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REQUEST FOR PROPOSAL 
RFP # TPR 2024-011 

      
 

 
1. LISTING OF DOCUMENTS WITHIN THIS PACKAGE 
 
Request for Proposal  ---------------------------------------------------------------------------- Pages 1-7 
Terms of Reference   ---------------------------------------------------------------------------  Pages 8-14 
Contractor Agreement ----------------------------------------------------------------------- Pages 15-26 
 
 
2. KEY DATES 
 

RFP Posting   November 28, 2024 
Mandatory Site Visit  December 12, 2024 at 1:30 P.M. 
Deadline for Inquires  January 3, 2025 
RFP Closing   January 9, 2025  (2:00:00 P.M. Local time) 
Award Date   January 31, 2025 
Project Start Up  February 14, 2025 
Project Completion  October 20, 2025 
 

3. REQUEST FOR PROPOSAL 
 
3.1. Intent of Request for Proposal 
 
The intent of this Request for Proposal (the “RFP”) is to accept Proposals from qualified firms 
(the “Proponent”) to provide Architectural and Engineering Design Services, all as more 
specifically described in the attached Terms of Reference. 
 
3.2. Submission of Proposals 
 
The Town of Peace River (the “Town”) will receive E-MAILED Proposals, identifying RFP # 
2024-011 in the subject line and addressed and delivered to: 
 

tenders@peaceriver.ca 
 

prior to 2:00:00 P.M. local time on Thursday, January 9, 2025 (the “Closing 
Time”). Proponents are cautioned that the Closing Time is based on when the 
proposal is RECEIVED by the Town, and NOT when a proposal is submitted by 
the Proponent. It is the sole responsibility of the Proponent to be mindful of 
the length of time for the proposal to be transmitted due to file transfer size, 
transmission speed, etc., and the Town shall not be responsibility for any 
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delivery issues whether or not caused by the Town server. As such, 
Proponents are encouraged to seek confirmation from the Town that their 
proposal has been received. 

 
Proposals will not be considered if the Proposal is not received by the Town before the 
Closing Time.  
 
The Town will not be responsible for any cost incurred in the preparation or presentation of 
Proposals. 
 
3.3. Proposal Submission Content and Format 
 
Proposals should contain the following information: 
 
a) Cover Letter – a summary that includes the firm’s name and address, the name, 

telephone number and email address of the contact person and the date of the proposal. 
Should also include a description briefly stating the Proponent’s understanding of the 
purpose and objective of the project, the benefits they bring to the project, any potential 
issues or constraints and how they would be dealt with. 
 

b) Corporate Experience –The Proposal will include a list and brief description of similar 
projects completed in the past five (5) years. The Proposal will include a brief description 
of the work under-taken and the name, title, telephone number, and email address of a 
key contact that can be used as a reference check. 

 
a. The Proposal will include proof that firms are registered with AAA or APEGA as 

appropriate for the purposes of this proposal.  
 

c) Quality Control – The Proposal will describe the Proponent’s quality control plan (i.e. 
Professional Practice Management Plan) and explain how the plan will ensure quality 
results.  
 

d) Project Team 

 The Proposal will include a list of personnel to be assigned to the project, their 
relevant recent experience, qualifications, and level of involvement on the project. 
The Project Manager or team leader should be clearly identified.   

 The Proposal will include a complete list of any/all sub-consultants including their 
role, experience, and personnel to be utilized. The successful Proponent(s) shall 
accept full responsibility for the quality, accuracy and correctness of all work 
performed by all sub-consultants.  
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e) Methodology and Schedule– The Proposal will describe the overall approach to achieve 

the objectives including the extent to which the solution meets the needs of the project 
requirements, the project management approach for completion of the work, and 
potential strategies to overcome identified challenges. The Proponent should confirm 
the expected timelines and proposed completion dates for the work. 
 

f) Proposal Compensation 
The Proposal will detail: 

 Compensation for this project based on Time and Materials.  

 It shall include an estimated total cost based on (estimated hours X rate schedule) + 
disbursements 

 A rate schedule with hourly rates for reimbursable work by discipline/category.  

 Disbursements and mark-ups for all sub-consultants. 

 The billing method.   
 

g) Other relevant information the Proponent deems necessary to support their Proposal. 
 
3.4. Inquiries 
 
All inquiries regarding this RFP are to be directed in writing to the RFP Contact: 

      
Barbara Miller, CPA, CGA, CLGM 
Chief Administrative Officer 

   cao@peaceriver.ca 
           

3.5. Verbal Answers 
 
Verbal answers provided by any Town staff or paid consultants of the Town are only binding 
when confirmed by written addenda from the Town. 
 
3.6. Changes in Proposals 
 
Proposal submissions shall not be withdrawn, modified or clarified after they have been 
received by the Town, unless such withdrawal, modification or clarification is received in 
writing by the Town prior to the Closing Time.  Submissions containing changes should clearly 
state the RFP # and be identified as an amendment in the email submission and submitted 
in the same format as detailed in section 3.2. 
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4. INSURANCE 
 
The successful Proponent will be required to provide the insurance set forth in the Project 
Agreement and the costs of such insurance shall be included in the Proposal Compensation.  
 

5. ACCEPTANCE AND RATING OF PROPOSAL 
 
Proponents are notified that the lowest cost Proposal or any Proposal need not be accepted 
by the Town and the Town reserves the right to reject any and all Proposals at any time 
without further explanation or to accept any Proposal considered advantageous to the 
Town, or to cancel this RFP at any time. Award shall be made on Proposals that will give the 
greatest value based upon quality, service, and price.  
 
For greater clarity, in awarding any contract, the Town may consider any or all the following 
factors in evaluating and selecting the successful Proponent(s): 
 
a) Corporate Experience, Project Team and Quality Control (30%) 

 Previous related knowledge and experience 

 Demonstrated successful project completion record for similar projects 

 Demonstrated effective processes and quality control systems  

 Demonstration of relevant qualifications and experience of assigned project staff 
and their role in the project  

 Availability and commitment of assigned personnel 
 

b) Project Understanding and Proposed Work Plan (25%) 

 Appropriate assumptions to demonstrate the understanding of the scope 

 Work schedule meeting critical milestones and proposed completion date for the 
work 

 Effective project controls – communications and consultation planning approach, 
risk management planning approach, quality management approach 
 

c) Proposal Compensation (25%) 

 Proposed estimated total cost and value for specific services proposed 

 Appropriate allocation of resources and fees for services proposed 

 Cost certainty or risk for the Town based on proposed compensation formula 

 Value of commitments including warranty or other support included with the 
services, including any potential cost savings to the Town associated with the 
proposal 

  



6 

 

  

d) References (20%) 

 50% of score shall be assigned as follows: 
o 0 references – 0% of score; 
o 1 reference – 15% of score; 
o 2 references – 50% of score 

 50% of score based on the quality of reference as determined by the evaluator(s) 
  

The Town may elect at its sole discretion to accept or reject any Proposal or part thereof and 
to waive any defect, irregularity, mistake or non-compliance in any Proposal and to accept 
or reject any Proposal or alternative Proposal, in whole or in part, which it deems to be most 
advantageous to its interests. 
 
No implied obligation of any kind or on behalf of the Town shall arise from anything in the 
RFP Documents. 
 
6. NEGOTIATIONS 
 
The Town may, prior to and after contract award, negotiate changes to the scope of work, 
the type of materials, the specifications or any conditions with or one or more of the 
Proponents without having any duty or obligation to advise any other Proponent or to allow 
them to vary their Proposal Compensation as a result of such changes and the Town shall 
have no liability to any other Proponent as a result of such negotiations or modifications. 
 
7. DURATION OF OFFER 
 
7.1. Duration of Offer 
 
Proposals shall remain firm and open for acceptance by the Town for sixty (60) days from 
the closing date of the RFP, irrespective of whether the Town has accepted any Proposal.  
 
Award of the RFP is contingent on signing of a Contract Agreement by both parties. 
 
8. REQUIRED REVIEW 
 
The Proponent shall carefully examine the RFP Documents.  Any errors, omissions, 
discrepancies, or matters requiring clarification shall be reported in writing to the RFP 
Contact on or before the Deadline for Inquires. If a Proponent fails to report any such errors, 
omissions, discrepancies, or matters requiring clarification, the Town shall be the sole judge 
as to the intent of the RFP Documents.  
 



7 

 

  

During the RFP period, the Town shall, if necessary, advise Proponents by way of addenda of 
any alterations to the RFP Documents.  All such alterations shall become part of the RFP and 
their effects shall be reflected in the Proposal Compensation.  
 
Should the Town issue an addendum to the RFP, it will be posted only on the Alberta 
Purchasing Connection (“APC”) website. Proponents are responsible for obtaining all 
addenda issued by the Town.   
 
9. DUTIES AND TAXES 
 
The Proponent shall include in the Proposal Compensation all duties and taxes, other than 
the Goods and Services Tax, including Customs duties, Excise duties, brokerage charges and 
all other taxes and charges applicable with respect to the RFP, unless otherwise specifically 
stipulated. 
 
 
10. SUBCONSULTANTS/SUBCONTRACTORS 
 
Proponent shall not change subconsultants/subcontractors, as identified in their Proposal, 
after the Closing Time unless they first obtain the Town’s written permission. 
 
In evaluating Proposals prior to the award of the Contract, the Town may take into 
consideration the past performance of a subconsultant/subcontractor on Town or other 
projects. 
 
11. REGISTRATION 
 
Prior to commencing the Work, the successful Proponent shall obtain all permits and 
authorizations required by the law enabling it to carry on business and to complete the Work 
required under the Contract Agreement.  Any failure to carry out these obligations shall 
entitle the Town to terminate without compensation the Proponent’s right to perform the 
Contract Agreement. 
 
12. EVALUATION AND AWARD 

 
Award of any Proposal will be in the form of written Notice of Award, duly authorized from 
the Town of Peace River.  No other communication from the Town or a representative of the 
Town shall constitute an award.  

 
The successful Proponent(s) will be required to enter into a Contractor Agreement with 
the Town. The terms and conditions found in the Contractor Agreement included in this 
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RFP are to form the basis for commencing negotiations between the Town and the selected 
Proponent.   
 
The Town reserves the right to award this RFP to one or more than one Proponents. 
 
Notwithstanding any other provision, by submitting a Proposal, each Proponent agrees that 
any claim that the Proponent may have against the Town and the Town’s affiliates (and their 
employees, agents, consultants and elected officials) (collectively the “Town Parties”) for 
damages, losses, or expenses or for any other legal relief, arising, directly or indirectly, under 
or in relation to this Proposal process (whether in contract, tort, or other legal theory) is 
limited to an amount equal to the Proponent’s actual and reasonable costs in preparing its 
Proposal to a maximum of $2,500.00.  For clarity, each Proponent specifically waives as 
against the Town Parties any claim for loss of profit or anticipated profit, loss of opportunity, 
loss of reputation, consequential or indirect losses or for judicial review or injunctive relief. 
 
13. FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT 
 

a) All documents submitted to the Town are subject to the protection and 
disclosure provisions of the Freedom of Information and Protection of Privacy 
Act.  While this Act allows persons a right of access to records in the Town’s 
custody or control it also prohibits the Town from disclosing your personal or 
business information where disclosure would be harmful to your business 
interests or would be an unreasonable invasion of your personal privacy as 
defined in Sections 16 and 17 of the Act.  Applicants are encouraged to 
identify what portions of their submissions are confidential and what harm 
could reasonably be expected from its disclosure. 

 
b) The purpose for collecting the personal information required to be provided 

in this RFP is to enable the Town to ensure the accuracy and reliability of the 
Proposal, and to enable the Town to evaluate your response to this RFP and 
for other related program purposes of the Town.  Authority for this collection 
is the Municipal Government Act.  You may contact the Town if you have any 
questions about the collection of information pursuant to this RFP. 

 
c) Evaluations will be confidential. 

 
14. WORKERS’ COMPENSATION 
 
Proponents must, if called upon to do so, provide verification from the Workers’ 
Compensation Board that their accounts are in good standing. 
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TERMS OF REFERENCE 
 
 
1 PURPOSE OF RFP 
 
Peace River Town Hall, located at 9911 100 Street, Peace River Alberta, has provided the 
public access to general municipal services such as utilities, property taxes, planning and 
development, bylaw and community services for the past 50+ years.  Also located within 
town hall are offices of the Chief Administrative Officer, support staff, general 
administration, shared services staff, and Council Chambers. 
 
Having reached the suitability and capacity of the existing Town Hall, the Town of Peace 
River has purchased an existing building located at 9715 100 Street, Peace River, Alberta to 
serve as the Community’s new Town Hall for the next 50+ years.  
 
The building construction was completed in approximately 1980 and has undergone at 
least one major renovation inside. The 2-story, 20,000 sq’ building was originally designed 
and constructed to meet the needs of a provincial administration building under a long-
term occupancy lease with the Government of Alberta, housing offices providing various 
provincial services such as Alberta Apprenticeship and Children Protective Services.   
 
In accordance with the municipality’s mission above, the Town’s desire is to reconfigure 
the interior design of the building to meet current and future needs of the Town of Peace 
River to meet the demand for services provided by the municipality.  
 
The project is the strategic planning, design, and construction of upgrades to the Town 
Hall. 
 
2 SCOPE OF SERVICES 
 

I. INVITATION TO SUBMIT PROPOSALS 

The Town of Peace River hereby invites design professionals (“Design Team”, 
“Contractor”) to submit proposals for necessary architectural, engineering, and 
interior design services to upgrade the purchased building for the purposes of a Town 
Hall.  

Participation in this selection process shall be at no cost or obligation to Town. Design 
team may be interviewed prior to Contract Award.  

It is the intent of this RFP to determine the selection of a design team to provide full 
Design Services including design services during construction. 
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II. PROJECT DESCRIPTION 

The Town is wishing the upgraded building to include some of the following features: 

A. An accessible council chambers, preferably located on the main level, or at least in 
a location where entry through working areas of the building is not required and all 
members of the public can attend public council meetings.  

B. A room set up to function as an Incident Command Post for municipal emergency 
response. This room should be distinct and separate from the council chambers and 
may alternatively function as a large board room or classroom for training when not 
being used. 

a. This building will require the installation of fixed emergency generator, or, if 
it cannot fit within the proposed upgrade budget, have provision for the 
connection of a mobile diesel generator which shall be separately procured 
by the Town under a different program.  

b. There should be some flexible work areas and boardrooms near/adjacent to 
this space that could be used for break out spaces, confidential briefings, and 
planning spaces if necessary.  

C. An adequate workspace for the Chief Administrative Officer of the organization that 
is: 

a. Close to Council chambers 

b. Includes private bathroom facilities 

c. Is adequately sound isolated to deal with confidential conversations 

d. Has a board room or meeting space for use of the CAO that has a primary 
entrance and emergency egress, is adequately sound isolated, and can 
accommodate up to 6 persons.  

D. Provide some form of access control between areas open to the public and work 
areas used by staff.  

E. Organize floor layouts to accommodate our Staff and departments such that there 
is consideration for: 

a. Keeping working groups together 

b. Keeping teams that require collaboration reasonably close 

c. That front facing services are accessible for the public, close to respective 
departments that are serving clients, and that customer service experience 
is pleasant.  
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d. That breakout spaces are located near front facing counter for dealing with 
confidential or sensitive information from clients. These breakout spaces 
shall have two entrances – one from the secure side and another to the 
public facing side so that staff do not become or feel trapped in the space.  

e. That storage or reference areas needed for departments are relatively close 
to where they may be needed (ie – engineering records or land files are near 
the planning and development area of the building, or financial records and 
contracts are located near corporate services areas of the building).  

F. Ensure there is a lunch room or break space on each floor.  

G. Ensure that there is sufficient board rooms to accommodate the different kinds of 
needs of the organization. Currently there are times where we don’t have sufficient 
work space to accommodate multiple meetings that may occur at a given time.  

H. Interior design considerations and considerations for furnishings to create a 
cohesive workspace with good flow.  

 
 
The schedule for the Project is critical. We will work together to develop a mutually 
agreeable schedule. It is desired that we attain substantial completion of the council 
chambers before October 20, 2025, if possible. 

 
There will also be owner selected vendors completing IT infrastructure, data wiring, and 

audiovisual equipment installation for the finished design. Some of these vendors may 

have specific requirements that will require accommodation. The Design Team shall 

coordinate with these vendors and the Town so that rework is minimized if possible. 

 

Additional information: 

A. The building has an existing elevator. The Town is working with a certified contractor 

and the regulatory agency to ensure this is functional. The successful proponent can 

assume that the elevator will be functional and remain in its existing location for the 

purposes of design.  

B. There is some existing building furniture in the space. It has been left in case it is 

needed to manage project costs; however, it does not need to be used in the 

finished project if it is not required and there is sufficient budget to furnish the 

space. 

C. Staff are not regularly working out of this building so it can be assumed that a 

contractor engaged to perform upgrades in the space can be designated as prime 

contractor and have sole care and control of the worksite until work is completed.  
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D. The building has an existing, but older HVAC and BMS system. It is intended at this 

point to only do the minimum amount of work required to make this system 

function with the updated floor plan and leave upgrades for future, if possible, to 

manage project costs.  

E. The building does have some asbestos containing vermiculite in the exterior block 

walls. Occupational testing was completed in the building and there were not air 

quality concerns. We have performed abatement on some of the walls within the 

building. It can be assumed the interior partitions within the building and the walls 

around the electrical room will not have this as an ongoing concern.  

F. Town’s upgrade budget is $1M inclusive of design fees.  

 
 

III. DESCRIPTION OF SERVICES 

A. Executive Goals and Objectives: The Design Team will discuss with the Town ideas 
concerning factors that will contribute to and support the success of the project. This 
discussion will include present and future goals, identity, budget, schedule, review and 
approval process, key areas of concern, and any other pertinent issues. 

B. Project Schedule: The Design Team will prepare a schedule for this phase of the project 
indicating activities, phases, presentations, and decisions and approvals required. 

C. Program Verification: The Design Team will work with the Towns Project Team to 
verify the program. Data to include: 
 Meeting and office location, functionality, occupancy and size. 
 Workflow and information circulation 
 Proximity and adjacencies requirements 
 Ancillary & support requirements, 
 Equipment requirements. 
 Potential “red flag” issues and inconsistencies, and solutions. 

D. Certificate of Occupancy: Analyze the currently authorized use and assist with 
obtaining a Change of Use if required. 

E. Space Measurement: Measure the space to confirm the actual usable square footage. 
 

IV. SPACE PLANNING / DESIGN 

 
F. SPACE PLANS / SCHEMATIC DESIGN 

Develop final space plan for the selected site. Space plan shall be prepared on scale 
floor plan and shall include: 

a. Review of existing plans and project documentation. 
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b. Provide layout of Town’s proposed premises showing interior walls, open areas, 

door swings, demising walls, corridor partitions and exterior window walls in 
relationship to the building core and entire floor plan. 

c. Provide location and accurate size of columns, stairways, elevators and other 
building features shall also be shown on the space plan. 

d. Provide names and sizes of all rooms contained on the space plan. 

e. Schematic Furniture layout. Ensure appropriate scale and proportion of furnishings 

f. Develop summary information from space plan indicating total usable square 
footage requirements. 

g. Develop, document and present a design concept to Town’s satisfaction 
based upon Towns’ desired image, budget, schedule and consistent with the 
standards developed. 

 
h. Expand details of space plan as necessary to complete schematic design phase. 

 
i. Create a Preliminary Pricing Package to be issued to a General Contractor 

inclusive of the final space plans and detailed notes to facilitate initial 
construction pricing. 

 
j. The Design Team shall work with Project Manager to prepare and confirm a project 

budget and schedule. 

 
k. The Design Team shall issue a complete Schematic Design package, for Town’s 

review and approval. 

 
G. DESIGN DEVELOPMENT 

Based on the approved schematic design package, the Design Team shall: 

a. Prepare final electronic plans to be used for Design Development and for team 
coordination. 

b. Field verify critical dimensions. Verify locations and dimensions of existing 
building elements such as columns, cores, and interior window walls for 
compliance with the received drawings. Notify the Town if the base building 
drawings received from the owner require amendment to reflect actual 
conditions. Document the exceptions or misrepresentations identified in the 
field. 

c. From the approved space plans, coordinate with their respective engineers as 
for preliminary Mechanical, Electrical and Plumbing (MEP) and Structural 
designs, with phasing considerations as necessary. 
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d. Develop, document and present design details, finishes and color scheme 
for the project premises to the Town’s satisfaction. 

e. Coordinate with the Town on technology and equipment requirements. Receive 
and confirm Town generated technical criteria consisting of all specification 
information, critical dimensions, power and environmental requirements for 
furniture, fixtures and equipment. 

f. Coordinate equipment schedules, system design and improvements, and 
architectural design requirements. 

g. Prepare an equipment matrix showing all required equipment based on 
information provided by the Town. Matrix should identify electrical, mechanical 
and structural requirements and utility connections 

h. Provide design for miscellaneous pieces of furniture as required to 
accommodate the new space. 

i. Prepare presentation materials as necessary to adequately convey the 
proposed design concept to the Town. 

j. Assist in the preparation of an updated detailed project budget including 

but not limited to consultants, construction, furniture, fixtures, equipment and 
signage. 

k. Participate in project design and coordination meetings as required. 

l. Coordinate and continue documentation of Alberta Safety Codes Act (ASCA) 
compliancy to the site and building. 

m. Based on the approved Schematic Design Package, prepare a design 
presentation consisting of the following: 

 Plans showing architectural design and MEP equipment. 

 Lighting plans showing new light fixtures. 

 Electrical and communication plans showing locations of all equipment. 

 Finishes plans showing locations of flooring materials including carpet, 
resilient flooring and base treatments; coordinating wall treatments 
including paint colors, special paints and wall coverings; surfacing 
materials for all new millwork; and any other associated finishes for 
presentation. 

 MEP plans showing heating, ventilating, air conditioning, plumbing or 
electrical requirements necessitated by the design, and coordinate with 
their engineer for development of the MEP construction drawings. 

The Design team shall issue a Design Development package inclusive of the above-
listed plans for the Town’s review and approval. 
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H. CONSTRUCTION DOCUMENTS 
 

The Design Team shall prepare the Construction Documents to be issued in final form in 
PDF and AutoCAD formats for the Town’s use. These documents shall be used to obtain 
contractor pricing, building permits, and achieve final build out. These documents shall 
include, but are not limited to: 

 Cover Sheet 
 Specifications 
 Standards and Schedules 
 Demolition Plans 
 Architectural Partition Plans 
 Electrical Plans 
 Mechanical Plans 
 Plumbing Plans 
 Structural Plans 
 Lighting Plans 
 Finish Plans 

 
The Design Team shall coordinate the full set of drawings through all respective disciplines. 

 
The Design Team shall meet with the Town to review the Construction Documents for 
approval. This will occur before the submission for permit. 

The Design Team shall complete a Permit Set of documents showing all required 
information necessary to obtain a building permit in the designated locality. Provide the 
required number of signed and sealed plans required by the local jurisdiction. Provide a 
final set of “For Construction” documents incorporating all Permit and Town comments 
and changes. 

 
I. PERMIT COORDINATION AND BID REVIEW 

The Design Team shall: 

a. Complete and submit the forms required to file for the permit 
(Building Information, ADA Requirements, etc.). 

b. Work with the Town to issue the required sets of stamped and sealed drawings 
to a permit expediter for their use in obtaining the necessary building permits 
to begin Work. Permit expeditor services are not included in your contract, but 
the Design Team and the Town shall coordinate. The Town will pay the cost of 
the actual permit. 

c. Work with the Town to issue the Contract Documents to General Contractors 
for their use in obtaining final bid pricing. Once bids are received, the Design 
Team will work to qualify those bids and present to the Town with a Bid 
Comparison matrix comparing the bids. 
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d. Answer Bid RFI’s in a timely manner so as to not delay start of construction 
towards the targeted Substantial Completion Date. 

e. Participate in the value engineering process as required. 

f. Consult with the Town on the final selection of a General Contractor. 

 

J. CONSTRUCTION ADMINISTRATION 

The Design Team shall: 

a. Respond to all appropriate Requests for Information (RFI’s). 

b. Provide interpretation and clarification to contract documents and respond to 
field construction issues as necessary. 

c. Review shop drawings and finish samples for conformance with the design 
concept of the project, and for compliance with the information given in the 
contract documents, and as required to facilitate completion of the project. No 
review period shall take more than one (1) week for any single submission. 

d. Work to review and comment on all pricing and change orders. 

e. Review and approve the layout prior to the commencement of construction. 

f. Provide observation and attend bi-weekly job site meetings to observe the 
quality and quantity of work and ensure that the work being conducted by the 
contractor is satisfactory, is completed according to schedule, and is consistent 
with the specifications in the Contract Documents. 

g. Prepare periodic field reports as necessary. 

h. Review and approval of General Contractor’s Certificate(s) for Payment of the 
Town certifying that, to the best of space planning firm’s knowledge and 
information, the quality of the suppliers or vendors' work is in accordance with 
contract documents, and that such entities are entitled to payment by the Town 
in the amounts certified. 

i. Develop a punch list at substantial completion specifying the work to be 
corrected or completed. 

j. Conduct up to two follow-up site visits to ensure that the punch list work has 
been completed. 

k. Coordinate a final close out meeting with the the Town, to confirm the 
completion of the punch list work. 

l. Provide General Contractor (GC) with current updated Construction 
Documents in CAD format for the GC to use in their preparation of record 
drawings. Prepare and provide a final set of “as-built” documents to the 
Town in both hard copy and electronic formats. 
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V. FURNITURE DESIGN 

 
A. Provide a layout for proposed new furniture requirements. 

B. Select and prepare specifications and information necessary for the 
procurement of dealer/manufacturer bids. 

C. Obtain Dealer/Manufacturer bids and make award recommendation to the Town. 

D. Coordinate with the Furniture Dealers and or Manufacturers to 
collect dimensional and critical information necessary for the 
completion of the construction documents. 

E. Prepare all plans and specifications necessary for the Town’s approval. 

 
VI. MECHANICAL ELECTRICAL AND PLUMBING DESIGN 

 
The following is a general description of anticipated activities associated with the project 
by phase of work. Your proposal shall include all necessary activities required to 
complete the scope of work in accordance with this Request for Proposal. 

A. Construction Documents 

Design Team shall: 

a. Participate in meetings, review sessions and tours of existing facility and collect 
information as required to assess and document the Electrical, Mechanical, 
Plumbing and Fire Protection requirements. 

b. Create detailed Construction Documents for Mechanical, Plumbing, and 
Electrical and Fire Alarm in accordance with the Town’s requirements and all 
codes and ordinances. 

c. Communicate and coordinate with the Town’s internal and external vendors 
including but not limited to Cabling, Phone/Server, Audio Visual, Furniture and 
Security. All mechanical, electrical, fire protection and environmental 
requirements required by these vendors should be documented by the Engineer 
and included in the contract documents. 

d. Perform site visit(s) as required to verify the accuracy of As-Built or Core and 
Shell Documents, furnished by others, including Mechanical and Electrical 
equipment, all horizontal and vertical critical dimensions, (structural steel 
plumbing, fire protection, ductwork, etc.) necessary to complete the MEP 
documents without conflicts with the existing installations. 

e. Attend planning and coordination meetings as required. 

f. Prepare Fire Protection performances specifications, drawings etc. as customary 
to describe and specify the work for Design-Build sub-contractors as customary 
in the marketplace. Design shall include all requirements to comply with 
applicable codes and ordinances. 
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g. Provide assistance as required to the Architect/Interior Designer with 
lighting design and specification. 

h. Provide preliminary progress review drawings and documents including 
schematic design, design development, and construction documents. 

i. Provide electrical connection details and telephone / data cabling distribution 
information necessary for modular and freestanding furniture and 
equipment. 

j. Assist the design team in preparation and submission of necessary documents to 
conduct preliminary and final plan check, code compliance and variance work as 
required to meet the requirements of the project. Engineer shall work with the 
Town to acquire separate permits as required by project phasing. 

k. Include additive and deductive alterations in the contract documents as required. 

B. Construction Administration 

Design Team Shall: 

a. Attend construction and coordination meetings as required by the Town. 
b.  Develop creative and cost-effective solutions to field conflicts and client 

requested changes. 
c. The evaluation of General Contractors Change Order Requests. 
d. Review submittals and shop drawings. 
e. Actively participate in field construction activities, including field clarifications, 

comprehensive construction observation; punch list review and re-inspection, etc. 
f. Conduct regular site visits during construction to verify critical dimensions 

against approved Core & Shell documents. 

g. Collect and review “as-built”, guarantees, warrantees, O&M manuals, test and 
balance reports and other documents required by the contract documents as 
prepared and provided by the General Contractor. 
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THIS AGREEMENT made in this ____ day of __________, 2024. 
 
BETWEEN: 
 

TOWN OF PEACE RIVER 
 

(hereinafter called the “Town”) 
 

OF THE FIRST PART 
 

And 
 

[INSERT] 
 

(hereinafter called the “Contractor”) 
 

OF THE SECOND PART 

 

 
WHEREAS the Contractor is in the business of providing consulting services of the following kind: 

 

 

 

AND WHEREAS the Town wishes to retain the services of the Contractor as more particularly 

specified in the Town's Request for Proposal RFP # TPR 2024-011 (the "RFP") to carry out work 

generally described as: 

                                    Architectural Design and Engineering Services 

 

 

 

(hereinafter referred to as the "Project"); 

 

NOW THEREFORE the Town and the Contractor mutually covenant and agree, each with the 

other, as follows: 

 

1. SERVICES 

 

1.1. The Contractor shall provide the services described in the Contractor's Proposal 

dated [insert] (the "Proposal") and submitted in reply to the RFP (hereinafter 

referred to as the "Services"). The Contractor warrants that the Services shall only 

be performed by the individuals identified by the Contractor in the Proposal unless 

prior written consent is provided by the Town. Notwithstanding the foregoing, the 

Town may in its sole and unfettered discretion require that an individual performing 
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the Services be removed and replaced by a competent professional replacement 

to the satisfaction of the Town. 

 

1.2. The Contractor shall commence the Services no later than [insert] and shall 

complete each phase of the Services in accordance with the time limitations set 

out in the RFP. The Contractor acknowledges and accepts that time is of the 

essence of this Agreement. 

 

1.3. The Contractor shall comply with all reasonable requirements established by the 

Town’s Chief Administrative Officer or his/her designate (hereinafter called the 

“Project Manager”) for the performance of the Services, including but not limited 

to security, safety, environmental protection, emergency procedures and access. 

 

1.4. The Contractor shall exercise the degree of care, skill, diligence, safety and 

efficiency normally provided by a qualified professional Contractor in accordance 

with all applicable law in the performance of services of a similar nature to the 

Services required under this Agreement. 

 

1.5. The Town and the Contractor, by agreement in writing, may from time to time alter, 

add to, or deduct from the scope of the Services, and in such case the time for 

completion shall be adjusted accordingly. 

 

1.6. No payment shall be made to the Contractor as compensation for damages for any 

delays or hindrances from any cause whatsoever in the progress of the Project, 

unless due to the Town's wilful act or negligence. 

 
1.7. The Contractor and the Contractor’s employees:  

a) Shall conduct their duties related to the Agreement with impartiality and 
shall, if they exercise inspection or other discretionary authority over others 
in the course of those duties, disqualify themselves from dealing within 
anyone with whom a relationship between them could bring their 
impartiality into question; 
 

b) Shall not influence, seek to influence, or otherwise take part in a decision 
of the Town, knowing that the decision might further their private interests; 

 
c) Shall not accept any commission, discount, allowance, payment, gift, or 

other benefit that is connected, directly or indirectly, with the performance 
of their duties related to the Agreement, that causes, or would appear to 
cause, a conflict of interest; and 

 
d) Shall have no financial interest in the business of a third party that causes, 

or would appear to cause, a conflict of interest in connection with the 
performance of their duties related to the Agreement, and if such financial 
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interest is acquired during the term of the Agreement, the Contractor shall 
promptly declare it to the Town. 

 

2. AGREEMENT DOCUMENTS 

 

2.1. The following documents are incorporated into, and are deemed to be part of, this 

Agreement: 

a) RFP; and  

b) Proposal 

 

2.2. In the event of any inconsistency or conflict between the provisions of any of these 

documents, priority and precedence will be given by the following order or means: 

a) Order of precedence as follows: 

i. The body of this Agreement 

ii. RFP 

iii. Proposal 

 

 Or if the above order is not sufficient to resolve the inconsistency or conflict, then 

the following means may be used in the order listed: 

b) The most recent provision; or 

c) The most specific provision. 

 

In addition, and in any event, the parties will endeavour to interpret the above 

documents, both individually and collectively, so as to give effect to the intentions 

of the parties and carrying out the Services in a timely, effective, and cost-effective 

manner. 

 

3. PAYMENT 

 

3.1. The Town will pay the Contractor the rates provided for in the Proposal upon the 

prompt and faithful performance of the Services to the satisfaction of the Town.  

Payment shall be subject to all applicable legislation, including without limitation 

the holdback requirements of the Prompt Payment and Construction Lien Act, RSA 

2000, c P-26.4. 

 

3.2. The Town shall not under any circumstances be obligated to pay to the Contractor 

any amount exceeding the sum set out in Section 3.1 unless prior written 

authorization has been obtained by the Contractor from the Town. Without limiting 

the generality of the foregoing, the Town shall not be required to make payment 

for any cost or disbursement incurred by or on behalf of the Contractor for the 

purpose of rectifying errors or omissions for which, in the reasonable opinion of the 
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Town, the Contractor is responsible. These remedial services are not additional 

services.  

 

4. INFORMATION AND PROPERTY RIGHTS 

 

4.1. The Contractor agrees that all base materials, research results, computer 

programs, drawings, documents and notes or materials of any type whatsoever 

developed or prepared by the Contractor (hereinafter called the "Documents") in 

performance of the Services shall vest and become the absolute property of the 

Town, including copyright of such and upon completion of the Services or 

termination of this Agreement, all copies of the Documents shall be delivered by 

the Contractor to the Town upon demand by the Town. Once the Town has 

possession of the Documents, the Town is solely responsible for the use the Town 

makes of them. 

 

5. REPORTING 

 

5.1. The Contractor shall submit to the Project Manager regular progress reports with 

respect to the Services. If the Project Manager, acting reasonably, deems 

additional progress reports necessary the Contractor shall submit all additional 

progress reports requested by the Project Manager. 

 

5.2. The Contractor shall meet with the Project Manager from time to time as requested 

by the Project Manager to review the progress of the Project and the performance 

of the Services.  The designated representatives of the Contractor for the purpose 

of such meetings are the following persons: 

 

                [name, title, and contact information] 

 
5.3. The Contractor shall maintain records related to hours spent and costs incurred in 

performing the Services, for at least three years following the completion or 

termination of the Agreement. The Town reserves the right to audit or cause to be 

audited the Contractor’s financial statements and accounts regarding the Town’s 

account at any time during the term of this Agreement and such further three-year 

period. 

 

6. SUSPENSION OF AGREEMENT 

 

6.1. The Town may, at any time by notice in writing, at its sole and unfettered discretion 

suspend the performance of the Services. 
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6.2. The Town shall pay all fees accrued due to the Contractor to the time of 

suspension, but payment of all other fees may be suspended by the Town. 

 

6.3. The Town shall not be responsible for any fees incurred by the Contractor during 

the period of any suspension unless the Contractor satisfies the Project Manager, 

before incurring any such fees, of the necessity for the same and provides the 

Project Manager with such documentation as may be required by the Project 

Manager in support of the claim for fees. 

 

6.4. The Contractor shall resume and complete the Services in accordance with the 

terms of this Agreement upon written notice from the Town.   The Town shall make 

an equitable adjustment for terms of this Agreement which are affected by the 

suspension including time requirements and payment.  Any dispute as to what 

constitutes an equitable adjustment may be decided by arbitration in the manner 

herein provided. 

 
6.5. If the Town suspends the Services and does not authorize resumption of the 

Services within 90 days after the effective date of the suspension, and the parties 

have not agreed to extend the suspension period on agreed terms, the Agreement 

is considered terminated on the 91st day after the effective date of the suspension. 

 
6.6. When the suspension period expires, the Contractor may submit an invoice for any 

costs or expenses directly attributable to the suspension, and unavoidably incurred 

during the suspension period, regardless of whether the Services are resumed, or 

the Agreement is considered terminated. 

 

7. TERMINATION OF AGREEMENT 

 

7.1. The Town may terminate this Agreement by giving notice in writing which is hand 

delivered to the address in Section 14.1 (or as changed pursuant to Section 14.3) 

for the Contractor, if the Contractor: 

 

a) the Contractor has breached any of its obligations contained herein, fails 
to complete the Services or any portion thereof within the time limited by 
the Agreement for such completion and has failed to remedy such breach 
within ten (10) days of written notice thereof, or where the breach is 
incapable of being remedied within ten (10) days, has failed to commence 
to rectify such breach within the said ten (10) days and to diligently pursue 
such rectification until complete; or  

 
b) there is a material error, incorrectness or breach of any representation or 

warranty of the Contractor contained herein; or 
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c) the Contractor becomes bankrupt or insolvent or takes the benefit of any 
statute for bankrupt or insolvent debtors or makes any proposal, 
assignment, or arrangement with any of its creditors; or 

 
d) a trustee, receiver, receiver-manager or like person is appointed with 

respect to the business or assets of the Contractor. 
 

e) has any conflict of interest which may, in the opinion of the Town, have an 
adverse effect on the Project. 

 

7.2. Notwithstanding the foregoing, the Town may terminate this Agreement at its sole 

and unfettered discretion for its convenience upon seven (7) days written notice, 

hand delivered to the address given in Section 14.1 (or as changed pursuant to 

Section 14.3). 

 

7.3. The Contractor, upon termination of this Agreement for any of the reasons set out 

in Section 7.1, shall be liable for, and upon demand shall pay to the Town an 

amount equal to, all loss or damage suffered, both directly and indirectly by the 

Town as a result of the non-completion of the Services. If the Contractor fails to 

pay the Town for any such loss or damage on demand, the Town shall be entitled 

to deduct the same from any payments due and payable to the Contractor, without 

prejudice to the Town's right to exercise any other remedies available to the Town 

at common law or at equity or under any statute. 

 

7.4. The Contractor agrees that termination or suspension of this Agreement or a 

change to the Services in accordance with Section 1.5 does not operate so as to 

relieve or discharge the Contractor from any obligation under the Agreement or 

imposed upon him by law in respect to the Services or any portion of the Services. 

 

7.5. Subject to Section 7.3 the Town shall, in the event of any termination of this 

Agreement, pay to the Contractor all amounts for completed work due to the 

Contractor in accordance with this Agreement as well as all reasonable fees 

incurred up to the date of termination. The Town shall have no further liability of 

any nature whatsoever to the Contractor for any loss of profit or for loss of business 

opportunity or for any other losses suffered whatsoever, either directly or indirectly, 

by the Contractor as a result of the termination of this Agreement. 

 

7.6. The Contractor shall, upon termination, forthwith deliver to the Town a reproducible 

copy of all materials used by the Contractor or prepared by the Contractor in 

relation to this Project. 
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8. INDEMNITY AND INSURANCE 

 

8.1. The Contractor shall indemnify and save harmless the Town, its servants, agents, 

employees and elected officials, from and against any and all losses, claims, 

demands, payments, suits, judgments, charges, expenses, actions, causes of 

actions and costs (including legal costs on a solicitor and his own client basis) 

suffered by any or all of them in respect to any and all claims, demands, suits, 

judgments, charges, actions or causes of action lawfully brought or made by any 

person against the Town, its servants, agents, employees and elected officials 

where such losses, claims, demands, payments, suits, judgments, expenses, 

charges, actions, causes of action or costs result from or occur by reason of any 

error, omission or wilful or negligent act or breach of this Agreement arising out of 

the performance of the Services by the Contractor or its servants, agents, 

employees or subcontractors. 

 

8.2. The Contractor shall maintain, in full force and effect with insurers licensed in the 

Province of Alberta, the following insurance: 

 

a) Comprehensive General Liability Insurance in respect to the Services and 

operations of the Contractor for bodily injury and/or property damage with 

policy limits of not less than Two Million Dollars ($2,000,000.00) per 

occurrence. Such insurance shall include the Town as an additional 

insured, contain a cross liability clause and protect the Town from any 

claims by or through the Contractor. 

 

b) Comprehensive Automobile liability insurance on all vehicles owned, 

operated or licensed in the Contractor’s name, with limits of not less than 

$2,000,000 per occurrence. The policy shall cover the Contractor for all 

sums which the Contractor shall become legally obligated to pay as 

damages because of bodily injury including passenger hazard and property 

damage caused by an occurrence.  

 

8.3. The aforementioned insurance shall be in a form and with insurers acceptable to 

the Town's Insurance Broker. Any insurance called for under this Agreement shall 

be endorsed to provide the Town thirty (30) days advance written notice of 

cancellation or material change (material identified as any change restricting or 

reducing required coverage). Certified copies of the policies shall be provided to 

the Town by the Contractor or the Contractor's broker upon request by the Town, 

and evidence of renewal shall be provided to the Town not less than thirty (30) 

days prior to the expiry dates of the policies. 
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8.4. The Contractor shall be responsible for the payment of all premium and deductible 

amounts relating to the said insurance policies and the Contractor shall maintain 

the aforementioned insurance from the date of this Agreement until the Services 

are fully completed. 

 

9. SUBCONTRACTORS 

 

9.1. The Contractor may, upon first obtaining the written approval of the Town, retain 

the services of one or more subcontractors as may be required to perform the 

Services (“Subcontractor”). The Contractor shall obtain the approval of the Town 

before changing the any Subcontractor. 

 

9.2. The Contractor shall remain fully responsible for the performance of the Services 

even if the Subcontractors retained are approved pursuant to Section 9.1 by the 

Town. 

 

9.3. The Contractor shall take all necessary measures to bind all Subcontractors to the 

terms of this Agreement. 

 

10. ORGANIZATION – EMPLOYMENT DISCLAIMER 

 
10.1. The Agreement is for the services of the Contractor, as a separate business unit 

and neither the Contractor nor its employees, directors, officers and agents shall 
be entitled to any benefits of any nature whatsoever available to employees of the 
Town other than to payments which are expressly provided for herein and those 
prescribed by law.  
 

10.2. The Contractor, in providing the Services under the Agreement, does so under a 
contract for services and not of service, and is acting as a separate business unit 
and no agency, partnership, employer-employee or master-servant relationship is 
intended to be created between the Contractor and the Town. 
 

11. FORCE MAJEURE 

 

11.1. Neither the Town nor the Contractor shall be held responsible for any delay or 
failure to perform its obligations under this Agreement where such delay or failure 
is due to fire, flood, explosion, war, riots or acts of civil disobedience, embargo, 
government action, Act of Public Authority, Act of God, or any other causes beyond 
their control, except labor disruption. Should the Force Majeure last longer than 
thirty (30) calendar days, the Town may terminate the Agreement. 
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12. LEGAL REQUIREMENTS 

 

12.1. The Contractor shall ensure that the Services comply with all relevant legislation 

including codes, bylaws and regulations as well as Town policies and procedures.   

Where there are two or more laws, ordinances, rules, regulations or codes 

applicable to the Services, the more restrictive shall apply. 

 

12.2. The Contractor shall apply and pay for all necessary permits or licences required 

for the performance of the Services. 

 

12.3. The Contractor shall at all times observe all the provisions of the Labour Relations 

Code, RSA 2000, c L-1, Workers' Compensation Act, RSA 2000, c W-15, 

Environmental Protection and Enhancement Act, RSA 2000, c E-12 (the “EPEA”), 

and the Occupational Health and Safety Act, RSA 2020, c O-2.2 (the “OHSA”) as 

well as rules and regulations pursuant thereto. In the event the Contractor fails to 

comply with any legislation or any regulations there under and the Town is required 

to do any act or thing or take any steps or pay any sums to rectify such non-

compliance, the Town may subtract the cost of any such rectifications from any 

monies owed to the Contractor. Such action shall not be deemed a waiver of any 

action that the Town may pursue to collect any monies paid herewith that exceed 

the monies owed to the Contractor. 

 

12.4. Without limiting the foregoing, the Contractor represents and warrants that it holds 

Workers Compensation Board (WCB) Clearance Status and shall continue to hold 

such status at all times throughout the performance of the Services. If at any time 

the Contractor’s WCB Clearance Status is revoked or suspended, the Town may, 

without limitation to any other rights or remedies hereunder, immediately suspend 

the Services at the Contractor’s cost until the WCB Clearance Status has been 

restored, or may terminate this Agreement in accordance with Section 7.1. 

 
12.5. The Contractor shall be responsible for the safety of workers and equipment on 

the Project as the Prime Contractor for the work and the worksite under the OHSA, 

and for the protection of the environment in relation to the Project. The Contractor 

shall bring to the attention of all Subcontractors all pertinent provisions of the 

OHSA and the EPEA and regulations thereunder.   

 

13. ASSIGNMENT AND AMENDMENT 

 

13.1. The Contractor shall not, without the prior written consent of the Town, assign or 

in any way transfer its interest in or obligations under this Agreement to any other 

party. The Contractor acknowledges and accepts that the Town has chosen the 
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Contractor to perform the Services because of the reputation of the Contractor and 

the qualifications of the persons identified in the Proposal, and the Contractor 

therefore agrees that the Town may in its absolute discretion refuse to accept any 

assignment or transfer of the Contractor's interest in or obligations hereunder, 

even if such refusal may be construed to be arbitrary or unreasonable. 

 

13.2. This Agreement shall constitute the entire agreement between the parties related 

to the subject matter hereof, and supersedes any and all prior understandings, 

statements, warranties, representations, and agreements, oral and written, relating 

hereto.  

 

13.3. All additions, amendments or modifications of this Agreement shall be binding only 

if the same is in writing and duly executed. If any terms of the documents 

incorporated herein, conflict with the terms of this Agreement, the terms and 

conditions of this Agreement shall prevail. 

 

14. NOTICES 

 

14.1. Any notices or other correspondence required to be given to an opposite party 

except for notice of termination shall be deemed to be adequately given if sent by 

prepaid registered mail addressed as follows: 

 

a) To the Contractor at: 

[NAME & ADDRESS] 

 

b) To the Town at: 

The Town of Peace River 

PO Box 6600 

9911 – 100 Street 

Peace River, Alberta T8S 1S4 

Attention: Director Infrastructure and Development 

 

14.2. Notice given as aforesaid, if posted in Alberta, shall conclusively be deemed to 

have been given on the fifth (5th) business day following the date on which such 

notice is mailed. 

 

14.3. Either party may, at any time, give notice in writing to the other of any change of 

address of the party giving such notice. After the giving of such notice, the address 

therein specified shall be deemed to be the address of the said party for the giving 

of notice there under. 
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14.4. The word "notice" in this section shall be deemed to include any requests, 

statements or other writing in this Agreement provided or permitted to be given by 

the Town to the Contractor or by the Contractor to the Town. 

 

15. SINGULAR AND MASCULINE 

 

15.1. Words importing the singular or masculine also include the plural or feminine or 

body corporate where the context requires. 

 

16. LAWS OF ALBERTA 

 

16.1. This Agreement shall be construed in accordance with the laws of the Province of 

Alberta, and for the purposes of all legal proceedings this Agreement shall be 

deemed to have been performed in the said Province. If any provision herein 

contained shall in any way contravene the laws of the Province of Alberta, such 

provision shall be severed from the Agreement and the remaining provisions shall 

continue in force and effect.  Nothing herein shall restrict the right of the Town to 

bring action against the Contractor in any Court of competent jurisdiction. The 

parties hereby irrevocably submit and attorn to the sole and exclusive jurisdiction 

of the Judicial District of Edmonton in the Province of Alberta for any legal 

proceeding arising under this Agreement. 

 

17. INTERPRETATION 

 

17.1. The headings in this Agreement are for ease of reference only and shall not be 

taken into consideration in construing or interpreting this Agreement. 

 

17.2. If any provision of this Agreement is for any reason, found to be invalid or 
unenforceable by a body of competent jurisdiction, that provision shall be deemed 
severed from this Agreement and such invalidity, illegality or unenforceability shall 
not affect the validity of any other of its provision. 

 

18. SUCCESSORS 

 

18.1. This Agreement shall ensure to the benefit of and be binding upon the parties 

hereto and, except as hereinbefore provided, the successors and assigns thereof. 

 

19. This Agreement may be executed in several counterparts each of which when so executed 
shall be deemed to be an original, and such counterparts together shall constitute one and 
the same instrument. Signatures delivered by PDF or other electronic means shall be as 
effective as delivery as an original. 

[Remainder of page intentionally left blank. Signature page to follow.] 
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IN WITNESS WHEREOF the parties have signed by the hands of the proper officers, duly 
authorized this ___ day of __________, 2023.  

TOWN OF PEACE RIVER 
         

 
_____________________________(c/s) 
 Per:  

 

[CONTRACTOR]  
         

 
_____________________________(c/s) 
 Per:  

 


