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1.0 OVERVIEW OF THIS REQUEST 

1.1 PURPOSE OF THIS REQUEST 

The City of Trail is seeking proposals from qualified consulting firms with expertise in municipal planning, 
development approvals, subdivision review, development engineering, process improvement, and public-
facing information design to undertake a comprehensive review and modernization of the City's 
development approvals framework. 

The primary purpose of this project is to review and modernize the City's subdivision and development 
approvals framework, improve public-facing information and internal procedures, and support 
implementation of the City's evolving development services functions. 

The project will include a comprehensive review of the City's Subdivision Regulation Bylaw No. 1988, 
1984 and associated approval procedures. The review is intended to assist the City's Approving Officer by 
identifying opportunities to modernize servicing standards, clarify application requirements, establish 
consistent review procedures, and provide recommendations that align with current legislation, 
municipal servicing expectations, and provincial best practices. 

The project will also support improvements to development approval processes through the creation of 
applicant guides, process maps, review procedures, website content, internal workflows, and stakeholder 
engagement. Through this work, the City aims to improve transparency, consistency, efficiency, and 
predictability for applicants, staff, and decision makers while supporting implementation of the City's 
upcoming Official Community Plan and long-term growth objectives. 

1.2 BACKGROUND 

As the City prepares to implement a new Official Community Plan, hone procedures through the new 
planning department created in late 2025, and transition building services in-house, opportunities have 
been identified to modernize development approval processes and improve customer service. Recent 
housing needs analysis has identified the need for additional housing supply over both the short and long 
term, while development activity has increasingly included infill housing, redevelopment projects, 
affordable housing initiatives, and multi-unit residential development. 
 
Over the past several years, the City has undertaken significant planning initiatives, including a 
comprehensive update to its Official Community Plan and implementation of provincial housing 
legislation. As these initiatives advance, the City has identified opportunities to improve the clarity, and 
consistency of development approval processes for applicants, staff, and decision makers. 
  
The establishment of the City's Planning Department has enabled a more focused and coordinated 
approach to development review and long-range planning. Through the creation of the department, City 
staff have identified opportunities to modernize application procedures, improve process, reduce reliance 
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on interpretation of legacy regulations, and provide greater transparency to the public regarding 
development approvals. 
  
The City is also preparing to establish an in-house Building Department, with building permit and 
inspection services anticipated to transition from the Regional District of Kootenay Boundary to the City 
effective November 1, 2026. 
  
The City is in the process of implementing Cloudpermit as its building permit administration platform. 
Cloudpermit will be utilized for building permit applications, reviews, inspections, and customer 
interactions related to permit administration. Development applications, including rezoning, 
development permits, development variance permits, temporary use permits, subdivision applications, 
and Official Community Plan amendments, are not anticipated to be administered through Cloudpermit 
at this time. While implementation of Cloudpermit is not part of this assignment, proponents should 
consider how development approval procedures, public-facing information materials, website content, 
and customer service resources can complement the platform and improve the overall applicant 
experience. Staff recognize the change to a digital platform, while having efficiency benefits, needs proper 
implementation to the community through guides, engagement, and accessibility. 
  
Further, the City's current Subdivision Regulation Bylaw No. 1988, 1984 has not undergone a 
comprehensive review in many years and no longer fully reflects contemporary development practices, 
infrastructure standards, provincial legislation, or the policy direction established through the City's 
upcoming Official Community Plan. The bylaw currently requires significant interpretation during 
subdivision review and does not provide the level of clarity desired by applicants, staff, or the Approving 
Officer when evaluating servicing requirements, frontage improvements, and subdivision design 
expectations. 
  
This multi-stepped project is supported through the Local Government Development Approvals Program, 
administered by the Union of BC Municipalities and funded by the Province of British Columbia. 

1.3 SCOPE 

The project will focus on four interconnected work streams: 

1. Subdivision Regulation Bylaw Review and Approving Officer Support; 

2. Development Approvals Modernization; 

3. Stakeholder and Partner Engagement; and 

4. Building Department and Cloudpermit Integration Support. 
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The successful consultant will be expected to undertake review, analysis, engagement, and 
implementation support activities associated with each work stream and prepare recommendations, 
guidance materials, templates, procedures, process maps, and other deliverables as outlined in Appendix 
B – Scope of Work. 
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2.0 DEFINITIONS 

Throughout this Request for Proposals, the following definitions apply: 

 “Addenda”: means all additional information regarding this RFP including amendments to the 
RFP; 

 “BC Bid”: means the BC Bid website located at www.bcbid.ca; 
 “City”: means the City of Trail located in the Province of British Columbia, Canada; 
 “Closing Location”: includes the location or email address for submissions indicated in the 

Key Information Summary; 
 “Closing Time”: means the closing time and date for this RFP as set out Key Information 

Summary of this RFP; 
 “Contract”: means the written agreement resulting from the RFP executed by the City and the 

successful Proponent; 
 “Contractor”: means the successful Proponent to the RFP who enters into a Contract with the 

City; 
 “Coordinator”: The person appointed by City of Trail from time to time to represent the City 

as liaison between the City and the supplier; 
 “DDP”: Destination Duty Paid Incoterms 2010; 
 “Department”: means the Department of the City issuing this RFP;  
 “Evaluation Team”: The committee that will conduct the evaluation of Proposals; 
 “Must”, or “mandatory” means a requirement that must be met in order for a proposal to 

receive consideration;  
 “Preferred Proponent”: means the Proponent deemed by the City to have the highest ranked 

assessment of its response according to the process set out herein; 
 “Proponent”: means a person or entity (excluding its parent, subsidiaries or other affiliates) 

with the legal capacity to contract, that submits a proposal in response to the RFP; 
 “Proposal”: means a written response to the RFP that is submitted by a Proponent; 
 “Request for Proposals” or “RFP”: means the solicitation described in this document, 

including any attached or referenced appendices, schedules or exhibits and as may be 
modified in writing from time to time by the City by Addenda; 

 “Response”: means the submission of an offer, bid, tender or proposal according to this 
request; 

 “City”: means City of Trail and includes the Department issuing this request; 
 “City Contact”: means the individual named as the contact person for the City in the RFP; 
 “City Electronic Mail System”: means the electronic mail system of City of Trail; 
 “Should”, “Could” “may” or “Desirable”: means a requirement having a significant degree of 

importance to the objectives of this Request; 
 “Supplier” or “Contractor”: the person or company selected to provide products and/or 

services under the terms of this contract. This extends to and includes any sub-contractors to 
the supplier; 
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 “W.C.B.”: Workers Compensation Board of British Columbia, doing business as WorkSafe BC. 



Development Approvals Modernization and Subdivision 
Regulation Review 

Request Number:  11-4-0020-1570 042 

 

 
 

Page 8 of 50 
 

3.0 INSTRUCTIONS TO PROPONENTS 

3.1 SUBMISSION OF PROPOSALS 

Proposals must be submitted before Closing Time to the Closing Location stated in the summary of 
key information using one of the submission methods set out in this section of this RFP.  Proposals 
must not be sent by fax.  The Proponent is solely responsible for ensuring that, regardless of 
submission method selected, the City receives a complete Proposal, including all attachments or 
enclosures, before the Closing Time. 

When both an electronic and printed copy submission is requested, the printed copy shall take 
precedence.  

A proposal should be signed by a person authorized to sign on behalf of the Proponent with the intent 
to bind the Proponent to the RFP and to the statements and representations in the Proponent’s 
proposal.   A scanned copy of the signed response form of this RFP is acceptable as is a cover letter 
identifying the Proponent, identifying the RFP and including a signature of an authorized 
representative of the Proponent that confirms the Proponent’s intent to be bound.  For proposals 
submitted via BC Bid attachment of the e-bidding key to an electronic proposal constitutes the 
signature of an authorized representative of the Proponent and is acceptable without additional 
signature. 

For electronic submissions (BC Bid or email), the following applies: 

 The Proponent is solely responsible for ensuring that the complete electronic Proposal, 
including all attachments, is received before Closing Time; 

 The maximum size of each attachment must be 11 MB or less (Proponents are solely 
responsible for ensuring that email proposal submissions comply with any size restrictions 
imposed by the Proponent’s internet service provider);   

 Proponents should submit email proposal submissions in a single email and avoid sending 
multiple email submissions for the same opportunity.  If the file size of an electronic 
submission exceeds the applicable maximum size, the Proponent may make multiple 
submissions (BC Bid upload or multiple emails for the same opportunity) to reduce 
attachment file size to be within the maximum applicable size; Proponents should identify 
the order and number of emails making up the email proposal submission (e.g. “email 1 of 3, 
email 2 of 3…”); 

 For email proposal submissions sent through multiple emails the City reserves the right to 
seek clarification or reject the proposal if the City is unable to determine what documents 
constitute the complete proposal;  

 Attachments must not be compressed, must not contain a virus or malware, must not be 
corrupted and must be able to be opened.  Proponents submitting by electronic submission 
are solely responsible for ensuring that any emails or attachments are not corrupted. The City 
may reject proposals that are compressed, cannot be opened or that contain viruses or 
malware or corrupted attachments.  
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Only pre-authorized e-bidders registered on BC Bid can submit electronic bids on BC Bid. BC Bid is a 
subscription service and the registration process may take two business days to complete. If using 
this submission method, Proponents should refer to the BC Bid website or contact BC Bid Helpdesk 
at 250-387-7301 for more information.  An electronic proposal submitted on BC Bid must be 
submitted using the e-bidding key of an authorized representative of the Proponent.  Using the e-
bidding key of a subcontractor is not acceptable. 

For email proposal submissions, including any notices of amendment or withdrawal referred to in 
Section 3 of this Request, the subject line of the email and any attachment should be clearly marked 
with the name of the Proponent, the RFP number and the RFP title.   

The City strongly encourages Proponents using electronic submissions to submit proposals with 
sufficient time to complete the upload and transmission of the complete proposal and any 
attachments before Closing Time.   

The Proponent bears all risk associated with delivering its Proposal by electronic submission, 
including but not limited to delays in transmission between the Proponent’s computer and the City 
Electronic Mail System or BC Bid. 

While the City may allow for email proposal submissions, the Proponent acknowledges that email 
transmissions are inherently unreliable. The Proponent is solely responsible for ensuring that its 
complete email proposal submission and all attachments have been received before Closing Time. If 
the City Electronic Mail System rejects an email proposal submission for any reason, and the 
Proponent does not resubmit its proposal by the same or other permitted submission method before 
Closing Time, the Proponent will not be permitted to resubmit its proposal after Closing Time.  The 
Proponent is strongly advised to contact the City Contact immediately to arrange for an alternative 
submission method if: 

 The Proponent’s email proposal submission is rejected by the City Electronic Mail System; or  
 The Proponent does not receive an automated response email from the City confirming 

receipt of the email and all attachments within a half hour of the time the email proposal 
submission was sent by the Proponent.  

An alternate submission method may be made available, at the City’s discretion, commencing one 
half hour before the Closing Time, and it is the Proponent’s sole responsibility for ensuring that a 
complete proposal (and all attachments) submitted using an approved alternate submission method 
is received by the City before the Closing Time.  The City makes no guarantee that an alternative 
submission method will be available or that the method available will ensure that a Proponent’s 
proposal is received before Closing Time. 

3.1.1 Alternative Solutions 

If more than one approach to deliver the services described in the RFP is offered, Proponents should 
submit the alternative approach in a separate proposal. 
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3.1.2 Brand Names or Equivalent 

Unless otherwise stated, if, and wherever, the Specifications state a brand name, a make, the name of 
manufacturer, a trade name or a vendor catalogue number, it is not intended to rule out the use of 
other equivalent materials or equipment.  

If, however, Products other than that brand or manufacturer specified is quoted in any RFP, the 
Submission should explicitly include the name of such Products, its manufacturer, and trade name 
and any applicable vendor catalogue number, and the City may require that the Proponent provide 
proof of equivalency. Evidence of quality in the form of samples may be requested. 

3.1.3 Collection and Use of Personal Information 

Proponents are solely responsible for familiarizing themselves, and ensuring that they comply, with 
the laws applicable to the collection and dissemination of information, including resumes and other 
personal information concerning employees and employees of any subcontractors.  If the RFP 
requires Proponents to provide the City with personal information of employees who have been 
included as resources in response to the RFP, Proponents will ensure that they have obtained written 
consent from each of those employees before forwarding such personal information to the City.  Such 
written consents should specify that the personal information may be forwarded to the City for the 
purposes of responding to the RFP and used by the City for the purposes set out in the RFP.  The City 
may, at any time, request the original consents or copies of the original consents from Proponents, 
and upon such request being made; Proponents will immediately supply such originals or copies to 
the City. 

3.1.4 Signatures 

If an individual is making the response, they should print or type their name and address on the 
response form and sign the same in the spaces provided.  Their signature should be witnessed and 
the witness should give their address.  

If a partnership is making the response, the name and address of the partnership should be printed 
or typed on the response form and the names of all members of the partnership should be printed or 
typed in the spaces provided.  The response should be signed by one or more of the partners in the 
following manner: for example, "Smith and Jones by John Jones a partner".  The signature or 
signatures should be witnessed and the witness or witnesses should give their address or addresses. 

If a company is making the response, the name of the company and its place of business should be 
printed or typed on the response form and the form should be signed by the person or persons 
authorized to sign the response on behalf of the company, indicating the capacity in which they sign: 
for example, "John Doe Company Ltd. by John Smith, Secretary" or as the case may be. 

Responses signed by an agent must be accompanied by evidence of their authority. 
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3.1.5 Additional Information  

All Addenda will be posted on BC Bid.  It is the sole responsibility of the Proponent to check for 
Addenda on BC Bid.  Proponents are strongly encouraged to subscribe to BC Bid’s email notification 
service to receive notices of Addenda.   

3.1.6   Debriefing 

At the conclusion of the RFP process, all Proponents will be notified of the outcome.  Proponents may 
request a debriefing meeting with the City. 
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4.0 GENERAL TERMS AND CONDITIONS 

4.1 ACCEPTANCE 

Submitting a proposal indicates acceptance of all the terms and conditions set out in the RFP, 
including those that follow and that are included in all appendices and any Addenda.   

4.1.1 Mandatory Conditions 

The response must be received at the closing location by or before the closing time as noted in the 
summary of key information of this document; 

A completed and signed form substantially similar in form and content to that in Appendix A is 
included with the response; and 

The response is in the English Language. 

4.1.2 Late Proposals 

Proposals will be marked with their receipt time at the Closing Location.  Only complete proposals 
received and marked before the Closing Time will be considered to have been received on time.  
Proposals received late will be marked late and not considered or evaluated.  In case of a dispute, the 
proposal receipt time as recorded by the City at the Closing Location will prevail whether accurate 
or not. 

4.1.3 Proposal Validity 

Proposals will be open for acceptance for at least 90 days after the Closing Time.   

4.1.4 Firm Pricing 

Prices will be: DDP Incoterms 2010 with any taxes quoted separately; and, firm for the entire 
Contract period unless the RFP specifically states otherwise. 

4.1.5 Completeness of Proposal 

By submitting a proposal the Proponent warrants that, if the RFP 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 Contractor at no additional charge. 

4.1.6 Changes to Proposals 

By submitting a clear and detailed written notice, the Proponent may amend or withdraw its Proposal 
before the Closing Time.  Unless the RFP otherwise provides, Proponents should use a consistent 
submission method for submitting Proposals and any amendments or withdrawals. The Proponent 
will not change any part of its Proposal after the Closing Time unless requested by the City for 
purposes of clarification. Any such requested changes shall be submitted by the Proponent within 48 
hours of City’s issue of that request.  
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4.1.7 Conflict of Interest/No Lobbying 

A Proponent may be disqualified if the Proponent’s current or past corporate or other interests, or 
those of a proposed subcontractor, may, in the City’s opinion, give rise to an actual or potential 
conflict of interest in connection with the services described in the RFP.  This includes, but is not 
limited to, involvement by a Proponent in the preparation of the RFP or a relationship with any 
employee, contractor or representative of the City involved in preparation of the RFP, participating 
on the evaluation committee or in the administration of the Contract.  If a Proponent is in doubt as to 
whether there might be a conflict of interest, the Proponent should consult with the City Contact prior 
to submitting a proposal.  By submitting a proposal, the Proponent represents that it is not aware of 
any circumstances that would give rise to a conflict of interest that is actual or potential, in respect 
of the RFP. 

A Proponent must not attempt to influence the outcome of the RFP process by engaging in lobbying 
activities.  Any attempt by the Proponent to communicate for this purpose directly or indirectly with 
any employee, contractor or representative of the City, including members of the evaluation 
committee and any elected officials of the City, or with the media, may result in disqualification of the 
Proponent. 

4.1.8 Subcontractors 

Unless the RFP states otherwise, the City will accept proposals where more than one organization or 
individual is proposed to deliver the services described in the RFP, so long as the proposal identifies 
the lead entity that will be the Proponent and that will have sole responsibility to deliver the services 
under the Contract.  The City will enter into a Contract with the Proponent only.  The evaluation of 
the Proponent will include evaluation of the resources and experience of proposed sub-contractors, 
if applicable. 

All subcontractors, including affiliates of the Proponent, should be clearly identified in the proposal.   

A Proponent may not subcontract to a firm or individual whose current or past corporate or other 
interests, may, in the City’s opinion, give rise to an actual or potential conflict of interest in connection 
with the services described in the RFP.  This includes, but is not limited to, involvement by the firm 
or individual in the preparation of the RFP or a relationship with any employee, contractor or 
representative of the City involved in preparation of the RFP, participating on the evaluation 
committee or in the administration of the Contract.  If a Proponent is in doubt as to whether a 
proposed subcontractor might be in a conflict of interest, the Proponent should consult with the City 
Contact prior to submitting a proposal.  By submitting a proposal, the Proponent represents that it is 
not aware of any circumstances that would give rise to a conflict of interest that is actual or potential, 
in respect of the RFP. 

Where applicable, the names of approved subcontractors listed in the proposal will be included in 
the Contract.  No additional subcontractors will be added, nor other changes made to this list in the 
Contract without the written consent of the City. 
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4.1.9 Proponents’ Expenses 

Proponents are solely responsible for their own expenses in participating in the RFP process, 
including costs in preparing a Proposal and for subsequent finalizations with the City, if any.  

4.1.10 Limitation of Damages 

By submitting a proposal, the Proponent agrees that it will not claim damages, for whatever reason, 
relating to the Contract or in respect of the competitive process, in excess of an amount equivalent to 
the reasonable costs incurred by the Proponent in preparing its proposal and the Proponent, by 
submitting a proposal, waives any claim for loss of profits if no Contract is made with the Proponent. 

4.1.11 Liability for Errors 

While the City has used considerable efforts to ensure information in the RFP is accurate, the 
information contained in the RFP is supplied solely as a guideline for Proponents.  The information 
is not guaranteed or warranted to be accurate by the City, nor is it necessarily comprehensive or 
exhaustive.  Nothing in the RFP is intended to relieve Proponents from forming their own opinions 
and conclusions with respect to the matters addressed in the RFP. 

4.1.12 Proponent Review of RFP 

Proponents should promptly review the contents of this RFP and report any errors, omissions or 
ambiguities via e-mail to the contact person noted in the summary of key information. Similarly, any 
questions should be submitted via e-mail to the contact person prior to the deadline for receipt of 
questions as noted in the summary of key information. 

4.1.13 No Commitment to Award 

The RFP should not be construed as an agreement to purchase goods or services.  The lowest priced 
or any proposal will not necessarily be accepted.  The RFP does not commit the City in any way to 
award a Contract.  

4.1.14 No Implied Approvals 

Neither acceptance of a proposal nor execution of a Contract will constitute approval of any activity 
or development contemplated in any proposal that requires any approval, permit or license pursuant 
to any federal, provincial, regional district or municipal statute, regulation or by-law. 

4.1.15 Legal Entities 

The City reserves the right in its sole discretion to: 

 disqualify a proposal if the City is not satisfied that the Proponent is clearly identified; 
 prior to entering into a Contract with a Proponent, request that the Proponent provide 

confirmation of the Proponent’s legal status (or in the case of a sole proprietorship, the 
Proponent’s legal name and identification) and certification in a form satisfactory to the City 
that the Proponent has the power and capacity to enter into the Contract;   
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 not to enter into a Contract with a Proponent if the Proponent cannot satisfy the City that it 
is the same legal entity that submitted the Proponent’s proposal; and 

 require security screenings and / or criminal record checks for a Proponent who is natural 
person, subcontractors and key personnel before entering into a Contract and decline to 
enter into a Contract with a Proponent or to approve subcontractor or key personnel that fail 
to pass the security screenings and / or criminal record check to the City’s satisfaction, acting 
reasonably. 

4.1.16 Reservation of Rights 

In addition to any other reservation of rights set out in the RFP, the City reserves the right, in its sole 
discretion:  

 to modify the terms of the RFP at any time prior to the Closing Time;  
 to cancel the RFP at any time prior to entering into a Contract with a Proponent; 
 in accordance with the terms of the RFP, to accept the proposal or proposals that it deems 

most advantageous to itself; 
 to waive any non-material irregularity, defect or deficiency in a proposal; 
 to request clarifications from a Proponent with respect to its proposal, including clarifications 

as to provisions in its proposal that are conditional or that may be inconsistent with the terms 
and conditions of the RFP, without any obligation to make such a request to all Proponents, 
and consider such clarifications in evaluating the proposal; 

 to reject any proposal due to unsatisfactory references or unsatisfactory past performance 
under contracts with the City, or any material error, omission or misrepresentation in the 
proposal; 

 at any time, to reject any or all proposals; and 
 At any time, to terminate the competition without award and obtain the goods and services 

described in the RFP by other means or do nothing. 

4.1.17 Ownership of Proposals 

All proposals and other records submitted to the City in relation to the RFP become the property of 
the City and, subject to the provisions of the Freedom of Information and Protection of Privacy Act 
and the RFP will be held in confidence.  For more information on the application of the Act, go to 
http://www.cio.gov.bc.ca/cio/priv_leg/index.page. 

4.1.18 Copyright 

This document is subject to copyright and may be used, reproduced, modified and distributed only 
to the extent necessary for the Proponent to prepare and submit a proposal. 

4.1.19 Confidentiality Agreement 

The Proponent acknowledges that prior to the Closing Time it may be required to enter into a 
confidentiality agreement with the City in order to obtain access to confidential materials relevant to 
preparing a proposal. 
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4.1.20 Contract 

By submitting a proposal, the Proponent agrees that should its proposal be successful the Proponent 
will enter into a Contract with the City on substantially the same terms and conditions set out in 
Appendix C and such other terms and conditions to be finalized to the satisfaction of the City, if 
applicable.  

Written notice to a Proponent that it has been identified as the successful Proponent and the 
subsequent full execution of a written Contract will constitute a Contract for the goods or services, 
and no Proponent will acquire any legal or equitable rights or privileges relative to the goods or 
services until the occurrence of both such events. 

4.1.21 Trade Agreements 

This RFP is covered by trade agreements applicable to City and other jurisdictions, including the 
following: 

 Canadian Free Trade Agreement; 
 New West Partnership Trade Agreement;  

For more information, Proponents may contact the City Contact. 

4.1.22 Jurisdiction 

Any Contract resulting from this Request for Proposals will be governed by and will be construed and 
interpreted in accordance with the laws of the Province of British Columbia. 
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5.0 PROPOSAL EVALUATION 

This section outlines the process and criteria for evaluation of responses to this request to select a 
preferred Proponent or Proponents if this request allows for the possibility of contracting with 
multiple suppliers.  

Proposals that have met the initial Mandatory Conditions for submitting a Proposal, as outlined in 
the General RFP Terms & Conditions, shall be evaluated as follows: 

5.1 EVALUATION 

Proposals will be assessed in accordance with the evaluation criteria.  The City will be under no 
obligation to receive further information, whether written or oral, from any Proponent.  The City is 
under no obligation to perform any investigations or to otherwise verify any statements or 
representations made in a proposal. 

Proposals from not-for-profit agencies will be evaluated against the same criteria as those received 
from any other Proponents. 

The City may consider and evaluate any proposals from other jurisdictions on the same basis that the 
City purchasing authorities in those jurisdictions would treat a similar proposal from a British 
Columbia supplier. 

In the event of a tie score for leading Proponent the Proponent offering the lowest price will become 
the leading Proponent. 

5.1.1 Evaluation Team 

The evaluation team may consist of City employees, contractors to the City and others as may be 
appointed to the evaluation team by the City. All persons on the evaluation team shall be bound by 
the same standard of confidentiality.  

5.1.2 Evaluation Process 

Evaluation of responses will be made in the same and subsequent order as stated in the subsections 
to this section.  

5.1.2.1 Evaluation Criteria 

The lowest or any Proposal will not necessarily be accepted. The City has the right to accept the 
Proposal, in whole or in part, which, in its unfettered discretion, it deems most advantageous, and 
the right to reject any and all Proposals in each case without giving any notice and without liability 
to any Proponent(s).  
The City shall evaluate Proposals based on the best value. The City recognizes that “best value” is 
the essential part of purchasing a product and/or service and therefore the City may prefer a 
Proposal with a higher bid price, if it offers greater value and better serves the City’s interests, as 
determined by the City, over a bid with a low bid price. The City’s decision shall be final.  
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Proposals will be assessed against the following criteria when making the purchasing decision and 
assessing best buy, which are not intended to be exhaustive and are not ranked in order of preference 
or priority: 

 

Item Desirable Criteria Maximum Points 

1 Background, Experience, Qualifications 30 

2 Project Understanding 20 

3 Approach and Schedule 30 

4 References 10 

5 Price 10 

 Total Possible 100 
 

 Appendix “A” contains the Signature and Response Form and must be submitted with each 
proposal.  

 Please refer to Appendix “B” – Scope of Work for requirement and Proponent reference when 
applicable.  

 The budget for this project is a maximum of $200,000 including all fees and expenses.  

5.1.3 Background, Experience & Qualifications 

 Letter of Introduction 
 Proponent’s relevant experience, qualifications, resources, and capacity in delivering the 

services required in this RFP. 
 Demonstrated completion of recent projects with similar deliverables. 

5.1.4 Project Understanding 

 Proponents should clearly demonstrate their understanding of the Project requirements 
outlined in the RFP in their Proposal and how each deliverable will be achieved fully. Identify 
all key goals that the Proponent expects to address through this Project and discuss how the 
Proponent’s team will deliver on these goals.  

 Inclusion of: 
o Project Manager  
o Proposed Project Team  

5.1.5 Approach and Schedule 

 Provide a schedule for completion of tasks and deliverables, with milestone dates for key 
deliverables.  

 Outline the approach to communications, engagement, and progress updates.  

5.1.6 References 

 Proponents shall include two (2) references of relevant experience for which they have 
provided similar services. With each reference, proponents shall include the organization’s 
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name, address, phone number, as well as the name and position of a person the City of Trail 
may contact at the organization. The City of Trail reserves the right to contact references 
without prior notification to the Proponent.  

 By submitting a Proposal, the Proponent agrees that they consent to the conduct of all or any 
of those investigations by the City.  

5.1.7 Price 

 Submissions must include a detailed description of the Proponent’s fees and disbursements 
(excluding GST) for works and deliverables. The successful Proponent’s estimate will be the 
Contract price for the work unless otherwise negotiated. If the work cannot be completed 
within the available budget, the Proponent or the City may suggest options for changing the 
scope of the work.  

5.1.8 Negotiations 

The City reserves the right, at its sole discretion, to negotiate with the Preferred Proponent.  In no 
event will the City be required to offer any modified terms to any other Proponent prior to entering 
into an agreement with the Preferred Proponent and the City shall not incur any liability to any 
Proponent as a result of such negotiation or modifications. 

It is the intent of the City to ensure it has the flexibility it needs to arrive at a mutually acceptable 
Contract.  It is not the intent of the City to allow for new or significantly altered Responses in any 
negotiations with the Preferred Proponent.   

Negotiations may include: 

 Minor changes to the Scope of Work, Details of the Supply; 
 Price adjustments resulting from changes to the Scope of Work, Details of the Supply; 
 Minor changes to the requirements and responsibilities; 
 Contract payment details; 
 Selected contract terms contained in the pro-forma contract as identified in their proposal by 

the Proponent for possible negotiation. 

If a Contract cannot be negotiated with the Preferred Proponent, the City will follow the process 
outlined in part 5.1.9 immediately below. 

5.1.9 Negotiation Delay  

If a written Contract cannot be negotiated within thirty (30) days of notification of the Preferred 
Proponent, the City may, at its sole discretion at any time thereafter, terminate negotiations with that 
Proponent and either negotiate a Contract with the next best qualified Proponent and so on or choose 
to terminate the Request for Proposal process and not enter into a Contract with any of the 
Proponents.  Such cancellation does not preclude the City from entering into a contract with a 
Proponent in respect of any aspect of the work contemplated by this Request. 
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6.0 APPENDIX A: SIGNATURE AND RESPONSE FORM 

Complete this section and enclose it with your response. 

RFP Project Title: Development Approvals Modernization and Subdivision 
Regulation Review  

RFP Reference No: 11-4-0020-1570 CC 042 
Legal Name of Proponent:  

Contact Person and Title:  

Business Address:  

Telephone:  

E-Mail Address:  

I/We, the undersigned duly authorized representative of the Proponent, having received and carefully 
reviewed all of the Proposal documents, including the RFP and any issued addendums, and having full 
knowledge of the Site(s), and having fully informed ourselves as to the intent, difficulties, facilities and 
local conditions attendant to performing the Services, we have allowed for these conditions and submit 
this Proposal in response to the RFP. 
The undersigned further agrees, on behalf of the company named below, to supply the goods and services 
listed at the prices quoted and within the terms and conditions as identified in Request for Proposal 
#~Requestno. This Offer is valid and enforceable for at least Ninety (90) days following the closing date. 
This proponent further warrants that this proposal is made without collusion with any other party except 
those expressly disclosed in this proposal and that the Proponent has no conflict of interest. 
The undersigned warrants that they have the authority to bind the company to this contract. 
I/We confirm that this proposal is accurate and true to best of my/our knowledge.  
I/We confirm that, if I/we am/are awarded the Agreement, I/we will at all times be the “prime 
consultant/contractor” as provided by the Worker's Compensation Act (British Columbia) with respect to 
the Services. I/we further confirm that if I/we become aware that another consultant/contractor at the 
place(s) of the Services has been designated as the “prime consultant/contractor”, I/we will notify the City 
immediately, and I/we will indemnify and hold the City harmless against any claims, demands, losses, 
damages, costs, liabilities or expenses suffered by the City in connection with any failure to so notify the 
City. 
This Proposal is submitted 
this 

 day of  , 2026 

I/We have the authority to bind the Proponent. 
   

(Name of Proponent) (Name of Proponent) 
   

(Signature of Authorized Signatory) (Signature of Authorized Signatory) 
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(Print Name and Position of Authorized Signatory) (Print Name and Position of Authorized 
Signatory) 

 

6.1 ADDENDA ACKNOWLEDGMENT 

Addenda No. Date Issued 

  

  

  
 

6.2 RESPONSE FORM 

Please utilize the form provided in the tables in submitting your proposal. 

Proponents may attach additional materials ordered in the same manner and with clear reference 
to each applicable section of the response forms in this section. 

6.2.1 Proposal Requirements 

 

Item to be addressed Your response 

Background, Experience, and Qualifications  

Project Understanding  

Approach and Schedule  

References  

Price  
 

6.2.2 Prices Proposed 

Prices shall be given in Canadian Dollars with applicable taxes itemized and shown separately. 

 

Priority Area Item: Description of the 
component of the supply 

Price 
Offered 

 
1. Subdivision Regulation Bylaw Review and 
Approving Officer Support 

  

 
 

 

2. Development Approvals Modernization   
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Priority Area Item: Description of the 
component of the supply 

Price 
Offered 

3. Stakeholder Engagement and Development Services 
Transition Support 
 

 
 

 

4. Building Department and Cloudpermit Integration 
Support 

  

GST  

Total  

6.2.3 References and Recent Previous Contracts 

6.2.3.1 References 

Complete the following table and enclose with your response. References from suppliers or others 
familiar with your company’s operations are preferred. The Proponent authorizes the City to make 
such enquiries of references and others that it deems appropriate. 

Reference Name Contact: Phone and/or e-mail Relationship to Proponent 

   

   

   

6.2.3.2 Recent Previous Contracts 

Complete the following table and enclose with your response. References for work similar to that 
specified herein are preferred. The Proponent authorizes the City to make such enquiries of 
references and others that it deems appropriate. 

Client/Owner 
Contact Name and Contact 
Information 

Description of the Work 
Approx. 
Value 

Completion 
Date 
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7.0 APPENDIX B: SCOPE OF WORK, DETAILS OF THE SUPPLY 

The Project will include four work streams with associated tasks and deliverables as outlined below: 

7.1 PROJECT TASKS 

7.1.1 Priority 1: Subdivision Regulation Bylaw Review and Approving Officer Support 

7.1.1.1 Objective 

To review Subdivision Regulation Bylaw No. 1988, 1984 and associated procedures and provide 
recommendations to improve subdivision review processes and support the Approving Officer. 

7.1.1.2 Tasks 

 Review the existing Subdivision Regulation Bylaw.  
 Review associated servicing standards and technical requirements.  
 Review level-of-service expectations.  
 Review frontage improvement requirements.  
 Review subdivision approval procedures.  
 Identify provisions that require excessive interpretation or discretionary decision-making.  
 Complete a review of comparable municipal practices and current provincial best practices.  
 Review current Approving Officer procedures and supporting documentation.  
 Develop subdivision-specific procedures, templates, and review tools.  
 Prepare recommendations for future bylaw modernization. 

7.1.1.3 Deliverables 

7.1.1.3.1 Existing Conditions Review 

 Existing Conditions Assessment. 
 Technical Standards Review. 
 Review of Servicing Requirements. 
 Review of Frontage Improvement Requirements. 
 Best Practices and Jurisdictional Review. 

7.1.1.3.2 Subdivision Administration Toolkit 

 Preliminary Layout Review (PLR) Template. 
 Subdivision Intake Checklist. 
 Subdivision Review Checklist. 
 Servicing Review Checklist. 
 Conditions Tracking Template. 
 Subdivision Workflow Diagram. 
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 Approving Officer Procedures Guide. 

7.1.1.3.3 Recommendations 

 Recommendations Memorandum. 
 Future Bylaw Amendment Roadmap. 
 Implementation Recommendations. 
 Recommendations on visual graphics and technical drawings for future amendments. 
 Council Presentation Materials. 

7.1.2 Priority 2: Development Approvals Modernization 

7.1.2.1 Objective 

To improve consistency and efficiency through the improvement of development approval procedures, 
applicant resources, and internal review processes. 

7.1.2.2 Tasks 

 Review existing development approval processes.  
 Review existing application materials and website content.  
 Conduct internal process mapping exercises.  
 Develop standardized review procedures.  
 Create workflow documentation.  
 Develop applicant-facing resources and guidance materials.  
 Develop application tracking and monitoring tools.  
 Review opportunities to reduce application delays and improve service delivery. 
 Identify opportunities for future digitization and continuous improvement of development 

approval processes. 

7.1.2.3 Deliverables 

7.1.2.3.1 Development Application Toolkit 

 Rezoning Guide. 
 Development Permit Guide. 
 Development Variance Permit Guide. 
 Temporary Use Permit Guide. 
 Official Community Plan Amendment Guide. 
 Subdivision Application Guide. 
 Application Submission Checklists. 
 Roles and Responsibilities Matrix. 
 Expected review stages and typical timelines for each application type. 
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7.1.2.3.2 Process Modernization Toolkit 

 Internal Workflow Maps. 
 Review Procedures. 
 Application Tracking Framework. 
 Staff Review Checklists. 
 Process Maps. 
 Website Content Package. 
 Guidance regarding common application delays and resubmissions. 
 Staff Training Session Materials. 
 Council Presentation Materials. 
 Future Digitization Recommendations. 

7.1.3 Priority 3: Stakeholder and Partner Engagement 

7.1.3.1 Objective 

To validate project findings, identify barriers to development approvals, improve public understanding of 
approval processes, and support awareness of the City's transition to in-house building permit services 
and Cloudpermit implementation. 

7.1.3.2 Tasks 

 Engage the Regional District of Kootenay Boundary.  
 Engage builders, contractors, designers, and development professionals.  
 Engage local housing providers and non-profit housing organizations.  
 Engage City departments and staff.  
 Seek feedback on subdivision requirements, development application procedures, and customer 

service challenges.  
 Identify areas of confusion or uncertainty experienced by applicants navigating municipal 

approval processes.  
 Support public awareness regarding the City's transition to in-house building permit services.  
 Gather feedback regarding opportunities to improve customer experience through coordination 

of development approvals and Cloudpermit-based building permit administration.  
 Develop recommendations for public-facing information, website content, and educational 

materials that improve understanding of development and building approval processes.  
 Present findings and recommendations to staff and Council. 

7.1.3.3 Deliverables 

 Stakeholder Engagement Strategy. 
 Stakeholder Engagement Summary Report. 
 "What We Heard" Report. 
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 Summary of barriers and opportunities identified by builders, developers, housing providers, and 
residents. 

 Building Permit Information Guide. 
 Recommendations for public education materials related to development approvals and building 

permits. 
 Recommendations for website content supporting the transition to in-house building permit 

services. 
 Final Engagement Report. 

7.1.4 Priority 4: Building Department and Cloudpermit Integration Support 

7.1.4.1 Objective 

To ensure development approval modernization recommendations align with the City's transition to in-
house building permit services and the City’s active implementation of Cloudpermit. 

7.1.4.2 Tasks 

 Review the City's planned Cloudpermit implementation from a workflow and customer service 
perspective.  

 Identify coordination requirements between development approvals and building permit 
administration.  

 Identify key information handoff points between Planning, Engineering, and Building functions.  
 Review opportunities to improve internal coordination between departments.  
 Provide recommendations regarding future integration between development approval 

workflows and Cloudpermit-based building permit administration.  
 Identify opportunities for future process improvements following implementation of 

Cloudpermit. 

7.1.4.3 Deliverables 

 Planning-to-Building Coordination Framework.  
 Development Approval to Building Permit Process Map.  
 Internal Workflow Recommendations.  
 Standardized SOP’s, and related template documents for various building department operational 

scenarios. 
 Cloudpermit Integration Recommendations Memorandum.  
 Future Process Improvement Opportunities Memorandum. 

7.1.5 Final Project Deliverables 

At project completion, the Consultant shall provide: 
 Final Project Summary Report. 
 Consolidated Implementation Roadmap identifying short-, medium-, and long-term actions. 
 Recommendations Memorandum regarding the Subdivision Regulation Bylaw. 
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o Including Council and Staff Presentation Package. 
 Development Application Toolkit. 

o Including applicant Journey Maps for major development application types. 
 Subdivision Administration Toolkit. 
 Stakeholder Engagement Summary Report. 
 Cloudpermit Integration Recommendations Memorandum. 
 Digital copies of all templates, checklists, guides, procedures, workflow documentation, website 

content, graphics, presentations, and supporting materials developed as part of the project. 
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8.0 APPENDIX C: CONTRACT 

By submission of a Tender the Proponent to this Request agrees that a contract entered into between 
the City and the selected Proponent will be substantially the same as the attached pro-forma contract. 
Proponents are to identify any contract terms that they could not agree to and the identification of 
any such terms shall be included in post-closing negotiations, if any. 

8.1 SAMPLE CONTRACT 

City of Trail (City) 
(The “City of Trail”, “City” “we”, “us”, or “our” 
as applicable) at the following address: 
1394 Pine Avenue TRAIL, BC V1R 4E6 
 

AND 

[Contractor Legal Name] 
(the “Contractor”, “you”, or “your” as 
applicable) at the following address: 
[insert address] 
Phone: 
E-Mail: 

 

THE City of Trail AND THE CONTRACTOR AGREE TO THE TERMS IN AND AS ATTACHED TO THIS 
DOCUMENT AND IN THE SCHEDULES OUTLINED BELOW. 

 

SCHEDULE A - SERVICES 

In return for the consideration outlined in Schedule B, The Contractor will provide Services to the 
satisfaction of the City of Trail as identified below: 

The Services include, but are not limited to, undertaking a comprehensive review and 
modernization of the City's development approvals framework, including the preparation of 
public-facing development application materials, applicant guides, process maps, website content, 
internal procedures, workflow documentation, application tracking tools, and stakeholder 
engagement activities. The Services will also include a comprehensive review of Subdivision 
Regulation Bylaw No. 1988, 1984, associated approval procedures, servicing requirements, and 
subdivision administration practices, including recommendations to improve clarity, consistency, 
efficiency, and support the statutory responsibilities of the Approving Officer. 

The Services will further support implementation of the City's future Building Department and 
complement the City's ongoing Cloudpermit implementation by developing workflow 
recommendations, public information resources, and coordination measures between 
development approvals and building permit administration. Cloudpermit implementation, 
software configuration, and permit system deployment are not included within the scope of this 
assignment. 

See Schedule B of the RFP for further details on the project scope. 

Term:  From and including:                           To and including:      
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SCHEDULE B - FEES AND EXPENSES 

Fees:  

As per attached Schedule 

 

Maximum Fees and Expenses: + applicable taxes 

Billing Date(s):  
 

 

SCHEDULE C - APPROVED SUBCONTRACTOR(S) 

 

 

SCHEDULE D - INSURANCE 

Workers’ Compensation Board coverage: The Contractor will comply with the Workers’ 
Compensation Act, and, will obtain and maintain during the term of this Agreement, the necessary 
coverage for himself/herself and any employees as stated in Schedule D, and will, upon request of 
the City of Trail, provide particulars of such coverage. 

     

SCHEDULE E – PRIVACY 

 

SCHEDULE F – OTHER TERMS 

 

The parties have duly executed this agreement as of _________. 

SIGNED AND DELIVERED on behalf of the City of 
Trail by an authorized representative of the City of 
Trail 

 SIGNED AND DELIVERED by or on 
behalf of the Contractor (or by an 
authorized signatory of the Contractor 
if a corporation) 

   

   

Authorized Representative  Contractor or Authorized Signatory 
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1.0 DEFINITIONS 

In this Agreement, unless the context otherwise requires: 

 “Business Day” means a day, other than a Saturday or Sunday, on which City of Trail offices 
are open for normal business in British Columbia;  

 “Incorporated Material” means any material in existence prior to the start of the Term or 
developed independently of this Agreement, and that is incorporated or embedded in the 
Produced Material by the Contractor or a Subcontractor;   

 “Material” means the Produced Material and the Received Material;  

 “Produced Material” means records, software and other material, whether complete or not, 
that, as a result of this Agreement, are produced or provided by the Contractor or a 
Subcontractor and includes the Incorporated Material;    

 “Received Material” means records, software and other material, whether complete or not, 
that, as a result of this Agreement, are received by the Contractor or a Subcontractor from the 
City of Trail or any other person;  

 “Services” means the services described in Schedule A; 

 “Subcontractor” means a person described in Schedule C; and 

 “Term” means the term of the Agreement described in Part 1 of Schedule A subject to that 
term ending earlier in accordance with this Agreement. 
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2.0 CONTRACTOR’S OBLIGATIONS 

1. You must provide the services described in Schedule A (the “Services”) in accordance with 
this agreement.  You must provide the Services during the term described in Schedule A, 
regardless of the date of execution or delivery of this agreement. 

2. Unless the parties otherwise agree in writing, you must supply and pay for all labour, 
materials, facilities and approvals necessary or advisable to perform your obligations under 
this agreement. 

3. Unless otherwise specified in this agreement, you must perform the Services to a standard of 
care, skill, and diligence maintained by persons providing, on a commercial basis, services 
similar to the Services. 

4. You must ensure that all persons you employ or retain to perform the Services are competent 
to perform them and are properly trained, instructed, and supervised. 

5. You must comply with reasonable instructions (in writing or otherwise) as to the 
performance of the Services, but, unless otherwise specified in this agreement, you may 
determine the manner in which the instructions are carried out. If an instruction is provided 
other than in writing the Contractor may request written confirmation from the City of Trail 
and the City of Trail must comply with that request as soon as it is reasonably practical to do 
so. Requesting written confirmation of an instruction does not relieve the Contractor from 
complying with the instruction at the time the instruction was given. 

6. You must, upon our request, fully inform us of all work done by you or a subcontractor where 
permitted in connection with providing the Services. This clause shall survive the term of this 
agreement and shall continue in force indefinitely. 

7. You must maintain time records and books of account, invoices, receipts, and vouchers of all 
expenses incurred, in form and content and for a period satisfactory to us. This clause shall 
survive the term of this agreement and shall continue in force indefinitely. 

8. You must treat as confidential and not divulge to any person without our written consent any 
personal information about any identifiable individual that you may acquire as a result of 
providing the Services for us. This clause shall survive the term of this agreement and shall 
continue in force indefinitely. 

9. You must permit us at all reasonable times to inspect and copy all material that has been 
produced by you or provided to you or any subcontractor as a result of this agreement, 
including, without limitation, accounting records, findings, software, data, specifications, 
drawings, reports, and documents, whether complete or not (collectively the “Work 
Product”). This clause shall survive the term of this agreement and shall continue in force 
indefinitely. 

10. You must treat as confidential all Work Product produced as a result of this agreement and 
not permit its disclosure without our prior written consent except as required by applicable 
law. This clause shall survive the term of this agreement and shall continue in force 
indefinitely.  
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11. The Work Product developed by you as a result of this agreement, and any other property we 
provide to you or a subcontractor is our exclusive property.  You must deliver it to us 
immediately upon our request. This clause shall survive the term of this agreement and shall 
continue in force indefinitely. 

12. The copyright in the Work Product developed by you as a result of this agreement belongs 
exclusively to us.  Upon our request, you must deliver to us documents satisfactory to us 
waiving in our favour any moral rights which you or your employees or subcontractors may 
have in the Work Product and confirming the vesting of the copyright in us. This clause shall 
survive the term of this agreement and shall continue in force indefinitely. 

13. You must maintain and pay for insurance on the terms, including form, amounts, and 
deductibles, outlined in Schedule D, if any, as modified from time to time in accordance with 
our directions. 

14. You must apply for and, immediately on receipt, remit to us any refund or remission of federal 
or provincial tax or duty available with respect to any items which we have paid for or agreed 
to pay for under this agreement. This clause shall survive the term of this agreement and shall 
continue in force indefinitely. 

15. You must comply with all applicable laws in the performance of your obligations under this 
agreement. 

16. The Contractor must indemnify and save harmless the City of Trail and its employees and 
agents from any losses, claims, damages, actions, causes of action, costs and expenses that the 
City of Trail or any of its employees or agents may sustain, incur, suffer or be put to at any 
time, either before or after this Agreement ends, including any claim of infringement of third-
party intellectual property rights, where the same or any of them are based upon, arise out 
of or occur, directly or indirectly, by reason of any act or omission by the Contractor or by 
any of the Contractor’s agents, employees, officers, directors or Subcontractors in connection 
with this Agreement (each a “Loss”), excepting always liability arising out of the independent 
acts or omissions of the City of Trail and its employees and agents. This clause shall survive 
the term of this agreement and shall continue in force indefinitely.   

17. The indemnification by the Contractor pursuant to this Clause is limited to:  

o $2,000,000 per Loss;     

18. You must not assign any of your rights under this agreement without our prior written 
consent. 

19. You must not subcontract any of your obligations under this agreement other than to persons 
listed in Schedule C without our prior written consent.  No subcontract, whether consented 
to or not, relieves you from any obligations under this agreement.  You must ensure that any 
subcontractor you retain fully complies with this agreement in performing the subcontracted 
obligations. 
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20. You must not provide any services to any person in circumstances which, in our reasonable 
opinion, could give rise to a conflict of interest between your duties to that person and your 
duties to us under this agreement. 

21. You must not do anything that would result in personnel hired by you or a subcontractor 
being considered our employees. 

22. You must not commit or purport to commit us to pay any money unless specifically 
authorized by this agreement. 

 



Development Approvals Modernization and Subdivision 
Regulation Review 

Request Number:  11-4-0020-1570 042 

 

 
 

Page 35 of 50 
 

3.0 CITY OF TRAIL’S OBLIGATIONS 

1. We must make available to you all information in our possession that we consider pertinent 
to your performance of the Services. 

2. If you comply with this agreement, we must pay you  

o The fees described in Schedule B plus applicable taxes, and 

o The expenses, if any, described in Schedule B if they are supported, where applicable, by 
proper receipts and, in our opinion, are necessarily incurred by you in providing the 
Services.   

a. We are not obliged to pay you more than the “Maximum Amount” specified in 
Schedule B plus applicable taxes on account of fees and expenses. 

3. In order to obtain payment of any fees and expenses under this agreement, you must submit 
to us a written statement of account in a form satisfactory to us upon completion of the 
Services or at other times described in Schedule B. 

4. We may withhold from any payment due to you an amount sufficient to indemnify us against 
any lien or other third party claims that could arise in connection with the provision of the 
Services. This clause shall survive the term of this agreement and shall continue in force 
indefinitely. 

5. Unless otherwise specified in this agreement, all references to money are to Canadian dollars. 

6. If you are not a resident in Canada, we may be required by law to withhold income tax from 
the fees described in Schedule B and then to remit that tax to the Receiver General of Canada 
on your behalf. This clause shall survive the term of this agreement and shall continue in force 
indefinitely. 

7. We will not distribute for a fee, licence or sell the Work Product produced under this 
agreement to a third party without your prior written consent. 
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4.0 TERMINATION 

1. We may terminate this agreement: 

a. For your failure to comply with this agreement, immediately on giving written notice 
of termination to you; and  

b. For any other reason, on giving at least 10 days’ written notice of termination to you.  

2. If we terminate this agreement under paragraph 12-1-(b.), we must pay you that portion of 
the fees and expenses described in Schedule B which equals the portion of the Services that 
was completed to our satisfaction before termination.  That payment discharges us from all 
liability to you under this agreement. This clause shall survive the term of this agreement and 
shall continue in force indefinitely. 

3. If you fail to comply with this agreement, we may terminate it and pursue other remedies as 
well. This clause shall survive the term of this agreement and shall continue in force 
indefinitely. 
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5.0 GENERAL 

1. You are an independent contractor and not our employee, agent, or partner. This clause shall 
survive the term of this agreement and shall continue in force indefinitely. 

2. If you are a corporation, you represent and warrant to us that you have authorized the 
signatory or signatories who have signed this agreement on your behalf to enter into and 
execute this agreement on your behalf without affixing your common seal. 

3. This agreement is governed by and is to be construed in accordance with the laws of British 
Columbia. This clause shall survive the term of this agreement and shall continue in force 
indefinitely. 

4. Time is of the essence in this agreement. This clause shall survive the term of this agreement 
and shall continue in force indefinitely. 

5. Any notice contemplated by this agreement, to be effective, must be in writing and either: 

o Sent by fax to the addressee’s fax number specified in this agreement or 

o Delivered by hand to the addressee’s address specified in this agreement, or 

o Mailed by prepaid registered mail to the addressee’s address specified in this agreement 
or 

o Sent by E-mail to the addressee’s E-mail address specified in this agreement. 

6. Any notice mailed in accordance with paragraph 35(c) is deemed to be received three days 
after mailing or if by fax or e-mail receipt is deemed complete at the conclusion of the 
transmission.  Either of the parties may give notice to the other of a substitute postal or e-
mail address or fax number from time to time. This clause shall survive the term of this 
agreement and shall continue in force indefinitely. 

7. A waiver of any term of this agreement or of any breach by you of this agreement is effective 
only if it is in writing and signed by us and is not a waiver of any other term or any other 
breach. This clause shall survive the term of this agreement and shall continue in force 
indefinitely. 

8. No modification of this agreement is effective unless it is in writing and signed by the parties. 
This clause shall survive the term of this agreement and shall continue in force indefinitely. 

9. This agreement and any modification of it constitutes the entire agreement between the 
parties as to performance of the Services and supersedes all oral representations and 
negotiations made between the parties prior to the commencement of the term described in 
Schedule A. This clause shall survive the term of this agreement and shall continue in force 
indefinitely. 

10. All disputes arising out of or in connection with this agreement or in respect of any defined 
legal relationship associated with it or derived from it will, unless the parties otherwise agree 
in writing, follow a dispute resolution process consisting of: 

o The parties must initially attempt to resolve the dispute through collaborative 
negotiations; 
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o If the dispute is not resolved through collaborative negotiation within 15 business days 
of the dispute arising, the parties must then attempt resolution through mediation under 
the rules of the Mediate BC Society; and 

o  If the dispute is not resolved through mediation within 30 business days of 
commencement of mediation the dispute will be referred to and finally resolved by 
arbitration under the BC Arbitration Act. This clause shall survive the term of this 
agreement and shall continue in force indefinitely. 

o Unless the parties otherwise agree in writing, an arbitration or mediation will be held at 
the closest available location to the City of Trail’s address of place of business. 

o Unless the parties otherwise agree in writing or, in the case of an arbitration, the 
arbitrator otherwise orders, the parties must share equally the costs of a mediation or 
arbitration other than those costs relating to the production of expert evidence or 
representation by counsel. 

11. The Schedules to this agreement are part of this agreement. 

12. If there is a conflict between a provision in a Schedule to this agreement and any other 
provision of this agreement, the provision in the Schedule is inoperative to the extent of the 
conflict unless it states that it operates despite a conflicting provision of this agreement. 

o A provision in a Schedule will prevail over any conflicting provision in a document 
attached to or incorporated by reference into a schedule, unless the schedule expressly 
states otherwise. 

13. In this agreement, “City” “we”, “us”, and “our” refer to the City of Trail alone and never refer 
to the combination of the Contractor and the City of Trail: that combination is referred to as 
“the parties”. 

14. This agreement does not operate as a permit, license, approval or other statutory authority 
which you may be required to obtain from the City of Trail or any other Authority having 
jurisdiction in order to provide the Services.  Nothing in this agreement is to be construed as 
interfering with the exercise by the City of Trail of any statutory power or duty. 

15. The agreement may be entered into by each party signing a separate copy of this agreement 
(including a photocopy of faxed or e-mailed copy) and delivering it to the other party by fax 
or email attachment. 

16. Confidentiality: 

o Due to the potentially confidential nature of the information that Contractors may have 
access to during the Contract term, the Contractor, and any subcontractors, will be aware 
of and in compliance with the City of Trail’s Privacy Policy and the Information 
Technology Usage Agreement, if applicable, and any Privacy Protection Schedules that 
are attached as schedules to, and incorporated as terms of, the Agreement. 

o The Contractor will facilitate a periodic review of its procedures, if required, in order to 
evaluate any privacy or security risks to the City of Trail. The Contractor will promptly fix 
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any privacy or security risks or breaches of security as they become known to the 
Contractor or as may be identified by the City of Trail. 

17. Any publicity relating to this agreement will be arranged by the City of Trail and if 
consultation is reasonably practical after consultation with the Contractor. 

18. If the Contractor receives a request from any party other than the City of Trail and this 
Agreement does not require or authorize the Contractor to provide that access, the 
Contractor must promptly require the requestor to make the request to the City of Trail. 

19. Upon any Incorporated Material being embedded or incorporated in the Produced Material 
and to the extent that it remains so embedded or incorporated, the Contractor grants to the 
City of Trail: 

o A non-exclusive, perpetual, irrevocable, royalty-free, worldwide license to exercise, in 
respect of that Incorporated Material, the rights set out in the Copyright Act (Canada), 
including the right to use, reproduce, modify, publish and distribute that Incorporated 
Material; and 

o The right to sublicense or assign to third-parties any or all the rights granted to the City 
of Trail under 18. (a.) Immediately above. 

20. Interpretation in this Agreement: 

o “Includes” and “including” are not intended to be limiting; 

o Unless the context otherwise requires, references to sections by number are to sections 
of this Agreement; 

o The Contractor and the City of Trail are referred to as “the parties” and each of them as a 
“party”;  

o “Attached” means attached to this Agreement when used in relation to a schedule;  

o unless otherwise specified, a reference to a statute by name means the statute of British 
Columbia by that name, as amended or replaced from time to time;  

o The headings have been inserted for convenience of reference only and are not intended 
to describe, enlarge or restrict the scope or meaning of this Agreement or any provision 
of it;  

o “Person” includes an individual, partnership, corporation or legal entity of any nature; 
and  

o Unless the context otherwise requires, words expressed in the singular include the plural 
and vice versa. 
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6.0 SCHEDULE A - SERVICES
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7.0 SCHEDULE B – RATES, FEES, EXPENSES 

1. Fees:  Up to a maximum of $200,000.00 in Canadian Dollars. 

2. Statements of Account: In order to obtain payment of any fees under this Agreement for a period 
from and including the 1st day of a month to and including the last day of the month (each a “Billing 
Period”), you must deliver to us on a date after the Billing Period (each a “Billing Date”), a written 
statement of account in a form satisfactory to us containing: 

a. Your name, address and tax registration number; 

b. The date of the statement, and the month to which the statement pertains; 

c. Your calculation of all fees claimed for the month, including a declaration by you of all units or 
deliverables provided during the month for which you claim fees and a description of the 
applicable fees rates; 

d. A chronological listing, in reasonable detail, of any expenses claimed by you for the month with 
receipts attached, if applicable; 

e. A description of this Agreement; 

f. A statement number for identification;  

g. A list of days worked and 

h. Any other billing information reasonably requested by us. 
 

3. Billing Address: Invoices are to be emailed to accountspayable@trail.ca and reference Contract 
Number 11-4-0020-1570 CC 042 and completed services. 

4. Payments Due: Within 30 days of our receipt of your written statement of account delivered in 
accordance with this Schedule, we must pay you the fees and expenses claimed in the statement if 
they are in accordance with this Schedule. 

5. Chris Buchan, Manager of Planning and Climate Action will be the Contract Administrator for the City 
of Trail.
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8.0 SCHEDULE C - SUBCONTRACTORS 
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9.0 SCHEDULE D – INSURANCE 

1. You must, without limiting your obligation or liabilities and at your own expense, purchase and 
maintain throughout the term of this Agreement the following insurances with insurers licensed in 
Canada in forms and amounts acceptable to us:  

a. Commercial General Liability in an amount not less than $2,000,000.00 inclusive per 
occurrence against bodily injury, personal injury and property damage and including liability 
assumed under this Agreement and this insurance must:  

i. Include the City of Trail as an additional insured,  

ii. Provide the City of Trail with 30 days advance written notice of cancellation or 
material change, and  

iii. Include a cross liability clause; and  

b. Automobile Liability on all vehicles owned, operated or licensed in your name, which will be 
operated in the performance of the Contract, in an amount not less than $2,000,000 inclusive 
per occurrence. 

2. All insurance described in paragraph 1 of this Schedule D must:  

a. Be primary; and  

b. Not require the sharing of any loss by any insurer of the City of Trail.  

3. You must provide us evidence of all required insurance: 

a. Within 10 working days of commencement of the Services, you must provide to us evidence 
of all required insurance.  

b. If the insurance policy(ies) expire before the end of the term of this Agreement, you must 
provide within 10 working days of expiration, evidence of new or renewal policy(ies) of all 
expired insurance.  

4. Notwithstanding paragraph 1(iii) of this schedule, if in our sole discretion, we have approved in 
writing either a fronted self-insurance program or a duly licensed captive insurer as an alternative 
to the Professional Liability Insurance requirement set out in paragraph 1(c), then you will maintain 
throughout the term of this Agreement that alternative in accordance with the terms of the approval. 

5. If the Contractor is an individual or partnership of individuals and does not have workers 
compensation coverage under the Workers Compensation Act or similar laws in jurisdictions other 
than British Columbia then those individuals shall obtain such personal optional protection 
insurance if such insurance is available from WorkSafe BC or other sources. 
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10.0 SCHEDULE E PRIVACY PROTECTION 

 
Definitions 

1. In this Schedule, 

o “access” means disclosure by the provision of access; 

o “Act” means the Freedom of Information and Protection of Privacy Act; 

o “contact information” means information to enable an individual at a place of business to be 
contacted and includes the name, position name or title, business telephone number, business 
address, business email or business fax number of the individual; 

o “personal information” means recorded information about an identifiable individual, other 
than contact information, collected or created by the Contractor as a result of the Agreement or 
any previous agreement between the City of Trail and the Contractor dealing with the same 
subject matter as the Agreement but excluding any such information that, if this Schedule did not 
apply to it, would not be under the “control of a public body” within the meaning of the Act;  

Purpose 

2. The purpose of this Schedule is to: 

o enable the City of Trail to comply with the City of Trail's statutory obligations under the Act with 
respect to personal information; and 

o ensure that, as a service provider, the Contractor is aware of and complies with the Contractor's 
statutory obligations under the Act with respect to personal information. 

Collection of personal information 

3. Unless the Agreement otherwise specifies, or the City of Trail otherwise directs in writing, the 
Contractor may only collect or create personal information that is necessary for the performance of 
the Contractor’s obligations, or the exercise of the Contractor’s rights, under the Agreement. 

4. Unless the Agreement otherwise specifies, or the City of Trail otherwise directs in writing, the 
Contractor must collect personal information directly from the individual the information is about. 

5. Unless the Agreement otherwise specifies, or the City of Trail otherwise directs in writing, the 
Contractor must tell an individual from whom the Contractor collects personal information: 

o the purpose for collecting it; 

o the legal authority for collecting it; and 

o the title, business address and business telephone number of the person designated by the City 
of Trail to answer questions about the Contractor’s collection of personal information. 

 

Accuracy of personal information 
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6. The Contractor must make every reasonable effort to ensure the accuracy and completeness of any 
personal information to be used by the Contractor or the City of Trail to make a decision that directly 
affects the individual the information is about. 

Requests for access to personal information 

7. If the Contractor receives a request for access to personal information from a person other than the 
City of Trail, the Contractor must promptly advise the person to make the request to the City of Trail 
unless the Agreement expressly requires the Contractor to provide such access and, if the City of Trail 
has advised the Contractor of the name or title and contact information of an official of the City of 
Trail to whom such requests are to be made, the Contractor must also promptly provide that official’s 
name or title and contact information to the person making the request. 

Correction of personal information 

8. Within 5 Business Days of receiving a written direction from the City of Trail to correct or annotate 
any personal information, the Contractor must annotate or correct the information in accordance 
with the direction. 

9. When issuing a written direction under section 10, the City of Trail must advise the Contractor of the 
date the correction request to which the direction relates was received by the City of Trail in order 
that the Contractor may comply with section 12. 

10. Within 5 Business Days of correcting or annotating any personal information under section 10, the 
Contractor must provide the corrected or annotated information to any party to whom, within one 
year prior to the date the correction request was made to the City of Trail, the Contractor disclosed 
the information being corrected or annotated. 

11. If the Contractor receives a request for correction of personal information from a person other than 
the City of Trail, the Contractor must promptly advise the person to make the request to the City of 
Trail and, if the City of Trail has advised the Contractor of the name or title and contact information 
of an official of the City of Trail to whom such requests are to be made, the Contractor must also 
promptly provide that official’s name or title and contact information to the person making the 
request. 

Protection of personal information 

12. The Contractor must protect personal information by making reasonable security arrangements 
against such risks as unauthorized access, collection, use, disclosure or disposal, including any 
expressly set out in the Agreement. 

Storage and access to personal information 

13. Unless the City of Trail otherwise directs in writing, the Contractor must not store personal 
information outside Canada or permit access to personal information from outside Canada. 

Retention of personal information 

14. Unless the Agreement otherwise specifies, the Contractor must retain personal information until 
directed by the City of Trail in writing to dispose of it or deliver it as specified in the direction. 

Use of personal information 
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15. Unless the City of Trail otherwise directs in writing, the Contractor may only use personal 
information if that use is for the performance of the Contractor’s obligations, or the exercise of the 
Contractor’s rights, under the Agreement. 

Disclosure of personal information 

16. Unless the City of Trail otherwise directs in writing, the Contractor may only disclose personal 
information inside Canada to any person other than the City of Trail if the disclosure is for the 
performance of the Contractor’s obligations, or the exercise of the Contractor’s rights, under the 
Agreement. 

17. Unless the Agreement otherwise specifies or the City of Trail otherwise directs in writing, the 
Contractor must not disclose personal information outside Canada. 

Notice of foreign demands for disclosure 

18. In addition to any obligation the Contractor may have to provide the notification contemplated by 
section 30.2 of the Act, if in relation to personal information in the custody or under the control of 
the Contractor, the Contractor: 

o receives a foreign demand for disclosure; 

o receives a request to disclose, produce or provide access that the Contractor knows or has reason 
to suspect is for the purpose of responding to a foreign demand for disclosure; or 

o has reason to suspect that an unauthorized disclosure of personal information has occurred in 
response to a foreign demand for disclosure 

19. The Contractor must immediately notify the City of Trail and, in so doing, provide the information 
described in section 30.2(3) of the Act.  In this section, the phrases “foreign demand for disclosure” 
and “unauthorized disclosure of personal information” will bear the same meanings as in section 30.2 
of the Act. 

Notice of unauthorized disclosure 

20. In addition to any obligation the Contractor may have to provide the notification contemplated by 
section 30.5 of the Act, if the Contractor knows that there has been an unauthorized disclosure of 
personal information in the custody or under the control of the Contractor, the Contractor must 
immediately notify the City of Trail.  In this section, the phrase “unauthorized disclosure of personal 
information” will bear the same meaning as in section 30.5 of the Act. 

Inspection of personal information 

21. In addition to any other rights of inspection the City of Trail may have under the Agreement or under 
statute, the City of Trail may, at any reasonable time and on reasonable notice to the Contractor, enter 
on the Contractor’s premises to inspect any personal information in the possession of the Contractor 
or any of the Contractor’s information management policies or practices relevant to the Contractor's 
management of personal information or the Contractor's compliance with this Schedule and the 
Contractor must permit, and provide reasonable assistance to, any such inspection. 

Compliance with the Act and directions 

22. The Contractor must in relation to personal information comply with: 
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o the requirements of the Act applicable to the Contractor as a service provider, including any 
applicable order of the commissioner under the Act; and 

o any direction given by the City of Trail under this Schedule. 

23. The Contractor acknowledges that it is familiar with the requirements of the Act governing personal 
information that are applicable to it as a service provider. 

Notice of non-compliance 

24. If for any reason the Contractor does not comply, or anticipates that it will be unable to comply, with 
a provision in this Schedule in any respect, the Contractor must promptly notify the City of Trail of 
the particulars of the non-compliance or anticipated non-compliance and what steps it proposes to 
take to address, or prevent recurrence of, the non-compliance or anticipated non-compliance. 

Termination of Agreement 

25. In addition to any other rights of termination which the City of Trail may have under the Agreement 
or otherwise at law, the City of Trail may, subject to any provisions in the Agreement establishing 
mandatory cure periods for defaults by the Contractor, terminate the Agreement by giving written 
notice of such termination to the Contractor, upon any failure of the Contractor to comply with this 
Schedule in a material respect. 

Interpretation 

26. In this Schedule, references to sections by number are to sections of this Schedule unless otherwise 
specified in this Schedule. 

27. Any reference to the “Contractor” in this Schedule includes any subcontractor or agent retained by 
the Contractor to perform obligations under the Agreement and the Contractor must ensure that any 
such subcontractors and agents comply with this Schedule. 

28. The obligations of the Contractor in this Schedule will survive the termination of the Agreement. 

29. If a provision of the Agreement (including any direction given by the City of Trail under this Schedule) 
conflicts with a requirement of the Act or an applicable order of the commissioner under the Act, the 
conflicting provision of the Agreement (or direction) will be inoperative to the extent of the conflict.  

30. The Contractor must comply with the provisions of this Schedule despite any conflicting provision of 
this Agreement or, subject to section 32, the law of any jurisdiction outside Canada. 

31. Nothing in this Schedule requires the Contractor to contravene the law of any jurisdiction outside 
Canada unless such contravention is required to comply with the Act. 
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11.0 SCHEDULE F – OTHER TERMS 
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11.1 INSURANCE 

At its’ own expense and prior to the commencement of the term of the Contract, the Preferred Proponent 
shall obtain and maintain or cause to be obtained and maintained in force during the term of the Contract, 
insurance acceptable to the City where the City is named as additional insured with limits not less than those 
shown for each respective item as follows: 

Insurance  Consultant  Independent or Trade Contractor  

Commercial General 
Liability (CGL)  

$2 million per occurrence  $3 million per occurrence  

Automobile Liability  $2 million per occurrence  $2 million per occurrence  

Umbrella or Excess 
Liability  

To bring CGL or auto liability to $2 
million  

To bring CGL to $3 million or auto 
liability to $2 M  

Professional Liability  $1 million each claim  None  
 

**END OF CONTRACT TEMPLATE 
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9.0 APPENDIX D: CONFIRMATION OF INTENTION 

Request for Proposal # 11-4-0020-1570 CC 042; Development Approvals Modernization and Subdivision 
Regulation Review 

Please complete this form and e-mail immediately to City: 

Attention: Chris Buchan, Manager of Planning and Climate Action 

cbuchan@trail.ca 

Failure to return this form may result in a termination of communication regarding this Request. 

Company Name  

Address  

 
 
City 

 
Postal Code: 

Contact Person  Phone  Fax  

E-Mail  
I have received a copy of the above noted Request for Proposal 

 Yes I will be responding to this request for proposal. 

 I authorize City to send further correspondence that it deems to be of an urgent nature by the 
following method: 

 Courier Collect  Facsimile  E-Mail 
 

 No, I will not be responding to the Request. I understand that if I do not submit a proposal, this 
will not affect our company’s status as a potential proponent to City in the future.  

Signature: 
 

Title: 
 

Date: 
   

 


