
 

Town of Fox Creek 
Administration Department 
108 Kaybob Drive (T) 780.622.3896
Fox Creek, Alberta   (F) 780.622.4247
T0H 1P0 RFP@foxcreek.ca

Non-Binding – October 24, 2022 

REQUEST FOR PROPOSAL 
RFP 2022-01 

RENOVATION AND ADDITION TO THE FOX CREEK ADMINISTRATION OFFICE 
– 102 KAYBOB DRIVE, FOX CREEK, ALBERTA

1. INTRODUCTION

The Town of Fox Creek sits in the northwest portion of central Alberta, approximately 225 km 
northwest of Edmonton. Fox Creek is the halfway point between Edmonton and Grande 
Prairie.  

2. SUBMISSION DETAILS

The Town of Fox Creek is not under any obligation whatsoever to select a respondent and 
may cancel this Request for Proposal at any time for whatever reason(s) and without liability 
to the respondent or anyone else.  

Respondents are solely responsible, and without recourse to the Town, for their own expenses 
in preparing and submitting a proposal or otherwise participating in the request for proposal 
process.  

The Town of Fox Creek shall ONLY accept ELECTRONIC PROPOSAL SUBMISSIONS 
submitted through the email provided. Proposal Submissions submitted and/or received by 
any other method shall be rejected, unless the Town of Fox Creek has instructed otherwise 
by published addendum.  

ELECTRONIC PROPOSAL SUBMISSIONS ONLY, shall be received by RFP@foxcreek.ca, 
no later than 1:00 pm local time, on November 21, 2022.   

The onus is on the respondents to ensure their electronic Proposal Submissions are received 
no later than the closing time and date stated above. Respondents are cautioned that the 
timing of their Proposal Submission is based on when the proposal is RECEIVED by the email 
system, not when the proposal is submitted by a respondent, as Bid Transmission can be 
delayed due to file transfer size, etc. A Proposal Submission will only be considered to have 
been submitted once it has been RECEIVED, regardless of when the proposal was submitted. 

Bid Opportunity 
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For the above reasons, the Town of Fox Creek recommends that respondents allow 
sufficient time for the proposal to be received.  
 
Respondents should contact the RFP Contact listed below, at least twenty-four (24) hours 
prior to the closing time and date, if they encounter any problems. A confirmation email will be 
sent to the respondent advising that the proposal was received. If you do not receive a 
confirmation email within ten (10) minutes of sending, contact the RFP contact immediately.  
 
Respondents are required to provide a written response for each of the following items. This 
information shall be submitted with the balance of the required documents provided by the 
respondent.  
 
Section 1 Cover Letter 
 
  Include Company Name and Contact Information 
 
Section 2 Company Overview 
 

Clearly identify the prime contractor submitting the proposal. Identify any other 
contractors or sub-contractors that may be involved on your behalf and their 
legal/contractual relationship with the prime contractor along with the expertise 
and respective projected costs of their involvement.   

 
Section 3 Project Manager and Support Staff 
 

Provide a resume of the Project Manager and support staff that would be 
directly involved in the project, indicating experience, credentials, and notable 
achievements in the area of this work assignment.    

 
Section 4 Experience on Similar Projects 
 

Respondents shall include at least three (3) references that outline previous 
Construction Projects that have been successfully completed by their company 
in the past five (5) years. This shall include the client names, contact names, 
and phone numbers. The Town reserves the right to contact these references, 
where appropriate. In the interest of fair and equitable considerations to all 
respondents please do not list the Town of Fox Creek as a reference for this 
section.  

 
Section 5 Project Understanding and Work Plan  
 

Respondents are to confirm their understanding of the Scope of Work and 
clearly define how they would go about achieving, noting the sequence, and 
timing, all project phases.   

 
Section 6 Financial  
 

Provide a detailed accounting of the costs associated with the project. Include 
all costs, including disbursements, and other applicable costs in your Schedule 
of Fees.  
 
GST must be shown as a separate item.  

 
Appendices Respondents Declaration 

 



Additional information regarding your company and/or services that could 
prove beneficial to the evaluation team in assessing your proposal.  

 
 
3. PROJECT SPECIFICATIONS 
 
The Town of Fox Creek is looking to contract the renovation of and addition to the Fox Creek 
Administration Building and the completion of the finish landscaping.  
 
The Town intends to renovate the existing space of 383 SQM which will include the correction 
of existing issues that currently exist in the structure. The renovation will include the installation 
of a new vault area, and demolition of some interior walls to accommodate the new proposed 
floorplan.  
 
The Town also intends to add on to the existing structure to accommodate the growing number 
of staff required to serve the community. The 360 SQM addition will include the construction 
of new office spaces, washroom facilities, council chambers and staff room.  
 
The proposed schematic design of the new Administration Office have been completed in 
consultation with Voshell Architecture and Design Inc. but the Town reserves the right to 
modify the design for cost savings and efficiencies. The Electrical, Mechanical and Structural 
drawings and specifications are to be included in the contractor proposal as the Town prefers 
to design these with the selected contractor.  
 
Temporary perimeter fencing must be erected to provide public safety and security of the work 
site on a 24/7 basis during the period the contractor is on site.  
 
Any temporary road closings that may be required during demolition or removal must be 
coordinated with the Town. Such requests should be specified in your tender response.  
 
4. PROJECT DOCUMENTS 
  
The following documents have been provided as tender specifications: 
 
Appendix A: Proposed Schematic Drawings – Voshell Architecture 
  Includes: 
   Site Plan 
   Schematic design floor plan 
   Schematic design exterior elevations and proposed materials  
Appendix B: Existing Administration Office Floorplans  
Appendix C: Photos of existing Administration Office exterior  
 
 
5. PROPOSAL EVALUATION CRITERIA 
 
Experience and Qualifications as evidenced by: 

• Company background and history 
• Managing projects experience  
• Sub-contractor experience  
• Client references  

 

 
 

40% 

Approach to Project, completion schedule  
• Adequacy of resources  
• Ability to complete work on a timely basis and meet deadlines  

 
25% 



• Innovation and thoughtfulness in work approach.  
 

Best Value for the Town of Fox Creek  
• Overall Budget  

 

25% 

Use of Local Contractors  
 

10% 

 
 
6. QUESTIONS AND INQUIRIES 
 
RFP Contact 
 
Clarification on this Request for Proposal should be directed to: 
 
Kristen Milne 
Chief Administrative Officer 
PO Box 149 
Fox Creek, Alberta 
T0H 1P0 
kristen@foxcreek.ca  
 
 
7. PROPOSAL WITHDRAW OR QUALIFICATION 

 
A Respondent who has already submitted a proposal may submit a further proposal, at any 
time, up to the official closing time. The last proposal received shall supersede and invalidate 
all proposals previously submitted by that Respondent.  
 
A Respondent may withdraw or qualify their proposal at any time up to the official closing time 
by submitting an email from the same account as their proposal to the Town. Such a 
submission must be received in sufficient time before the proposal closing date.  
 
No Respondent may withdraw their proposal for a period of ninety (90) days after the actual 
date of closing.  
 
 
8. PROPOSAL AWARD PROCEDURES  
 
Unless stated otherwise, the following procedures will apply: 
 

1. The Town will notify the Successful Respondent of the award within sixty (60) calendar 
days of the Proposal Closing date.  
 

2. Notices of Acceptance of Proposal will be by telephone and by written notice.  
 

3. The successful Respondent shall provide the Town with any required documents 
within fifteen (15) calendar days of the date of notification of award.  
 

4. Following receipt of the documents, the Successful Respondent will receive written 
authority, in the form of a Service Agreement, to proceed with the work.  
 

5. The successful respondent will be required to attend a Project Initiation Meeting with 
the Town, on site, prior to the start of the project and prepare minutes for the meeting.  
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9. INFORMAL OR UNBALANCED PROPOSALS AND DISCREPANCIES  
 
All entries shall be clear.  
 
Proposals which are incomplete, conditional, obscure, contain additions not called for, 
reservations, or irregularities of any kind, may be rejected as incomplete.  
 
In the event of a discrepancy, the lowest of any amount submitted shall be taken as correct.  
 
Proposals that contain prices which appear to be so adversely unbalanced as to likely affect 
the interests of the Town, may be rejected.  
 

 
10. ERRORS AND OMISSIONS 
 
The Town shall not be held liable for any errors or omissions in any part of this document. 
While the Town has used considerable efforts to ensure an accurate representation of 
information, the information is supplied solely as a guideline for Respondents. The information 
is not guaranteed or warranted to be accurate by the Town, nor is it necessarily 
comprehensive or exhaustive. Nothing in the document is intended to relieve the Respondents 
from forming their own opinions and conclusions with respect to the matters addressed in the 
RFP.  
 
Should a Respondent find omissions from, or discrepancies, in any of the RFP documents or 
should the Respondent be in doubt as to the meaning of any part of such documents, the 
Respondent shall notify the designated contact without delay. If the designated contact 
considers that a correction, explanation, or interpretation is necessary or desirable, an 
addendum notice will be issued.  
 
No oral explanation or interpretation will modify any of the requirements or provisions of the 
proposal documents.  
 
 
11. ACCEPTANCE OR REJECTION OF PROPOSAL  
 
The acceptance of a proposal will be contingent upon, and not necessarily limited to, an 
acceptable record of ability, experience, and previous performance.  
 
The Town reserves the right to reject any or all proposals, and to waive formalities as the 
interests of the Town may require, without consequently stating reasons. 
 
No proposal shall be accepted from or awarded to any individual, partnership or corporation 
that is in tax arrears with the Town of Fox Creek, or that may be deemed irresponsible or 
unreliable to the Town. Notwithstanding and without restricting the generality of the statement 
immediately above, the Town shall not be required to award and accept a proposal or recall 
the proposals at a later date: 
 

• When only one (1) proposal has been received as a result of the proposal call.  
 

• Where the lowest responsive and responsible Respondent’s proposal substantially 
exceeds the estimated cost of the goods or service.  
 



• When the proposal documents do not state a definite or are based on an unreasonable 
delivery/work schedule.  
 

• When all proposals received fail to comply with the specifications or proposal terms 
and conditions; or  
 

• Where a change in the scope of work or specifications are required.  
 

The Town shall not be responsible for any liabilities, costs, expenses, loss, or damage 
incurred, sustained, or suffered by the Respondent by reason of the acceptance or the non-
acceptance by the Town of any proposal or by reason of any delay in the acceptance of a 
proposal except as provided in the proposal document.  
 
Proposals received after the official closing time will not be considered during the selection 
process.  
 
Each proposal shall be open for acceptance by the Town for a period of sixty (60) calendar 
days following the date of closing.  
 
The acceptance of any proposal will be contingent on approval and authorization to proceed 
by Fox Creek Town Council.  
 
 
12. REQUIREMENTS AT TIME OF EXECUTION  

 
Subject to an awareness of an agreement, the Successful Respondent is required to submit 
the following documentation in a form satisfactory to the Town of Fox Creek within fifteen (15) 
calendar days after being notified to do so in writing: 
 

• Insurance Documents.  
• Clearance Certificate from the Workplace Safety and Insurance Board.  
• Safety Policies and Procedures and related documentation.  

 
If the Successful Respondent for any reason, defaults or fails in any matter or items referred 
to under “Requirements at Time of Execution,” the Town reserves the right to accept any other 
proposal submission, advertise for new proposals, or carry out any work the Town may, at its 
sole discretion, deem best.  
 

 
13. GOVERNING LAWS  
 
This RFP and any subsequent agreements resulting from this RFP shall be governed by and 
interpreted in accordance with Town of Fox Creek Policy and the laws of the Province of 
Alberta.  
 
 
14. VERIFICATION OF INFORMATION  
 
The Town shall have the right to: 
 

• Verify any Respondent’s statement or claim by whatever means the Town deems 
appropriate, including contacting persons in addition to those offered as references; 
and/or  
 



• Access the Respondent’s premises where any part of the work is to be carried out to 
confirm Proposal information quality of processes and to obtain assurance of viability 
and/or 
 

• The Respondent shall co-operate in the verification of information and is deemed to 
consent to the Town verifying such information.  
 
 

15. PATENT, COPYRIGHT, OR OTHER PROPRIETARY RIGHTS 
 
In accordance with the Municipal Freedom of Information and Protection of Privacy Act, 
Respondents are reminded to clearly identify in their proposal material, any specific scientific, 
technical, commercial, proprietary, intellectual, or similar confidential information, the 
disclosure of which could cause them injury or damage.  
 
 
16. HEALTH AND SAFETY 
 
The Successful Respondent shall provide the Town, prior to commencement of work, with a 
written copy of the Health and Safety Policy for their business along with the Health and Safety 
procedure(s) relevant to the work to be performed, where applicable.  
 
 
17. WORKPLACE SAFETY AND INSURANCE BOARD  
 
The Successful Respondent shall provide the Town with a copy of the Workplace Safety and 
Insurance Board’s Clearance Certificate (or Independent Operator Certificate, as applicable) 
indicating the Respondent’s good standing with the Board, at any time, when requested by 
the Town.  
 
 
18. INSURANCE  
 
The Successful Respondent, at their sole cost and expense, shall insure its activities in 
connection with the work under this Agreement and obtain, keep in force, and maintain 
insurance as follows: 
 

• Comprehensive General Liability Insurance including but not limited to bodily injury 
including death, personal injury, property damage including loss of use thereof, broad 
form contractual liability, Towns and contractors’ protective, products and completed 
operations, non-owned automotive liability and contain a cross liability, severability of 
insured clause in an amount of not less than two-million dollars ($2,000,000.00) 
applying to all claims on a per occurrence basis. The policy shall include the Town as 
additionally insured in respect to all operations performed by, or on behalf of, the 
Successful Respondent.  
 

• Professional Liability (Errors and Omissions) Insurance in the amount of five-hundred 
thousand dollars ($500,000) per claim and one-million dollars ($1,000,000.00) in 
aggregate. Such insurance shall provide coverage for all errors and omissions made 
by the professional in the rendering of, or failure to render, professional services in 
connection with the work under the Service Agreement. Upon completion of the work 
under this Agreement the policy shall remain in force for twelve (12) months. The 
insurance shall not have a retroactive date less than prior to the placement of this 
policy or coinciding with the effective date of the Service Agreement. If a retroactive 



date should apply to this policy, confirmation that the retroactive date is not in effect 
after the commencement of work under the Service Agreement must be included in 
the certificate of Insurance.  
 

• Prior to commencement of any work associated with the Service Agreement and upon 
the placement, renewal, amendment, or extension of all or any part of the insurance, 
the Successful Respondent shall promptly provide the Town with the confirmation of 
coverage and, if required, a certified true copy(s) of the policy(s) certified by an 
authorized representative of the insurer together with copies of any amending 
endorsements applicable to any work associated with this Agreement.  
 

• All policies shall be endorsed to provide thirty (30) days advance notice to the Town of 
any modification, change, or cancellation.  
 

• All policies shall include a provision that the coverage will be primary and will not 
participate with, nor be excess over, any valid and collective insurance or program of 
self-insurance carried or maintained by the Town.  
 

• All policies shall be with insurers licensed to underwrite insurance in the Province of 
Alberta.  
 

• If the Successful Respondent fails to maintain insurance as required by the Agreement, 
the Town shall have the right at their sole discretion to: terminate the Agreement; 
provide the Successful Respondent with two (2) business days to provide confirmation 
that coverage is in effect; or, provide and maintain such insurance and give evidence 
to the Successful Respondent and the Successful Respondent shall pay the cost 
thereof to the Town on demand or the Town may deduct the cost from the amount 
which is due to or may become due to the Successful Respondent.  
 

• All applicable deductibles under the above required insurance policies are at the sole 
expense of the Successful Respondent.  
 

• It is expected by the Town that the Certificate(s) of Insurance will provide confirmation 
that all insurance requirements as stated above have been met.  
 

• If applicable and based upon the operations of any sub-contractor, Section 17 shall 
apply in the same manner to any sub-contractor as it would to the Successful 
Respondent. Further, it is the Successful Respondent’s obligation to ensure that any 
sub-contractor is aware of these obligations. The Successful Respondent shall provide 
to the Town confirmation of the sub-contractor’s insurance.  
 

 
19. REGULATION COMPLIANCE AND LEGISLATION  

 
All work provided must be in accordance with the laws and regulations pertaining to the work. 
The laws of the Province of Alberta shall govern this proposal and any subsequent agreement 
results from this proposal.  
 
The Successful Respondent shall ensure all services and products provided in respect to this 
proposal are in accordance with, and under authorization of all applicable authorities, 
Municipal, Provincial and Federal legislation.  
 

 
20. FREEDOM OF INFORMATION  



 
All written proposals received by the Town become public record. Once the Town accepts a 
proposal, all information contained in the proposal is available to the public, including personal 
information. 
  
 
21. CONFIDENTIALITY 
 
The Successful Respondent shall keep confidential any information provided by the Town or 
any oral information conveyed to the Successful Respondent by the Town. The Successful 
Respondent shall not discuss any aspects, or results, of the study with anyone other than the 
Town.  
 
 
22. INDEMNIFICATION 
 
The Successful Respondent, its officers, agents or employees, and if applicable, all sub-
contractors shall at all times indemnify and save the Town from and against any and all manner 
of claims, demands, losses, costs, charges, actions and other proceedings whatsoever made 
or brought against, suffered by, or imposed on the Town in respect of any loss, damage or 
injury to any person or property directly or indirectly arising out of, resulting from, or sustained, 
as a result of this Agreement, provision of services or any operations connected therewith 
caused by or resulting form the negligent or wilful acts or omissions of the Successful 
Respondent, its officers, agents or employees or if applicable its sub-contractors.  
 
 
23. CONFLICT OF INTEREST 
 
Respondents must ensure that they are not in a position that may be perceived as a conflict 
of interest.  
 
 
24. CANCELLATION 
 
The Town reserves the right to cancel this Request for Proposal at any time and for any 
reason, and will not be responsible for any loss, damage, cost, or expense incurred or suffered 
by any Respondent as a result of cancellation.  
 
The Town reserves the right to cancel the Agreement, at its sole and absolute discretion, 
within thirty (30) days written notice to the Successful Respondent, and the Successful 
Respondent will have no rights or claims against the Town. The Successful Respondent will 
be entitled to be paid for all authorized work and expenses up to the termination date. 
Cancellation would not, in any manner whatsoever, limit the Town’s right to bring action 
against the Successful Respondent for damages or for breach of contract.  
 
 
25. SUB-CONTRACTORS  
 
The Respondent is fully responsible to the Town for the acts and omissions of its sub-
contractors and/or persons directly or indirectly engaged by the Respondent in respect to this 
work. Sub-contractors will be required to abide by all the requirements of the proposal 
document as though they are the primary Successful Respondent (Insurance, WCB, Health 
and Safety, etc.). The Respondent agrees to bind every sub-contractor by the terms of the 
proposal documents as far as it is appliable to their work.  
 



It is also the responsibility of the Respondent to pay all sub-contractors for work completed on 
this project. It will be the Town’s expectation that a statutory declaration stating that all sub-
contractors have been paid accordingly be completed prior to the final release of holdback 
funds.  
 
 
26. LEGAL CLAIMS AND DAMAGES  
 
The Respondent shall indemnify and hold harmless the Town, its officers and employees from 
and against any and all liabilities, claims, demands, loss, cost, damages, actions, suits or other 
proceedings by whomsoever made, directly or indirectly arising out of the project attributable 
to bodily injury, sickness, disease or death or to damage to or destruction of tangible property 
cause by any acts or omissions of the Respondent, its officers, agents, servants, employees, 
customers, invitees, or licensees, or occurring in or on the premises or any part thereof and, 
as a result of activities under the proposal.  
 
A Respondent, by submitting a proposal, agrees that it will not claim damages, by any means, 
in respect to any matter relating to the RFP, the bidding and evaluation process or any 
subsequent procurement process, if any, resulting from the RFP.  
 
 
27. ACCURACY OF INFORMATION  
 
The Town makes no representation or warranty, either expressed or implied, with respect to 
the accuracy or completeness of any information contained in or referred to in the proposal.  
 
 
28. SOLICITATION  
 
If any director, officer, employee, agent, or other representative of a Respondent makes any 
representation or solicitation to any Mayor, Councillor, officer, or employee of the Town with 
respect to the proposal, whether before or after the submission of the proposal, the Town shall 
be entitled to reject the proposal.  
 
 
29. PUBLICITY 
 
All publicity relating to this project is subject to the approval of the Town and no mention of the 
project in advertisings or articles, in any publication will, will be permitted unless authorized in 
advance, in writing by the Town. Publicity or advertising implying endorsement of a product 
by the Town will not be permitted.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



RESPONDENTS DELCARATION 

The Respondent has carefully examined the conditions attached to this Request for Proposal 
and is prepared to perform the work as outlined in this document in an expedient, professional, 
and workmanlike manner, promptly and as directed by the Chief Administrative Officer or their 
designate.  

No person, firm, or corporation, other than the Respondent, has any interest in this proposal 
or in the proposed services for this proposal.  

This proposal is made without any connection, comparison of figures, or arrangements with, 
or knowledge of any other corporation, firm or person making a proposal for the same Service 
and is in all respect fair and without collusion or fraud.  

No member of the staff of the Town of Fox Creek is currently or will become interested directly 
or indirectly; as a contracting party, partner, shareholder, or otherwise; or in the performance 
of the service; or in the supplies, service or business to which it relates; or in any portion of 
the profits thereof; or in any of the monies to be derived there from.  

The content and requirements of this RFP have been read and understood.  

All prices are quoted in Canadian funds.  

Dated at _____________________ this_______ day of _________________________, 2022 

_________________________________________________________________________ 
Company Name  

_________________________________________________________________________ 
Address  

____________________________ ________________________________ 
Phone  Email  

____________________________ ________________________________ 
Name   Phone  

____________________________ ________________________________ 
Signature Title  

THIS PAGE MUST BE SUBMITTED AS PART OF THE PROPOSAL SUBMISSION 



Name        Phone  
 
 
____________________________   ________________________________ 
Signature      Title  
 

 
 
 
 
 
THIS PAGE MUST BE SUBMITTED AS PART OF THE PROPOSAL SUBMISSION 
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