proposal are allowed provided the amendments are received at the location specified 
prior to the closing time. 

Proposals may be withdrawn prior to the closing time by written submission to the 
Town signed by the proponent or by physically removing the documents from the 
Town. 

Once proposals are opened, the proposal and any amendments submitted shall be fi-
nal and may not be altered by subsequent offering, discussion or commitments unless 
the proponent is requested to do so by the Town.

2.6. IRREVOCABLE PERIOD

Proposals must remain valid for a period of 90 calendar days from the date of closing.
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3. PROPOSAL FORMAT & CONTENT
Fair and equitable evaluation of proposals is made easier when proponents respond 
in a similar format. The following format and sequence should be followed in order 
to provide consistency in proponent response and ensure each proposal receives full 
consideration.  Proposals must be based on the instructions and conditions laid out in 
this RFP document.

a. Hard copies of proposals shall be in 8 ½ x 11 inch format with a font size no 
smaller than 11pts.

b. All pages shall be consecutively numbered.

c. The main body of the proposal shall be limited to twenty (20) double sided pag-
es.  Limit does not include mandatory forms.  The Town encourages proposals 
to be printed double-sided on recycled paper.

d. Digital copy should be in PDF format and provided on a reliable CD or USB.

3.1. FORMAT

1. Title Page Proposals shall include a title page stating the Pro-
posal Title, the proponent’s full legal name, address, 
telephone number, and contact person.

2. Table of Contents Submitted proposals shall include a table of contents 
properly indicating the section and page numbers of 
the information included.

3. Executive Summary Submitted proposal shall include an abstract of no 
more than two (2) pages on the information present-
ed in the proposal.  The executive summary shall be 
signed by the person(s) authorized to sign on behalf 
of, and bind the proponent to, statements made in 
the proposal.  In the case of a two envelope sub-
mission, no mention of the proposal value shall be 
included in the executive summary.

4. Background, Experience, 
and Capabilities

In addition to the information requested in Section 
3.6, proponents shall include the following informa-
tion:

1. Background information and firm biography:

a. A brief history of firm and number of years in 
business

b. Demonstration of expertise in the areas relat-
ed to the goods/services requested as part of 
this RFP.

c. Project experience within the heritage sector
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2. Team Composition and Experience:

a. Proponents shall provide an organisational 
chart indicating the individuals who will be 
involved in the project, their roles and lines of 
responsibility, and their location.  The Propo-
nent shall identify the team lead/project man-
ager.  Any changes to the listed project team 
members will be subject to approval by the 
Town.

b. Proponents must demonstrate that they have 
sufficient staff and resources available to com-
plete the necessary work for this project within 
a reasonable time frame.

c. The Proposal shall contain the resumes of key 
team members. Resumes should contain proj-
ect experience for similar scale and type of 
projects.  Resumes should be no longer than 3 
single sided pages per personnel.

3. Service Experience

a. Proponents must demonstrate experience 
providing the services requested within this 
RFP.  For example, include the entity’s previ-
ous project experience with similar scale and 
budget, particularly related to restoration of 
historic properties and development of inter-
pretative material; or similar provision of other 
goods and services related to the scope of 
work within this RFP.  Table format is preferred 
where appropriate.

5. Project Understanding, 
Approach, and Methodology

Proponents shall demonstrate a clear understanding 
of the project scope and include the following sec-
tions:

a. Statement of Understanding: The proposal 
shall contain a statement clearly indicating the 
proponent’s understanding of the scope of 
work. This statement can include e.g. scope, 
objectives, services, goods, deliverables, etc, 
and should identify any foreseen constraints or 
limitations that may impact project success.
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b. Work Plan: The proponent shall identify the 
process by which it plans to approach and 
deliver the project including how the project 
will be organized, executed and/or controlled.  
A clear project management approach must 
be demonstrated in order to deliver a quality 
service/product.

c. Schedule: The proponent shall provide a 
detailed and task-itemized schedule for com-
pleting the requested scope of work.  Where 
appropriate the schedule shall be in the form 
of a Gantt chart.

6. Fee Proposal Proponents shall submit the price for the project 
on the Fee Proposal Form provided in Appendix A. 
Prices must be in Canadian dollars and reflect all ap-
plicable taxes. Prices provided shall include all costs 
associated with the providing the scope of work from 
commencement through to completion. NOTE: the 
Fee Proposal Form for the ‘original’ copy of the sub-
mitted proposal must be an original manual signa-
ture in ink.

Where specifically requested in the Fee Proposal 
Form, proponents shall supplement the Fee Proposal 
with an itemized, detailed cost breakdown for each 
identified task.The cost breakdown shall include at 
minimum:

a. Hourly rates and associated fees for each proj-
ect team member

b. Cost per task including hours worked by each 
team member

c. Expenses and disbursements shall be identi-
fied as separate and individual line items

A TWO ENVELOPE EVALUATION SYSTEM WILL BE 
UTILIZED. Please refer to Section Five. The Fee Pro-
posal Form shall be included in a separate envelope 
from the Technical Proposal. Proponents are respon-
sible to ensure that Technical Proposals do not con-
tain any reference to the price of the scope of work. 
Reference to price or fees in the Technical Proposal 
may result in rejection of the proposal submission.
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7. Mandatory Appendix The proposal submission shall include the following 
documents in an appendix:

a. Insurance – the proposal must include a state-
ment confirming the proponent will carry at 
the time of contract signing: $2,000,000 gen-
eral liability commercial insurance.

b. Permit to Practice – the proposal shall include 
a statement confirming the proponent holds 
any and all appropriate permits or licenses to 
practice in their field and provide services. 

c. Health and Safety – the proponent is respon-
sible to ensure that team members have 
appropriate health and safety training, and 
any necessary personal protective equipment, 
including a Letter of Good Standing from 
Workplace NL.

4. SCOPE OF WORK

The scope of work for this project comprises interpretive planning and management of 
a project that completes all aspects of museum exhibit planning, design, and installa-
tion. The scope of work shall include but is not limited to:

(a) Consultation with the Torbay Museum Inc. Board of Directors to identify interpre-
tive priorities, operational requirements, and community expectations. 

(b) Preparation of a comprehensive exhibit plan identifying innovative interpretive 
methods and appropriate content for two galleries:

(i) Torbay & the World 

(ii) From Land & Sea to Table

(c) Biweekly meetings and regular coordination with the Museum Manager to evaluate 
project progress and track expenditures. 

(d) This redevelopment project has received funding from the Atlantic Canada Op-
portunities Agency (ACOA) and a financial commitment from the Town of Torbay. The 
overall budget for the project is summarized as follows:

Professional Services (includes HST) 26,000

Exhibit Fabrication & Installation 76,000

TOTAL 102,000
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(e) The overall interpretive approach and exhibit themes are set out in the Norris & 
Lethbridge Planning Report (2017). This document will be made available to interested 
bidders. The project is expected to commence February 2022.  

4.1. PROJECT BACKGROUND

Founded in July 1988, the Torbay Museum is the oldest established public museum on 
the Northeast Avalon. The historic Holy Trinity Presbytery was purchased by the Town 
of Torbay in 2017 to be the museum’s new home. Delayed by the Covid-19 pandemic, 
the restoration and renovation of the facility is nearly complete.Torbay History House 
& Museum will be a welcoming beacon to the Town of Torbay, providing visitors and 
residents with engaging exhibits, robust programming, and exciting events. The muse-
um’s gallaries and exhibits are foundational to this mandate. 

A key theme in Torbay’s history is its connection to the wider world. From John Nutt, 
the pirate, settling with his family from Devon, England to the landing of Colonel Wil-
liam Amherst to take back St. John’s from the French, to the fishing fleets that came 
and went, to the critical importance of the airport during the Second World War and 
its expansion today, Torbay has been a part of global networks of trade, commerce, 
migration, and military actions. 

Another is the community’s connection to land and sea. Food is central to every cul-
ture’s identity, and Torbay and Newfoundland are no exception. The community’s rich 
agricultural and marine heritage is a locus of local pride and identity, connecting the 
work of food production with the domestic, familial, and commercial contexts of every-
day life in an outport community. Tradition too is thus an important interpretive theme, 
and Torbay History House & Museum has a long-standing curatorial specialization in 
folklore, craft, and the traditional arts. 

4.2. PROJECT OBJECTIVES & DELIVERABLES

Professional, engaging exhibits will be planned and installed in the two first-level gal-
leries of Torbay History House & Museum based on an approved exhibits plan. Project 
deliverables include:

• Exhibit content appropriate to the interpetive theme(s) of each gallery as identi-
fied in the Norris & Lethbridge Planning Report (2017)

• High-quality exhibit graphics and text consistent with the brand materials and 
design concepts included in the Norris & Lethbridge Planning Report (2017) 

• Incorporation of multiple interpretive methods including the use of panels and 
labels, object collage, multimedia installations, and multi-sensory components. 

• Coordination with the Museum Manager to assist in the production of a printed 
interpetive guide. 

• Completed installation of all exhibits, including exhibit hardware, furniture, dis-
plays, and equipment. 
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4.3. PROJECT MANAGEMENT 

A professional general contractor will assume overall responsibility for the project im-
plementation from start to finish. This will include the following major components:

1. Review and re-affirm that the current plans and cost estimates are accurate and 
reasonable for the completion of the project. 

2. Complete interpretation and installation plans for each of the major aspects of 
the project including (a) the interpretive content, (b) hardware and millwork, (c) 
interpretive graphics and texts, and (d) installation of specialized equipment. 

3. Initiate competitive processes to secure competent, cost-effective sub-contrac-
tors and vendors to carry out the various components of the overall project. 

4. Oversee and coordinate the individual sub-contractors and vendors to ensure 
that the overall project is completed “on time” and “on budget” and resolve 
any conflicts between the sub-trades. 

5. Identify any shortfalls, excesses, or variances in budgets and estimates for 
components of the overall project in advance or as they occur in the context of 
the overall budget so that strategies can be identified to ensure that the total 
project can be completed within the overall budget.

6. Provide regular and timely updates to the Museum Manager and the Town of 
Torbay, including comprehensive monthly written updates, on the progress of 
the project and its compliance with budgets and implementation timelines.

7. Report any risks to that will impact the timing and budget of the project with 
recommendations to return the project to the original budget and schedule

5. PROPOSAL EVALUATION, SELECTION, & REWARD PROCESS

Proposals submitted by the closing time will be collected and the opening of propos-
als will occur according to the evaluation committee’s proposal evaluation work plan.  
The objective of the proposal evaluation process is to select a proponent capable of 
providing the services identified in Section 4.  

5.1. PROPOSAL EVALUATION

Proposals will be evaluated on the basis of the information provided within the sub-
missions. After a proposal has been opened, the evaluation committee may choose to 
clarify any aspect of a proposal with the proponent; however, the Town is not required 
to clarify any part of a proposal.  Any such clarification will not alter the proposal and 
will not be constituted as a negotiation or renegotiation of the proposal.   

The steps in the evaluation process are as follows:

1. Determine whether the proposal meets Mandatory Criteria of the RFP.
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2. Complete the technical evaluation of proposals based on the Evaluation Criteria 
outlined in this proposal document.  Proposals which do not meet a minimum 
of 50 of 75 available points from the Technical evaluation will not be considered 
further.

3. Complete financial evaluation of proposals based on the criteria outlined in this 
proposal. Proposals which did not meet the minimum Technical score will not 
have their sealed Fee Proposal opened; proponents can request their unopened 
fee proposal be returned.

4. Determine the highest ranked proposal and ranking of all other proposals

5. The evaluation committee will recommend the selected proposal to the Torbay 
Municipal Council. 

Proposals will be evaluated by an evaluation committee comprised of at least three (3) 
members with sufficient relevant knowledge and expertise. The committee will review 
proposals against the following criteria: 

MANDATORY CRITERIA INCLUDED (Y/N)

Proposal was received on or before the Closing Time and the 
Closing Location
Proposal is in English 
Executive Summary - signed in ink with original copy
Form of Proposal - included in proposal submission
Fee Proposal - included with submission 
Statement confirming insurance will be put in place
Statement confirming permit to practice or provide requested 
services 
Statement confirming health and safety requirements

EVALUATION CRITERIA AVAILABLE 
POINTS

MULTIPLIED BY 
WEIGHTING 

FACTOR

MAXIMUM 
POINTS 

TECHNICAL EVALUATION
1. Background, Experience, and 
Capabilities

45

1.1. Demonstrated company expertise and 
corporate background including that of 
identified sub-contracts

15

1.2. Experience in interpretive planning 
and museum exhibit installation

10

1.3. Demonstrated experience of proposed 
key team members and resumes 

15
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1.4. Experience in project management 
and collaboration 

5

2. Project Understanding, Approach, and 
Methodology 

30

2.1. Scope of work statement/project 
understanding 

5

2.2.Work Plan 20
2.3.Schedule 5

Sub-Total Technical Evaluation 75
FINANCIAL EVALUATION

Fee Proposal Form (provided in a seperate, 
sealed envelope)

25

TOTAL OF TECHNICAL & FINANCIAL 
EVALUATION 

100

Background, Experience, and Capabilities (45 Points) 

• Company Experience - the length and quality of experience of the company 
in doing similar work. Experience in exhibit planning and project management 
should be indicated.

• Company Knowledge - the knowledge and background the company and its 
team has with respect to Torbay History House & Museum, the Town of Torbay 
and area, and the services requested within the scope of work. 

• Team Quality - the length and quality of the experience of the team members 
who have been selected by the proponent to work on the project. This informa-
tion will be reflected in the resumes required for each team member. 

• The Town of Torbay reserves the right to undertake such investigations as it 
deems necessary to verify the qualification of the proponent firm. 

Project Understanding, Methodology, and Approach (30 Points) 

• The overall quality of the proposal and the level of effort that went into its 
preparation. 

• The highest scores will be given to proposals which clearly convey the propo-
nent fully understands what is expected to be done in the course of completing 
this project. 

• Work Plan - the thoroughness and organization of the consultants approach to 
work, including level of effort by team and techniques used to complete the 
project. 

• Demonstrates a comprehensive and well organized approach to delivering the 
project requirements. 
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• Acceptable Schedule - in a Gantt style format with appropriate and achievable 
timelines associated to tasks, phases, etc. Milestones shall be identified. Sched-
ule shall be large enough to be reasonably read and interpreted. 

• Innovative Considerations - allows for the discretionary rating of additional 
points to those proponents who are proposing innovative methods that will 
enhance the project. 

Fee Proposal (25 Points) 

• Total cost and value based on the project requirements with itemized tasks and 
associated level of effort. 

• Includes minimum requirements set out in Section 3.1.6.

• Points are assigned as follows: 

• Lowest price = 25 points

• Next lowest price = 20 points

• Next lowest price = 15 points

• And so on until no other points are available

• If prices of ranked proposals are within 10% of each other, they will be 
assigned the same score. 

WEIGHT FACTOR DESCRIPTION WEIGHT
EXCELLENT - meets and exceeds all requirements (100%) 1.0
VERY GOOD - meets all requirements (90%) 0.9
SOUND RESPONSE - meets most requirements (80%) 0.8
ACCEPTABLE - exceeds basic requirements (70%) 0.7
MINIMAL - meets basic requirements (60%) 0.6
BELOW MINIMAL - barely meets basic requirements (50%) 0.5
SHORTFALL - falls short of meeting basic requirements (40%) 0.4
INADEQUATE - exceedingly short of basic requirements (30%) 0.3
DEFICIENT - dose not address our needs (20%) 0.2
UNACCEPTABLE - information is provided, but is unacceptable (10%) 0.1
MISSING - information is missing altogether (0%) 0.0

5.2. PROPOSAL SELECTION 

All proponent(s) will be notified after Council has reviewed and approved the recom-
mendation for the successful proposal.  



17

Award of any contract is subject to Council approval. No announcement concerning 
the successful bidder will be made until a complete report is prepared by the Town 
Department responsible for the issuance of the RFP.  Award will result in the signing of 
a contract by the successful proponent in a form acceptable to the Town of Torbay.   

In the event that a prepared proposal does not precisely and entirely meet the require-
ments of this RFP, the Town of Torbay 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 the proposal.

6. AGREEMENT FOR SERVICES 

The Agreement shall be as per Provincial Standard form of Agreement between the 
Consultant and the Town of Torbay. 

Under no circumstances will any part of a contract resulting from the RFP be sub-con-
tracted or assigned to another firm, person, or company without prior written autho-
rization of the Town. The Town at its sole discretion reserves the right to reject the 
sub-contracting or assignment of any portion of the work, or any proposed sub-con-
tractor.
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APPENDIX A: TOWN OF TORBAY FEE PROPOSAL

PROPONENT COMPANY NAME:

Having carefully examined the RFP including all information to Proponents, terms, 
conditions, objectives, appendices, and any addenda issued for this project, WE THE 
UNDERSIGNED, hereby offer to provide all necessary labour, materials, tools, superin-
tendence and everything else required to perform expeditiously the Scope of Work as 
described, in a satisfactory manner for the sum of:

DESCRIPTION PRICE (CDN$)

(total of all items listed above) SUBTOTAL

(15%) HST

TOTAL PROPOSAL AMOUNT
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We have enclosed, as required on a separate sheet(s), a breakdown of our submitted 
price, including an outline of how fees have been calculated based on the require-
ments listed in Section 3 and Section 4. This price is considered firm for the entire 
Contract Period unless otherwise expressly authorized.

Our per diem rate for additional services, if requested and required beyond the Scope 
of Work, is as follows:

TEAM MEMBER HOURLY RATE
(CAD) NOT 

INCLUDING HSTNAME POSITION

NAME (print) POSITION

SIGNATURE DATE

NAME (print) POSITION

SIGNATURE DATE

WITNESS (print) SIGNATURE DATE

SIGNATURE DATE

SIGNATURES


