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1.0 INTRODUCTION 

Proposals shall be submitted by electronically submitting a PDF copy by following the 

instructions in the third paragraph of this section.  The document should be clearly titled, 

“Diversity, Equity and Inclusion Framework and Action Plan” and must be received by the 

Finance Department before 2:00:00 PM (local time) on March 29, 2023. 

Any addenda will be posted on the City of Charlottetown website at charlottetown.ca/tenders. 

Proponents are responsible for checking the website for proposal/quote/proposal notices, 

documents, and addenda. The City is not responsible for ensuring Proponents have obtained 

addenda. 

Due to file size restrictions on our email server, the City has established an alternative electronic 

method of submission for Proposals. The City will create a secure file folder on Microsoft 

OneDrive and will require all Proponents to confirm, by email, their intent to submit a Proposal. 

All “Intent to Submit a Proposal” emails from Proponents must be submitted to 

tenders@charlottetown.ca no later than 5:00 PM (AST/ADT) on the deadline for delivery of 

intent to submit a Proposal March 22, 2023, as indicated in Section 3.5 of this RFP.  

On March 23, 2023, the City will provide a secure link to the OneDrive file folder to each of the 

Proponents on the “Intent to Submit a Proposal” list. Please note that without this link, a 

Proponent will not be able to submit a Proposal. It is therefore vital that all Proponents indicate 

their intention to submit a Proposal by email prior to the deadline established above. It is the 

Proponent’s responsibility to ensure that their submission is received in the folder by the 

deadline noted above.  

The selection of the successful proponent shall be done, upon approval by City Council, as soon 

as practical after proposal evaluations have been completed (see Section 5.0 for more 

information on evaluation of Proposals). Results of this Request for Proposal will be posted on 

the City’s awards webpage at www.charlottetown.ca/tenders.  

This RFP creates no obligation on the part of the City to award the contract to any Proponent or 

to reimburse proponents for Proposal preparation expenses. The City reserves the right to accept 

or reject any and all Proposals, in whole or in part, received as a result of this RFP, and to 

negotiate in any manner necessary to best serve the interest of the City. The decision on which 

Proposal best satisfies the needs of the City rests solely with the City and any decision is not 

open to appeal. Submissions will not be evaluated if the Proponent’s current or past corporate or 

other interests may, in the City’s opinion, give rise to a conflict in connection with this Project. 

The City specifically reserves the right to reject all Proposals if none are considered to be 

satisfactory and, in that event, at its option, to call for additional proposals. No term or condition 

shall be implied, based upon any industry or trade practice or custom, any practice or policy of 

the City or otherwise, which is inconsistent or conflicts with the provisions contained in these 

conditions. 

At the election of the City, whether or not a Proposal or Proponent otherwise satisfies the 

requirements of the RFP, the City may reject summarily any Proposal received from a 

corporation or other person which has been anywise involved in litigation, arbitration or 

alternative dispute resolution with the City within the five year period immediately preceding the 

date on which this RFP was published. 

http://www.charlottetown.ca/tenders
mailto:tenders@charlottetown.ca
http://www.charlottetown.ca/tenders
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The City’s evaluation may include information provided by the Proponent’s references and may 

also consider the Proponent’s past performance on previous contracts with the City or other 

institutions. 

The City will pay the successful Consultant via Electronic Funds Transfer. The successful 

Consultant will be required to provide the necessary information for registration on the City’s 

payment system. 

Any questions in respect of this RFP, please contact the City’s Finance Department at 

tenders@charlottetown.ca. Questions must be received no later than 5:00 PM (AST/ADT) on the 

deadline for questions March 21, 2023. 

 

1.1 PURPOSE 

The City of Charlottetown (“City”) is seeking proposal submissions from qualified and 

experienced diversity, equity and inclusion consultants or firms to facilitate the research, 

engagement, development and delivery of a multi-year Diversity, Equity and Inclusion (DEI) 

Framework and Action Plan. 

Dedicated effort is required to reduce barriers and advance diversity, equity and inclusion across 

the organization and within the community. 

The purpose of this project is to develop prioritized opportunities (goals and actions) for the City 

(staff), its residents and visitors alike. The goal is to better inform policy, community engagement, 

projects, programs, and services going forward. 

 

1.2 BACKGROUND 

Often referred to as the “Birthplace of Confederation” after the historic Charlottetown Conference 

in 1864, Charlottetown is a flourishing, port community located on the south shore of Prince 

Edward Island. Charlottetown is the provincial capital and home to approximately 40,500 people. 

In 1995, the new City of Charlottetown was created by amalgamating the communities of 

Hillsborough Park, East Royalty, West Royalty, Winsloe, Sherwood, Parkdale, and the City of 

Charlottetown.  

The City of Charlottetown is governed by a City Council, comprised of a Mayor and ten 

Councillors representing 10 wards. The Mayor is elected at large and Councillors are elected by 

ward with elections held every four years. 

A Chief Administrative Officer (the “CAO”) manages City staff and the administration, and 

reports directly to Mayor and Council. The City corporation is comprised of approximately 430 

employees (225 full-time, the remainder being seasonal, entry level seasonal, casual, contract and 

part-time). Note, each year the City processes approximately 1,000 t4’s to City staff. 

The City of Charlottetown is committed to diversity, equity and inclusion and leverages 

community engagement to empower representation and participation through its programs and 

services along with various community engagement opportunities including committees and 

advisory boards. 

mailto:tenders@charlottetown.ca
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From the 2016 to 2021 census, Charlottetown saw a 7.5% increase in population. Based on recent 

population projections obtained from the Statistics Bureau and noted in the city’s Growth 

Management Study, Charlottetown’s population is predicted to grow to 61,270 by 2041. 

The City is experiencing significant growth pressures due to a number of factors including a 

successful provincial immigration program, increasing enrollment in higher education institutions, 

a booming events and tourism industry, and an increase in remote work opportunities. This has 

created new demands on the City for housing, infrastructure, parks, recreation, heritage protection, 

among others, with impacts on staffing and service delivery. Over this, looms the climate crisis 

which poses a significant challenge to the City, particularly with respect to sea level rise and 

flooding. 

Administratively, the City’s corporate planning framework describes how the City conducts 

business. Specifically, the Strategic Plan serves as the City’s highest-level plan, highlighting the 

shared vision and collective priorities. The new Strategic Plan (2022 to 2026) – a community for 

everyone, was adopted by Council in August 2022. The four-year Action Plan was presented in 

January 2023. 

2.0 REQUEST FOR PROPOSAL TERMS 

The City has formulated the terms and procedures set out in this RFP to ensure that it receives 

proposals through an open, competitive process, and the Proponents receive fair and equitable 

treatment in the solicitation, receipt, and evaluation of their proposals. 

 

The following terms will apply to this Request for Proposal and to any subsequent Contract.  

Submission of a proposal in response to this Request for Proposal indicates acceptance of all the 

following terms. 

 

2.1 DEFINITIONS 

Throughout this Request for Proposal, terminology is used as follows: 

a)  “City” means The City of Charlottetown. 

b)  “Administrator” means the person or persons designated within the bylaws of the City 

as responsible for giving direction to or negotiating with a potential or successful proponent. 

c)  “Agreement” means the written agreement, consisting of the agreement documents 

signed between the City and the successful proponent pursuant to this RFP and the successful  

proposal. 

d)  “Agreement Documents” means the instructions to proponents, scope of service, 

addenda, response to the RFP, and the acceptance of proposal together with all subsequently 

negotiated agreements, written amendments, modifications, and supplements to such documents 

and all written authorizations signed by the administrator(s) amending, deleting, or adding to the 

contract. 

e)  “Contract” means the written agreement or Purchase Order resulting from this Request 

for Proposal, in accordance with this Request for Proposal. 

f )  “Contractor” means a successful Proponent to this Request for Proposal who enters into 

a written Contract with the City. 
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g)  “Must”, “mandatory”, “required”, or “shall” means a requirement that must be met in 

order for a proposal to receive consideration. 

h)  “Proponent” means an individual or a company that submits, or intends to submit, a 

Proposal in response to this “Request for Proposal”. 

i )  “Proposal” means the Proponent’s response to this “Request for Proposal”. 

j )  “Requirements” means those services described in the Scope of Service section of this 

RFP. 

k)  “Should” or “desirable” means a requirement having a significant degree of importance 

to the objectives of the Request for Proposal. 

 

2.2 NO OBLIGATION TO PROCEED 

Though the City intends to proceed through the RFP, the City is under no obligation to proceed with the 

purchase or any other stage. The receipt by the City of any information (including any 

submissions, ideas, plans, drawings, models, or other materials communicated or exhibited by 

any intended Proponent, or on its behalf) shall not impose any obligations on the City.  There is 

no guarantee by the City, its officers, employees, or agents, that the process initiated by the 

issuance of this RFP will continue, or that this RFP process or any RFP process will result in a 

contract with the City. 

 

2.3 CANCELLATION 

The RFP may be cancelled in whole or in part without penalty, when, in the opinion of the City: 

i. There has been a substantial change in the requirements after this RFP has been issued; 

ii. Information has been received by the City, after issuance of this RFP, that the City feels 

substantially alters the specified procurement; 

iii. There was insufficient competition in order to provide the level of service, quality of 

goods, or pricing required, or; 

iv. The City, in its sole discretion, decides that there is any other sufficient justification to 

cancel this RFP. 

The City of Charlottetown may cancel this RFP, reject all proposals, or seek to acquire the 

subject of this RFP through a new RFP or by other means. 

 

The City reserves the right to cancel any request for RFP at any time without recourse by the 

contractor. The City has the right to not award this work for any reason including choosing to 

complete the work with the Owners' [sic] own forces. 

 

2.4 CITY’S DECISION-MAKING 

The City has the power to make any decision, or to exercise any contractual right or remedy 

contemplated in this RFP at its own absolute and unfettered discretion. 

 

2.5 ENQUIRIES 

The City has endeavoured to provide complete, correct information and estimates to enable 
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proponents to properly assess and determine the scope and complexity of the work required to 

submit a response to this RFP.  Proponents are solely responsible for determining if they require 

more information or if anything appears incorrect or incomplete, and for contacting the person 

named in this RFP if they have any questions whatsoever prior to the closing date.  All enquiries 

related to this Request for Proposal are to be directed, in writing, by email, to 

tenders@charlottetown.ca.  Information obtained from any other source is not official and should 

not be relied upon.  The City will not be responsible for any verbal statement, instruction, or 

representation.  Enquiries and responses will be recorded and may be distributed to all 

Proponents at the City’s option by way of an addendum.  Any enquiries regarding this Request 

for Proposal must be submitted at least three (3) working days prior to the closing date.  Any 

enquiries submitted after this date may remain unanswered. 

 

2.6 ERRORS AND OMISSIONS 

Any ambiguities, inconsistencies, uncertainties or other errors related to this document of which 

any proponent may become aware should be directed, in writing, to tenders@charlottetown.ca.  

If necessary, response to such items shall be made by way of an addendum, which will be posted, 

serially, on the tender page of the City’s website. 

 

2.7 ADDENDA, CORRECTIONS, OR EXTENSIONS 

The City of Charlottetown reserves the right to modify the terms of this Request for Proposal by 

way of an addendum at any time prior to closing, at its sole discretion. 

 

2.8 ELIGIBILITY  

Proposals will not be evaluated if the Proponent’s current or past corporate or other interests 

may, in the City’s opinion, give rise to a conflict of interest in connection with this RFP. 

 

2.9 EVALUATION COMMITTEE 

The evaluation of proposals will be by a committee formed by the City. 

 

2.10 EVALUATION AND SELECTION 

Proposals will be evaluated against the mandatory criteria.  Proposals not meeting all mandatory 

criteria will be rejected without further consideration.  Proposals that do meet all the mandatory 

criteria will then be assessed and scored against the desirable criteria.  The City’s intent is to 

enter into a Contract with the Proponent who has the highest overall ranking. 

 

By responding to this Request for Proposal, Proponents will be deemed to have accepted all the 

terms, conditions, and/or specifications herein and have agreed that the decision of the 

Evaluation Team will be final and binding. 

 

2.11 PROPOSAL CLARIFICATION 

The City reserves the right, upon reasonable notice, to interview, examine, and make inquiries of 

any proponent after the closing date, generally, and also for the purpose of clarifying or verifying 

any particular portion of the proposal submitted, which may, in the opinion of the City, be 

file:///C:/Users/kcristall/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/9Z11IR31/tenders@charlottetown.ca
file:///C:/Users/kcristall/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/9Z11IR31/tenders@charlottetown.ca
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unclear or require verification.  All Proponents agree at their own expense to attend such 

interviews, and to fully co-operate with the City on any such inquiry, and to provide, at the 

Proponent’s own expense, any such clarification and/or verification as requested by the City.  

Inquiries made of one or more proponents for the above purpose will not obligate the City to 

clarify or seek further information from any or all other proponents. 

 

2.12 DEBRIEFING 

Unsuccessful Proponents may request a debriefing meeting with the City. 

 

2.13 SIGNED PROPOSALS 

The proposal must be signed by the person(s) authorized to sign on behalf of the Proponent and 

to bind the Proponent to statements made in response to this Request for Proposal.  All 

proponents who operate through an incorporated company shall affix their corporate seal to the 

submission documents in addition to the authorized signature.   

 

2.14 ALTERNATIVE SOLUTIONS 

If alternative solutions are offered, please submit the information in the same format, as a 

separate proposal. 

 

If alternative solutions are offered, which, in the Proponent’s opinion may be advantageous to 

the City, economic or otherwise, please submit the information in the same format as a separate 

proposal.  This alternative should clearly enumerate the advantages as well as any associated cost 

implications.  Please indicate that it is an alternative to the initial submission and not a 

replacement by writing “Alternative Submission #” on the envelope as well as in the document 

itself. 

 

2.15 CHANGES TO PROPOSAL WORDING 

The Proponent will not change the wording of its proposal after closing and no words or 

comments will be added to the proposal unless requested by the City for purposes of 

clarification. 

 

2.16 IRREVOCABILITY OF PROPOSALS 

A Proponent who has already submitted a proposal may submit a further proposal at any time up to 
the official closing time.  The last proposal received shall supersede and invalidate all proposals 
previously submitted by that proponent for this Request for Proposal.  Any proponent may withdraw 
or qualify his/her proposal at any time up to the official closing time by re-submitting a new proposal 
to the City.  The time and date of receipt will be marked thereon and the new proposal will be placed 
in the tender box.  The new proposal shall be marked on the sealed envelope by the Proponent as 
“Resubmission #” along with the name of the Request for Proposal and to the attention of the Finance 
Department, as noted above in the Request for Proposal.  Proposals may be withdrawn at any time 
prior to opening upon written request from the proponent.  Negligence on the part of the proponent 
in preparing his/her proposal shall not constitute a right to withdraw a proposal subsequent to the 
tender opening. 
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Upon closing time, all proposals become irrevocable.  By submission of a proposal, the 

Proponent agrees that should its proposal be successful, and the City should decide to proceed, 

the Proponent will enter into a contract with the City of Charlottetown by either signing a 

contract document or accepting a Purchase Order issued by the City. 

 

2.17 COMPLETENESS OF PROPOSAL 

By submission of a proposal the Proponent warrants that, if this Request for Proposal is to 

design, create or provide a system or manage a program, all components required to run the 

system or manage the program have been identified in the proposal or will be provided by the 

Proponent at no charge. 

 

2.18 SUB-CONTRACTING 

a) Using a sub-contractor (who must be clearly identified in the proposal) is acceptable. 

This includes a joint submission by two Proponents having no formal corporate links. 

However, in this case, one of these Proponents must be prepared to take overall 

responsibility for successful interconnection of the two product or service lines and this 

must be defined in the proposal. 

b) Sub-contracting to any firm or individual who’s current or past corporate or other 

interests may, in the City’s opinion; give rise to a conflict of interest in connection with 

this project will not be permitted. This includes, but is not limited to, any firm or 

individual involved in the preparation of this Request for Proposal. 

c) Any Sub-contracting of the service to any firm or individual after the award of a Contract 

must have prior approval by the City. 

2.19 ASSIGNMENT 

This RFP and any resulting contract may not be assigned by either party without the prior written 

consent and approval of the other party, which consent may not be unreasonably withheld; 

provided however, either party, without such consent, may assign or sell the same in connection 

with the transfer or sale of substantially its entire business to which this contract pertains or in 

the event of its merger or consolidation with another company.  Any permitted assignee shall 

assume all obligations of its assignor under this contract.  No assignment shall relieve any party 

of responsibility for the performance of any accrued obligation that such party then has 

hereunder. 

 

2.20 CONFIDENTIALITY 

The successful proponent agrees not to release or, in any way, cause to release any confidential 

information of the City of Charlottetown unless an appropriate official of the City has 

specifically approved them to do so in writing. 

 

The Proponents agree to treat all information contained in this Request for Proposal as 

confidential, to use such information only for purposes of responding to this Request for 
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Proposal, and not to disclose any such information, in whole or in part, to any other party without 

the express prior written consent of either party or pursuant to legal power, other than:  a) to an 

agent who in the City’s reasonable opinion, is seeking information on behalf of the Proponent, b) 

to a party used by the City to evaluate the Proponents creditworthiness.   Each party agrees to 

allow the other party to store contact information, such as names, phone numbers, and email 

addresses for its business representatives, in any country where that party does business and to 

use such information internally and to communicate with the other party for the purposes of their 

business relationship.  Proponents agree to handle any personal information that it may gain 

access to through this RFP in accordance with the requirements of privacy laws, and in a manner 

consistent with the City’s published privacy policies, as amended from time to time. 

 

2.21 CONFLICT OF INTEREST 

Any potential conflict of interest must be disclosed to the City in writing.  Any conflict of 

interest identified will be considered and evaluated by the City.  The City has the sole discretion 

to take the steps they deem necessary to resolve the conflict.  If, during the term of the Contract, 

a conflict or risk of conflict of interest arises, the successful proponent will notify the City 

immediately in writing of that conflict or risk and take any steps that the City reasonably requires 

to resolve the conflict or deal with the risk. 

 

2.22 LAWS OF PRINCE EDWARD ISLAND 

This Request for Proposal will be governed by and will be construed and interpreted in 

accordance with the laws of the Province of Prince Edward Island. 

 

2.23 FINAL AGREEMENT 

This solicitation does not contain all terms and conditions necessary for conducting business 

with the City of Charlottetown. 

 

2.24 GRATUITIES 

The City of Charlottetown may, by written notice to a proponent, cancel any contract if it is 

found by the City that gratuities, in the form of entertainment, gifts, or otherwise, were offered or 

given by the proponent, or the agent or representative of the proponent, to any employee or agent 

of the project with a view toward securing favorable treatment with respect to the awarding or 

amending, or making any determinations with respect to performing of such contract. 

 

2.25 INSURANCE AND WORKERS COMPENSATION  

The undersigned is to carry and keep in force Public Liability Insurance in a form equivalent in 

terms of coverage to the industry standard Commercial General Liability for all services 

provided to and on behalf of the City of Charlottetown (City) and the amount of coverage shall 

be not less than two Million dollars ($2,000,000.00) per occurrence and to indemnify and save 

harmless the City in the event of any damages, suits or actions as a result of damages, injuries or 

accident done to or caused by him, or his employees or relating to the prosecution of the works 

or any of his operations or caused by reason of the existence or location or condition of any 

materials, plant or machinery used there on or therein, or which may happen by reason thereof, 
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or arising from any failure, neglect or omission on his part, or on the part of any of his 

employees, to do or perform any or all of the several acts or things required to be done by him or 

them under and by these conditions, and covenants and agrees to hold the City harmless and 

indemnified for all such damages and claims for damages. A Certificate of General Liability 

Insurance covering the legal liability of the submitter for injuries to, or death of, persons and/or 

damage to property of others for limits of not less than two million dollars ($2,000,000.00) per 

occurrence for bodily injury and property damage with an insurer and in a form satisfactory to 

the City will be furnished.  Such insurance shall have the City as an additional insured and shall 

contain cross liability coverage and preclude subrogation by the insured against the City.  The 

City requires an advance 30-day notice should the policy be cancelled or changed in any manner. 

The undersigned is to carry and keep in force Professional Liability Insurance in an amount not 

less than $2,000,000 providing coverage for acts, errors and omissions arising from their 

professional services performed under this agreement. The policy self-insured-retention / 

deductible shall not exceed $10,000 per claim and if the policy has an aggregate limit, the 

amount of the aggregate limit shall be double the required per claim limit. A City licensed to 

conduct business in the Province of Prince Edward Island shall underwrite the policy.  

The undersigned is required to have in place adequate coverage and be in good standing with the 

Workers Compensation Board of Prince Edward Island during the term of provision of all 

services to the City of Charlottetown.  Proof of coverage may be requested at the commencement 

of any contract or the provision of any services to the City of Charlottetown. The Company 

awarded this tender will be required to provide proof that their Company complies with all the 

provisions of the PEI Occupational Health and Safety Act. During the progress of the awarded 

work, Companies will be required, on the request of the City, to provide written verification that 

their work is in compliance. 

 

2.26 PERFORMANCE 

The City has the right to cancel agreements based on performance with the City as the sole judge 

of that performance. 

 

2.27 VALIDITY OF PROPOSALS 

All Proposals must remain valid and open for acceptance by the City for a period of one hundred, 

twenty (120) days after the closing date.  This period may be extended if requested by the City 

and agreed to by the Proponent in writing.  
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3.0 SCOPE OF WORK  

3.1 OVERVIEW 
 

A DEI Framework and Action Plan is needed to help guide the municipality both internally and 

externally, in areas such as policy, training, programs and services, recruitment and retention, 

events, community engagement, etc. The Framework and Action Plan should identify and 

address opportunities to help build a welcoming and inclusive community that celebrates 

diversity. 

The successful Proponent is responsible for the research, engagement, development and delivery 

of a DEI Framework and Action Plan. This includes: 

• Project management 

• Communications plan development and community engagement facilitation (to include 

staff, Council, stakeholders, community members, etc.) 

• Survey design and delivery 

• Current state assessment, gap analysis and stakeholder identification 

• Framework and Action Plan development, including recommendations and timelines 

• A community profile, summary reports and final report 

 

3.2 APPROACH, METHODOLOGY AND DELIVERABLES 
 

To successfully complete the Scope of Work, the Proponent will be responsible for providing the 

following deliverables, but not limited to: 

1. A detailed workplan, including approach, tasks, deliverables, engagement opportunities 

and timeline, to complete the Scope of Work. To be refined, updated and mutually agreed 

to following the kick-off meeting with the Project Lead. 

 

2. A project schedule that identifies deliverables, roles and responsibilities, costs and 

timeline. Based on the amount of community engagement needed to successfully complete 

this project.  

 

3. A communications and community engagement plan that includes staff, Council, 

stakeholders, community members, etc. Engagement tactics should include both in-person 

and virtual opportunities. It is the City’s expectation that engagement will include project 

initiation, interim reporting, and final reporting. 

 

4. A community profile (current state analysis) and stakeholder identification plan.  

 

5. Engagement #1, including the use of creative and engaging supporting materials. The 

purpose of this engagement is to introduce the project and gather initial feedback. 
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a. One (1) introduction/education session (virtual) for staff. To be recorded for sharing 

purposes. 

b. One (1) introduction/education session (in-person), such as a Community Open 

House event, for stakeholders and community members. 

c. One (1) introduction/education session (virtual) for stakeholders and community 

members. To be recorded for sharing purposes. 

d. Prepare a Summary Report of Engagement #1. 

 

6. An online survey that allows audience segmentation, such as staff and Council, 

stakeholders, and community members, for reporting purposes.  

 

7. A Summary Report following initial engagement activities, research and analysis. To 

include data collection, current state and gap analysis, identification of barriers, policy 

review (local, provincial, and federal), municipal comparators, best practices and key 

themes that will inform the Framework. 

 

8. The Draft Framework and Action Plan informed by the Interim Report that includes a 

commitment statement and outlines key themes, priorities, and recommendations.  

 

9. Engagement #2, including the use of creative and engaging supporting materials. The 

purpose of this engagement is to present the Draft Framework and Action Plan and gather 

feedback. 

 

a. Present Draft Framework and Action Plan to the following groups: 

i. City Staff (virtual), 

ii. Stakeholders and community members (virtual or in-person) 

iii. Committee and Council meeting (in-person) 

b. Prepare a Summary Report of Engagement #2.  

 

10. An online survey to collect feedback on the Draft Framework and Action Plan from staff 

and Council, stakeholders, and community members.  

 

11. The Final Framework and Action Plan. Note: to be updated and finalized following 

Engagement #3. 

 

12. Engagement #3, including the use of creative and engaging supporting materials. The 

purpose of this engagement is to present the Final Framework and Action Plan and gather 

feedback. 

 

a. Present Final Framework and Action Plan to the following groups: 

i. City Staff (virtual) 

ii. Stakeholders and community members (in-person) 

iii. Committee and Council meeting (in-person) 

b. Prepare a Summary Report of Engagement #3.  

 

13. A debrief meeting that will include a discussion on the project and outcomes. 
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Allow a minimum of five (5) days for review for each deliverable. 

In addition to the Scope of Work outlined above, Proponents may want to identify value-add 

items for the City’s consideration. 

 

3.3 PROJECT MANAGEMENT  

The Strategic Initiatives Officer will serve as the City’s Project Lead and work directly with the 

successful proponent.  

The Project Lead will direct the overall project and serve as the main point of contact for the City 

on this project. Regular meetings with the Project Lead will take place to allow the City to 

provide input and ensure that the project is on track. 

Reporting will include an initial kick-off meeting upon award of the contracts, followed by bi-

weekly meetings (phone, virtual or in person as necessary) and/or written updates to review 

progress and key milestones, and to discuss any anticipated issues associated with the Project. 

Proponent to ensure workplan includes dedicated time for input and review by the City’s Project 

Lead and/or designate. 

 

3.4 COST PROPOSAL 

The project budget is $60,000 +HST, excluding travel. Note: this project is being considered as 

part of the 2023/24 Annual Budget process that will be finalized no later than March 31, 2023. 

The proponent is required to submit a detailed cost proposal for individual tasks along with the 

total (i.e., hourly rates and costs per task/deliverable) that aligns with their proposed workplan, 

and Scope of Work as outlined herein. The total cost including all fees and disbursements is the 

upset limit of the project which shall not be exceeded without prior authorization from the City. 

Additional considerations or work must be defined, costed, and mutually agreed upon prior to 

commencement. 

The City will consider proposed value-add options as additions to the proposed workplan and 

cost proposal. 

The Diversity, Equity and Inclusion Framework and Action Plan project will be managed within 

a fixed fee structure as agreed upon with the successful Proponent. 

 

3.5 QUALIFICATIONS/SKILLS 

At minimum, the Proponent must demonstrate they are able to provide the following: 

− Education and experience in diversity, equity and inclusion; 

− Experience working in partnership with municipalities or the public sector to design and 

deliver similar deliverables related to DEI; 

− Local knowledge of the City of Charlottetown, including its past and future demographics; 

− The ability to provide a cost effective solution to successfully meet the City’s objectives; 
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− The ability to delivery on the proposed timeline as outlined herein; 

− That the proposed project manager and team cover all areas of expertise necessary to 

successfully complete this project; 

− Strong communication and writing skills; 

− Willingness to address issues with sensitivity towards all participants; and, 

− Results-oriented and organized. 
 

3.6 TIMELINE 

The timeline set out below represents the City’s best estimate of the timeframe that will be 

followed for the project. Although every attempt will be made to follow this schedule, the City 

reserves the right to modify any or all dates at its sole discretion without notice or penalty. 

The estimated timeline should be used as a guideline by each Proponent in preparing their 

submission. The City estimates the project will be completed within 18 months. 

 

Item Estimated timing 

RFP issue date March 8, 2023 

Deadline for submission of questions (5pm AST/ADT) March 21, 2023 

Deadline for submission of intent to submit a Proposal (5pm AST/ADT) March 22, 2023 

Deadline for submission of Proposals (2pm AST/ADT) March 29, 2023 

Proponent Interviews (if needed) April 5, 2023 

Award and execution of Contract April 12, 2023 

Kick off meeting April 25, 2023 

Introduction/Education Sessions May 2023 

Draft Framework and Action Plan November 2023 

Final Report Summer 2024 
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4.0 SUBMISSION  

4.1 ORGANIZATION OF PROPOSALS 

Proposals are to be organized by the following sections: 

− Table of Contents 

− Introduction and Project Understanding 

− Approach, Methodology and Workplan – including project management, milestones, 

deliverables and timeline  

− Experience and Qualifications – the firm, project team personnel (including work 

experience and resumes), relevant experience examples and references. Proposals must 

clearly describe the role of each team member and the extent to which they will be involved 

in the project. 

− Cost Proposal  

− Completed Proponent Submission Form (see Appendix A) 
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5.0 EVALUATION CRITERIA  

Criteria  Considerations  Weight  

Approach, 

Methodology and 

Workplan 

Completeness of the Proponent’s workplan with respect to the 

Scope of Work. 

Demonstrated ability of the Proponent to provide a full range of 

professional services in all areas outlined in the Scope of Work.  

Achievable workplan according to timeline, including quality 

control and client input and review. 

Identification of value-add options for consideration. 

 

30 

Experience and 

Qualifications  

Experience and qualifications of both the firm and project team. 

Demonstrated and successful execution of similar projects at the 

municipal government level, including working together as a 

project team (if applicable). 

References from projects with a similar scope (reference checks 

will be undertaken).  

 

40 

Cost Proposal  Itemized deliverables relative to the stated Scope of Work.  

Value in the allocation of team resources and expenses.  

 

20 

Completeness of 

the Submission  

Extent to which the Proposal provides information required in the 

RFP.  

Overall quality of the Proposal.  

 

10 

  100 points 
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6.0 ADDITIONAL BACKGROUND 

Charlottetown’s 2021-2022 Annual Report 

Strategic Plan (2022 to 2026) – a community for everyone, and Action Plan  

2021 Citizen Satisfaction Survey 

Land Acknowledgement (verbal) Statement 

We acknowledge that the land upon which we gather is unceded Mi’kmaq territory, and we pay our 

respects to the Indigenous Mi'kmaq people of this territory; past, present and future. 

Community Engagement Framework 

Charlottetown Hall – online engagement platform 

City Policies 

• Employee Code of Conduct / Council Code of Conduct 

• Employee Code of Ethics 

• Respectful Workplace 

• Flag Raising 

• Tower Lights 

PEI Human Rights Commission 

PEI Human Rights Act 

PEI Diversity and Inclusion Strategy (2022 to 2025) 

PEI Diversity and Inclusion Policy (2019) 

 

  

https://www.charlottetown.ca/mayor___council/city_council/annual_report
https://www.charlottetown.ca/mayor___council/strategic_plan
https://www.charlottetown.ca/common/pages/DisplayFile.aspx?itemId=17701973
https://cdn5-hosted.civiclive.com/UserFiles/Servers/Server_10500298/File/Mayor%20and%20Council/Communications/CTH%20Framework_FINAL.pdf
https://www.charlottetownhall.ca/
https://psc.gpei.ca/sites/psc.gpei.ca/files/PEI%20Diversity%20and%20Inclusion%20Strategy%202022-2025.pdf
https://www.princeedwardisland.ca/sites/default/files/publications/diversityandinclusionpolicyenglish.pdf
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APPENDIX A 
 

PROPONENT INFORMATION SHEET: 

 

Proponent (Firm) Name: ________________________________________________________________ 

 

 

Address: _____________________________________________________________________________ 

  

 

City: ________________________________   Province: _______________________________ 

 

 

Telephone No.: ______________________________    Fax No.:  _______________________________ 

 

 

E-mail Address: _______________________________________________________________________ 

 

 

Website: _____________________________________________________________________________ 

 

 

Contact Person: _______________________________________________________________________ 

 

 

Title: _______________________________________    Telephone No.: __________________________ 

 

 

_______________________________________  _______________________________________  

NAME (Please print)      TITLE (Please print) 

 

 

_______________________________________  _______________________________________ 

AUTHORIZED SIGNATURE    DATE  

 

 

 

 
(Affix Corporate Seal) 

 

 


