REQUEST FOR PROPOSAL RFP-22-013
Town of Sidney Website Redesign

DESCRIPTION OF WORK:

The purpose of this Request for Proposal is to solicit submissions from qualified consultants to undertake
the re-design of the Town of Sidney’s corporate website (www.sidney.ca).

The intent of the new website is to provide community members improved access to municipal
information, and improve opportunities to engage with the Town. The new website should be intuitive
for users to navigate and should aim to meet Web Content Accessibility Guidelines, Level AA where
possible. The website must be optimized for desktop and mobile devices, and remain compatible with
existing online tools that support municipal business, such as Tempest. The redesigned site will need to
be administered by Town staff.

TERM OF CONTRACT:
Work to be completed by March 31, 2023.

INDEX TABLE:
Section A: Bid Conditions
Section B: Evaluation Process
Section C: Contract Conditions
Section D: Specifications and Detailed Project Information
Appendix 1: General Service Contract
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Section A: BID CONDITIONS

Al. DELIVERY OF SUBMISSIONS:

Interested parties must submit a complete proposal to: tenders@sidney.ca

Subject Line: RFP#22-013 Sidney Website Development

Note: It is the Bidder’s sole responsibility to ensure their submission is received when, where, and how
it is specified in the Request for Proposal. The Town of Sidney is not responsible for lost, misplaced, or
incorrectly delivered submissions.

Submissions received late or in methods other than indicated will not be accepted.

This RFP process has the following timeline. This timeline may be amended at the Town of Sidney’s
discretion through the issuance of an addendum to this RFP.

Event: Date:

Issue date of this RFP July 29, 2022

Deadline for questions Aug. 18, 2022

Last day for issue of addenda Aug. 19, 2022

RFP closing date and time Aug. 26,2022 3:00 p.m. PDT
Contract awarded Sept. 27, 2022

Work begins Oct. 3, 2022

Project conclusion March 31, 2023

A2.BID ADDENDA:

Any revision/amendments to the Bid made before the Competitive Bid closing time and date must be in
writing and submitted via email only stating the Competitive Bid Title. The Bidder shall initial any
revision/amendment. Bids may be withdrawn, if written notice is received prior to closing time and date.

The Request for Proposal submission will be irrevocable and remain open for acceptance for ninety (90)
days from the closing date whether or not another Request for Proposal Bid has been accepted.

The lowest bid, or any submission, may not necessarily be accepted, and will depend on meeting the
Town of Sidney’s financial, operating and technical needs.

A3. BID ENQUIRIES:

All enquiries must be in writing and directed to tenders@sidney.ca.
Subject Line: “Enquiry: RFP#22-013 Sidney Website Development”

Bid clarification questions must be submitted in writing and in conformance with the schedule outlined
in this RFP.

Addenda to the Request for Proposal will be issued if, in the Town of Sidney’s sole opinion, it is necessary
to clarify or change any of the information in this Request for Proposal.
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A4.PREPARATION OF THE BID:

Bidders are solely responsible for their own expenses in preparing a bid and for subsequent negotiations
with the Town of Sidney, if any.

AS5. CONFIDENTIALITY:

Information pertaining to the Town of Sidney obtained by the bidder as a result of participation in this
Request for Proposal is confidential and must not be disclosed without written authorization from the
Town of Sidney.

All Competitive Bids submitted become property of the Town of Sidney and as such are subject to the
Freedom of Information and Protection of Privacy Act. To request documentation or bid confidentiality
under the Act, Bidders must submit a covering letter with their Bid, detailing the specifics of the
request.

A6. NEGOTIATIONS

Prior to awarding the Competitive Bid and issuing a Contract, negotiations may be necessary with the
highest ranked bidder to ensure costs meet the Town of Sidney’s requirements. The Town of Sidney
reserves the right to schedule a Post-Submission Bid Meeting with one or more selected bidders to ensure
all requirements are being met prior to finalizing the selection of successful bidder.

Section B: EVALUATION PROCESS

B1. BID REVIEW

After the Closing Date, a Selection Committee will review all of the submissions.

B2. BID EVALUATION

The Successful Bidder will be determined using a Best Value Selection Criteria that will evaluate:

Description Weight
Proposal Completeness and Delivery Pass/Fail
References and experience 15%
Demonstrated understanding of the project 15%
Technical solutions, project methodology and strategy 40%
Pricing Details 30%

The lowest, best or any Bid may not necessarily be accepted. The Town of Sidney reserves the right to
award a contract in full or in part on the basis of the Bid submissions.
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Section C: CONTRACT CONDITIONS

C1. CONTRACT PERIOD

Any resulting contract shall cover a period from the date of contract award to March 31, 2023.
Upon mutual agreement of the Town of Sidney and the Contractor, the contract may be extended.

C2. INVOICING

The Contractor will be paid, subject to the approval of the Director of Finance or designate, within a
reasonable period after submission of a properly prepared monthly net-30 invoice to Town of Sidney
Accounts Payable. Invoices are to show Value Added Taxes (GST/HST) as a separate line item.

Invoices for work extra to the contract must be pre-approved, must include a full and detailed description
of the work performed, and reference a service request issued by the Town of Sidney.

C3. CONTRACT DOCUMENT

By submission of a Bid, the Bidder agrees that should its Bid be successful, the Bidder will enter into a
Contract with the Town of Sidney in accordance with the terms of a General Service Agreement, a copy
of which is attached as Appendix 1.

Section D: SPECIFICATIONS AND DETAILED INFORMATION

D1. DELIVERABLES

The project will be a complete re-design and development of the Town of Sidney’s website, and options
for hosting the site. The key deliverable for this project is a website that makes it easy for community
members of all abilities to find the municipal information they need and learn about ways get involved
in municipal decision-making through a design that is also simple for staff to update on a regular basis.
A committee of staff members is available to develop content and make content decisions.

The consultant is expected to thoroughly review all project requirements and to provide an innovative
and modern website based on these.

D2. CURRENT WEBSITE

The current website works alongside other online services such as iCompass for meeting management
and Tempest for permit information and online payments. The new website will not replace these
services; the new website will need to link to these continuing services.

Issues identified with the current website include:

e Limited mobile compatibility

e Not up to current accessibility standards for persons with disabilities

o Difficult to find information on website (site design is not intuitive)

e Limited search functionality

e Not printer-friendly

e Tedious for staff to update with glitches that affect font size, ability to save changes etc.



D3. SCOPE OF WORK

The successful Bidder will provide a comprehensive website solution that demonstrates a keen
understanding of the challenges and opportunities of presenting current local government information,
providing service to businesses, citizens, and visitors, and engaging the community.

The proposal should include the following:

e Open source content management system

e Hosted on an offsite server in Canada (Town will continue to host transactional elements)

e  Full HTTPS website security

e Website compliance with FOIPPA

e Visually interesting design incorporating vibrant images, provided by Town staff, that can be updated

e  Flexibility for staff to update design components and general layout options

e Templates that coordinate with website design for pages that are hosted internally (e.g. Tempest,
iCompass)

e Accessible design features (site should aim to meet Web Content Accessibility Guidelines, Level AA
where possible)

e  Printer-friendly

e Intuitive and interactive design (including reconfiguration of existing menus and headings) for
community members to find key information and share feedback

e Search functions (both general search and an “I Want To” search bar)

e  Must allow for statistical analysis on page visits/usage

e Opportunity to choose from design solutions/options

e Showcase of recent, current, and upcoming projects, with engagement tools to allow the community
to provide input on current and upcoming initiatives

e Option to sign up for updates by email when changes are made to key pages (e.g. Development
applications, projects, news releases, bidding opportunities, employment opportunities)

e Compatibility with multiple web browsers and mobile devices

e Easy-to-find presentation of citizen services (pay bills, garbage pick-up, building permits etc.)

e Training for group of three staff members

e Software and website design module updates/upgrades

e  Customer support must be available at no added cost for 6 months after the website is launched

e Explanation of upfront and annual costs (e.g. website hosting), including the potential for ongoing
customer support following the initial 6-month period described above

e Explanation of costs associated with migration of content from old site to new site while keeping
current site functional.

The scope of work is intended to define the work activities as accurately as possible. Proponents are
encouraged to use innovation when developing proposals and to propose revisions or alternatives that

are considered to be beneficial to the project.

D4. PROPOSAL REQUIREMENTS

Only complete submissions will be accepted. Partial submissions will not be considered. Proposals must
be signed by the person or persons authorized to sign on behalf of the company.

The proposal must include the following:
e Letter of introduction, including the Bidder’s name and address;
e Bidder’s understanding of the project requirements;
e Bidder’s project methodology and proposed solutions to address the “Scope of Work”;
e Strategy and schedule for the completion of the project on time, including key phases of the project;



e History of the Bidder’s experience with similar work, references who can provide confirmation of the
completion of similar projects, and a list of personnel involved in the project including their roles and
skill sets;

e Links to three recently designed websites; and

e Fee schedule.

D5. FEES

The fee schedule for the work is to be submitted along with the work program. The rates and total fees
must be identified in the fee schedule. Any anticipated expenses are to be identified in the proposal.
Should the consultant include additional items beyond the current scope of the project, these should be
included as recommendations in their proposal and costed separately.

The fee proposed will be considered the maximum “upset” fee by the Town, and any expenditures beyond
that amount will require pre-approval by the Town.

The Town reserves the right to negotiate with the selected proponent to increase or reduce specific
aspects of their proposal.



Appendix 1

CONSULTING SERVICES AGREEMENT

THIS AGREEMENT dated for reference is
BETWEEN:
TOWN OF SIDNEY, having an address at 2240 Sidney Avenue, Sidney BC V8L 1Y7
("Town")
AND: FIRM NAME., having an address ADDRESS
("Consultant")
GIVEN THAT the Town wishes to engage the Consultant for professional engineering services
for trenchless watermain, storm drain and sanitary sewer main upgrades as described in the
Consultant’'s Proposal and the Consultant wishes to provide such services to the Town in
accordance with the terms and conditions of this agreement;
THIS AGREEMENT is evidence that in consideration of their mutual duties and responsibilities,

and in consideration of the payment to be paid by the Town to the Consultant, the parties agree as
follows:

Definitions
1. In this agreement, in addition to the words defined above,
(a) "Consultant’s Proposal" means the Consultant's written proposal to the Town for
performance of the Services, dated , a copy of which is attached as
Schedule “A”;
(b) "Town's Representative" means or such other person as the
Town may appoint in writing;
(c) "Professionals" means, subject to section 3, any individual identified by name in the
Consultant’s Proposal and any individuals employed or otherwise engaged by the
Consultant to perform the Services with the prior consent of the Town;
(d) "Project” means Project Name, as described in the Consultant’s Proposal;
(e) "Services" means the acts, services and work described in the Consultant’s

Proposal and all acts, services and work necessary to achieve the objectives set
out in the Consultant’s Proposal.

Services to Be Performed By the Consultant

2. The Consultant agrees to perform the Services, in accordance with the Consultant’s
Proposal, on the terms and conditions of this agreement, as well as any additional
Services related to the Project that are mutually agreed upon by the Town and the
Consultant.



Employment of Professionals

3. Without affecting the Consultant's obligations under this agreement, the Consultant must
only engage the services of individuals who have the education, training, skill and
experience necessary to perform the Services in accordance with section 4, and must
cause them to perform the Services on behalf of the Consultant.

Warranty as To Quality of Services
4. The Consultant represents and warrants to the Town that:

(a) the Consultant and the Professionals have the education, training, skill, experience
and resources necessary to perform the Services; and

(b) the Services will be performed in accordance with all applicable enactments and
laws, and with all relevant codes, rules, regulations and standards of any
professional or industry organization or association, and

(c) if the Consultant is a corporation, it is duly organized, validly existing and legally
entitled to carry on business in British Columbia and is in good standing with
respect to filings of annual reports according to the records of the Registrar of
Companies of British Columbia;

and the Consultant acknowledges and agrees that the Town has entered into this
agreement relying on the representations and warranties in this section.

Remuneration and Reimbursement

5. The Town must pay the Consultant for the Services in the amount provided in the
Consultant’s Proposal in accordance with this agreement.

Invoices

6. Not more than once each month, the Consultant may deliver an invoice to the Town, in
respect of the immediately preceding month, setting out the aggregate amount of fees
and disbursements claimed for Services performed in that preceding month.

Payment by Town

7. The Town must, to the extent the Town is satisfied the fees and disbursements are for
Services reasonably and necessarily performed by the Consultant, pay the Consultant the
fees and disbursements claimed in any invoice delivered in accordance with section 6.
Payments are due within 30 days after delivery of an invoice to the Town.

Town's Representative

8. The Town appoints the Town's Representative as the only person authorized by the Town
to communicate with the Consultant or to make determinations, decisions and directions in
respect of this agreement. The Consultant agrees that the Town is not bound by any act,
omission, communication, determination, decision or direction of any person other than the
Town's Representative.



Indemnity

9.

The Consultant must indemnify, and save harmless, the Town, and its elected and
appointed officials, employees, contractors and agents, from and against all claims, losses,
damages, costs, expenses (including legal fees and disbursements), liabilities, actions and
proceedings, suffered, made, incurred, sustained, brought, prosecuted, threatened to be
brought or prosecuted, in any manner caused, based upon, occasioned by or attributable
to, any personal injury or death, damage to or loss of property, or other loss or damage of
any kind, connected with any wilful or negligent act or omission, or other actionable wrong,
on the part of the Consultant, its employees or agents, connected with performance or
breach of this agreement by the Consultant. The Consultant's liability to indemnify the
Town and its elected and appointed officials, employees, contractors and agents under this
section does not limit or affect any other rights or remedies the Town may have against the
Consultant in respect of the Consultant's performance or breach of this agreement.

Termination or Suspension at Town’s Discretion

10.

Despite the rest of this agreement, the Town may, in its sole discretion, by giving notice to
the Consultant, terminate or suspend all, or any part, of the Services. If the Town
terminates or suspends all or part of the Services under this section, the Consultant may
deliver an invoice to the Town for the period between the end of the month for which the
last invoice was delivered by the Consultant and the date of termination or suspension, and
sections 6 and 7 apply. The Consultant is not entitled to, and irrevocably waives and
releases, damages or compensation for costs incurred, loss of profit, or loss of opportunity,
directly or indirectly arising out of termination or suspension of all, or any part, of the
Services.

Termination for Default

11.

12.

Despite the rest of this agreement, the Town may terminate all, or any part of, the Services,
by giving notice of termination to the Consultant, which is effective upon delivery of the
notice, if:

(a) the Consultant breaches this agreement and the Consultant has not cured the
breach, or is not diligently pursuing a cure for the breach to the satisfaction of the
Town, in the Town's sole discretion, within five days after notice of the breach is
given to the Consultant by the Town; or

(b) the Consultant becomes bankrupt or insolvent, a receiving order is made against
the Consultant, an assignment is made for the benefit of its creditors, an order is
made or resolution passed for the winding up or dissolution of the Consultant, or the
Consultant takes the benefit of any enactment relating to bankrupt or insolvent
debtors.

Without limiting any other right or remedy available to the Town, if the Town terminates part
or all of the Services under this section, the Town may arrange, upon such terms and
conditions and in such manner as the Town considers appropriate, for performance of any
part of the Services remaining to be completed, and the Consultant is liable to the Town for
any expenses reasonably and necessarily incurred by the Town in engaging the services of
another person to perform those Services. The Town may set off against, and withhold
from amounts due to the Consultant such amounts as the Town determines, acting
reasonably, are necessary to compensate and reimburse the Town for the expenses
described in this section.



Records

13.

The Consultant:

(a) must keep proper accounts and records of its performance of the Services,
including invoices, receipts and vouchers, which must at all reasonable times be
open to audit and inspection by the Town, which may make copies and take
extracts from the accounts and records;

(b) must keep reasonably detailed records of performance of the Services by the
Consultant, which must at all reasonable times be open to inspection by the Town,
which may make copies and take extracts from the records;

(c) must afford facilities and access to accounts and records for audit and inspection by
the Town and must furnish the Town with such information as the Town may from
time to time require regarding those documents; and

(d) must preserve, and keep available for audit and inspection, all records described in
section 12(a) through (c) for at least two years after completion of the Services or
termination of this agreement, whichever applies.

Delivery of Records

14.

If the Town terminates all or part of the Services under this agreement, the Consultant must
immediately deliver to the Town, without request, all Project-related documents in the
Consultant's possession or under its control.

Ownership of Intellectual Property

15.

By this section, the Consultant irrevocably grants to the Town the unrestricted licence for
the Town to use, for the Project and the Town's other activities related to the Project all
technical information and intellectual property, including inventions, conceived or
developed, or first actually reduced to practice, in performing the Services. The Consultant
agrees that the licence granted by this section includes the right for the Town, at any time,
to adapt, use and modify all such technical information and intellectual property for the
Town’s uses set out above.

Agreement for Services

16.

This is an agreement for the performance of services and the Consultant is engaged under
the agreement as an independent contractor for the sole purpose of providing the Services.
Except as is otherwise expressly prescribed in this agreement, neither the Consultant nor
any of its employees or contractors is engaged by the Town as an agent of the Town. The
Consultant is solely responsible for any and all remuneration and benefits payable to its
employees and contractors, and all payments or deductions required to be made by any
enactment, including those required for Canada Pension Plan, unemployment insurance,
workers' compensation and income tax. This agreement does not create a joint venture or
partnership.



Conflict of Interest

17. The Consultant must not perform, for gain, any services for any person other than the
Town, or have an interest in any contract other than this agreement, if the Town
determines, acting reasonably, that performance of the services, or the Consultant's
interest in the contract, creates a conflict of interest between the obligations of the
Consultant to the Town under this agreement and the obligations of the Consultant to the
other person or between the obligations of the Consultant to the Town under this
agreement and the Consultant's pecuniary interest.

Assignment

18. No part of this agreement may be assigned or subcontracted by the Consultant without the
prior written consent of the Town, and any assignment or subcontract made without that
consent constitutes a breach by the Consultant of this agreement. The Consultant agrees
that, among other things, the Town may refuse its consent if the Town, in its sole
discretion, determines that the proposed assignee or subcontractor has not got the skill,
experience or corporate resources necessary to perform the Services. A permitted
subcontract does not relieve the Consultant from any obligation already incurred or accrued
under this agreement or impose any liability upon the Town.

Time of the Essence
19. Time is of the essence in this agreement.
Alternative Rights and Remedies

20. Exercise by a party to this agreement of any right or remedy of that party, whether granted
in or under this agreement or at law or equity, does not limit or affect any other right or
remedy of any kind, whatever its source, that the party may have against the other party
and does not affect the right of the party exercising the right or remedy to exercise other
rights or remedies against the other party.

Severance

21. If any portion of this agreement is held to be illegal or invalid by a court of competent
jurisdiction, the illegal or invalid portion must be severed and the decision that it is illegal or
invalid does not affect the validity of the remainder of this agreement.

Confidentiality

22. The Consultant, its subcontractors or agents, must not disclose any information, data or
confidential information of or provided by the Town to any person, other than
representatives of the Town duly designated for that purpose in writing by the Town, and
must not use for its own purposes, or for any purpose other than providing the Services,
any such information, data or confidential information it may acquire as a result of its
engagement under this Agreement.

Notice
23. Any notice, direction, demand, approval, certificate or waiver which may be or is required to

be given under this agreement must be in writing and delivered personally or by courier or
sent by e-mail, addressed as follows:



to the Town:

Town of Sidney, 2240 Sidney Avenue, Sidney BC V8L 1Y7
Email:  @sidney.ca

Attention: ToS contact name

to the Consultant:

Email:
Attention:

or to such other address or e-mail address of which notice has been given as provided in
this section.

24, Any notice, direction, demand, approval or waiver delivered is to be considered given on
the next business day after it is dispatched for delivery. Any notice, direction, demand,
approval or waiver sent by e-mail is to be considered given on the day it is sent, if that day
is a business day and if that day is not a business day, it is to be considered given on the
next business day after the date it is sent.

Interpretation and Governing Law

25. In this agreement

(@)

(b)

(c)

reference to the singular includes a reference to the plural, and vice versa, unless
the context requires otherwise;

reference to a particular numbered section or Schedule is a reference to the
correspondingly numbered section or Schedule of this agreement;

the word "enactment” has the meaning given to it in the Interpretation Act (British
Columbia) on the reference date of this agreement;

reference to any enactment is a reference to that enactment as amended, unless
otherwise expressly provided;

reference to a month is a reference to a calendar month; and

section headings have been inserted for ease of reference only and are not to be
used in interpreting this agreement.

26. This agreement is governed by, and is to be interpreted according to, the laws of British
Columbia.

Binding on Successors

27. This agreement enures to the benefit of and is binding upon the parties and their respective
successors, subcontractors, trustees, administrators and receivers, despite any rule of law
or equity to the contrary.



Entire Agreement

28. This agreement is the entire agreement between the parties and it terminates and
supersedes all previous communications, representations, warranties, covenants and
agreements, whether verbal or written, between the parties with respect to the subject
matter of this agreement.

Waiver

29. Waiver of any default by either party must be express and in writing to be effective, and a
waiver of a particular default does not waive any other default.

As evidence of the agreement of the parties to be bound by the above terms and conditions of this
agreement, the parties have executed this agreement below, on the respective dates written below.

TOWN OF SIDNEY by its authorized signatories:

Signature:

Name:

Date:

CONSULTANT NAME. by its authorized signatories:

Signature:

Name:

Date:



Schedule “A”

CONSULTANT'S PROPOSAL
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	21. If any portion of this agreement is held to be illegal or invalid by a court of competent jurisdiction, the illegal or invalid portion must be severed and the decision that it is illegal or invalid does not affect the validity of the remainder of ...
	22. The Consultant, its subcontractors or agents, must not disclose any information, data or confidential information of or provided by the Town to any person, other than representatives of the Town duly designated for that purpose in writing by the T...
	23. Any notice, direction, demand, approval, certificate or waiver which may be or is required to be given under this agreement must be in writing and delivered personally or by courier or sent by e-mail, addressed as follows:
	(a) to the Town:
	(b) to the Consultant:
	_______________________________
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	25. In this agreement
	(a) reference to the singular includes a reference to the plural, and vice versa, unless the context requires otherwise;
	(b) reference to a particular numbered section or Schedule is a reference to the correspondingly numbered section or Schedule of this agreement;
	(c) the word "enactment" has the meaning given to it in the Interpretation Act (British Columbia) on the reference date of this agreement;
	(d) reference to any enactment is a reference to that enactment as amended, unless otherwise expressly provided;
	(e) reference to a month is a reference to a calendar month; and
	(f) section headings have been inserted for ease of reference only and are not to be used in interpreting this agreement.

	26. This agreement is governed by, and is to be interpreted according to, the laws of British Columbia.
	Binding on Successors

	27. This agreement enures to the benefit of and is binding upon the parties and their respective successors, subcontractors, trustees, administrators and receivers, despite any rule of law or equity to the contrary.
	Entire Agreement

	28. This agreement is the entire agreement between the parties and it terminates and supersedes all previous communications, representations, warranties, covenants and agreements, whether verbal or written, between the parties with respect to the subj...
	29. Waiver of any default by either party must be express and in writing to be effective, and a waiver of a particular default does not waive any other default.


