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Executive Summary
1.

Purpose, Requirements and Timeframe

1.1

Purpose

The North Coast Regional District (NCRD) is seeking the services of a qualified consultant with
substantial experience to provide a meaningful corporate brand and associated sub-brands that
reflect the region. The corporate brand development will take into consideration the unique
geographic, cultural and environmental characteristics of the NCRD. The process will include
creative development meetings with the NCRD and engagement with stakeholders to produce
new branding which includes logos, a tagline, appropriate communication materials (print and
web), website development and an implementation plan.
To be considered, proponents must demonstrate their understanding of the Project, have qualified
and appropriately experienced personnel undertaking the Project, present their methodology and
strategy to complete the Project within the defined schedule, and offer competitive pricing.

1.2

Requirements

A final written report, which includes the following components, is required:








A qualitative and quantitative analysis with supporting data of the NCRD‟s current and
potential image and external positioning;
Identification and evaluation of at least two (2) corporate branding approaches with
supporting data and analysis;
Two (2) recommended original corporate brand and related sub-brands;
A corporate brand style set to include digital and print marketing materials sufficient for
the NCRD to initiate use of the new brand upon completion of the project;
Development of a new website for the NCRD to include new branding;
Detailed implementation plan to include costs associated with implementation and brand
maintenance; and
A style guide directing the use of the corporate branding developed for the NCRD.

Written reports describing project activities and progress and any schedule variances, as
requested.
An in-person presentation to the NCRD Board detailing proposed corporate brand products. The
presentation should include a detailed summary of why a particular recommended branding
option was selected.
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1.3

Timeframe

It is the SQCRD‟s desire to complete the Project approximately eight (8) months after the close
of the RFP.

1.4

Project Budget

The NCRD has a total budget of $80,000 to complete this Project. It has allocated $80,000 for
professional consulting services, including disbursements such as those related to meetings and
travel.
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Administrative Requirements
The following terms will apply to this RFP and to any subsequent Contract. Submission of a
proposal in response to this RFP indicates acceptance of all the following terms.

2.

Request for Proposal Terminology
Throughout this RFP, terminology is used as follows:
A. “Contract” means the written agreement resulting from this RFP executed by the North
Coast Regional District and the Contractor;
B. “Contractor” means the successful Proponent to this RFP who enters into a written
Contract with the North Coast Regional District;
C. “Must”, “mandatory” or “required” means a requirement that must be met in order for
a proposal to receive consideration;
D. “NCRD” means the North Coast Regional District;
E. “Proponent” means an individual or a company that submits, or intends to submit, a
proposal in response to this “RFP”;
F. “RFP” means the North Coast Regional District Rebranding Project Request for
Proposal No. 2017-01.
G. “Should” or “desirable” means a requirement having a significant degree of importance
to the objectives of the RFP.

3.

Request for Proposal Process

3.1

Receipt Confirmation Form
Proponents are advised to fill out and return the attached Receipt Confirmation Form
(Appendix A). All subsequent information regarding this RFP, including changes made
to this document will be directed only to those Proponents who return the form.
Subsequent information will be distributed by the method authorized on the Receipt
Confirmation Form.
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3.2

Enquiries
All enquiries related to this RFP are to be directed, in writing, to the following person.
Information obtained from any other source is not official and should not be relied upon.
Enquiries and responses will be recorded and may be distributed to all Proponents at the
NCRD‟s option. Questions received after the Proponent‟s meeting will be answered if
time permits.
North Coast Regional District
14 – 342 3rd Avenue West
Prince Rupert, B.C. V8J 1L5
Attn: Daniel Fish, Corporate Officer
Fax
E-mail

3.3

(250) 627-8493
dfish@sqcrd.bc.ca

Closing Date
One (1) hard copy and one (1) electronic copy of the Proposal must be received before
March 10, 2017 by delivery to:
North Coast Regional District
14 – 342 3rd Avenue West
Prince Rupert, B.C. V8J 1L5
Attn: Daniel Fish, Corporate Officer
Proposals must not be sent by facsimile. Proposals and their envelopes should be clearly
marked with the name and address of the Proponent, the RFP number, and the project or
program title.

3.4

Late Proposals
Late proposals will not be accepted and will be returned to the Proponent.

3.5

Eligibility

A. Proposals will not be evaluated if the Proponent‟s current or past corporate or other
interests may, in the NCRD‟s opinion, give rise to a conflict of interest in connection
with this project.
B. Proposals from not-for-profit agencies will be evaluated against the same criteria as those
received from any other Proponents.
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3.6

Evaluation Committee
Evaluation of proposals will be by a committee formed by the NCRD.

3.7

Evaluation and Selection
The evaluation committee will check proposals against the mandatory criteria. Proposals
not meeting all mandatory criteria will be rejected without further consideration.
Proposals that do meet all the mandatory criteria will then be assessed and scored against
the desirable criteria.
Proponents may be required to make a presentation to the Evaluation Committee at the
NCRD Administration Office – 14-342 3rd Avenue West, Prince Rupert, B.C. The
presentations will be evaluated and scored. The NCRD‟s intent is to enter into a Contract
with the Proponent who has the highest overall ranking.

3.8

Negotiation Delay
If a written Contract cannot be negotiated within thirty days of notification of the
successful Proponent, the NCRD may, at its sole discretion at any time thereafter,
terminate negotiations with that Proponent and either negotiate a Contract with the next
qualified Proponent or choose to terminate the RFP process and not enter into a Contract
with any of the Proponents.

3.9

Debriefing
At the conclusion of the RFP process, all Proponents will be notified. Unsuccessful
Proponents may request a debriefing meeting with the NCRD.

4.

Proposal Preparation

4.1

Signed Proposals
Hard copy proposals must be signed by a person authorized to sign on behalf of the
Proponent and to bind the Proponent to statements made in response to this RFP.

4.2

Alternative Solutions
If alternative solutions are offered, please submit the information in the same format, as a
separate proposal.
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4.3

Irrevocability of Proposals
By submission of a clear and detailed written notice, the Proponent may amend or
withdraw its proposal prior to the closing date and time. Upon closing time, all proposals
become irrevocable. By submission of a proposal, the Proponent agrees that should its
proposal be successful the Proponent will enter into a Contract with the NCRD.

4.4

Changes to Proposal Wording
The Proponent will not change the wording of its proposal after closing and no words or
comments will be added to the proposal unless requested by the NCRD for purposes of
clarification.

4.5

Proponents’ Expenses
Proponents are solely responsible for their own expenses in preparing a proposal and for
subsequent negotiations with the NCRD, if any. If the NCRD elects to reject all
proposals, the NCRD will not be liable to any Proponent for any claims, whether for
costs or damages incurred by the Proponent in preparing the proposal, loss of anticipated
profit in connection with any final Contract, or any other matter whatsoever.

4.6

Limitation of Damages
In addition to section 4.5, the Proponent, by submitting a proposal, agrees that it will not
claim damages, for whatever reason, relating to the Contract or in respect of the
competitive process, in excess of an amount equivalent to the reasonable costs incurred
by the Proponent in preparing its proposal and the Proponent, by submitting a proposal,
waives any claim for loss of profits if no agreement is made with the Proponent.

4.7

Proposal Validity
Proposals will be open for acceptance for at least ninety (90) days after the closing date.

4.8

Firm Pricing
The Proposal must be open for acceptance for at least ninety (90) days after the closing
date. Upon acceptance, prices will be firm for the entire Contract period unless otherwise
specified or agreed by mutual consent through the Contract. No additional costs will be
considered or approved for work that is part of the Contract.
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4.9

Currency and Taxes

Prices quoted are to be:
A. in Canadian dollars;
B. inclusive of duty, where applicable;
C. FOB destination, delivery charges included where applicable; and
D. exclusive of Goods and Services Tax and Provincial Sales Tax.

4.10 Completeness of Proposal
By submission of a proposal the Proponent warrants that, if this RFP is to design, create
or provide a system or manage a program, all components required to run the system or
manage the program have been identified in the proposal or will be provided by the
Contractor at no charge.

4.11 Proposal as part of Contract
The Proposal from the most suitable Proponent may form part of the Contract.

5.

Additional Terms

5.1

Sub-Contracting

A. Using a sub-contractor (who should be clearly identified in the proposal) is acceptable.
This includes a joint submission by two or more Proponents having no formal corporate
links. However, in this case, one of these Proponents must be prepared to take overall
responsibility for successful performance of the contract and this should be clearly
defined in the proposal.
B. Sub-contracting to any firm or individual whose current or past corporate or other
interests may, in the NCRD‟s opinion, give rise to a conflict of interest in connection
with this project will not be permitted. This includes, but is not limited to, any firm or
individual involved in the preparation of this RFP.
C. Where applicable, the names of approved sub-contractors listed in the proposal will be
included in the Contract. No additional subcontractors will be added, nor other changes
made, to this list in the Contract without the written consent of the NCRD.
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5.2

Acceptance of Proposals

A. This RFP should not be construed as an agreement to purchase goods or services. The
NCRD is not bound to enter into a Contract with the Proponent who submits the lowest
priced proposal, or with any Proponent. Proposals will be assessed in light of the
evaluation criteria. The NCRD will be under no obligation to receive further
information, whether written or oral, from any Proponent.
B. The NCRD reserves the right to not proceed with the selection of a Contractor and the
negotiation and award of a Contract if, for any reason, it considers this to be in its best
interest, and, without limitation, the NCRD may elect to withdraw this RFP on the basis
for further information received by the NCRD including information received as a result
of this RFP.
C. Neither acceptance of a proposal nor execution of a Contract will constitute approval of
any activity or development contemplated in any proposal that requires any approval,
permit or license pursuant to any federal, provincial, regional district or municipal statute,
regulation or by-law.

5.3

Rejection of Proposals
The NCRD reserves the right to reject any or all proposals. Unsuccessful proponents will
be notified in writing after the award of the consulting assignments.

5.4

Definition of Contract
Notice in writing to a Proponent that it has been identified as the successful Proponent
and the subsequent full execution of a written Contract will constitute a Contract for the
goods or services, and no Proponent will acquire any legal or equitable rights or
privileges relative to the goods or services until the occurrence of both such events.

5.5

Liability for Errors
While the NCRD has used considerable efforts to ensure an accurate representation of
information in this RFP, the information contained in this RFP is supplied solely as a
guideline for Proponents. The information is not guaranteed or warranted to be accurate
by the NCRD, nor is it necessarily comprehensive or exhaustive. Nothing in this RFP is
intended to relieve Proponents from forming their own opinions and conclusions with
respect to the matters addressed in this RFP.
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5.6

Agreement with Terms
By submitting a Proposal the Proponent agrees to all the terms and conditions of this
RFP. Proponents who have obtained the RFP electronically must not alter any portion of
the document, with the exception of adding the information requested. To do so will
render the Proposal invalid.

5.7

Modification of Terms
The NCRD reserves the right to modify the terms of this RFP at any time at its sole
discretion. This includes the right to cancel this RFP at any time prior to entering into a
Contract with the successful Proponent.

5.8

Ownership of Proposals and Freedom of Information
All documents, including proposals, submitted to the NCRD become the property of the
NCRD. They will be received and held in confidence by the NCRD, subject to the
provisions of the Freedom of Information and Protection of Privacy Act.

5.9

Use of Request for Proposal
This document, or any portion thereof, may not be used for any purpose other than the
submission of proposals.

5.10 Confidentiality of Information
Information pertaining to the NCRD obtained by the Proponent as a result of
participation in this project is confidential and must not be disclosed without written
authorization from the NCRD.

5.11 No Collusion
By participating in this competition, proponents agree they shall not discuss or
communicate directly, or indirectly, with any other Proponent regarding the details of the
preparation or presentation of their Proposals. Each Proponent‟s Proposal shall be
submitted without any connection, knowledge, comparison of figures or arrangement
with any other proponent or agent thereof. Each proponent shall be responsible to ensure
that its participation in this process is conducted fairly without collusion or fraud.
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5.12 Fee Proposal & Payment to Proponent
The Fee Proposal shall include the total upset fee for the consulting services broken into
individual upset fees for each task.
Any other professional services required to complete the assignment must be included as
part of the Proponent‟s proposal.
Completion of every item of the Fee Proposal including the signature(s) of the company
official(s) is mandatory. Proposals which have not met this requirement may not be
considered further.
The Proponent will be paid in progress payments as set out in the Consulting Services
Agreement, which will be issued for all fees and reimbursable disbursements incurred by
the Proponent. Payment will be limited to the amount associated to each task as
identified by the Consultant in the “task-fee” schedule in the proposal.

5.13 Clarification of Proposals
The NCRD reserves the right to seek clarification of the contents of any proposal, or to
require a proponent to submit further documentation, and to seek the respective
proponent‟s acknowledgement of that interpretation.
The NCRD may waive
requirements of the RFP at its discretion where it deems it appropriate to do so.
The NCRD may choose to meet with some or all of the proponents to discuss aspects of
their respective proposals; however, the NCRD is not obliged to seek clarification of any
aspect of a proposal. The supplementary documentation accepted by the NCRD and
written interpretations which have been acknowledged by the affected proponent shall be
considered as part of their proposal.

5.14 Professional Responsibility
Only qualified and experienced professionals will be considered for this project. The
successful proponent will be expected to provide services in accordance with a standard
care, skill and diligence maintained by a Proponent providing consulting services
described in the Terms of Reference.
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Project or Program Requirements
6.

Selected Contract Clauses

6.1

Laws of British Columbia
A. Any Contract resulting from this RFP will be governed by and will be construed
and interpreted in accordance with the laws of British Columbia.
B. The Contractor will give all the notices and obtain all the licenses and permits
required to perform the work. The Contactor will comply with all laws applicable
to the work or performance of the Contract.

6.2

Arbitration
All disputes arising out of or in connection with the Contract must, unless the parties
otherwise agree, be referred to and finally resolved by arbitration pursuant to the
Commercial Arbitration Act.

6.3

Indemnity
The Contractor will indemnify and save harmless the NCRD, its employees and agents
from and against all claims, demands, losses, damages, costs and expenses made against
or incurred, suffered or sustained by the NCRD at any time or times (either before or
after the expiration or sooner termination of the Contract) where the same or any of them
are based upon or arise out of or from anything done or omitted to be done by the
Contractor or by any servant, employee, officer, director or sub-contractor of the
Contractor pursuant to the Contract excepting always liability arising out of the
independent acts of the NCRD.

6.4

Contract Administrator
The Chief Administrative Officer or appointee will be assigned by the NCRD to oversee
the Contract awarded to the successful Proponent.
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6.5

Proof of Insurance & Registration with WorkSafe BC
A. The successful proponent shall, as a condition of award, submit proof of the
insurance required in the form of valid certificates of insurance to the NCRD, on
or before the commencement of work. The certificates of insurance shall confirm
the coverage set out in the agreement.
B.

6.6

The Contract may contain a provision that the Contractor and any approved subcontractors must be registered with Worksafe BC (WBC), in which case WBC
coverage must be maintained for the duration of the Contract. The Contractor may
be required to submit a WBC Clearance Letter indicating that all WBC
assessments have been paid.

Waiver
The NCRD does not accept responsibility for any verbal information or advice or for any
errors and omissions which may be contained in this RFP or the appendices, data,
materials or documents disclosed or otherwise provided to Proponents pursuant to this
RFP. The NCRD makes no representation or warranty, either express or implied, in fact
or in law, with respect to the accuracy or completeness of the RFP and related
documentation.
The NCRD shall not be responsible for any action, cost, loss or liability whatsoever
arising from the Proponent‟s reliance of use of the RFP and related documentation
provided. Each Proponent is responsible for obtaining its own independent financial,
legal, accounting, engineering and technical advice with respect to any information
included in this RFP and related documentation.

7.

Requirements and Project Scope

7.1

Proposal Requirements
The Proponent‟s Proposal is to include the following information with respect to the
Project:
A. Corporate Profile, including the names and resumes of the project manager, personnel
involved in the Project, and primary contact;
B. A summary of the Proponent‟s understanding of the Project and an outline of the
methodology envisioned for its successful completion;
C. A separate outline for each of the sections required in the Terms of Reference which
identifies any additional consulting services that will be provided as part of the
proposal;
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D. A schedule of hourly rates for all personnel who might be utilized in the Project. The
hourly rates will apply to the consulting assignment outlined in the Terms of
Reference, as well as any additional technical and consulting services that may be
approved through a Change in Scope. The hourly rates quoted shall be firm to the
end of the assignment and shall include all computer hardware, software, and other
equipment costs required by personnel to complete this assignment. Senior personnel
may be used on work normally done by personnel in lower classifications but the
lower hourly rate must be claimed for such work;
E. A timetable outlining the work required to complete the consulting assignment;
F. An endorsement that “We (name of Proponent), do hereby confirm that all computer
software used by the Proponent in the execution of this assignment is directly
licensed to the Proponent and that the terms of the software licensing agreements
have not been breached.”; and
G. A statement confirming that “Regardless of wording contained in this Proposal that
may suggest otherwise, this Proposal includes all the consulting services outlined in
the Terms of Reference unless the consulting services which are to be excluded are
clearly identified in a „Terms of Reference Modifications‟”. This statement shall be
used in place of the standard practice of reiterating the Terms of Reference
requirements in the Proponent‟s proposal.

7.2

Project Scope
The NCRD anticipates the this Project to be completed in the following phases:
A. Phase 1: Discovery/Engagement session to include NCRD and stakeholder
engagement to identify and guide the development of a rebranding strategy and
overall brand imaging.
B. Phase 2: Strategy presentation to include a rebranding strategy based on data
collected in Phase 1. This phase includes presentation of feedback received from
stakeholders in Phase 1 and a recommended strategy option.
C. Phase 3: Design presentation to include presentation of a new logo, visual identity
presentation and a brand standards guide. This phase allows for the presentation of
design options for further implementation.
D. Phase 4: Implementation phase to include implementation of preferred design
templates and development of new website. This phase also includes an overall
implementation plan for rebranding of the NCRD.
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8.

Evaluation Criteria

8.1

Mandatory Criteria
The following are mandatory requirements. Proposals not clearly demonstrating that they
meet them will receive no further consideration during the evaluation process.
Criteria

A. The proposal must be received at the closing location by the specified
closing date and time.
B. The proposal must be in English and must not be sent by facsimile.
C. 2 copies of the proposal must be submitted (1 hardcopy)
D. The proposal must be signed by a person authorized to sign on behalf of
the Proponent.

8.2

Desirable Criteria
Proposals meeting the mandatory requirements will be further assessed against the
following desirable criteria.
Criterion

Weight

Understanding of Project
Qualifications and Ability to Complete
Project
 Experience and structure/organization of

5%
20%

team

 Demonstrated ability to prepare rebranding
materials; conduct stakeholder and owner
consultations; and propose an
implementation action plan into various
stages and steps of corporate rebranding.

Planning and Process Development
Proposal
 Developed plan to prepare rebranding

30%

strategy

 Methodology for stakeholder and owner
engagement

Project Timetable
Project Pricing

10%
10%
16

Minimum score
(if applicable)

Initiative and Innovativeness of Proposal
References
 The Proponent shall provide two (2)

15%
5%

references

Quality of Submission
 Clarity, completeness, conciseness and

5%

format

8.3

Selection Process
Submissions will be reviewed against the above criteria by an evaluation committee and
the highest scoring submissions will be short-listed. The short-listed Proponents will be
notified by the NCRD and may be required to make presentation that will be evaluated
and scored. The NCRD‟s intent is to enter into a Contract with the Proponent that has the
highest final overall score.

8.4

Timeframe
Pre-Project Consultant Meeting
Initiate Project
Project Phase 1
Project Phase 2
Project Phase 3
Project Phase 4

9.

March 2017
April 2017
April 2017
June 2017
August 2017
November 2017

Proposal Format
The following format and sequence should be followed in order to provide consistency in
Proponent response and ensure each proposal receives full consideration. All pages
should be consecutively numbered.
A. Proposal covering letter. Please use sample provided in Appendix B.
B. Table of contents including page numbers.
C. A short (one or two page) summary of the key features of the proposal.
D. The body of the proposal, including pricing, i.e. the “Proponent Response”.
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Appendix A Receipt Confirmation Form
Northern Coast Regional District
Rebranding Project
Closing date: __________
Request for Proposal No. 2017-01
North Coast Regional District
To receive any further information about this RFP please return this form to:
Attention: Doug Chapman, Chief Administrative Officer
North Coast Regional District
14-342 3rd Avenue West
Prince Rupert, B.C. V8J 1L5
Fax: (250) 627-8493
COMPANY:
STREET ADDRESS:
CITY/PROVINCE:

POSTAL CODE:

MAILING ADDRESS IF DIFFERENT:

PHONE NUMBER:

FAX NUMBER:

CONTACT PERSON:
E-MAIL:



WE WILL BE SENDING _______ REPRESENTATIVES TO THE PROPONENTS’ MEETING.
(NUMBER)



WE WILL NOT BE ATTENDING BUT WILL PROBABLY BE SUBMITTING A PROPOSAL.

UNLESS IT CAN BE SENT BY FAX, FURTHER CORRESPONDENCE ABOUT THIS REQUEST FOR
PROPOSAL SHOULD BE SENT BY:



COURIER COLLECT.
PROVIDE COURIER NAME AND ACCOUNT NO:



MAIL

SIGNATURE:
TITLE:
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Appendix B Proposal Covering Letter
Letterhead or Proponent’s name and address
Date
Purchasing agent’s name and address

Dear Sir/Madam
Subject:

Request for Proposal name
Request for Proposal number
List any amendment nos. and dates

The enclosed proposal is submitted in response to the above-referenced Request for Proposal.
Through submission of this proposal we agree to all of the terms and conditions of the Request
for Proposal.
We have carefully read and examined the Request for Proposal and have conducted such other
investigations as were prudent and reasonable in preparing the proposal. We agree to be bound
by statements and representations made in this proposal and to any agreement resulting from the
proposal.
Yours truly

signature

Name:
Title:

Legal name of
Proponent:

Date:
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