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1. Background 

 
1.1. Introduction 

This Request for Proposal (RFP) is an invitation by the Township of Asphodel-Norwood (Township) to 
Consulting Engineering Firms (Consultants) to provide Professional Engineering Services for the design 
and implementation of upgrades to the Norwood Drinking Water System (DWS) including a new 4,000 m3 
standpipe, upgrades to well pumps, yard piping to connect new standpipe to the existing system, 
decommissioning of the existing standpipe, and temporary pumping/piping systems to facilitate system 
upgrades without disrupting the supply of treated water to the distribution system. It is the intention of the 
Township to execute the two following tender packages, including:  

• Tender Package No.1 – Supply of the New Standpipe 

• Tender Package No.2 – Norwood Water Treatment Plant Upgrades (including well pumps, site work, 
electrical, instrumentation and control, existing standpipe decommissioning) 

 

The Village of Norwood currently has a population of approximately 2,100 and is serviced by four (4) 
municipal wells, chlorine disinfection water treatment plant (WTP), one (1) municipal water tower 
(standpipe), and a dedicated distribution system comprised of approximately 13 km of water piping that is 
owned and operated by the Township.  
 

Through a Schedule ‘B’ Class EA process, it has been determined that the existing water storage, system 
pressure and fire flows are in deficit and that a new standpipe is necessary. The recommendation was to 
construct a new standpipe at the existing Water Treatment Plant, adjacent to the existing standpipe, not 
only to provide additional storage, but also to provide a higher hydraulic grade line (HGL). As such, the 
existing well pumps will need to be replaced to match the new HGL. The Schedule ‘B’ Class EA Report is 
included in the Appendix A.  
 

The wells, WTP and standpipe operate in accordance with a Permit to Take Water (PTTW) No. 7130-
BMCT9C, dated March 4, 2020, a Drinking Water License (DWL) No. 133-101, Issue No. 5, dated April 19, 
2021 and a Drinking Water Works Permit (DWWP) No. 133-201, Issue No. 4, dated April 19th, 2021. The 
permitted capacity for the system is 1,965 m3/d. Refer to the Appendix B.  
 

Treatment includes the addition of orthophosphate for corrosion control and chlorination (using sodium 
hypochlorite) for primary and secondary disinfection. The system also includes four stainless steel tanks 
with a total volume of 5m3, housed within the pumphouse, from which in-line booster pumps, equipped with 
VFDs (part of the aeration system previously used for corrosion control) which are no longer in use. The 
Well pumps currently operate intermittently to fill the standpipe via the Treatment plant and Chlorine contact 
pipe 
 
The existing submersible pumps installed in Well 1, Well 2 and Well 4 are rated for 7.9 L/s at 61 m TDH 
and the submersible pump installed in Well 3 is rated for 7.6 L/s at 54m TDH. The well pumps are equipped 
with variable frequency drives which pump directly to the standpipe (via the chlorine contact pipe and 
standpipe). The pumps currently operate intermittently to fill the standpipe based on operator-controlled 
level setpoints. The existing well pumps will need to be replaced to provide higher HGL as part of this 
project.  
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The Norwood Drinking Water System is a single pressure zone system. Distribution system pressure is 
controlled by the water level in the standpipe, which is maintained by intermittent operation of well pumps 
and treatment system. A magnetic flow meter in a valve chamber adjacent to the pumphouse measures 
water flowing to the distribution system from the standpipe. 
 
Under normal system operation, the Norwood Drinking Water System operates as a gravity based (floating 
storage) system with distribution system pressure maintained by the water level in the standpipe and the 
fluctuating daily demand satisfied by the water stored in the standpipe. As part of this assignment the 
Consultant will be required to develop a detailed phasing/staging plan to facilitate system improvements 
including the new standpipe construction, existing standpipe decommissioning, well pump replacement and 
other yard piping work onsite. 
 
Proponents shall prepare a detailed technical proposal, including a detailed work plan for project 
implementation. In the technical proposal, the Consultant should identify all key project team members and 
demonstrate the ability to commit the necessary resources to complete the project. No fees or rates are to 
be indicated in the technical proposal. 

 
1.2. Information Included with the Request for Proposal 

The following background information has been provided with this RFP to assist the Consultant in 
developing an understanding of the project requirements and in preparing their proposal: 

 

a) Municipal Drinking Water Licence 
b) Drinking Water Works Permit 
c) As-Built Drawings 
d) Standpipe Inspection Report (2008) 
e) Standpipe Inspection Report (2018) 
f) Current CT Calculations 
g) Schedule ‘B’ Class EA Report (2022) 

 
2. Project Objective 

This RFP was developed and is being issued by the Township to select a Consultant to provide 
professional engineering services to undertake the necessary works associated with the planning, 
design, and implementation of upgrades to the Norwood DWS. The following items detail, in general 
terms, the scope of work. Proponents are encouraged to suggest and identify alternate methods and 
tasks to achieve the Township’s objectives. 

 

The Township is intending to issue two separate tender packages, one for the new standpipe, and 
another one for the remainder of the work.  

 
Tender Package No.1 - Supply of the new 4,000 m3 standpipe:  
The Consultant is expected to prepare tender documentation to secure a standpipe supplier to design and 
supply the new standpipe. The Consultant should provide design for a mixing system to be integrated into 
the new standpipe. The Consultant shall ensure that the standpipe design is in compliance with health and 
safety codes for access.   

 

Tender Package No.2 – Norwood Water Treatment Plant Upgrades  
The Consultant is expected to provide design and contract administration services for the following main 
aspects. The scope of work under this tender package is intended to cover the remaining project scope for 
a complete water treatment plant upgrades and the new standpipe.  
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1. Design of the new well pumps:  

• To replace the existing well pumps  

• To size the pumps to achieve the new HGL  
 

2. Design of Site-Wide Upgrades for:  

• Yard piping (e.g., watermain extension and pairing) 

• New flow meter and chamber 

• Electrical, instrumentation and control work 

• Fencing  
• Grading   
 

3. Permits and Approvals:  

• Assist the Township in preparing and securing the required permits and approvals for the 
proposed upgrades  

4. Design of Temporary Works for: 

• Provision of temporary piping, pumping, storage, and other requirements to facilitate 
continued safe operation of the drinking water system during construction 

• Provision of a well pump pressure relief system 

• Provision of a relief or recirculation system for the in-line booster pumps 

• System to be capable of operating with the well pumps directly or the booster pumps 

• Evaluate capacity of inline boosters and the well pumps to provide peak hour flows 

• Development of process control narrative for temporary works and coordinate with 
Township’s system integrator to complete integration for temporary control system prior to 
construction 

• Development of a detailed phasing and staging plan to implement the system upgrades 
without interruption in water supply 

• CT calculations for various temporary operating scenarios 

• Consultant required to secure all permits/approvals 
 

The reliance on contractors to develop temporary piping/pumping systems and phasing/staging plans is 
not considered acceptable 

 

Proponents are requested to provide the necessary professional engineering services to complete the 
detailed design to allow for routine maintenance and to facilitate any future capital works. 

 

The Township will use a qualifications-based selection process to select the Consultant whose work plan 
and qualifications as evidenced by their technical and financial proposals, in the opinion of the Township, 
provides the highest value to the Township and its rate payers. 

 
This RFP including the description of the assignment and review criteria are intended to provide 
guidance to proponents in preparing detailed proposal submissions to complete the work identified 
herein and any additional work deemed necessary by the proponent based on their expertise and 
experience on similar projects. 

 
Proponents are advised that the award of this assignment, including future work phases, is contingent on 
receiving Council approval to proceed. 

 
The proponent has the sole responsibility for any costs associated with preparing its proposal submission 
in response to this RFP. In no event will the Township be responsible for the cost of the preparation or 
submission of proposals in response to this RFP. 
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3. Project Requirements 

It is anticipated that professional engineering services will be required to complete the following work 
phases: 

 

• Tender Package No.1 – New Standpipe 

• Tender document preparation 

• Tender period assistance  

• Construction contract administration 

• Site inspection 

• Post construction services 

 

• Tender Package No.2 – Norwood Water Treatment Plant Upgrades  

• Preliminary and Detailed Design 

• Procurement Assistance 

• Construction Contract Administration  

• Site Inspection  

• Post Construction Services  

 

The following sections identify key aspects (services) for each of the work phases. 
 

Although this RFP identifies what the Township considers some of the key aspects or requirements, the 
proponent’s technical proposal should identify other additional work deemed necessary by the 
proponent based on their expertise and experience on similar projects. 

 
3.1. Field Investigations 

Given the scope of work, the following field investigations are anticipated, including:  

• Geotechnical investigation 

• Hydrogeological investigation (as required based on previously complete work) 

• Topographical and legal survey 

• Locates  
 The proponent should provide comment, within their proposal, as to the adequacy of the proposed field 
investigations to support the planning and design requirements and identify any additional studies that are 
deemed necessary. 

 
The Consultant will be responsible for coordinating and overseeing field investigations and reviewing 
results for incorporation into the design as required. The costs for these field investigations should be 
included as part of the cost for engineering services. 

 

3.2. Tender Package No.1 – Supply of the New Standpipe 

The Consultant shall provide assistance to the Township to secure the standpipe supplier through 
a tender process. The Consultant should allow time for the following tasks: 
 

• Develop the tender documents  

• Answer questions during tender period 

• Review the tender results and prepare tender recommendation letter 

• Assist the Township in executing contract agreement with the standpipe supplier  

• Provide contract administration services and post construction services for the standpipe 
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construction 

The specific requirements for the tasks are the same between Tender Package No.1 and No.2. 
Refer to details within Section 3.3 for detailed descriptions of the tasks to be performed.  

 

3.3. Tender Package No.2 – Norwood Water Treatment Plant Upgrades  

3.3.1. Preliminary and Detailed Design 

Within the Preliminary and Detailed Design phase the consultant’s work program should include 
but not be limited to the following: 

 

• Confirmation of design criteria 

• Develop preliminary layouts/configurations for review/approval. 

• Prepare detailed design drawings (including 60% & 90% review submissions) 

• Provide and update cost estimates. 

• Develop process control narrative and drawings for the temporary works 

• Update process control narrative for permanent works. 

• Prepare detailed design brief including all relevant calculations. 

• Prepare technical specifications. 

• Prepare contract documents (front end) 

• Provide digital (pdf) copies of complete tender packages for the purposes of tendering. 

• Review Meetings with the Township’s System Integrator (minimum 2) 

• Review Meetings with the Township (minimum 3) 

• Prepare “tender ready” contract documents. 

• Obtaining required permits and approvals. 

• Utility coordination. 

The intention is for the Consultant to complete the work identified herein and all associated work 
necessary for a complete, fully functional and constructible design to the satisfaction of the 
Township. The temporary works must minimize downtime and keep the water system 
operational. Contingency plans must be developed as part of the temporary works to ensure the 
continuous supply of water to the distribution system. 

The Township will pay application fees associated with required permits and approvals (where 
required. 

3.4. Procurement Assistance 

Within the Procurement Assistance phase the consultant’s work program should include but not 
necessarily be limited to the following: 

 

• Prepare detailed pre-tender construction cost estimate. 

• Provide digital (pdf) copies of complete tender packages for the purposes of procurement. 
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• Respond to Contractor questions and requests for information during the procurement period. 

• Prepare and issue addenda as required. 

• Review of procurement submissions and provide review of submissions and costs. 

• Assisting the Township with Contract awards. 

3.5. Construction Contract Administration and Site Inspection  

Within the Construction Contact Administration and Site Inspection phase the consultant’s work plan 
should include but not be limited to the following: 

 

• Attend pre-construction start-up meeting. 

• Attend construction progress meetings. 

• Review and process Contractor payment certificates 

• Issued completion certificates. 

• Review and respond to Contractor questions and requests for information. 

• Issue site instructions and contract change orders. 

• Shop drawing reviews by all relevant disciplines. 

• Prepare detailed facility operations manual. 

• Site Inspection (part-time). Consultant to assume 4 months active construction with 1 day per week site 
time, 9 hours/day 

• Review Contractors schedule, work plans, phasing plan, commissioning plan, etc. 

• Oversee testing and commissioning 

3.6. Post Construction Services  

Within the post construction services phase the consultant’s services should include but not be limited to 
the following: 

 

• Prepare detailed as-built drawings. 

• Review and oversee completion of deficiencies and unfinished work. 

• Review and assess warranty related issues. 

• Review and process Contractor payment certificates 

• Prepare final acceptance certificates. 

• Prepare and Submit Tangible Capital Asset list to Township for all new Assets 
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3.7. Preliminary Project Schedule 

The following time-frame for completion of the overall work program, as projected by the Township, is 
provided at this time. 

 
Table 1: Preliminary Project Schedule 

 

Item Date 

Contract Award & Project Kick-Off Meeting September 2022 

Tender Package No.1 – Supply of the New Standpipe  

Tender Package No.1 Submission Including Review Meeting with Township  December 2022 

Issue Tender  December 2022 

Tender Close  February 2023 

Award of Construction Contract March 2023 

Start of Construction  April 2023 

Tender Package No. 2 – Norwood Water Treatment Plant Upgrades 
 

30% Preliminary Design Submission Including Review Meeting with 
Township 

December 2022 

60% Detailed Design Submission Including Review Meeting with Township 
February 2023 

90% Detailed Design Submission Including Review Meeting with Township 
March 2023 

Contractor Prequalification March to April 2023 

Tender Ready Package  April 2023 

Issue Tender  April/May 2023 

Tender Close  Summer 2023 

Award of Construction Contract Summer 2023 

Start of Construction Summer/Fall 2023 

 
It is noted that the preliminary project schedule above is provided as a means of providing a preliminary 
project schedule to establish a preliminary time-frame for budgeting purposes and a preliminary date for 
which the works could proceed. The implementation date is desired but not necessarily fixed. 

 
It is incumbent on the proponent as part of their proposal submission to develop a schedule with realistic 
milestones as determined through their professional judgement and experience on similar projects. 

 
4. Inquiries and Addenda 

Should a respondent find omissions from or discrepancies in the RFP or supporting documents or is in 
doubt as to the meaning of any part of such documents, the respondent should notify the Township in 
writing. 
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Proponents are advised that all inquiries regarding the interpretation of the RFP document or 
correspondence in regard to this RFP should be directed (via e-mail) to: 

 

Township of Asphodel-Norwood 
2357 County Road 45 
P.O. Box 29 
Norwood, Ontario 
K0L 2V0 
Attention: Mr. Kyle Beacock 
E-mail: kbeacock@antownship.ca 

 
No Later than 4:00 pm Monday, September 12th, 2022 
 

Where the Township considers that a correction, explanation or further clarification is necessary or 
desirable, any and all additions, changes or revisions to the RFP will be issued to proponents in writing 
as a formal addendum to the RFP. Proponents should not consider any direct or indirect verbal 
communications as a change to the RFP or project requirements. 

 

The Township will not necessarily present and respond to all proponent questions via addendum. 

 

5. RFP Timetable 

Time shall be of the essence for all stages of this project, including the submission and evaluation of 
proposals. Although subject to change, at the discretion of the Township, the anticipated schedule 
through to award of the contract for professional engineering services is as follows: 

 
Table 2: RFP Schedule 

 

Item Date 

Issue Date of RFP Wednesday August 17th, 2022 

Proponent Meeting (Non-Mandatory) 10:00 am on Wednesday, September 7th, 2022 

Deadline for Questions 4:00 pm on Monday September 12th, 2022 

Submission Deadline 12:00 pm on Friday, September 16th, 2022 

Anticipated Award of Contract September 28th, 2022 

 

6. Proposal Requirements 

The proponents’ overall proposal submissions shall consist of two (2) parts, which will be submitted 
together in separate sealed envelopes. The proponent’s technical proposal (including Form A: 
Acknowledgment provided with the RFP) will be Part 1 while the proponents Financial Proposal 
(including Form B: Engineering Fee Proposal provided with the RFP) will be Part 2. 

 

Proponents are encouraged to structure and organize their proposal submissions in a manner which is 
consistent with the evaluation criteria or as otherwise considered to best facilitate the review process. 

 

All financial aspects (costs) including staff hourly rates should be provided as part of the Financial 
Proposal (Part 2). The Technical Proposal (Part 1) should not include or identify any specific financial 
information related to the cost of professional engineering services to implement the project. 

 
As part of their proposal submission, the proponent should clearly identify all addenda to the RFP, which 
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have been issued by the Township and that have been considered by the proponent in preparing their 
proposal submission. Although every effort will be made to ensure all proponents receive addenda in a 
timely manner, it remains the responsibility of the proponent to ensure that all addenda have been 
received and addressed as part of their proposal submission. 

 

All interested proponents should register as a plan taker with the Township’s identified e-bidding system. 
 

This RFP including the description of the assignment and review criteria are intended to provide 
guidance to proponents in preparing a detailed proposal submission to complete the work identified 
herein. 

6.1. Technical Proposal (Part 1) 

To facilitate the review process, proponents are encouraged to structure and organize their technical 
proposal submissions in a manner which is consistent with the evaluation criteria as follows: 

 

• Project Team 

• Project Understanding and Implementation 

• Experience and Qualifications 

• References 
 

Proponents are requested to limit technical proposals to a maximum of ten (10) pages of text, excluding 
the project schedule, detailed list of project tasks and project organizational chart. 

 
Detailed resumes for key staff, corporate brochures and additional information for the projects selected to 
demonstrate the proponents experience and qualifications may be included in appendices to the 
technical proposal and will not be included in the page count. 

 

Technical Proposal text shall use a minimum font size of 11 point Times New Roman (or equivalent) with 
minimum margins of 1” on all sides. All pages shall be on 8.5” x 11” white paper, with the exception of 
the project schedule, detailed list of project tasks and project organization chart which may be submitted 
on 11” x17” white paper. 

 

Technical Proposals exceeding the specified page limit will not be considered. Technical Proposals using 
fonts smaller than that identified or proposals that are otherwise not considered to be easily legible will 
not be considered. 

 
The following sections outline the evaluation criteria and are intended to provide guidance to proponents 
for the preparation of detailed proposals to complete the required works. 

6.1.1. Project Team 

Where the project team includes team members from multiple firms, the proposal should clearly identify 
the lead firm, which will enter into the contract (agreement) with the Township, for the provision of 
professional engineering services for this assignment. 

 
As a means of introducing the project team, the technical proposal should include a description of the 
corporate history and corporate profile (years in business, areas of expertise, office locations, etc.) for 
the lead firm and sub-consultants where applicable. 

 

Where the proposed project team is made up of multiple firms, the proposal should identify how the firms 
have worked together previously and how they will work together on this assignment. 

 

Provide a project organizational chart identifying the roles of key members of the project team and the 
overall reporting structure for this assignment. 
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Include a brief introduction of key members of the project team including their years of experience, 
strengths proposed role for this assignment and relevant experience related to their role. Provide an 
overview of each individual’s personal experience on similar projects including their role and areas of 
responsibility on previous projects or details of other expertise to demonstrate their ability to fulfill the 
requirements of this role. 

 

Key staff to be identified for this project should include, but not necessarily limited to the following: 

 

• Project Manager 

• Technical Lead(s) 

• CAD Support 

• Contract Administrator 

• Site Inspector 
 

For each individual, the proposal should outline previous work experience and expertise that the 
individual has which is directly related to their role on this assignment. 

 

Identify other or additional key staff, which will play an important role in the project based on the 
proponent’s implementation strategy or company structure. 

 

Identify, where the same person will play multiple roles and demonstrate their ability and experience to 
fulfill these roles. 

 

Strong local presence and knowledge throughout the planning, design and construction phases of the 
project is considered important to assist with the timely and effective implementation of this assignment. 

 

The Township understands that an individual’s previous work experience may not have been obtained 
with their current consulting engineering firm. Where necessary the proponent may include staff 
reference(s) to further demonstrate the qualifications of key members of the project team. 

 
The proposal should be based on and identify key staff that will be directly involved in and responsible for 
the project. The Township will expect that the individuals named in this proposal, in particular the project 
manager and technical design leads, have the necessary availability and except where prevented by 
circumstances beyond the Consultant’s control, will be committed to this project for the full duration of the 
assignment, or until such time as their duties on the project are no longer required. 

 

Where substitutions (changes) to key project team members are necessary in the future, it will be 
incumbent on the Consultant to ensure that staff substitutions (changes) are made with fully and/or 
equivalently qualified staff and to provide evidence of such to the satisfaction of the Township. 

 
As with any industry, the Township understands that periodic staff changes may be necessary over the 
course of the assignment, but it will be the responsibility of the consultant to bring new staff up to speed 
as quickly and efficiently as possible without resulting in project delays. The Township will not bear the 
cost associated with time or project delays to bring new staff “up to speed” on the project. 

6.1.2. Project Understanding and Implementation 

In order to confirm their understanding of the project the proponent should provide a clear, concise and 
well defined description of their approach and of the specific tasks required to complete the assignment. 

 

Although this RFP identifies some key aspects or requirements, based on their experience and expertise 
the proponent’s technical proposal should further demonstrate their understanding of the project specific 
requirements and the needs of the Township as it relates to this project. 
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Identify any additional work deemed necessary by the proponent based on their expertise and 
experience on similar projects. 

 

The proponent should develop a detailed schedule which reflects the various components and tasks to 
be completed to implement the project, including realistic and achievable milestones, based on their 
professional judgement. It is noted that a preliminary timeline for progression of the work has been 
provided herein based on desired but not necessarily fixed implementation date. 

 

The proponents schedule should include the start date, duration and completion date of major tasks. 
 

The technical proposal should outline the expected level of involvement and requirements for Township 
staff involvement. The schedule should include and identify a reasonable duration for tasks requiring 
involvement of Township staff. 

 

Along with the schedule the proponent should develop a detailed list (table) of tasks identifying the 
estimated staff and sub-consultant effort (time) required for each task. 

 
The schedule and detailed listing of tasks may be provided on 11” x 17” pages and will not count as part 
of the page count. 

6.1.3. Experience and Qualifications 

To demonstrate their ability and qualifications, the proponent is to provide a description of no more than 
three (3) similar projects completed recently by the consultant within the past 10 years. Include the name 
and location of the project as well as details to demonstrate how the project is similar to this assignment. 

6.1.4. References 

The Proponent is to provide three (3) references relevant to projects undertaken by the proponent and 
the proposed project team within the past 10 years. Contact information for references to include the 
name, association, title, phone number(s) and e-mail addresses to allow the Township to easily contact 
the identified individual. 

 
It will be incumbent on the proponent to select references (individuals) able to comment on the 
qualifications and abilities of the firm (consultant) and the project team members identified for this 
assignment. 

 
As a minimum, at least one (1) of the references provided must be associated with or apply to one (1) of 
the three (3) projects identified to show the proponents Experience and Qualifications. 

 

In assessing the proponent’s qualifications and ability to complete the assignment, the Township 
reserves the right to contact and consider references other than those identified in the proponent’s 
Technical Proposal including internal reference checks for past projects undertaken within the Township. 

6.1.5. Financial Proposal (Part 2) 

To facilitate the review process, proponents have been provided with Form B: Engineering Fee Proposal 
to structure and organize their financial proposal submissions. proposal submissions in a manner to 
allow evaluation of the following costing components. 

 

• Design and Tendering Phase (Investigations, Design, Tendering Assistance) 

• Hourly and Per Diem Rates which will be used for any scope changes during design and the 

provisional work during construction. 
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For the purposes of the financial proposal, all fees including disbursements should exclude HST. 

6.1.6. Costs for Design Phase 

Proponents should provide an estimate of fees to complete the design phase up to and including the 
tendering assistance of the assignment based on fully implementing the proponents identified scope of 
work and the requirements identified herein. This upset limit fee shall include all costs for labour and 
disbursements but exclude applicable taxes. 

 

The cost (upset limit) shall fairly represent the effort to be expended or may otherwise be means for 
disqualification of the proponent’s proposal. 

 

The Consultant will be responsible for coordinating and overseeing field investigations and reviewing 
results for incorporation into the design as required. These costs should be included in the upset limit fee 
for the design phase. 

 
Additional services, which the proponent may offer as value added extras, but are not otherwise 
considered part of the necessary work program, may be identified separately within the financial proposal 
(Form B) or the cover letter and should not be included in the upset limit fee. 

6.1.7. Costs for Construction Phase 

The Township recognizes that the project is currently at a conceptual stage and is not sufficiently well 
defined for the development of a fixed price for professional engineering services during the construction 
contract administration and site inspection phase of the assignment. 

 
In order for the Township to evaluate costs for professional engineering services for the construction 
phase, proponents should provide hourly and per diem rates for key members of the project team that 
will implement future work phases. 

 

This information will be used to compare the consultant’s unit prices for directly comparable services and 
hourly rates for similarly qualified personnel. 

 

The consultant will be responsible for ensuring the hourly and per diem rates for staff identified herein, 
will be applicable at the time when the staff will be utilized based on the proponent’s proposed project 
schedule. For example, costs provided for inspection staff should reflect the fact the construction is likely 
to take place in 2023/2024. 

 
Hourly rates should be provided for key members of the project team, including but not limited to the 
following: 

 

• Site Inspector 

• Contract Administrator 

• Project Manager 

• Design Manager 

• CAD Support 
 

Hourly rates for staff associated with the design, management and administration of the project should 
include all applicable payroll burden and markup as well as costs associated with information 
technologies and telecommunications. 
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The Township does not expect to pay hourly rates for financial (accounting) staff or other employees of 
the proponent which are not identified as part of the project team or assigned to the project as these 
costs are considered to be included in the payroll burden of staff assigned to the project. 

 

Per Diem rates must include all costs associated with mileage, travel time, accommodation, meals and 
associated costs to allow the inspector to be “on-site” for nine (9) hours per day when required to attend 
the site. 

 
Proponents should allow printing and reproduction costs for document and drawing submissions for two 
hard copies of all submissions. 

 
7. Additional Information and Requirements 

7.1. Ownership of Documents 

Any data files, graphics, designs, drawings, plans, profiles, documentation (digital or hard copy) or 
property supplied/prepared by the Consultant pursuant to this assignment will be the exclusive property 
of the Township. 

7.2. Confidentiality/Conflict of Interest 

All information and materials pertaining to this project are confidential and shall not be released without 
prior written approval of the Township. 

 
In its proposal, the Consultant must disclose to the Township any potential conflict of interest and shall 
identify any clients that it is currently working for which could put them in a potential conflict of interest 
position. The successful Consultant agrees that they will not place their firm in a conflict of interest 
position during the performance of this contract. Where such a potential situation arises, the Consultant 
agrees to immediately disclose the conflict to the Township and take such steps as are necessary to 
remove the conflict of interest. A breach of this process can lead to terminating any ensuing contract. 

7.3. Cost of Proposal 

The Consultant has the sole responsibility for any costs associated with preparing its Proposal in 
response to this RFP. In no event will the Township be responsible for the cost of preparation or 
submission of any Proposal. 

7.4. Agreement 

The successful proponent, if any, shall be required to sign and return the contract (agreement) for the 
provision of professional engineering services to the Township, within ten (10) business days of receiving 
such contract from the Township. The contract (agreement) will be tailored to reflect the proponent’s 
proposal as submitted, or as modified by mutual agreement of the proponent and the Township. 

7.5. Insurance 

The Consultant will be required to carry appropriate insurance coverage, for the duration of the project 
for which services are to be provided including work during any required maintenance period, including a 
minimum of FIVE MILLION DOLLARS ($5,000,000.00) General Commercial Liability Insurance including 
equivalent level of coverage for non-owned and company owned vehicles (where applicable) and 
Professional Liability Insurance (Errors and Omissions) in an amount not less than FIVE MILLION 
DOLLARS ($5,000,000.00). 

 
As part of their proposal submission, proponents must acknowledge (confirm) that the minimum 



Request for Proposal 2018-02 for Professional Engineering Services 
Required for the Upgrades to the Norwood Drinking Water System 

 

15 | P a g e   

 

insurance requirements are satisfied. 
 

The successful proponent, if any, will be required to submit formal proof of insurance coverage within ten 
(10) business days of the notification of award of the assignment. 

 
The Consultants insurance policies will require that the Township be notified thirty (30) days in advance 
in the event the insurance policies are cancelled or changed in any manner. 

 
The Consultant shall be required to pay any deductible amounts in connection with all insurance policies. 

7.6. Award of Contract 

Consultants are advised that the award of this assignment is contingent on receiving Council approval to 
proceed. The Township reserves the right to reject all proposals without cause. 

8. Proposal Submission Procedures 

8.1. Proposal Submission 

Proposals, sealed in envelopes and clearly identified as outlined below, will be received at the Township 
offices (address below) until: 

 
12:00 p.m. (Local Time) Friday, September 16th, 2022  

 
Proposals shall be address to: 

 
Mr. Kyle Beacock 
Water/Wastewater Manager 
Township of Asphodel-Norwood 
2357 County Road 45 
P.O. Box 29 
Norwood, Ontario 
K0L 2V0 

 

Proposals submitted by e-mail or facsimile will not be accepted. The use of mail or courier services for 
the delivery of proposals will be at the sole risk of the proponent. Proposals not received at the identified 
location by the submission deadline will be returned to the proponent unopened. 

 
The proposal package should be clearly marked: 

 

Request for Proposal 
Township of Asphodel-Norwood RFP# 2022-05 
Professional Engineering Services Required for the Design 
and Contract Administration Services for a New Standpipe 
and Upgrades to the Norwood Drinking Water System 

 

The proposal submission must include three (3) printed and bound copies and one (1) electronic copy 
(pdf on a USB stick) of the Technical Proposal (Part 1) in a separate sealed envelope (envelope 1) and 
one (1) printed copy of the Financial Proposal (Part 2) in a separate sealed envelope (envelope 2). 

 
The Technical Proposal (Part 1) and the Financial Proposal (Part 2) must be in separate sealed 
envelopes or packages, each clearly marked with the name of the proponent, which then both must be 
placed in a sealed envelope or package. 
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Where there is any discrepancy the printed copies of the proposal will be deemed the “official” 
submission. 

 

The successful proponent may be requested to submit up to four (4) additional copies of both the 
Technical Proposal and Financial Proposal for inclusion with an executed contract (agreement). 

8.2. Disqualifications of Proposals 

The instructions and procedures set out in this RFP are to be followed by all proponents intending to 
submit a proposal for this assignment. By submitting a proposal, each proponent, expressly agrees to 
follow the instructions and procedures herein and be bound by and abide by the terms and conditions 
herein, including decisions of the Township. 

 

Failure to follow the instructions or procedures identified herein may, at the sole discretion of the 
Township, result in a proposal being disqualified. 

8.3. Amendment of Withdrawal of Proposals 

A proponent that has already submitted a proposal may submit one (1) further revised 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. 

 
A proponent may withdraw its proposal at any time up to the official closing time, by submitting a letter 
bearing the signature of the signing authority of the firm and corporate seal as they appear in the 
proposal. The submission of such a letter will be under the same requirements as the proposal 
submission. E-mail, facsimile or telephone notification will not be considered an acceptable method of 
withdrawing a proposal. 

9. Proposal Evaluation Process 

The evaluation of proposals will commence with the evaluation of the Technical Proposal (Part 1) of all 
proposals received. Only proposals that are deemed technically sound and technically comparable will 
proceed to the evaluation of Financial Proposals (Part 2). 

 
The Township reserves the right, in its sole discretion, to: 

 

• Reject a proposal where the upset limit or rates are noted in the Technical Proposal 

• Reject a proposal where the proponent did not register as a plan taker. 

• Reject a proposal which does not account for items or issues included in any addenda to the 

RFP. 

• Reject a proposal deemed not to be technically sound or technically comparable to other 

proposals. 

• Reject a proposal deemed not to be financially sound, whether the estimated cost of professional 

engineering services are deemed unreasonably high or unrealistically low, or where the value 

exceeds the available budget. 

• Reject a proposal where costs or rates for future phases are not considered fair and reasonable. 

• Reject a proposal that does not include acceptable terms whether technical or financial. 

• Accept the proposal which is deemed to provide the highest value. 

9.1. Technical Proposal Evaluation 

An evaluation committee, consisting of a minimum of two (2) Township staff members will independently 
review and rank each of the technical proposals. The individual scores from the reviewers will be 
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averaged to determine the overall score for each of the technical proposals. The total available maximum 
score for the technical component of proposals will be 75 points. 

 

The evaluation criteria and weighting for the technical proposals will generally be in-line with the 
following: 

 

• Project Team (25 points) 

• Project Understanding and Implementation (30 points) 

• Experience and Qualifications (10 points) 

• References (10 points) 
 

Points will be awarded for each of the identified technical evaluation criteria on a stepped approach 
based on the reviewers ranking of each category (criteria). Reviewers will evaluate and score each of the 
categories (criteria) based on information provided within the proponents technical proposal submission. 

 
Reviewers will rank the proposals, with the 1st ranked proposal considered to best meet the individual 
criteria, in the opinion of the reviewer. Where considered to be equal, two or more proposals may receive 
the same rank for a category. 

 
Points will be determined by multiplying available points within a category by the appropriate 
percentages as follows: 

 

Rank Percentage 

1st 100 

2nd 80 

3rd 60 

4th 40 

5th 20 

6th or lower 0 

 
 

Where less than four (4) proposals are received, reviewers will score the proposals from 0 to the 
maximum points available in each category rather than using percentages. 

 
To facilitate the review process, proponents are encouraged to structure and organize their proposal 
submissions in a manner which is consistent with the evaluation criteria. 

 

The Township reserves the right to adjust the evaluation criteria or weighting to best suit the evaluation 
of proposals received. 

 
Where there are issues requiring clarification, the Township reserves the right to contact proponents to 
seek clarification and it will be incumbent upon the proponent to provide such clarification in a timely 
manner. 

9.2. Financial Proposal Evaluation 

Upon completion of the review of technical proposals, the Township will proceed with review of financial 
proposals. 
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The Financial Proposal (Part 2) of proposals that are not deemed “Technically Sound” and “Technically 
Comparable” to the highest ranked Technical Proposal (Part 1), based on review of the technical 
proposals, will not be opened. 

 

The Township reserves the right to open a single financial proposal, or open/compare financial proposals 
of what the reviewers consider technically comparable proposals. 

 
The total available maximum score for the financial component of proposals will be 25 points. The 
evaluation and weighting for financial proposals will generally be in-line with the following: 

 

• Total Upset Limit (25 points) 
 

Points will be awarded on a stepped approach based on the ranking of costs (fees) associated with the 
design phase and construction phase, with the lowest cost proposal being ranked 1st and subsequent 
higher costs (fees) ranked accordingly. Where considered to be equal due to no “significant” difference 
between costs, two or more proposals may receive the same rank for a category. 

 
The costs (fees) for the design and construction phases will be based on information provided within the 
proponent’s financial proposal submission. 

 

Points will be determined by multiplying available points within the financial categories by the appropriate 
percentages as follows: 

 

Rank Percentage 

1st 100 

2nd 80 

3rd 60 

4th 40 

5th 20 

6th or lower 0 

 

Proposals deemed to have unreasonable costs or hourly rates, whether the fees are deemed 
unreasonably high or unrealistically low, will not be considered. 

 
Where a mathematical error was made in the completion of Form B, the prices noted in the individual 
items will be considered correct and the Total Upset Limit will be changed accordingly. The corrected 
value of the Total Upset Limit will be used to compare and evaluate the financial proposal. 
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Form A: Acknowledgement 

I/We have carefully examined all documents in the Request for Proposals, including Addendum No.   
to   *inclusive. 

 

*The Proponent will insert here the number(s) of the Addendum/Addenda received during the bidding 
period and taken into account in preparing their Proposals. 

 

I/We agree that we have reviewed and understand the Proposal documents and I/We are capable and 
willing to perform the requirements of the Proposal and where the Proposal is submitted by a 
Corporation, it must be signed by a duly authorized officer of the company. 

 
I/We agree to comply with the terms and conditions herein and to commence the work immediately when 
authorized to proceed and to carry it forward in such a manner as to ensure proper completion at the 
earliest possible date and as outlined in the schedule included in our proposal. 

 

By your signature hereunder, it is deemed that you have read and agreed to all requirements set out in 
this Document Package (unless otherwise noted). Award of this Proposal shall be indicated by the 
Township by the issuance of a Consulting Agreement and the Consultant acknowledges that upon such 
issuance the Consultant shall be bound by the terms and conditions set out herein. 

 
Proposal Submitted by: 
(Please type/print) 

 
 
 
 

 
Business Name Name & Title of Signing Officer 

 
 
 

 
Address Signature of Signing Officer 

 
 
 

 
City/Town Postal Code Name & Title of Contact Person 

 
 
 

 
Telephone Number Fax Number Signature of Contact Person 

 
 
 

 

Contact Email Address Date 
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Form B: Engineering Fee Proposal 
 

Tender Package No.1 – 
Supply of the New 

Standpipe  

Design and Tendering Phase 

Item No. Cost 

1. Project Management/ Coordination/ Meetings $ 

        2.  Preliminary Design $ 

        3. Detailed Design $ 

4.  Tendering Assistance $ 

5. Contract Administration  

6. Total Upset Limit (add 1-5 above) $ 

 

Tender Package No. 2 – 
Norwood Water Treatment 

Plant Upgrades 

Design and Tendering Phase 

Item No. Cost 

1. Project Management/ Coordination/ Meetings $ 

        2.  Preliminary Design $ 

       3. Detailed Design $ 

4.  Contract Administration  $ 

6. Total Upset Limit (add 1-4 above) $ 

  

 

The Consultant shall include a table of personnel, hourly rates, and number of hours allocated to each 
activity noted in the table above. 
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Hourly and Per Diem Rates 

Roll, Name Hourly Rate Per Diem Rate 

Site Inspector   

Contract Administrator   

Project Manager   

Design Manager   

CAD Support   
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Pricing Notes: 
i. The proposed design and tendering phase engineering fee will be inclusive of all disbursements 

ii. The Township reserves the right not to proceed with the construction phase services as part of 
this assignment. 

iii. The Township reserves the right to delete any part of the Scope of Work as identified in the RFP 
for this assignment. 

iv. The prices that Proponents use to complete the Cost Proposal shall be exclusive of any taxes, 
unless otherwise indicated. Prices shall be in Canadian Dollars. 

v. The hourly and per diem rates included are for any works associated with engineering change 
orders, construction, and post construction. 

 
 

Proposal Submitted by: 
(Please type/print) 

 
 
 

 
Current HST Registration # Current WSIB Certificate # 

 
 
 

 
Consultant Name & Title of Signing Officer 

 
 
 

 
Date Signature of Signing Officer 


