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1. Project Summary 
 

The Village of Telkwa is soliciting proposals from qualified Consultants for a 
consultation and planning process that will result in a comprehensive Parks Master 
Plan for the Village. The successful proponent will be responsible for the 
undertaking of all works related to the investigation, consultation, community 
engagement, and preparation of a Parks Master Pan. 
 
Once completed, the Plan will guide Village Council and Administration on park 
planning, facility development/redevelopment, and prioritization of capital projects 
related to parks and recreational facilities. 
 
The development of this plan is funded by the BC Rural Dividend Program. 
 

2. Request for Proposal Terminology 
 

Throughout this Request for Proposal, the following terminology is used. 

a) “Contract” means the written agreement resulting from this Request for 
Proposal executed by the Village of Telkwa and the Consultant. 

b) “Consultant” means the successful Proponent to this Request for Proposal 
who enters into a written Contract with the Village of Telkwa.  

c) “The Services” means all work necessary to complete the tasks identified in 
the scope of work in accordance with the project description and the 
deliverables described in this document. 

d) “Village” means the Corporation of the Village of Telkwa. 

e) “Village Council” means the Council of the Village of Telkwa. 
 
3. Scope of Work 
 

The following scope of work is not an exhaustive list of the work to be undertaken.  
Submissions are encouraged to supplement and build upon the scope of work in 
their proposal as necessary and appropriate to benefit the project.     
 
The Project includes the following work to be undertaken by the Consultant: 
 

• Review relevant Village bylaws and policies, including the Official 
Community Plan and Integrated Community Sustainability Plan Bylaw No. 
613, 2011 

• Complete inventory and assessment of existing facilities including sports 
fields, outdoor rinks, playgrounds, BBQ grounds, parks, and trails 

• Identify maintenance and upgrades required for existing facilities 

• Make recommendations to maximize use of existing facilities 
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• Consult and engage with the public and stakeholders to identify and 
understand the needs, interests, and priorities of the community 

• Complete a gap analysis of current facilities 

• Provide recommendations and priorities for capital investment in parks and 
recreational facilities 

  
4. Consultant Deliverables 

 
The final product to be delivered is a final report that clearly presents the project 
information, issues, results, and recommendations in a professional and concise 
manner.  This report must contain, at a minimum, all of the items listed in the Scope 
of Work section of this RFP. 
 
It is expected that the Consultant will work closely with Village staff in preparation 
of the above noted report. The report shall outline the issues, factors, and 
considerations on which all recommendations were based. The report shall be 
organized into sections that are in general accordance with the tasks outlined in 
Section 3 of this document and/or the tasks outlined in further detail in the 
Consultant’s proposal.    
 
The Consultant will provide the following to the Village: 

▪ 10 bound hard copies of the final report; 

▪ a digital PDF copy of the final report. 
 

5. Village Level of Participation 
 

Village staff shall be available during the project to provide input, answer 
questions, and provide access to documentation as reasonably necessary to 
facilitate completion of the work. It is expected that the Village will have an 
opportunity to review and provide input on the nature of all communications with 
the public associated with the provision of the Services prior to communication with 
the public. The Consultant will be responsible for conducting all research, data 
collection, fieldwork, community engagement, and all other work and 
investigations necessary to complete the project and provide the Services. 
 
All questions or requests for information in relation to the Project shall be made to 
the Village’s Director of Operations.  

 
6. Terms of Payment and Cost Control 

 
Total compensation available to be paid to the Consultant by the Village of Telkwa 
for the Services is $10,000.00. This compensation includes all expenses, 
excluding GST.  
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The Terms of Payment will be as follows: 
 

• Payments will be based on the conditions of the Contract between the 
Consultant and the Village of Telkwa. 

• No payment will be made for the cost of work incurred to remedy errors or 
omissions for which the Consultant is responsible. 

 
The fees outlined in the Contract, the scope of work, or the Services shall not be 
amended without the prior written authorization of the Village of Telkwa. Any 
concern by the Consultant that the Contract, the scope of work, or the Services 
requires amendment shall be immediately communicated to the Village’s Director 
of Operations with an estimate of the impact on the fee resulting from the 
amendment.  

 
7. Submission Guidelines 

 
The Village invites the submission of proposals from qualified and experienced 
professionals to provide the Services with respect to the Village of Telkwa Parks 
Master Plan as outlined in this document.  
 
Submissions will be received until 2:00pm on May 28, 2020. 
 
The Consultant shall provide two (2) bound copies of its proposal in a sealed 
envelope, clearly addressed to: 
 

Lev Hartfeil, Director of Operations 
directorofoperations@telkwa.ca 

Village of Telkwa 
Box 220 

1415 Hankin Avenue 
Telkwa, BC V0J 2X0 

 
“PROPOSAL FOR VILLAGE OF TELKWA PARKS MASTER PLAN” 

“(DO NOT OPEN)” 
 
Enquiries regarding the RFP may be directed to Lev Hartfeil, Director of Operations 
(directorofoperations@telkwa.ca), Village of Telkwa, Box 220, 1415 Hankin Ave., 
Telkwa, BC, V0J 2X0 or by calling 1-250-846-5212.  
 
Please note that questions relating to this Request for Proposals will be 
accepted until 4:30pm on May 21, 2020. This will allow the answers to questions 
asked to be properly distributed to all interested parties.   
 
To ensure your receipt of any answers to questions asked or addendums issued, 
you must fill out and return the attached reply form to the Village’s Director of 
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Operations. Failure to submit a properly filled out reply form dissolves the 
Village of any obligation to provide addendums to Proponents wishing to 
submit a proposal.  
 
Any proposal submitted after the submission closing date of May 28, 2020 
will not be evaluated and will remain unopened. 
 
The Village reserves the right, at its sole discretion, to waive any defect or 
irregularity in a proposal, to amend the proposal, and to negotiate with any 
Proponent. Notwithstanding any other provision in the Proposal Documents or any 
practice or custom in the industry, the Village at its sole discretion shall have the 
unfettered right to accept any proposal, reject any proposal, reject all proposals, 
accept a proposal which is not the lowest-priced proposal, reject a proposal even 
if it is the only proposal received by the Village, and negotiate contract terms with 
any Proponent. Acceptance of any proposal is subject to funding approval by 
Village Council. 
 
Evaluation will be based on the Village’s consideration of the proposal that will give 
the Village the greatest value based on quality, service and price. The Village shall 
be the sole judge of a proposal and its decision shall be final. The Village also 
reserves the right to make such investigations, as it deems necessary, to 
determine the ability of any Proponent to perform the work or services to be 
provided. The Proponent shall be responsible to provide all information that the 
Village deems necessary to evaluate the proposal. The Village retains ownership 
of all data, maps and reports produced.  
 
The Village will not be responsible for proposal preparation costs. The accuracy of 
the proposal is the Proponent’s responsibility. Correction shall be at the 
Proponent’s expense. 

 
8. Proposal Format and Content 

 
The Proponent shall provide two (2) bound copies of its proposal to the Village.  
The content of the proposal should include (but is not limited to) the following: 
 
a) A description of the Proponent’s understanding of the Services. 

 
b) A description of the Proponent’s corporate structure and history. 

 
c) A list of the personnel to be involved in providing the Services, their roles, and 

the per diem rate for each person or category of personnel. 
 

d) Staff resumes and relevant experience (including references) of key staff, with 
details of staff time allocation for each component of the work. 
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e) A list of all sub-consultants and sub-contractors that will be used to provide the 
Services along with their costs, company resumes, and administration fees (if 
applicable). 
 

f) A detailed work program and timeline for providing the Services. 
 

g) A budget and fee basis for time and disbursements, including the total costs 
payable by the Village to the Consultant for the Services. The budget should 
include a contingency for cost overruns to ensure total costs do not exceed 
$10,000.00. 

 
h) A list of at least three (3) references, which may be contacted by the Village. 

 
9. Evaluation Criteria 

 
Proposals will be ranked on a points basis with criteria including: methodology, 
qualifications (personnel); availability, experience, and reputation; quality of 
proposal; Proponent’s local experience; and fees. 
 
See Appendix 1 for the Proposal Evaluation Form.  

 
10. Proposal Reply Form 

 
Proponents interested in submitting a proposal must complete and submit the 
Proposal Reply form to Lev Hartfeil, Director of Operations 
(directorofoperations@telkwa.ca) to ensure distribution of answers to questions 
and addendums relating to this Request for Proposals.  
 
See Appendix 2 for the Proposal Reply Form.

mailto:directorofoperations@telkwa.ca
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PROPOSAL EVALUATION FORM 
 

Proponent’s Name: 
_____________________________________________________________ 
   

Project Title: Village of Telkwa Parks Master Plan 
 
 

Evaluation Date: 
_______________________________________________________________ 
   

Evaluator: 
____________________________________________________________________ 
    

Criteria 

Step 1:  YES NO 

Mandatory 
Criteria 

Proposal received prior to closing   

Resumes of project team included   

Reference list   

Sufficient number of proposal copies   

Step 2:   Max 
Points 

Points 
Awarded 

 1.0 Qualifications and Experience: (30 points) 
▪ Professional Qualifications  
 Personnel, company, sub-consultants 

▪ Experience in northern BC  
▪ Experience producing Parks Master Plans 

 
15 
 

5 
10 

 

 2.0 Methodology and Work Plan: (30 points) 
▪ Proposal meets Scope of Work and timelines 
▪ Methodology is clear, sufficient and logical 
▪ Firm’s resources (staff, equipment etc.)  

 
15 
10 
5 

 

 3.0 Consultancy Fee: (30 points) 
▪ Comprehensive and complete 
▪ Professional rates and expenses 
▪ Value for cost 

 
10 
10 
10 

 

 4.0 Proposal Quality: (10 points) 
▪ Review of information  
▪ Understanding of Project 
▪ Value-added information 
▪ Clear, concise and complete Proposal 
▪ Presentation and overall impression 

 
2 
2 
2 
2 
2 

 

Total 
Score 

 100  
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PROPOSAL REPLY FORM 
     

Project Title: Village of Telkwa Parks Master Plans  
 

Company 
Name_____________________________________________________________ 
 
   

Contact 
Person:______________________________________________________________ 
 
    

Contact Information 

Phone 
 

E-mail 
 

Mailing 
Address 

 

 
 

 
 


