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1.0 INTRODUCTION
In November 2020 the City of Dryden received notification that funding would be made available
to eligible Municipalities for retrofits, repair or upgrades within the Investing in Canada
Infrastructure Program COVID-19 Resilience Infrastructure Stream.

The proposed project is intended to renovate and redesign the City Hall workplace to realign the
operations at City Hall with new workplace norms during and after COVID-19. This Request for
Quotation (RFQ) is for Architectural Design Services culminating in Issued For Construction (IFC)
drawings, to be subsequently tendered for construction in 2021.

The estimated budget for construction is $319,200.

2.0 INSTRUCTIONS FOR SUBMITTING A QUOTATION
The successful proponent shall submit a detailed quotation to:
Colin Hawkins,
Asset Management and
Facilities Manager
City of Dryden
30 Van Horne Avenue
Dryden, ON P8N 2A7
At a date and time no later than 3:00 pm, local time Wednesday, January 20, 2021.
Late submissions will be returned unopened.
Interested responders must register with the City’s Project Manager, Colin Hawkins, by
phone, email or in person prior to December 23, 2020 in order to be considered eligible.
Questions may be emailed, no later than January 13, 2021, to the City’s Project Manager,
Colin Hawkins chawkins@dryden.ca . All questions and answers will be transmitted to all
registered bidders via email.
The Consultant shall submit two (2) sets of their Quotation in writing and an electronic copy in
PDF format.
All quotations must be signed by an individual authorized to bind the respondent to the
provisions of the RFQ.
Facsimiles will not be accepted.
Quotations only emailed to the City without matching formal written submissions will not be accepted.
The Consultants may be required to be interviewed and/or make a presentation on details of its
Quotation.
The Consultant is asked to provide as much information as possible when replying to each point
throughout the RFQ and the Consultant must identify any specific provisions with which it is
unwilling or unable to comply. Unwillingness or inability to comply with any specific provisions in
the RFQ may result in the Quotation being rejected.
A response submitted must be in sufficient detail to allow the City of Dryden to determine the
Consultant’s position from the documents received. Every effort should be made to include
complete details of services to be provided.
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3.0 TERMS OF REFERENCE
3.1 COMMUNICATION WITH THE CITY
All questions or inquiries must be made in writing to the person(s) listed below at least 5 working
days before the Quotation closing date.

Colin Hawkins
Phone: (807) 223-2367

Fax: (807) 223-3915

Chawkins@dryden.ca

3.2 WITHDRAWAL OF RFQ
The City of Dryden reserves the right to withdraw this RFQ at its discretion. In the event of such
withdrawal, the City shall not be liable for any expense, loss or damage incurred or suffered by any
potential proponent as a result.

3.3 QUOTATION ACCEPTANCE CONDITIONS
The City reserves the right to reject any or all Quotations as well as to cancel the project. The City
may reject any Quotation if, in the sole opinion of the City, a Quotation:
a)
b)
c)
d)
e)

is incomplete, obscure, irregular or unrealistic;
is non-compliant or conditional;
has erasures or corrections;
omits a price;
fails to complete the information required in the RFQ.

Proponent’s submissions may be withdrawn at any time before the specified closing time. After the
specified closing time, the Quotation shall remain open for acceptance for 60 calendar days.

3.4 BUDGET AND FINANCIAL QUOTATIONS
1. All Financial Quotations submitted will be in Canadian currency. If not stated otherwise,
the City of Dryden will assume Financial Quotations quoted are in Canadian funds.
2. Financial Quotations will exclude all applicable taxes, but include duties and costs of
packing, cartage and transportation and other charges, unless otherwise expressly
stipulated.
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3.5 CONSULTANT INFORMATION REQUIRED
All potential proponents submitting Quotations to the City of Dryden must supply the following information:

•
•
•
•
•

Consultant Name
Name of Contact Person
Telephone Number
Fax Number
E-mail address

3.6 COMMITMENT TO AWARD CONTRACT
This RFQ does not commit the City to award a contract.

3.7 LOWEST COST QUOTATION
The lowest cost or any Quotation will not necessarily be accepted. The City further reserves the
right to reject any or all bids, to waive irregularities and informalities therein and to award the
contract in the best interest of the City in its sole and unfettered discretion.

3.8 COSTS FOR RESPONDING
Any expenses incurred in the completion of the Consultants response as well as any materials supplied
by Consultants will be without cost to the City of Dryden.

3.9 PROTECTION AND OWNERSHIP OF INFORMATION
Any information submitted as a response to this RFQ will be treated according to relevant provisions
of the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA). As a result, it will
be used solely for the purposes stated in this RFQ. If the Consultant considers any information that
is submitted to be confidential in nature, this must be clearly indicated.
In addition, all material submitted by the Consultant in response to this RFQ, and upon acceptance
by the City of Dryden, shall become the property of the City of Dryden. The Consultant therefore,
by responding, gives up all rights to the bid documents.

3.10 SECURITY AND CONFIDENTIALITY
The Consultant undertakes to observe all security measures required by the City of Dryden.
All documents observed in the due course of duties shall be kept in the strictest confidence. Any
breach of the confidentiality shall be grounds for contract cancellation.

3.11 QUALITY AND VALUE OF SERVICE
It is expected that the successful Proponent shall provide an acceptable standard and quality of
service and value to the City of Dryden in the execution of the terms and conditions of any resulting
contract between the City and the Consultant. Furthermore, the City shall be the sole judge as to
the quality of such service and value. In this case, the City may, at its discretion, request and order
such changes as the City may deem desirable.
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3.12 ASSIGNMENT
Neither this contract nor any work to be performed under this contract, or any part thereof, may
be assigned by the successful Proponent without prior written consent of the City of Dryden. The
provision of any such written consent shall not, under any circumstance, relieve the Proponent of
its liabilities and obligations under this contract.

3.13 VERBAL INSTRUCTIONS OR DIRECTIONS
The City of Dryden will not assume responsibility for any verbal instructions, directions or
information provided to a Proponent in the preparation of any response to this RFQ as well as any
subsequent execution of a contract with the City of Dryden. All official correspondence between
the City and a Proponent, in this regard, will be issued by the City in the form of a written
communication.

3.14 CITY OF DRYDEN PROCUREMENT BY-LAW
The procurement by-law of the City of Dryden allows that:
a) The City reserves the right in its sole discretion to request clarification from any Proponent
after closing to seek further information from the Proponent without obligation to clarify or
seek further information from any or all other Proponent.
b) The City reserves the right to verify any and all information provided by the Proponent.
c) The City reserves the right to negotiate changes to the scope of work or any conditions
with the successful Proponent.
d) The City reserves the right in its sole discretion to cancel and/or re-issue this RFQ at any
time before the award of the contract.

3.15 INDEMNIFICATION
In carrying out these works, the successful Proponent agrees to indemnify and save harmless the
City, its officials, officers, employees and agents against any and all actions, causes of action,
interest, claims, costs, damages, demands, expenses including defence costs or loss that may be
brought, made or which may arise in respect of anything done or omitted to be done by the
Proponent’s employees or agents who shall be, and remain at all times and for all purposes, the
servants or employees of the Proponent.
The successful Proponent furthermore covenants that the indemnity herein contained shall extend
to all claims, loss, costs and damages by reason of or arising out of improper or faulty work
performed in connection with this Agreement by the successful Proponent, its servants or agents,
whether or not these have been approved by the City, its servants or agents. The rights to
indemnity contained in this paragraph shall survive any termination of this Agreement, anything in
this Agreement to the contrary notwithstanding.

3.16 INSURANCE
In connection with this indemnification, the successful Proponent agrees to acquire and maintain
in force, and at its expense, including the payment of all deductibles, a policy of Professional
Liability Insurance acceptable to the City in the amount of not less than TWO MILLION DOLLARS
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($2,000,000.00), and to deliver an Insurance Certificate to the City upon the Proponent's execution
of this Agreement. It is expressly provided that the Policy is:
1. not to be construed as a limit on the liability of the Proponent in the performance by the
Proponent of its professional services under this Agreement;
2. notwithstanding anything to the contrary contained herein, kept in force and in effect for
a period of time ending no earlier than One (1) year after completion of the Project.
In addition, the successful Proponent agrees to acquire, and to maintain in force, and at its own
expense, including the payment of all deductibles, and for the duration of this Agreement, the
following policies of insurance, with an Insurance Certificate of these policies originally signed by
an authorized agent of the insurance company issuing the policies, and being delivered to the City
upon the successful awarding of and execution of an Agreement:
1. Commercial General Liability in amount of FIVE MILLION DOLLARS ($5,000,000.00), with:
a) The Corporation of the City of Dryden added as an additional insured;
b) Provisions for cross-liability and severability of interest as between the Proponent and
The Corporation of the City of Dryden;
c) Not less than THIRTY (30) day's prior written notice to the City of any cancellation,
termination, expiry or amendment of or change or revision to the policy, and
2. Standard Automobile Liability of ONE MILLION DOLLARS ($1,000,000.00).

3.17 OCCUPATIONAL HEALTH AND SAFETY
The successful Consultant confirms that all service and items supplied to the City in respect of any
contract between the Consultant and the City shall conform in all respects to the standards as set
forth by Federal and Provincial agencies and the City of Dryden. Failure to comply with this condition
will be considered a breach of contract.
The Occupational Health and Safety Act, and Regulations, and as may be amended from time to
time, shall govern the operation of these projects. Responsibility for compliance with the Act and
Regulations rests exclusively with the Proponent and may be subject to scrutiny by City authorities.
Regulations are available from the Ministry of Labour offices.
The successful proponent shall be required to comply with all City of Dryden Health and Safety
Procedures (Contractor Safety HR-HS-10) and sign a “Contractor Health and Safety Responsibility
Agreement” form that acknowledges their awareness and responsibilities under the Occupational
Health and Safety Act, Canada Labour Code and other legislation.
Policies for health and safety for the City of Dryden are available online for review upon request.

3.18 WORKPLACE SAFETY & INSURANCE BOARD CERTIFICATE
The successful Proponent will be required to submit an original Certificate of Good Standing from
the Ontario Workplace Safety & Insurance Board upon request by the City. Furthermore, additional
certificates shall be provided as often as is deemed necessary by the City during the term of the
contract to ensure continued good standing with the Workplace Safety & Insurance Board.
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Alternatively, the successful Proponent shall provide proof to the City from the Workplace Safety &
Insurance Board that the successful Consultant does not require Workplace Safety & Insurance
Board Insurance. If the successful Consultant changes its status with the Workplace Safety &
Insurance Board during the term of the contract such that coverage is required, the successful
Consultant shall immediately provide the City with the W.S.I.B. Clearance Certificate.
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4.0 ROLE OF THE CITY OF DRYDEN
Colin Hawkins, Asset Manager and Facilities Manager, or his designate, will serve as a liaison
between the Proponent and the City of Dryden personnel. It is anticipated that the Proponent’s
team will appoint one or at the most, two persons to regularly liaise with the City of Dryden and
staff for the purpose of completing specific tasks.

5.0 BACKGROUND INFORMATION
During the COVID-19 pandemic the City has undertaken strategic planning review and service
delivery review and as a result is looking for redesign of the workspace at City Hall to accommodate
changing public facing customer support functions and changing roles within the City Hall
workgroup. Changes at the City of Dryden driving this renovation include consolidation of financial
and administrative services, the amalgamation of separate building uses and the consolidation of
front counter support and the changing landscape of online service delivery.
The successful proponent should indicate within their proposal whether they can offer Tendering
and Contract Management services for Construction. The current Request for Proposal does not
include Construction Management Serivces, but the City intends to move quickly toward tender and
award and may engage the successful proponent for Tendering Support, Contract Management
Support or both.
The RFQ does not include the construction work associated with this project. This RFQ
is for consulting architectural professional services only, including document
preparation, site inspections, staff consultation and Issued for Construction Drawings.
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6.0 SCOPE OF WORK
The City of Dryden requires the services of an Architectural Design Firm to complete a preliminary
inspection of site conditions, perform staff consultation to determine staff and management needs,
complete construction estimates and provide detailed design documents culminating in a set of
Issued for Construction Drawings capable of being used to Tender the work described.
The project area is defined as City Hall building at 30 Van Horne Avenue in Dryden, Ontario. The
scope of work includes all floors of the building including its basement, main floor and second
floors, including its interior and exterior but does not include the parking lot or grounds.
Design recommendations should support the goals of maximizing the useable space within the
public facing portions of the building, setting up the layout to deal with present and future COVID19 concerns for interaction with the public, eliminating security issues during Provincial Offenses
court and Council meetings, reorganizing office spaces to meet changing roles within the work
group and consolidating routes of travel within the city workgroups/departments that improve
operational efficiency. Proposed changes must comply with the National Building Code of Canada
and fully comply with the Accessibility for Ontarians with Disabilities Act.
The successful proponent will start by performing a comprehensive site inspection and note all
areas of deficiencies requiring repair to the interior and exterior of the building, its HVAC system,
as well as its electrical and plumbing systems. Where correction of deficiencies supports the goals
of the design project those corrections should be proposed as a part of the project.
The Successful Proponent shall:
a. Review drawings, pictures and any other reports provided at the City of Dryden Public
Works offices.
b. Provide a timetable and schedule for the final detailed design to be submitted to the
City of Dryden. The successful proponent shall submit updated schedules to the City's
Project Manager at the point of any delay to the schedule.
c.

Attend a Project Start-Up Meeting at the City of Dryden City Hall Offices, 30 Van Horne
Ave, Dryden, Ontario. The Start-Up meeting is to be scheduled prior to project
commencement. The successful proponent’s Project Manager shall be present at the
meetings. Minutes shall be prepared by the successful proponent’s firm and distributed
by e-mail within 5 business days, to all attendees and invited persons that could not
attend. The successful proponent shall make the appropriate changes, additions and
deletions to the minutes, as necessary at the request of the City of Dryden’s project

manager
d. Complete inspections of the existing site as required
e. Identify and record deficiencies within the project area.
f. Take a enough photographs to clearly identify the area and the condition of all elements.
A digital camera with zoom and flash features shall be used to take all photographs.
Digital photographs shall show the date (month-day-year) when they were taken.
g. Individual photographs shall be taken of all areas in a poor condition state (areas with
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severe defects and deterioration). These photographs shall be taken at sufficiently close
range such that the type, location and extent of the defects and deterioration are clearly
visible and apparent. Pictorial evidence of the condition will be used to discern final
project deliverables. Note: Where there are no areas of severe deterioration in an

element, then a photograph shall be taken showing a typical area which represents the
worst condition state in that element.
h. Immediately inform the City’s Project Manager of any critical defects or deficiencies, and
all unsafe conditions which are discovered in the field.
i.

Offer recommendations regarding the repair and rehabilitation work required for each
element of the works listed below within the project area:
•

Painting and wall coverings

•

Window replacement and upgrading

•

Flooring

•

Lighting

•

Any repair to building envelope and fascia

•

Intrinsic elements of workspaces (built in counters, dividers, etc)

•

The City would like to consider the addition or relocation of a
public washroom to the main floor for public use; early
recommendations should include whether or not this is feasible.

•

FF&E elements of design are not required to be assessed.

j.

Interview with City staff and management to assess the shortcomings of the current
building layout and workspaces
k. Upon completion of initial design work, meet with the City Project Manager and Senior
Management team to discuss initial design recommendations. This will be called a Stage
1 Design Review Meeting. Within that meeting the proponent should be prepared to
provide recommendations on Rehabilitation and Cost Estimates and consider the impact
on their final proposed design
l. After the Stage 1 Design Review Meeting the successful proponent will proceed to
complete final design work, including approved repairs and rehabilitation agreed to in
the Stage 1 Design Review Meeting.
m. Throughout the project, be responsible for the requirements for the safety and
protection of workers in the field, including protective clothing, protection devices, and
all measures required accordingly.
n. Self-manage all project requirements, including but not limited to day-to-day decisions,
and scheduling of work activities.
o. Keep the City of Dryden Contact informed of the progress of the work on a daily basis.
To this end, the City of Dryden Contact shall be copied on all pertinent correspondence.
The City of Dryden Contact shall be advised of significant problems and issues arising,
including options considered and solutions adopted. The City of Dryden Contact is also
to be consulted about major deviations from standards, specifications and procedures
prior to their implementation, and be advised of any potential problems.
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7.0 DELIVERABLES
1. Executive Summary - The successful proponent shall provide an electronic copy, on
CD/DVD or USB, an executive summary detail/remarks for the project, which includes
costs estimates and recommendations for any additional investigations, and inspection
photographs, all acceptable to the City’s Project Manager.
2. Pre-tender estimates for the total Project upon completion of the final design.
Include in this work the calculation of tender quantities, material list, etc., as appropriate.
3. Schedule for proposed works.
4. CAD based contract drawings for the Project including construction drawings and
detail drawings.
5. Contract/Tender Documents in accordance with the City’s Standards, the National Building Code and
the Accessibility for Ontarians with Disabilities Act.
6. All design requirements for the proposed rehabilitation work meeting all relevant
standard specifications.
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8.0 PROPOSED SCHEDULE AND TIMING
8.1 TIMING
The City of Dryden would like the project to commence as soon as possible after award.
Preference may be given to Consultant’s Quotations that allow for an early start and completion.

8.2 PROPOSED SCHEDULE
Date

Milestone

December 23, 2020

Final Date for interested bidders to register

January 13, 2021

Final Date for questions related to RFQ

January 20, 2021

RFQ for Architectural Services Closes

January 27, 2021

Selection and Award of Consulting Services
RFQ

March 10, 2021

Stage 1 Design Review Meeting and
presentation; Recommendations to Senior
Management Team

April 28, 2021

Final Design and IFC drawings submittal to
City of Dryden
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9.0 QUOTATION CONTENT
9.1 INTRODUCTION
Quotations must include the complete name and address of their firm and the name, mailing
address, and telephone number of the person the City should contact regarding the Quotation.
Quotations must confirm that the firm will comply with all of the provisions in this RFQ. Quotations
must be signed by a company officer empowered to bind the company. A Proponent’s failure to
include these items in their Quotations may cause their Quotation to be determined to be nonresponsive and the Quotation may be rejected.

9.2 UNDERSTANDING OF THE PROJECT
The Proponent must provide a comprehensive narrative that illustrates their understanding of the
requirements of the project and the project schedule.

9.3 METHODOLOGY USED FOR THE PROJECT
The Proponent must provide a comprehensive narrative that sets out the methodology they intend
to employ and illustrates how their methodology will serve to accomplish the work and meet the
City’s project objectives.

9.4 MANAGEMENT PLAN FOR THE PROJECT
The Proponent must provide a comprehensive narrative that sets out the management plan that
they intend to follow and illustrates how their plan will serve to accomplish the work and meet the
City’s project objectives.

9.5 EXPERIENCE AND QUALIFICATIONS
Provide an organizational chart specific to the personnel assigned to accomplish the work called
for in this RFQ, illustrate the lines of authority, designate the individual responsible and accountable
for the completion of each component and deliverables of the RFQ.
Provide a narrative description of the organization of the project team.
Provide a personnel roster that identifies each person who will work on the contract and provide
the following information about each person listed:

•
•
•

Title
Resume
Location where work will be performed, and

Provide reference names and phone numbers for similar projects your firm has completed.
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9.6 FINANCIAL QUOTATION
The Proponents Financial Quotation must include an itemized list of all direct and indirect costs
associated with the performance of this contract including, but not limited to, total number of hours
at various hourly rates and direct expenses.

9.7 PROPONENT SCHEDULE
The Proponents schedule shall include a table listing project milestones and their completion dates.
Preference may be given to consultants who can start/finish before the proposed schedule in section
8.0.
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10.0 QUOTATION EVALUATION
The City of Dryden will review the Quotation submitted by each individual Firm. A scoring
system will be utilized by City of Dryden on the following categories;
1) Quality of the Quotation submitted - ease of understanding, required components of the
project, work schedule, overall report appearance
2) Experience in completing similar projects (referrals)
3) Key Personnel assigned to the project
4) Costing of Quotation
5) Schedule
It should be clearly understood that the City of Dryden has the right to assign weighting to each
of the 5 above mentioned categories and if any Quotation submitted fails to include any mandatory
requirements as outlined in the Terms of Reference, the Quotation may be disqualified.
The City of Dryden’s Administration will assess the Proponent’s Quotation. The selected Proponent
will be required to provide and sign a Canadian Standard Form of Contract for Architectural Services
with the City of Dryden for their services on the Project. The Agreement will include the Consultant’s
Quotation as part of the conditions along with these Terms of Reference
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APPENDIX A
CONTRACTOR HEALTH AND SAFETY AGREEMENT
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APPENDIX B
PREVENTING COVID-19 IN THE WORKPLACE POLICY
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APPENDIX C
SITE LOCATION AND PROJECT EXTENTS
Dryden City Hall Location GIS (Project extents outlined in Red)
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APPENDIX D
SITE PLANS AND FIGURES
1996 As built Construction Plans - Not To Scale
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