
 

 

CORPORATION OF THE TOWN OF PERTH 

REQUEST FOR PROPOSALS  

FOR “EXPLORE OUR BACKYARD” 

EVENT PLANNING COORDINATOR 

 

The Town of Perth is seeking proposals from qualified individuals/firms to assist in the 

planning of the Town’s “Explore Our Backyard” Event at the end of June 2017. Interested 

respondents must submit their proposals in sealed envelopes marked “Explore Our 

Backyard” Event Planning Coordinator” to Shannon Baillon, Director of Community 

Services, no later than February 27, 2017 at Perth Town Hall, 80 Gore Street East at 

11:00 a.m.  Please contact Shannon Baillon at 613-267-3311 ext. 2227 or 

sbaillon@perth.ca for more details.   

mailto:sbaillon@perth.ca
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I.  INTRODUCTION 

The Town of Perth (hereinafter referred to as the ‘Town’) is issuing this Request for 

Proposals to solicit statements of experience, proposed approach and pricing from 

individuals/firms to assist in the planning of the Town’s Explore Our Backyard celebrations. 

 
This RFP, issued in accordance with the provisions of the laws of Canada and Ontario, 

invites qualified individuals/firms to submit proposals to provide the services described.  

Subject to approval by the Town, the contract term under consideration is to begin March 1st, 

2017 and be completed no later than July 31st, 2017.  

 

II.  SCOPE OF SERVICES 

The Town of Perth wishes to engage a qualified individual/firm to assist in the planning of 

the Town’s “Explore Our Backyard” celebrations.   

 

PART 1 

It is anticipated that that individual/firm will commit a maximum of 10 hours per week for the 

5 month period for this part of the proposal. No benefits will be payable. 

 

Specifically, the successful individual/firm will: 

 Facilitate the development and execution of event marketing and promotions; 

 Coordinate a business engagement program/activity to tie in to the “Explore Our 

Backyard” Street Party; 

 Have an understanding of tourism in Perth; 

 Explore and coordinate sponsorship; 

 Attend project meetings to a maximum of 12 meetings for 1 hour each; and 

 Coordinate volunteer recruiting, training and event day coordination. 

 

PART 2 

If the Town receives the Canada 150 grant it has applied for, it is anticipated that the 

individual/firm will commit an additional maximum of 10 hours per week for the 5 month 

period. Part 2 of this project would include expanded development of marketing and 
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promotions for the “Explore Our Backyard” weekend including but not limited to the 

following: 

 Coordination of photo, video, drone footage of events; 

 Creation of daytime program for bicycle, canoe, kayak and SUP rentals; and 

 Coordination of a Tay River event. 

III. DESCRIPTION OF PROCUREMENT PROCESS 

a)  Town Rights and Options 
The Town, in its sole discretion, reserves the following rights: 
 

 Supplement, add to, delete from or change this solicitation document; 

 Determine which respondent, if any, should be selected for negotiations; 

 Reject any or all proposals or information received pursuant to this RFP; 

 Cancel this RFP with or without the substitution of another RFP; 

 Request additional data or information after the submittal date, if such data or 

information is considered pertinent to aid the review and selection process; 

 Conduct investigations with respect to the qualifications and experience of each 

respondent; 

 Take any action affecting the RFP or the services or facilities subject to this RFP that 

would be in the best interests of the Town; 

 Require one or more respondents to supplement, clarify or provide additional 

information in order for the Town to evaluate the proposals submitted; 

 Waive any informalities or irregularities in the submittals. 

 

b)  Expense of Submittal Preparation 

 
The Town accepts no liability for the costs and expenses incurred by the respondents in 

responding to this RFP, preparing responses for clarification, attending site meetings/ 

interviews, or participating in contract development sessions or meetings and presentations 

required for the contract approval process.  Each respondent that enters into the 

procurement process shall prepare the required materials and submittals at its own expense 

and with the express understanding that they cannot make any claims whatsoever for 

reimbursement from the Town for the costs and expenses associated with the procurement 

process. 
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c)  Information Disclosure to Third Parties 

 
This RFP is a public document.  By responding to this RFP, respondents waive any 

challenge to the Town’s decisions in this regard.  If, in the opinion of the respondent, a 

submittal contains proprietary or confidential technical, financial or other types of 

information, the respondent must clearly label the specific portions sought to be kept 

confidential confirming the exemption that the respondent is relying upon.  Marking all or 

substantially all of, a response as confidential may result in the response being considered 

non-responsive.  Notwithstanding the labeling of any information by a respondent as 

confidential or proprietary, the Town may be compelled to release same pursuant to the 

Municipal Freedom of Information and Protection of Privacy Act (MFIPPA).  Respondents 

also acknowledge and agree that the Town will not be responsible or liable in any way for 

any losses that the respondent may suffer from the disclosure of information or materials to 

third parties. 

 

IV.  SUBMITTING QUOTATIONS 
a)  General Information and Deadline 

Respondents are requested to submit one original hardcopy of the quotation to Shannon 

Baillon, Director of Community Services, 80 Gore Street East, Perth, Ontario, K7H 1H9 not 

later than the proposal due date.  The package should be clearly labeled “Explore Our 

Backyard” Event Planning Coordinator”. Late proposals will not be accepted and will 

be returned to the originator unopened. 

 

b)  Experience and Proposed Approach Document 

The Experience and Proposed Approach Document should provide the Town with an 

overview of the experience and proposed approach the respondent brings to the project.  

The Experience and Proposed Approach Document must provide the following information 

and be organized into sections that include, at a minimum, the following: 

 Cover letter - The cover letter (maximum one (1) page) must provide the name, 

address, telephone, as well as the email address of the respondent. 

 

 Statement of Experience - Respondents shall demonstrate their ability to undertake 

the duties by providing the qualifications of the respondent.  The respondent shall 
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also provide its overall experience with event coordination and communication 

activities. Additional information may be requested during the evaluation of 

experience. The Town reserves the right to conduct an independent investigation of 

the respondent’s qualifications by contacting project references, accessing public 

information, inspecting facilities or contacting independent parties. 

 

 Corporate Profile – Respondents shall include a description of the consultant (firm, 

individual, etc.) that will serve as the contracting party.   

 

 Proposed Approach - In this section, respondents will detail their approach, including 

a workplan/timeline, to providing the service requested by the Town.  

 

c)  Professional Fees Document 

A sealed Professional Fees Document must be provided and should be divided into Part 1 

and Part 2 as described in the Scope of Service section above.  The document should 

include, at a minimum, the following: 

 Fee summary;  

 Terms and conditions (if any); 

 HST as applicable will be shown separately. 

V. REVIEW/EVALUATION 
Submissions received in response to the RFP will be evaluated by the based on the 

following criteria: 

 Respondent experience; 

 Proposed approach; 

 Professional fees. 

Proposals will be evaluated by the Town utilizing the following scoring: 
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Experience - The respondent’s experience will be evaluated based upon 
past history of successfully providing similar services.  References may be 
contacted in order to verify satisfactory performance on similar projects 

25% 

Proposed Approach - The respondent will be evaluated based upon the 
proposed approach to the project, including work plan/timelines, and 
deliverables. 

35% 

Professional Fees – Total project cost. 40% 

 

Upon selection of the finalist, the Town may, if necessary, begin scope clarifications, draft 

contract revisions, and final price negotiations.  Should the negotiations fail to result in an 

executed contract with the preferred respondent, the Town of Perth may, in its sole 

discretion, elect to terminate negotiations with the preferred respondent and begin 

negotiations with the second most preferred respondent (and so on) or cancel the 

procurement process.  Prior to commencing any work, the successful respondent will be 

required to enter into a contract with the Town, the form of the contract as per the Standard 

Agreement Template below.  Price adjustments to reflect process and/or scope 

modifications may be negotiated after selection by the Town. 
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PROFESSIONAL FEE SUMMARY 

 

 
 
PART 1 
 
 

Project Fee  
$ 

 
HST 

 
$ 

 
Total  

 
$ 

 
 
 

 

 
 
 
 

PART 2 
 
 

Project Fee  
$ 

 
HST 

 
$ 

 
Total  

 
$ 
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RESPONDENT’S CHECKLIST 
 

 

This checklist is provided for the convenience of the respondent to ensure that all 
required documents have been completed and enclosed in the RFP envelopes.   
 

Please check () the items required and return with your Tender. 
 
 Cover Letter; 

 
Statement of Experience; 

 
References – names, phone numbers, email addresses; 
 
Corporate Profile; 
 

        Proposed Approach; 
 
        Professional Fee Summary (in a separate sealed envelope).



STANDARD AGREEMENT TEMPLATE 

 
 
 

 
 
 
 

CORPORATION OF THE TOWN OF PERTH 
AGREEMENT 

 
This Agreement made in duplicate this ___ day of May 2017. 

 
BETWEEN: 

  
The Corporation of the Town of Perth 
(Hereinafter referred to as “the Town”) 

OF THE FIRST PART 
 

AND: 
 

                                                           XXXXXX 
 

(Hereinafter referred to as “the Consultant”) 
OF THE SECOND PART 

 
 
WHEREAS authority is given under the Municipal Act for the Council of 

the Town of Perth to engage in contracts for the purpose of providing 

services; 

 

AND WHEREAS the Council of the Corporation of the Town of is 

desirous of engaging XXXXX to undertake the services described in 

Schedule “A” 

 

NOW THEREFORE the Town and the Consultant hereby agree to the 

following terms and conditions: 



 

2 Town of Perth – Request For Proposals – Event Planning Coordinator 

 

 

 
1. The Consultant will provide the services and undertake the work as 

set out in Schedule ‘A’ forming part of this Agreement. 

 
2. The Consultant represents and warrants that the performance of this 

Agreement will not conflict with any other contract to which it is bound 

and, while performing this Agreement it will not engage in any 

contracting services or employment or enter into any agreement in 

conflict with this Contract.   The Consultant agrees to disclose 

potential conflicts of interest that may arise during the term of this 

Contract. 

 

3. The Consultant shall not assign or sublet the whole or any part of this 

Contract without the prior written consent of the Town, unless the use 

of subcontractors is expressly stated in the proposal submitted by the 

Consultant and accepted by the Town. 

 

4. The Consultant acknowledges that while performing the services 

under this Contract, that it is not an employee of the Town of Perth, 

and as such shall be responsible for the payment of all expenses 

required by law, including, but not necessarily limited to, Employment 

Insurance premiums, Income Tax, Canada Pension Plan 

contributions, etc., failing which the Consultant shall reimburse the 

Town for any expenses it may have to pay as a result of the 

Consultant neglecting to do so. 

 

5. The Town of Perth reserves the right to access the campground at 

any time. 

 
6. The Town agrees to pay the Consultant to an upset limit of $###### 

over a 5-month period net applicable taxes.  Any additional 

expenditures or disbursements shall not be incurred without the prior 

expressed written approval of the Town.   

 
7. The Consultant will invoice the Town for work that has been 

completed at key intervals. Such invoices shall include a detailed 

description of the tasks included therein, in conformity with the 

approved work plan, and shall contain applicable taxes.  The Town 

hereby agrees to pay the invoices in a timely fashion. 

 

8. In the event of any dispute with respect to the payment of the invoices 

which cannot otherwise be resolved between the Consultant and the 

Town, the Consultant and the Town hereby agree to submit the matter 

to an impartial arbitrator under the Arbitrations Act, whose decision 
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shall be final and binding.  In the event that a matter is referred to an 

arbiter under this Article, the parties agree to equally share the cost of 

the arbiter and any related expenses. 

 
9. The Consultant will cooperate with the Town’s auditor with respect to 

any financial matters involving business between the Consultant and 

the Town. 

 
10. The Consultant shall at their own expense within 10 days of 

notification of acceptance and prior to the commencement of work, 

obtain and maintain until the termination of the contract or otherwise 

stated, provide the Town with evidence of: 

 
a) Commercial General Liability Insurance issued on an occurrence 

basis for an amount of not less than $5,000,000 per occurrence 

for any negligent acts or omissions by the consultant relating to 

their obligations under this Agreement.  Such insurance shall 

include, but is not limited to bodily injury and property damage 

including loss of use; personal injury; contractual liability; 

premises, property & operations; non-owned automobile; broad 

form property damage; broad form completed operations; 

owners & contractors protective; occurrence property damage; 

products; employees as Additional Insured(s); contingent 

employers liability; tenants legal liability; 24 months completed 

operations; cross liability and severability of interest clause 

 

 Such insurance shall add the Corporation of the Town of Perth as 

Additional Insured with respect to the operations of the 

consultant.  This insurance shall be non-contributing with and 

apply as primary and not as excess of any insurance available to 

the Town.   

 
b) 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 with a limit of not less than $5,000,000 inclusive for 

each and every loss. 

 

c) Professional liability (errors and omissions) insurance coverage 

shall be obtained to a limit of not less than $2,000,000.  If such 

insurance is issued on a claims-made basis, coverage shall 

remain in force for 2 years following conclusion of services 
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under the agreement or contain a 24 month extending reporting 

period. 

 

The Policies shown above shall not be cancelled unless the Insurer 

notifies the Town in writing at least thirty (30) days prior to the 

effective date of the cancellation.  The insurance policy will be in a 

form and with a company which are, in all respects, acceptable to the 

Township. 

 

11. The consultant shall indemnify and hold Corporation of the Town of 

Perth harmless from and against any liability, loss, claims, demands, 

costs and expenses, including reasonable legal fees, occasioned 

wholly or in part by any negligence acts or omissions whether willful or 

otherwise by the consultant, their agents, officers, employees or other 

persons for whom the consultant is legally responsible.  Such 

indemnification clause shall extend beyond the term of the contract. 

 
12. All information collected by the Consultant in the performance of the 

services described herein shall be considered to be the property of 
the Town and shall be surrendered to the Town immediately upon 
request for same.  It is understood that in the collection of any 
information, that the Consultant will have proper regard for the 
Municipal Freedom of Information and Protection of Privacy Act, and 
that the disclosure of any information collected will be pursuant to the 
requirements of the legislation as embodied in the procedures set out 
by the Town.   
 

The Consultant is bound by confidentiality for any information of a 

fiduciary, personal or sensitive nature which comes to his/her 

attention in carrying out the duties of this contract, whether this 

information relates to this project. 

 
13. This Agreement shall be effective from the date of its signing thereof 

and the terms of this Agreement shall remain in force and effect until 
the project is completed, unless otherwise amended in writing and 
agreed to by both the Town and the Consultant. Further extensions 
can be negotiated with the agreement of both parties. 
 

14. All information collected by the Consultant in the performance of the 

services described herein shall be considered to be the property of 

the Town and shall be surrendered to the Town immediately upon 

request for same.  It is understood that in the collection of any 

information, that the Consultant will have proper regard for the 

Municipal Freedom of Information and Protection of Privacy Act, and 

that the disclosure of any information collected will be pursuant to the 



 

5 Town of Perth – Request For Proposals – Event Planning Coordinator 

 

 

requirements of the legislation as embodied in the procedures set out 

by the Town. 

 

15. This Agreement shall be effective from the date of its signing thereof 

and the terms of this Agreement shall remain in force and effect until 

the project is completed, unless otherwise amended in writing and 

agreed to by both the Town and the Consultant. 

 
16. This Agreement shall be subject to the applicable laws of Canada and 

Ontario. 

 

17. WSIB coverage must be attached and remain in effect for the duration 

of the agreement. 

 

18. Either the Consultant or the Town of Perth may terminate the contract 

for breach of contract by either party on sixty (60) days’ notice in 

writing to the other party.  The Town of Perth may terminate the 

contract if the successful Contractor does not fulfill any part of the 

terms and conditions or requirements of this RFP. 

 

 
 

 

  THE CORPORATION OF THE TOWN OF PERTH 
 
_____________________________________  
John Fenik, Mayor 
 
 
______________________________________ 
Lauren Walton, Clerk 
 
“I/We have the authority to bind the Corporation” 
 
 
OPERATOR 
 
 
______________________________________ 
 


