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REQUEST FOR PROPOSALS 
Professional Services for the preparation 

of a Transit Feasibility Study 
 RFP #2024-TFS 

 

Requirement: 
The Town of Carleton Place, hereinafter referred to as the Corporation is seeking 
proposals to provide professional services to develop a “Transit Feasibility Study”, 
hereinafter referred to as “the Study”, as described in the terms of reference attached 
hereto as Annex “A”. 

 
Period of Proposed Contract: 
The proposed period of the contract will be from the date of award to the date of final 
acceptance of deliverables where final acceptance will be receipt of the plan by 
resolution of Council. 

 
Project Manager: 
The services provided will be subject to review and acceptance by the Project Manager 
hereby identified as the Director of Public Works or his designate. 

 
Inquiries: 
All inquiries regarding this Request for Proposal (RFP) are to be directed to the 
Contracting Authority specified herein. Inquiries must be received in writing (email) no 
later than November 1st, 2024. All inquiries received, and the answers as provided by 
the Project Manager will be provided to all proponents by way of written addendum, no 
later than November 8th, 2024, without naming the source of the inquiry. 

 
Order of Precedence: 
The documents listed below form part of the Request for Proposal (RFP) and will be 
incorporated into any resulting contract. If there is a discrepancy between the wording of 
one document and the wording of any other document which appears on the list, the 
wording of the document which appears first on the list shall take precedence: 

 
Request for Proposal 
Annex A - Project Information and General Terms of Reference   
Annex B - Financial Proposal and Contractual Acknowledgement   
Annex C - General Conditions - Engineering Services  
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Proposal Content: 
Your proposal should include a demonstrated understanding of the scope and 
particulars of the assignment. It is recommended that your submission not exceed 
fifteen (15) single-sided letter size pages, minimum 10-point font, including 
spreadsheets, which can be submitted in 11” x 17” format. Attachments such as 
resumes and workplan sheets will not be included in the page count. 

 
The contents of your Service Proposal should address the evaluation criteria 
numbered 1 through 4 inclusive, which will be assessed by the review team and be 
submitted in this numerical sequence. 

 
1. Experience and Qualifications of Team Members (20 points) 
Identify the Project Manager and key team members of the project team to be employed 
on this assignment, including those from specialist or sub-consultant firms, describe 
their individual capabilities, relevant experience, respective roles, availability for this 
project and highlight individual experience with regard to similar work. Resumes should 
be included where appropriate. 

 
2. Understanding of Objectives (10 points) 
Describe your understanding of the assignment, including overall scope and objectives, 
noting any specific issues that may require attention. 

 
Note: Responses that incorporate excessive blocks of text that have been copied 
directly from the RFP will not be regarded as demonstrating an understanding of 
the requirement. 

 
3. Quality of Approach and Methodology (25 points) 
Describe the approach and methodology to be followed in completing all aspects of the 
assignment in order to achieve the stated project objectives. 

 
4. Proposed Work Plan, Schedule and Level of Effort (25 points) 
Provide a work plan and schedule, including a breakdown of the major tasks, and the 
level of effort of the individual team members in sufficient detail to allow a complete 
understanding as to how and by whom the work is to be carried out. 

 
(Note 1, that although the “person day allocations” are often included within the sealed 
financial proposal, the Corporation prefers that a copy, without financial details such as 
per diem rates, be included in your service proposal, so that the level of effort can be 
clearly determined and may be evaluated at this stage.) 

 
Pass Grade 
Only proposals that meet or exceed a score of 75 percent on evaluation criteria 
numbered 1 to 4 inclusive (60 out of 80) at this stage of the evaluation will be 
considered further. Proposals that do not meet the minimum score required will be 
deemed non-compliant, and the financial proposal will remain unopened. 
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Financial Proposal (20 points) 
 

In a SEPARATE ATTACHMENT, clearly identified as Financial Proposal, and using 
Annex B which is attached for that purpose, the Consultant is to provide a total upset 
limit price, to include all engineering fees, disbursements and taxes, to complete this 
assignment in accordance with the Services detailed herein and in the Consultant’s 
proposal. This financial proposal is to be broken down by category with expected timing 
identified in order to allow for budgetary control. 

 
In order to allocate points for the Financial Proposal, a “Benchmark Price” will be 
determined by taking the average “Total Upset Limit Price” from all of the proposals 
received. Points will be awarded based on the following table: 

 
Points Awarded when Bid Price is compared to Benchmark Price 

 
Less than 105% 100% of points awarded = 20 points 
105 to less than 110% 90% of points awarded = 18 points 
110 to less than 115% 80% of points awarded = 16 points 
115 to less than 120% 70% of points awarded = 14 points 
120 to less than 125% 60% of points awarded = 12 points 
125 to less than 130% 50% of points awarded = 10 points 
130 to less than 135% 40% of points awarded = 8 points 
135 to less than 140% 30% of points awarded = 6 points 
140 to less than 145% 20% of points awarded = 4 points 
145 to less than 150% 10% of points awarded = 2 points 
150 and above 0% of points awarded = 0 points 

 
General Conditions - Engineering Services: 
As provided for under the Contractual Acknowledgement of Annex B, the Consultant 
must certify acceptance of the General Conditions - Engineering Services which are 
attached as Annex C, which shall form part of and be incorporated into the proposed 
contract. 

 
Basis of Selection: 
The Project Manager intends to recommend the appointment of the Consultant on the 
basis of “best overall value” to the Corporation as determined by the proposal which 
attains the highest score out of the 100 points available based on the evaluation criteria. 
The Consultant appointment is subject to approval by the Town of Carleton Place in 
accordance with the provisions of the Purchasing By-Law. 

 
Selection Process: 
An evaluation team will review all proposals received and score the proposals using a 
“consensus” approach, in relation to the criteria and points which are identified. An 
award may be made solely on the basis of the proposal submission, without a meeting 
with the Consultant. However, one or more Consultants may be invited to attend a 
formal interview with the evaluation team, or to provide written clarification on their 
proposal. This formal interview, if applicable would be scheduled within the two weeks 
following closing. 
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Proposal Validity: 
Proposals shall remain valid and open for acceptance by the Corporation for a period of 
sixty (60) calendar days, following the due date for receipt of proposals. 

 
Municipal Rights and Options: 
The municipality, in their sole discretion, reserves the following rights: 

• Supplement, add to, delete from or change this solicitation document; 
• Determine which respondent, if any, should be selected for negotiations; 
• Reject any or all proposals or information received pursuant to this RFP; 
• Cancel this RFP with or without the substitution of another RFP; 
• Request additional data or information after the submittal date, if such data or 

information is considered pertinent to aid the review and selection process; 
• Conduct investigations with respect to the qualifications and experience of each 

respondent; 
• Take any action affecting the RFP or the services or facilities subject to this RFP 

that would be in the best interest to the municipality; 
• Require one or more respondents to supply, clarify or provide additional 

information in order for the municipality to evaluate the proposals submitted; 
• Waive any informalities or irregularities in the submittals or to re-advertise; and 
• That the lowest, or any bid, will not necessarily be accepted either individually or 

collectively. 
 

Submission of Proposal: 
Please provide one (1) copy of your service proposal, and one (1) copy of your 
financial proposal, signed by an authorized official, as separate attachments, clearly 
identified and send via email to: 

 
Guy Bourgon, P.Eng. 
Director of Public Works  
gbourgon@carletonplace.ca 

mailto:gbourgon@carletonplace.ca
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Proposals MUST be received via email only NOT LATER THAN 11:00 A.M. LOCAL 
TIME, on November 14th, 2024. 

 
Proposals received after the above due date and time will not be considered, but 
will be returned, to the Consultant. 

 
Contracting Authority: 
For further information regarding the Request for Proposal, or the assignment, please 
contact: 

 
Corporation of The Town of Carleton Place  
175 Bridge Street 
Carleton Place, ON, K7C 2V8 
Attention: 
Guy Bourgon, P.Eng. 
Director of Public Works  
Telephone: (613) 257-6209 
Facsimile: (613) 257-8170 
E-mail: gbourgon@carletonplace.ca 

 
It is essential that the elements contained in the proposal are stated in a clear and 
concise manner. Failure to provide complete information as requested will be to the 
consultant’s disadvantage. Proposals should be submitted in the format requested, with 
an index and preferably including the criteria subject to point rating in a clear identifiable 
location. If a Consultant feels that the conditions will restrict it unnecessarily in any way, 
it should so state in its proposal. Any deviation from the stipulated conditions should be 
given in detail with an explanation as to why they are being proposed. The Corporation 
reserves the right to accept any proposal as submitted without prior negotiations. It is 
the responsibility of the Consultant to obtain clarification of the requirements contained 
herein, if necessary, prior to submitting a proposal. Each proposal will be evaluated 
solely on its content. Assessment of the proposal commences immediately after closing 
date. 

 
The Corporation does not accept proposals submitted by facsimile transfer machine. 
This Request for Proposal does not commit the Corporation to award a contract or to 
pay any costs incurred in the preparation of a proposal, or attendance at a meeting with 
Corporation staff. 

mailto:gbourgon@carletonplace.ca
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Annex A 

Project Information and General Terms of Reference 

Professional Services for 
Preparation of a Transit Feasibility 

Study 
 
 

1.0 OBJECTIVE 
 

The Town of Carleton Place is presently seeking engineering services from a consulting 
firm, or consortium of firms to prepare a Transit Feasibility Study for the municipality. 

 
The Transit Feasibility Study will address all aspects of planning and implementing 
transit solutions for the municipality including start-up costs and on-going yearly costs of 
operation. 

 
The successful firm(s) will possess the requisite technical skills and corporate 
experience to deal with the complex matters to be addressed in the Transit Feasibility 
Study and will be required to work directly with Town staff, the public, external agencies 
and stakeholders in a professional manner. 

 
This completed Study shall furthermore be considered by Council no later than 
September 30th, 2025. 
 

1.1 BACKGROUND 
 

The Town of Carleton Place is located in Eastern Ontario in Lanark County, 
approximately 46 kilometers west of downtown Ottawa. It is situated at the crossroads 
of Highway 15 and Highway 7.  The Town of Carleton Place has an approximate area of 
9 km2 and an approximate population of 12,500 residents. The Town of Carleton Place 
is a fast-growing community which borders the nation’s capital.  The County of Lanark’s 
Official Plan indicates that Carleton Place’s population is expected to increase to 21,000 
by 2038. 
 
The local transportation network is currently comprised of approximately 66 km of roads. 
Two county roads, Townline Road and McNeely Avenue, currently serve as the arterial 
backbone within the community, along with Highway 7 which traverses the southern 
portion of the municipality from east to west, and Highway 15 located south of Highway 
7 and running north/south.  The recently acquired Ottawa Valley Recreation Trail 
(OVRT) bisects the community from north to south. 

 
The Town of Carleton Place recently carried out a Transportation Master Plan which 
was received by Council in October 2022.  This document is available on our website 
(https://carletonplace.ca/transportation-master-plan.php).  Please refer to Section 7 
regarding previous transit attempts and a high level look at various options presented.    

https://carletonplace.ca/transportation-master-plan.php
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2. PROJECT SCOPE 

 
2.1 General Requirements 

 
A Transit Feasibility Study is needed that provides clear direction for guiding the capital 
and operating needs for transit services both under the present conditions and as the 
municipality continues to grow. This study will furthermore include the following general 
components for review: 

 
• Utilize the growth findings of the Community Official Plan, as well as information 

for surrounding municipalities, to determine future growth in transit need and 
recommend transit solutions that will service the Town currently and over the 
next 20 years. 

• Identify solutions for both in-Town transit and commuter transit to adjacent 
municipalities. 

• Consider both Town-owned and privately owned transit services.  For Town-
owned and operated services, consider staffing requirements and costs.  
Privately-owned services should also include local and regional taxi services. 

• Consider the needs of users with disabilities in identifying accessible solutions. 
• Explore opportunities for transit service integration with OC Transpo, Lanark 

County, and private transit operators for commuter travel to the City of Ottawa. 
• Explore the potential of different transit options e.g. demand-responsive transit, 

fixed-route transit, etc. 
• For fixed-route transit, optimize routes to optimize ridership and coverage. 
• Explore ways to increase commuter transit ridership including but not limited to 

subsidies or incentives. 
• Consult with the County of Lanark regarding potential synergies with specialized 

services within the County e.g. Ride the LT, with emphasis on improving mobility 
and access between the local municipalities. The study should also provide the 
Town with an understanding of key destinations both in-town and in surrounding 
communities (Perth, Smiths Falls, Almonte, Kanata/Stittsville) that would anchor 
demand for transit services. Consideration should also be given to areas along 
the periphery of the municipal borders such as adjacent developments in the 
Township of Beckwith and Municipality of Mississippi Mills. 

• Explore car sharing service opportunities. 
• Explore ridesharing service opportunities. 
• Explore the potential for increased park and ride locations within the Town which 

are readily accessible to pedestrians and cyclists. 
• Investigate low carbon options such as zero emission vehicles. 
• Identify start-up costs and yearly on-going costs of all potential solutions 

provided, including support technology. 
• Identify competitive fares to be charged for each solution provided. 
• Identify optimal hours of operation. 
• Identify potential funding sources and cost-sharing opportunities. 
• Provide ridership and modeshare targets for existing and growth for 

consideration in future development charge studies. 
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2.2 Background Documentation 
 

The following documentation will be available for review as background review work 
completed by the successful consultant: 

 
• Transportation Master Plan October 2022 
• Town of Carleton Place Official Plan 2013 
• Adopted amended Town of Carleton Place Official Plan 2023 (pending approval) 
• County of Lanark Transportation Master Plan (2010) - Aecom; 

2.3 Public and Agency Involvement 
 

The development of the Transit Feasibility Study shall include a stakeholder 
engagement and communication plan that will identify the various stakeholder groups, 
their role in the process, how they will be engaged, and the nature of communications. 
Stakeholders may include but not be limited to: 
 

• Town Council and staff 
• OC Transpo 
• Ministry of Transportation 
• County of Lanark 
• Adjacent Municipalities (Mississippi Mills, Beckwith, Perth, Smiths Falls) 
• Accessibility Advisory Committee 
• School Boards and Transportation Providers 
• Carleton Place Chamber of Commerce 
• Downtown Carleton Place BIA 
• General Public 
• Indigenous Groups 

 

The consultant will be required to obtain comments from the public and 
affected/interested agencies in a pro-active, consultative manner by utilizing such 
methods as public information centers, open houses, surveys and social media to 
provide input towards the planning and delivery of future transit services. The Town’s 
website/Facebook page may furthermore be used for soliciting comments from the 
public and disseminating public information. 

 
3. REPORTING AND DELIVERABLES 

 
Meetings / Presentations 

 

Meetings unless otherwise specified shall be at the Town of Carleton Place Town Hall 
located at 175 Bridge Street, Carleton Place, Ontario; 

 
The following meetings will be required with key staff for the project: 

• Project Initiation 
• Interim Council Update (1 in-person meeting – Project Manager) 
• Public Information Meeting (1 in-person meeting)  
• Presentation of Final Draft to Committee of the Whole 
• Attendance at Town Council meeting for final receipt of document  
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Scheduled Updates 

• On a bi-weekly basis the consultant’s project manager shall give an update by a 
Microsoft Teams meeting or approved equivalent to the Project Manager or his 
designate. An agenda shall be sent by the consultant 2 days prior to the meeting. 

• Topics shall include but not be limited to schedule, progress of contract, 
challenges, and budget including any claims for funds being requested beyond 
the scope of the contract which must be requested in writing and approved in 
advance. 

• The date and time of the bi-weekly meeting shall be mutually agreed upon by 
both parties to accommodate schedules. 

 
Final Report / Document Requirements 

 

All draft documents, reports, schedules and information to be discussed at meetings 
shall be forwarded a minimum of (7) days prior to the meeting date. 

 
The Consultant will be required to provide all presentation display materials as well as 
sufficient copies of the report and maps to meet the requirements of a full and active 
stakeholder participation process. 

 
At the completion of the project, three final copies and one electronic copy of the 
completed study shall be submitted. In addition, all text documents shall be forwarded to 
the Town on a multi-media disk and saved in both MS Word and Adobe (pdf) format. 
Any computerized mapping and drawings shall be submitted in Adobe format.  All 
electronic documents must be fully accessible for posting on the Town’s website. 

 

The final deliverable of this project is a study document in the form of a Transit 
Feasibility Study received by resolution of Council. The Study shall furthermore ensure 
that integrated and sustainable transit solutions are provided. 

 
 

4. SCHEDULING 
 

The Request for Proposal process shall follow the dates identified unless formally 
adjusted by addendum: 

 
• RFP Issued October 18th, 2024 
• Deadline for Inquiries November 1st, 2024 
• Release of Final Addendums November 8th, 2024 
• Deadlines for Submissions November 14th, 2024 – at 11:00 A.M. Local Time 
• Recommendation of Award December 11th, 2024 
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5. SERVICES TO BE PROVIDED BY THE TOWN OF CARLETON PLACE 
 

• General direction to the Consultant in the provision of services as necessary 
during the term of this agreement. 

• Provide any background documents as available 
• Provide electronic base mapping, studies, and land use information where 

required to facilitate the works; 
• Meet on an on-going basis with the Consultant to review progress and provide 

direction and technical input; 
• Advertise notices and locations for public meetings on our website, social media, 

and electronic newsletter (CP Scoop); 
• Identify and provide contacts for key stakeholders; 
• Review information prepared by the consultant and comment in a timely manner; 
• Authorize payment of invoices to the consultant. 
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Annex B 
 

Financial Proposal and Contractual Acknowledgement 

Basis of Payment: 
The Consultant offers to provide the services detailed herein under Project Information 
and General Terms of Reference, and as further detailed in the Consultant’s proposal, 
to the acceptance of the stated Contract Authority for the following Total Upset Limit 
Price. 

 
 

Professional Fees: $   
 

Disbursements: $   

 

HST (13%) $   

 

Total Upset Limit Price: $   

 

The Consultant is required to provide a detailed price breakdown by major tasks with 
the Proposal. The breakdown should include the specific activities planned, the timing 
and associated level of effort by individual or classification, and the associated hourly or 
per diem rates for which the Consultant will seek payment. 

 
Consultants should note the following when preparing their financial proposal: 

 
Professional Fees: 
Professional fees are to include the cost of sub-consultants. 

 
Disbursements: 
All reasonable and proper expenses incurred by the Consultant shall be reimbursed 
under this item without any allowance thereon for overhead and or profit. The following 
costs shall not be reimbursed: 

 
• Communication expenses including facsimile, local phone and cellular charges 
• Standard PC or computer aided design and drafting equipment (excludes 

specialized equipment or software as identified in Consultant’s proposal) 
 

Method of Payment: 
Monthly payments shall be made based on time expended following receipt and 
acceptance of an invoice by the Project Manager. The invoice should include a 
breakdown by hours worked by individual team members on each major task and 
progress to the date on invoice. Additional back-up documentation shall also be 
provided where sub-contracted works form part of the overall work program. 
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Contractual Acknowledgement 
The Consultant hereby agrees to be legally bound by the provisions of the resulting 
Agreement, including, but not limited to, the General Conditions - Engineering Services 
(Annex “C”). The Consultant further acknowledges and agrees that the final terms of the 
resulting Engineering Agreement with the Corporation shall be concluded and become 
legally binding when both parties have entered into a Professional Services Agreement. 

 
 
 

SIGNED this  day of  in the year  . 
 
 
 
 
 

 

CONSULTANT 

 

I have the authority to bind the Corporation. 
 
 

Company Name    

 

 

Company Address    

 

 

Phone #    

 

Email Address ________________________________________________________ 
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Annex C 
 

General Conditions – Engineering Services 

1. RETAINER AND STATUS OF CONSULTANT 
The Corporation retains the Services of the Consultant and the Consultant hereby 
agrees to provide the Services described herein under the general direction and control 
of the Corporation. The Consultant is retained as an independent contractor for the sole 
purpose of providing the services. Neither the Consultant nor any of its personnel are 
engaged as an employee, servant, or agent of the Corporation. 

 
2. SERVICES 
The Services to be provided by the Consultant to the Corporation are set forth in the 
Terms of Reference and the Proposal, as amended by the Purchase Order, and such 
Services as changed, altered or added to, under the provisions of this Agreement are 
hereinafter called the "Services". All Services shall be performed by staff of the 
Consultant, or sub-consultants identified within the final accepted proposal. The 
Consultant shall not engage others to perform specialized services unless prior 
approval, in writing, is obtained from the Corporation. 

 
3. COMPENSATION 
The Corporation shall pay the Consultant in accordance with the provisions set forth in 
this Agreement. All invoicing and payments shall be in Canadian dollars. 

 
4. STAFF AND METHODS 
The Consultant shall perform the services to a professional standard in accordance with 
current “best practices” and shall skillfully and competently perform the Services and 
shall employ only skilled and competent staff thereon who shall be under the 
supervision of a senior member of the Consultant's staff. 

 
5. RECORDS AND AUDIT 
(1) In order to provide data for the calculation of fees on a time basis, the Consultant 
shall keep a detailed record of the hours worked by and salaries paid to its staff in the 
performance of the Services. 

 
(2) The Corporation may inspect and audit the books, payrolls, accounts and records of 
the Consultant at any time, during the Consultant's normal business hours, with respect 
to any item for which the Consultant is seeking compensation from the Corporation. 

 
(3) The Consultant shall provide copies of receipts with respect to any disbursement for 
which the Consultant claims compensation from the Corporation. 
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6. CHANGES AND ADDITIONAL SERVICES 
The Corporation may, with the consent of the consultant, in writing and at any time 
before or after the commencement of the Services, extend, increase, vary or otherwise 
alter the Services, and in such cases the Corporation shall pay the Consultant in 
accordance with agreed upon rates, either per hour, per diem or fixed costs, as may be 
determined. 

 
7. SUSPENSION OR TERMINATION 
The Corporation may at any time by notice in writing to the Consultant suspend or 
terminate the Services or any portion thereof at any stage of the undertaking, and the 
Consultant shall thereupon be entitled to payment for any of the Consultant's staff 
employed directly thereon together with such expenses and disbursements allowed 
under this Agreement. Upon receipt of such written notice, the Consultant shall perform 
no further Services other than those reasonably necessary to closeout the Services. 

 
Upon written notice of suspension or termination, or upon a written demand by the 
Corporation at any time during the term of this Agreement, the Corporation shall be 
given and have the right to take possession of and use any completed or partially 
completed drawings, documents, software, equipment and other information prepared 
or to be supplied by the Consultant. 

 
If the Consultant is practicing as an individual and dies or becomes incapacitated before 
the Services have been completed, this Agreement shall terminate as of the date of 
death, or incapacity, as applicable, and the Corporation shall pay for the Services 
rendered and disbursements incurred by the Consultant to the date of such termination. 

 
8. INDEMNIFICATION 
The Consultant shall indemnify and save harmless the Corporation from and against all 
claims, actions, losses, expenses, costs, or damages which the Corporation, its 
employees, officers or agents may suffer as a result of the negligence or breach of 
contract of the Consultant, its employees, officers or agents in the performance of this 
agreement, subject to the following: 

 
CORPORATION PROVIDED INFORMATION: 
The Corporation further acknowledges and agrees that the Consultant will not be held 
liable for any damages / losses of any kind or nature that may result from the use of 
inaccurate information or data provided to the Consultant by the Corporation. The 
Corporation agrees to accept full responsibly for the accuracy of all information and data 
that it provides to the Consultant. 

 
WORK PRODUCT LIMIT: 
The Corporation further acknowledges and agrees that the Consultant cannot warrant 
the fitness of any records, documents or work product that are (i) incomplete due to 
early termination or suspension of this agreement; or (ii) altered, revised, amended, or 
modified without the consent or knowledge of the Consultant. 



Corporation of the Town of Carleton Place 
RFP #2024-TFS Page 15 of 23 

 

9. FORCE MAJEURE 
A party hereto shall not be responsible for failures in performance due to force majeure. 
"Force Majeure" means any circumstance or act beyond the reasonable control of a 
party to this Agreement claiming Force Majeure, including an intervening act of God or 
public enemy, war, blockade, civil commotion, fire, flood, tidal wave, earthquake, 
epidemic, quarantine restriction, a stop-work order or injunction, issued by a court or 
public authority having jurisdiction, or governmental embargo, which delays the 
performance of any obligation created by this Agreement beyond its scheduled time, 
provided such circumstance or act is not expressly dealt with under this Agreement or 
does not arise by reason of: 

• the negligence or willful misconduct of the party claiming Force Majeure or those 
for whom it is responsible at law; 

• any act or omission by the party claiming Force Majeure (or those for whom it is 
responsible at law) in breach of the provisions of this Agreement; 

• lack or insufficiency of funds or failure to make payment of monies or provide 
required security; 

 
provided further that, in the case of an event of Force Majeure affecting the Consultant, 
the Consultant notifies the Corporation as soon as possible and in any event within five 
(5) working days following the date upon which the Consultant first becomes aware (or 
should have been aware, using all reasonable due diligence) of such event so that the 
Corporation may verify same. 

 
In any such event, Consultants agreement and price and schedule shall be equitably 
adjusted based on the actual work authorized and performed satisfactorily, and the 
rates agreed to in the agreement. 

 
10. INSURANCE 
(1) Without restricting the generality of the Indemnification provisions, the Consultant 
shall, during the term of this Agreement, provide, maintain and pay for: 

 
(a) Commercial General Liability insurance Issued on an occurrence basis for an 

amount of not less than $5,000,000 per occurrence / $5,000,000 annual 
aggregate for any  negligent acts or omissions from the contractor relating to its 
obligations under this Agreement. Such insurance shall include, but is not limited 
to bodily injury and property damage including loss of use; personal injury and 
advertising injury; contractual liability; premises, property & operations; non-
owned automobile, broad form property damage; owners and contractors 
protective; occurrence property damage; products and  completed operations; 
employees as Additional Insured(s); contingent  employers  liability; tenants legal 
liability; cross liability and severability of insurance clause. 

 
Such insurance shall add the Corporation of the Town of Carleton Place as 
Additional Insured with respect to the operations of the bidder. This insurance 
shall be non-contributing with and apply as primary and not as excess of any 
insurance available to the Corporation. The successful bidders shall indemnify 
and hold the Corporation of the Town of Carleton Place harmless from and 
against any liability, loss, claims, demands,costs and expenses, including 
reasonable legal fees, occasionally wholly or in part by  any negligence or acts of 
omissions whether willful or otherwise by the  bidder,  its agents, officers, 
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employees or other persons for whom the bidder is legally responsible. 
 

(b) Automobile liability insurance with respect to owned or leased vehicles used 
directly or indirectly in the performance of the services covering liability for bodily 
injury, death and damage to property with a limit of not less than $5,000,000 
inclusive for each and every loss; and 

 
(c) Professional Liability (errors and omissions) insurance coverage shall be obtained 

for the limit of not less than $1,000,000. If such insurance is issued on a claims 
made basis, coverage shall contain a 24 month extended reporting period or be 
maintained for a period of two years subsequent to conclusion of services under 
this Agreement. 

 
(2) The Consultant shall provide the Corporation with proof, satisfactory to the 
Corporation Insurance Administrator, of the insurance required under this Section. 

 
(3) If the Corporation requests to have the amount of coverage increased or to obtain 
other special insurance for the Services for the Project, then the Consultant shall 
endeavour forthwith to obtain such increased or special insurance at the Corporation's 
expense. 

 
(4) All above policies shall contain an endorsement to provide the Corporation of the 
Town of Carleton Place with thirty (30) days prior written notice of cancellation or of a 
material change that would diminish coverage." 

 
11. CONFLICT OF INTEREST 
Neither the Consultant nor any person, firm or corporation associated or affiliated with or 
subsidiary to the Consultant shall tender for the construction of a project, or have an 
interest either directly or indirectly in the construction of a project that arises from the 
Services. The Consultant is required to disclose to the Corporation, prior to accepting 
this assignment, any potential conflict of interest. If a conflict of interest exists, the 
Corporation may, in its discretion, withhold this assignment from the Consultant until the 
matter is resolved to the satisfaction of the Corporation. If, during the term of this 
Agreement the Consultant is retained by another client and that assignment gives rise 
to a potential conflict of interest, the Consultant shall so inform the Corporation and if a 
conflict of interest is deemed to exist by the Corporation, the Consultant shall either 
refuse the new assignment or take such steps to remove the conflict of interest as are 
deemed necessary by the Corporation. 

 
12. ASSIGNMENT 
Neither party may assign this Agreement or any portion thereof without the prior 
consent in writing of the other. 

 
13. PREVIOUS AGREEMENTS 
This Agreement supersedes all previous agreements, arrangements or understandings 
between the parties whether written or oral in connection with or incidental to the 
Services. 



Corporation of the Town of Carleton Place 
RFP #2024-TFS Page 17 of 23 

 

14. APPROVAL BY OTHER AUTHORITIES 
Where either the Services of the Consultant or the Project is subject to the approval or 
review of an authority, government department or agency other than the Corporation, 
such approval or review shall be obtained through the offices of the Corporation and 
unless authorized by the Corporation in writing, such approval or review shall not be 
obtained by direct contact by the Consultant with such other authority, government 
department or agency. 

 
15. INSPECTION 
The Corporation, or persons authorized by the Corporation, shall have the right, at all 
reasonable times, to inspect or otherwise review the Services performed, or being 
performed, under the Project and the premises where they are being performed. 

 
16. PUBLICATION 
The Consultant shall obtain the consent in writing of the Corporation before publishing 
or issuing any information regarding the Project. 

 
17. CONFIDENTIAL INFORMATION 
Information communicated to or acquired by the Consultant in the course of carrying out 
the Services provided for herein shall not be either divulged or used by the Consultant 
on any other project unless prior approval, in writing, is obtained from the Corporation. 
The Consultant shall not at any time before, during or after the completion of the work 
divulge any confidential information acquired in the course of carrying out the work 
provided herein. No such information shall be used by the Consultant before, during or 
after the completion of work on this or any other project without the prior written 
approval of the Corporation. 

 
18. MUNICIPAL FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT 
The Corporation is subject to the Municipal Freedom of Information and Protection of 
Privacy Act, R.S.O. 1990,c.M.56, as amended (“MFIPPA”) with respect to, and 
protection of, information under its custody and control. Accordingly, all documents 
provided to the Corporation in response to this Request for Proposal may be available 
to the public unless the party submitting the information requests that it be treated as 
confidential. All information is subject to MFIPPA and may be subject to release under 
the Act, notwithstanding the Consultant’s request to keep the information confidential. 

 
19. DRAWINGS AND DOCUMENTS 
Drawings and documents or copies thereof required for the Project shall be exchanged 
between the parties on a reciprocal basis. Drawings and documents, including all 
drawings and documents delivered in an electronic, digital or other than paper format, 
prepared by the Consultant for the Corporation shall be the property of the Corporation 
free of all claims by the Consultant of any nature and kind whatsoever. The Consultant 
shall be entitled to retain a copy of all drawings and documents for record keeping 
purposes only and at its own expense. 
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Computer aided design drawings ("CADD") files shall be prepared and delivered in 
accordance with the most recent version of the applicable written standards of the 
Corporation. Following receipt, all digital drawing files shall be reviewed by the 
Corporation for compliance with the appropriate standards. In the event that any digital 
files shall be deemed to not comply, such files shall be returned to the Consultant for 
modification to bring them into compliance with the standards at no extra cost to the 
Corporation. The Consultant may contact the Corporation in order to clarify which of the 
standards applies to the CADD drawing files prior to providing same. 

 
20. PATENTS 
(1) The Consultant shall make a prompt written disclosure of any patentable invention, 
improvement or discovery conceived or first actually reduced to practice in the 
performance of the Services and shall submit separately, or as part of the final report on 
the Project, a complete list of all such inventions, improvements and discoveries, 
including those previously disclosed. 

 
(2) Subject to the provisions of this Section, any patentable rights or other rights in any 
invention, improvement or discovery conceived or actually reduced to practice in the 
performance of the Project, shall be the property of the Consultant. 

 
(3) The Consultant, upon request in writing, shall grant to the Corporation, for itself, the 
Province or any other Corporation in Ontario, pursuant to any statute of the Province, an 
irrevocable, nonexclusive, royalty-free license to practice any invention, improvement or 
discovery conceived or actually reduced to practice, in the performance of the Services, 
in the manufacture, use and disposition, according to law, of any article or material, and 
in the use of any method, but such license shall not include the right to sub-license. 

 
21. LOCATION OF CONSULTANT'S OFFICE 
For the purposes of this Agreement, all Services performed by the Consultant shall be 
deemed to be performed in the office of the Consultant, with the exception of Project 
Meetings (Project Coordination, etc.) which will be located in the Corporation of the 
Town of Carleton Place unless written approval of an alternate location is obtained from 
the Corporation. All fees and disbursements shall be calculated and invoiced according 
to the applicable deemed location of the Consultant's office. 

 
22. TIME 
(1) The Consultant shall perform the Services expeditiously to meet the requirements of 
the Corporation and shall complete any portion or portions of the Services in such order 
as the Corporation may require. 

 
(2) The Consultant shall perform all the Services required under this Agreement by the 
date or dates stated in the Purchase Order, or as otherwise approved, in writing, by the 
Corporation. Requests for extensions of the completion date shall be submitted, in 
writing, by the Consultant no later than twenty (20) days prior to the completion date. 
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(3) The Corporation shall give due consideration to all designs, drawings, plans, 
specifications, reports, tenders, proposals and other information submitted by the 
Consultant, and shall make any decisions which are required in connection therewith 
within a reasonable time so as not to delay the work of the Consultant. 

 
23. PAYMENT OF FEES 
(1) The Consultant shall submit an invoice to the Corporation for all Services completed 
in the immediately preceding month. Interest at an annual rate equivalent to the Bank 
Rate established by the Bank of Canada for Short Term advances to chartered banks 
will be paid on the total outstanding unpaid balance commencing thirty (30) days after 
the Corporation has received and approved the Consultant's invoice. 

 
(2) Where the Consultant is to be paid on a time basis for any part of the Project, no part 
of such fee shall be based upon any hours of work that have not been recorded as 
required by the provisions of this Agreement or upon any salary other than the salary 
applicable to the particular type of work performed as approved by the Corporation. 

 
24. INTERIM EXPENDITURE REPORTS AND PAYMENT RESTRICTION 
(1) The Consultant shall notify the Corporation, in writing, when fifty percent (50%) of 
the total funds allocated for the Services have been expended, and again when 
seventy-five percent (75%) of the funds have been expended. 

 
The Consultant shall submit with each of these notices, a detailed report of the Services 
completed at the interim expenditure dates. 

 
(2) The Consultant's total fees and disbursements for the performance of all the 
Services required under the terms of this Agreement shall not exceed the total amount 
stated in the Purchase Order. 

 
(3) The total amount specified in the Purchase Order, as well as all applicable taxes 
payable, shall represent the total amount payable to the Consultant with respect to the 
provision or supply of any Services or intangible property by the Consultant to the 
Corporation, or in connection with the provision, supply, transfer or sale of any goods, 
material or tangible property by the Consultant to the Corporation pursuant to this 
Agreement. Any changes in taxes payable during the Term of Services may, in the 
discretion of the Corporation, either increase or decrease the total amount payable to 
the Consultant under the terms of this Agreement. 

 
25. OCCUPATIONAL HEALTH AND SAFETY 
The Consultant shall ensure that all Services are provided in a manner that complies 
with the Occupational Health and Safety Act, R.S.O. 1990, c.O.1, as amended, and the 
regulations made thereunder. 
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26. REPLACEMENT OF PERSONNEL AND/OR SUB-CONSULTANTS 
(1) When specific persons have been named in the Contract as the persons who must 
perform the Work, the Consultant shall provide the services of the persons so named 
unless the Consultant is unable to do so for reasons beyond its control. 

 
(2) If at any time, the Consultant is unable to provide the services of any specific person 
named in the Contract, it shall provide a replacement person who is of similar ability and 
attainment. 

 
(3) The Consultant shall, before replacing any specific person named in the Contract, 
provide notice in writing to the Corporation. The replacement must be acceptable to the 
Project Manager. 

 
27. SUCCESSORS AND ASSIGNS 
The Contract shall ensure to the benefit of, and shall be binding upon, the successors and 
permitted assignees of the Corporation and of the Consultant. 

 
28. FRAUD OR BRIBERY 
Should the Consultant or any of his/her agents give or offer any gratuity to, or attempt to 
bribe any member of the awarding body, officer or servant of the Corporation, or to commit 
fraud against the Corporation, the Corporation shall be at liberty to declare the proposal 
void forthwith, or to take the whole or any part of the contract out of the hands of the 
Consultant and to invoke the provisions of termination. 

 
29. AWARD 
Any award resulting from this Request for Proposal will be in accordance with the 
Corporation Purchasing By-Law and may be subject to Town Council approval. 
 
30.  ACCESSIBLE CUSTOMER SERVICES  
The consultant shall ensure that all persons performing the work and who have contact with 
the public are trained in accordance with the Accessible Customer Service Standards under 
the Accessibility for Ontarians with Disabilities Act, 2005. 
 
31. SEVERABILITY 
If any provision of this Contract becomes illegal or unenforceable in whole or in part, the 
remaining provisions shall nevertheless be valid, binding and subsisting. 
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Attachment 1 

REPRESENTATION, WARRANTY AND ACKNOWLEDGEMENT REGARDING 
ACCESSIBLE CUSTOMER SERVICE TRAINING 

REPRESENTATION AND WARRANT 
 
(Insert Company Name) __________________________________ 
Hereby represents and warrants that: 
 
1. My/Our employees, agents, volunteers or others for whom I/We are responsible, will have 

successfully completed Accessible Customer Service Training prior to commencement of 
the Work on behalf of the Corporation of the Town of Carleton Place, in accordance with 
the award of RFP Professional Services to complete a Transit Feasibility Study. 

 
2. The Accessible Customer Service Training provided will encompass the following training 

content: 
a. A review of the purposes of the Accessibility for Ontarians with Disabilities Act, 2005 

and the requirements of the customer service standard; 
b. How to interact and communicate with people with various types of disability; 
c. How to interact with people with disabilities who use an assistive device, service animal 

or a support person; 
d. How to use the equipment or assistive devices available on Town premises that are 

otherwise provided that may help with the provision of goods or services to people with 
disabilities; 

e. What to d if a person with a particular type of disability is having difficulty accessing the 
Town’s goods or services; and 

f. The Town’s accessible customer service policies, procedures and practices governing 
the provision of goods or services to people with disabilities. 

 
ACKNOWLEDGEMENT 
 
I/We, the undersigned, acknowledge and agree that this representation and warranty will be 
relied upon by the Corporation of the Town of Carleton Place and as such I/We solemnly 
provide this representation and warranty as if it was given under oath. 
 

Company Name 
 

Signature(s)   PRINT NAME  PRINT TITLE 
 

Signature(s)   PRINT NAME  PRINT TITLE 
 

Date 
 

I/WE HAVE THE AUTHORITY TO BIND THE COMPANY 
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