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SECTION 1.0 – INSTRUCTIONS TO BIDDERS 
 

Request for Proposals 
 
The Municipality of West Nipissing is seeking proposals from qualified consultants or consulting teams 
to complete a Housing Development Study for the Municipality of West Nipissing.  
 
Owner:  Municipality of West Nipissing 
 101-225 Holditch Street 
 Sturgeon Falls, ON P2B 1T1  
 Phone: (705) 753-2250 
 Fax: (705) 753-3950 
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Submission Guidelines & Requirements 
 
1.1) Proposals must be submitted electronically in the form of a password protected PDF document 

to bids@westnipissing.ca before 3:00pm (local time) on December 3, 2021 (the “Official Closing 
Time”). Subject line should include the Bid reference number. After the Official Closing Time, 
respondents will be requested to submit the password.  

 
1.2) It is the respondent’s responsibility to ensure electronic submissions are received by the 
 Municipality by the submission deadline. The Municipality assumes no obligation for issues 
 caused by electronic or telecommunications issues affecting the delivery of the submission, 
 even if originating from the Municipality’s IT systems.  
 
1.3) Proposals submitted by in-person or by facsimile will not be considered.  
 
1.4) All pages contained in the Request for Proposal form an integral part of this process.  
 
1.5) The lowest or any proposal will not necessarily be accepted. The owner may decide, at its sole  
 discretion, that no proposal submitted will be accepted and no contract will be awarded 
 pursuant to this procurement process. If the owner elects to reject all proposals, all proponents 
 will be notified and the owner will not be liable to any tenderer in preparing the proposal, 
 damages, loss of anticipated profit in connection with the work, or any matter whatsoever.  
 
1.6) Proponents are required to check the Municipality of West Nipissing website for addenda issued 
 before the closing date and time. If the contract administrator determines that an amendment 
 is required to the tender documents, the contract administrator will prepare an addendum and 
 post it to the Municipality of West Nipissing website. 
 
1.7) PANDEMIC: The Municipality reserves the right to cancel and/or postpone this contract at any 
 time as a result of the current and ongoing COVID-19 Pandemic.  
 
1.8) Partial or incomplete proposals will not be considered.  
 

Questions & Clarifications 
 
2.0) Enquiries, request for explanation, interpretations or clarifications must be submitted by email 
 to kgirard@westnipissing.ca, only those inquiries submitted by email will be considered. Emails 
 submitted must include the tender title and tender reference number.  
 
2.1) Enquiries will be received up to 12:00pm (local time) on December 1, 2021.  
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Proposal Opening  
 
3.0) Proposals will be opened privately.  
 

Adjustment or Withdrawal of Bids 
 
4.0) Adjustment by telephone, facsimile or letter for a proposal already received will not be 
 considered. A proponent desiring to make adjustment to a bid must withdraw the submission 
 and/or supersede it with another offer.  
 
4.1) Proponents may withdraw its proposal at any time prior to closing provided the withdrawal: 
 

i) is in the form of a letter and; 
ii) state the name of the bidder and clearly identifies the bid that is being 

withdrawn and; 
iii) is signed by the proponent’s duly Authorized Signing Officer; 

 
4.2) Proposals may not be withdrawn after the closing time. 
 

Document Discrepancies & Omission 
 
5.0) Proponents are responsible to review the Request for Proposal documents and to verify they are 
 complete. If the proponent finds discrepancies or omissions from the drawings, specifications 
 and other documents, the proponent should submit a written request for correction to the 
 contract administration. Written request for corrections must be received no later than three (3) 
 days prior of tender closing date.  
 

Response Material Ownership  
 
6.0) All material submitted regarding the Request for Proposal becomes the property of the 
 Municipality and will only be returned to the Consultant at the Municipality’s discretion. 
 Disqualification of a Consultant does not eliminate this right.  
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Acceptance of the Proposal Content 
 
7.0) The contents of the proposal of the successful Consultant may become contractual obligations if 
 the Municipality wishes to execute a contract based on the submitted proposal. Failure of the 
 successful Consultant to accept these obligations in a purchase agreement, purchase order, 
 contract, or similar instrument may result in cancellation of the award, and such Consultant may 
 be removed from future solicitations.  
 

Insurance 
 
8.0) The successful proponent shall, within seven (7) calendar days after receipt of the owner’s 
 notice of award, deliver to the owner one (1) copy of certificate attesting to the fact that the 
 required policies of insurance as outlined in the contract documents have been obtained by the 
 proponent.  
 

Pre-Qualification of Contractor 
 
9.0) Contractor or all sub-contractors working for the contractor must pre-qualify with the 
 Municipality of West Nipissing Heath and Safety Officer before starting work.  
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SECTION 2.0 – SCOPE OF WORK 
 

Background 
 
The demand for new residential units in West Nipissing has increased significantly and is expected to be 
driven largely by population growth due to new residents relocating from metropolitan centres. 
Although the recent flux in population is due to provincial migration, the 2016 census also indicated that 
West Nipissing is among the minority of growing communities in Northern Ontario, seeing consistent 
population growth over the last three Statistics Canada census. This increase represents a 9.3% growth 
from 2001 to 2016.  
 
In West Nipissing, the housing landscape has changed rapidly over the past number of years. With low 
vacancy rates and rising prices, housing affordability and availability are affected. The trends that are 
leading to this housing shortfall are demographic shifts of an aging population and population growth.  
 

Site Overview  
 
The Municipality of West Nipissing is a 
vibrant community of 14,364 people. 
The amalgamated Municipality spans 
an impressive 1,992.08 km2 and 
includes the communities of: Cache 
Bay, Crystal Falls, Desaulniers, Field, 
Kipling, Lavigne, North Monetville, 
River Valley, Sturgeon Falls, and 
Verner, as well as 17 ½ formerly 
unincorporated townships. West 
Nipissing is close in proximity to two (2) 
Northern metropolitan centres, North 
Bay and Sudbury, and is served by the 
Trans-Canada Highway 17 with 
strengths in forestry, agriculture, 
health, education, retail services, 
government services, and tourism 
sectors.  
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Scope 
 
1.0) The scope of work is to obtain proposals from qualified consultants to complete a 
 Housing Development Study for the Municipality of West Nipissing, Ontario.   
 
 The expectation of this assessment is that it will include detailed population and housing 
 forecasts, socio-economic breakdown, modelling options for types of dwellings, and proposed 
 locations of future housing developments.  
 
1.1) The West Nipissing Housing Development Study should include, as a very minimum, the 
 following: 
 
  i) A detailed Need-Gap Analysis, describing the demographic and economic  
   factors affecting the needs of the community; 
  ii) An evaluation of the local workforce;  
  iii) Identify past and future growth trends, migration and immigration patterns,  
   employment categories and income trends;  
  iv) Document the current housing inventory, including the number of   
   non-market and market rental units, vacancies or waiting list numbers, average  
   market rents, and average prices for homeownership; 
  v) Determine current and future housing needs, community goals, requirements,  
   and objectives, as determined by consultations with local businesses and  
   residents;  
  vi) Proposed location of future housing developments in correlation to demand  
   and socio-economic considerations; 
  vii) Key values and guiding principles to assist direction, decision making, and  
   recommendation; 
  viii) Timelines, benefits and challenges for each proposed plan;   
 
1.2) Supplementary information should include: 
 
  i) Summary of the housing development planning process; 
  ii) List of strategic issues relevant to the Municipality;  
  iii) Performance measurement tools during the implementation phase; 
  iv) Communications and Marketing Plan; 
  v) Identify funding sources for all recommendations (Provincial, Federal, etc.).   
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1.3) A final report supporting the West Nipissing Housing Development Study document should 
 include a consolidation of the work completed, including the reasoning for all decisions and 
 recommendations. Considerations should include, but are not limited to the following: 
 
  i) Information on previous housing development projects within the Municipality,  
   including constraints and successes; 
  ii) A detailed future household and residential forecast for the Municipality of  
   West Nipissing; 
  iii) Public infrastructure requirements to implement the future land use plan,  
   including road works, servicing, pedestrian and cycling components, and public  
   spaces amenities; 
  iv) Economic and market analysis of the proposed housing developments; 
  v) An implementation plan outlining next steps and resources required. 
 
The Consultant can expect a close working relationship with the Chief Administrative Officer and key 
Municipal personnel throughout the assignment.  
 
The Municipality reserves the right to control all aspects of the West Nipissing Housing Development 
Study planning process. The Consultant shall not conduct surveys or meetings with staff or other 
persons without receiving approval from Council.  
 
The above scope of work may be adjusted by the Municipality as appropriate to achieve a development 
plan that meets the vision of the residents, organizations, agencies, and Council.  
 
A development plan is a “living document” and should undergo periodic review and adjustments to 
reflect the progress towards achievement of goals. For this reason, flexibility should be an important 
aspect of the Study.  
 

Qualifications of Respondent  
 
2.0) The Consultant or consulting team shall demonstrate: 
 
  i) references that pertain to similar types of completed studies;  
  ii) a knowledge and understanding of the housing development planning process  
   and the analysis of population trends in respect to housing demand; 
  iii) expertise and capacity to perform the necessary public consultations; 
  iv) experience in data collection, housing market trends, and community profiles; 
  v) an established ability to conduct research, write plans, and deliver the   
   plans on time and on budget;  
  vi) bilingualism, written and oral, in both official languages, English and French.  
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2.1) The Municipality reserves the right to investigate and evaluate the experience, capability, 
 registration, and financial position of any Consultant or consulting team prior to an award of the 
 contract. The Municipality reserves the right to reject any proposal based on the information 
 obtained. 
 

Work Plan 
 
3.0) The following is a general description of the process expected in development of the West 
 Nipissing Housing Development Study. The Municipality encourages modifications of these 
 general steps by the Consultant to achieve a more enhanced, efficient, and/or effective 
 outcome. 
 
  i) Research and review of Municipality’s resource information, such as Census and 
   housing market data; 
  ii) Initial start-up meeting with key staff to confirm and review scope of work; 
  iii) Complete analysis of available future housing sites and population analyses; 
  iv) Consult with local businesses and residents by means of interviews, surveys, or  
   focus groups to determine perceived housing needs, community goals,   
   requirements, and objectives; 
  v) Prepare a preliminary draft study on the entire project; 
  vi) Request follow-up meeting as determined beneficial to the study; 
  vii) Present the revised draft study, in PowerPoint format;  
  viii) Amend the revised draft study as appropriate to respond to feedback from  
   Municipal staff; 
  ix) Finalize West Nipissing Housing Development Study, incorporating Municipal  
   feedback. 
 
3.1) The following deliverables shall be provided: 
 
  i) An electronic PDF document, in both official languages, English and French; 
  ii) Presentation materials for all meetings and public consultation processes; 
  iii) The PowerPoint presentation required for the West Nipissing Economic   
   Development Committee briefing session; 
  iv) Preparation of newspaper ads, media releases, and other required public  
   notices, and submitting the same to the Economic Development Officer for  
   approval; 
  v) Presentation and report on survey results;  
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  vi) An electronic copy of the West Nipissing Housing Development Study and  
   supplementary information, in a format suitable for printing on 8.5” x 11”  
   pages; 
  vii) An electronic copy of the final report supporting the West Nipissing Housing  
   Development Study;  
  viii) Written permission for the Municipality to reproduce more copies as required.  
 

Proposal Submission  
 
4.0) Prices bid must include all incidental costs, including but not limited to, travel, accommodation, 
 printing, and translation, and the Respondent must be satisfied as to the full requirements of 
 the Request for Proposal. No claims for extra work will be entertained and any additional works 
 must be authorized in writing prior to commencement. Should the Respondent require more 
 information or clarification or any point, it must be obtained in writing prior to the submission of 
 the proposal.  
 
4.1) Submissions shall include, but not be limited to, the following information: 
 
  i) Contact information, including the business or individual’s full name, complete  
   address, telephone number, fax number, contact person’s full name and email  
   address; 
  ii) A brief description of the firm – its clients, its history, its projects, its staff; 
  iii) An outline of services and deliverables to be provided with associated timelines; 
  iv) An outline of past experience in similar projects;  
  v) A minimum of three (3) references, including a contact name and phone  
   number; 
  vi) Any other supporting information you may wish to include with your   
   submission. 
 
4.2) Failure to complete and include information as required may result in the submission not being 
 considered. Point by point response is requested. Respondents shall address each and every 
 required item as indicated above.  
 
4.3) Submissions must include one (1) copy of the completed document and an electronic version on 
 a USB drive in a readable format such as PDF or MS Word.  
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Proposal Evaluation Criteria  
 
 Evaluation Criteria  Weighted  

Score  
1. Qualifications and Experience – Planning and Development Experience 

Respondents shall provide a minimum of two (2) examples which demonstrate 
broad knowledge and experience related to:  

 Housing development projects; 
 Long-term community and economic development;  
 Land use and growth;  
 Community sustainability planning;  
 Expertise and capacity to perform public consultations, research, and 

analyze data; 
 Bilingualism, written and oral, in both official languages, English and 

French.  
 

30% 

2. Process – Proposed Methodology, Timeline, and Milestones 
 Quality of overall approach, work methodology, project 

understanding, and identification of key issues.  
 Work plan and schedule, establish clear milestones and progressive 

reporting; 
 Respondents shall provide schedule of activities and associated costs 

over the proposed period of the engagement.  
 

30% 

3. Price – Costing Proposal and Financial Implications 
 Overall submitted price for consultant services. 
 Respondents shall provide costing details for their services and a list 

of proposed related expenses.  
 The Municipality will evaluate total fees based on the value to the 

Municipality.  
 

30% 

4. Quality of Proposal and Value Added  
 The proposal shall be evaluated for completeness and ease of 

understanding. 
 Identify clear deliverables and associated timelines. 

 

10% 

 TOTAL 100% 
 
5.0) In making a proposal, the Respondent hereby certifies that they have reviewed this Request for 
 Proposal and are familiar with all conditions contained therein. 
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SECTION 3.0 – GENERAL CONDITIONS 
 

Health & Safety 
 
1.0) General: Consultant must comply with the Occupational Health and Safety Act (OHSA) and the 
 Municipality of West Nipissing safety policy. 
 
1.1) Competent person: Consultant is responsible using their training, knowledge, and experience to 
 protect the health and safety of their workers and others, reporting to their supervisor the 
 absence of, or defect in any protective equipment or device, and reporting to their supervisor, 
 any circumstances or conditions that may limit their ability to comply with the requirements of 
 the OHSA and the Municipality of West Nipissing Safety policy. 
 
1.2) WSIB: Contractor shall provide the Municipality with a current WSIB Clearance Certificate within 
 five (5) days of contract award. 
 

General Liability Insurance 
 
2.0) The successful Bidder’s General Liability Insurance policy shall not be less than $5,000,000 (five 
 million dollars) per occurrence. The successful Bidder agrees to provide proof of a General Liability 
 insurance policy in the amount of not less than $5,000,000, (five million dollars) per occurrence, to 
 indemnify the Corporation of the Municipality of West Nipissing against any damages occasioned 
 through any act, omission or neglect of the successful Bidder while carrying out the service under 
 this Proposal.  
 

Performance  
 
3.0) Any undue delays in the execution of the work and/or costs incurred by the Municipality due to 
 inefficiencies in performance on behalf of the successful Respondent shall be deemed to be the 
 responsibility of that Respondent and as such, any and all costs, as deemed appropriate and 
 reasonable compensation for the Municipality, will be assessed to the successful Respondent.  
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Character & Employment of Staff 
 
4.0) The successful Respondent shall employ only orderly, competent, and skilful employees to 
 ensure that the services are carried out in a respectable manner.  
 
4.1) In the event that any person employed by the successful Respondent in connection with the 
 service arising out of this Proposal gives, in the opinion of the Municipality, just cause for 
 complaint, the successful Respondent upon notification by the Municipality in writing, shall not 
 permit such person to continue in any future service arising out of this Proposal.  
 

Confidentiality  
 
5.0) Proponents shall not at any time before, during or after completion of the contract, divulge any 
 confidential information communicated to or acquired by the Proponent or disclosed by the 
 Municipality. 
 

Assignment of Contract 
 
6.0) The successful Respondent shall not assign transfer, convey, sublet, or otherwise dispose of this 
 contract or his/her right, title, or interest therein, or his power to execute such contract, to any 
 other person, company, or Corporation, without the previous consent, in writing, of the 
 Municipality’s officials, which consent shall not be unreasonably withheld.  
 

Sub-Contractors 
 
7.0) No portion of the work under this award may be sub-contracted without the written 
 authorization of the Municipality. The Respondent is fully responsible to the Municipality for the 
 acts and omissions of sub-respondents and/or persons directly or indirectly engaged by the 
 Respondent in respect to this work. Sub-respondents will be required to abide by all the 
 requirements of the Proposal document as though the primary successful Respondent 
 (Insurance, WSIB, Health & Safety Policy, etc.). The Respondent agrees to bind every sub-
 respondent by the terms of the Proposal documents as far as it is applicable to their work.  
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Payment 
 
8.0) Any pricing changes, addition or deletion of items, and/or changes in service for any 
 extension period will be negotiated between the Consultant and the Municipality of West 
 Nipissing.  
 
8.1)  The Proposal documents, the Request for Proposal, and other documents such as 
 amendments agreed between the parties, comprise the “Contract Documents” and shall 
 form the contract entered into between the Consultant and the Municipality of West 
 Nipissing.  
 
8.2)  The Municipality of West Nipissing may, by notice of default to the Consultant, immediately 
 terminate part or all of this contract if the Consultant fails to make delivery of the services 
 with the time specified, or fails to perform any other provisions, terms or conditions of this 
 contract, as determined by the Municipality of West Nipissing.  

8.3)  The parties to the contract agree to attempt to resolve disputes arising out of or in 
 connection with this contract. The cost of mediation, should such be required, shall be 
 shared equally by the parties hereto. 


