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SUMMARY OF KEY INFORMATION 

Request for Proposals for the Provision of a Ductless Heat Pump. 
 

RFP Contact: Anthony Jeffery Email: procurement@squamish.ca 

   
MANDATORY SITE VISIT:   
 
There is no mandatory site visit.  Contractors should contact the Project Manager to arrange for a site 
visit at their convenience.   
 

FINAL TIME AND DATE FOR RECEIPT OF PROPOSAL:  

One copy of the Proposal must be emailed by May 30, 2019 by 2:00pm to: procurement@squamish.ca 

Proponents must read the entire RFP document for full details and requirements.  

 
THE DISTRICT RESERVES THE RIGHT TO CANCEL THIS RFP AT ANY TIME 
BEFORE OR AFTER THE CLOSING DATE AND TIME HAS PASSED, AND THE 
LOWEST PRICED, OR ANY, PROPOSAL WILL NOT NECESSARILY BE CHOSEN 
FOR NEGOTIATION OF A CONTRACT FOR SERVICES. 
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PART A 

ADMINISTRATION 

1. PURPOSE 
The purpose of this Request for Proposals (“RFP”) is to solicit the best overall proposal(s) for the provision 
of a Ductless Heat Pump for the District of Squamish (the “District”).   

This is NOT a tender call.  Any proposals submitted pursuant to this RFP shall not be offers to contract for 
the provision of any of the services outlined herein, but shall only be used to identify a Preferred 
Proponent(s) with whom the District may negotiate a contract for the provision of the services. 

2. GENERAL TERMS AND CONDITIONS 
 

2.1 District Representative/Project Manager: 
Only the RFP contact (the “District’s Representative”) is authorized to communicate and 
otherwise deal with Proponents, and all Proponents must communicate and otherwise deal with 
that person only.  Contact with any other person, including members of Council, officers or 
employees of the District regarding this RFP or the Proponents’ submissions may result in a 
proposal being removed from consideration. 

2.2 Proponent Inquiries and RFP Clarification: 
All questions about the contents of this RFP, or about any matters relating to it (including as to 
any clarification, errors or omissions of or in this RFP), must be directed in writing to the District’s 
Representative at the contact address noted on the Summary of Key Information before 3:00 p.m. 
local time on May 24, 2019.  Information obtained from any other source is not official and may 
not be accurate. 

The District’s Representative will answer all questions in writing.  If an addendum is issued it will 
be posted on the District of Squamish Website. It will be the responsibility of the Company to 
check for addendums prior to submission.  
 

2.3 Right to Cancel RFP and/or to Accept Proposals: 
This RFP is solely a request for proposals for the provision of the outlined services.  It is not an 
invitation for tenders, an offer to contract, or an invitation for offers capable of acceptance to 
create a contract.  Submission of a proposal by any Proponent does not represent a commitment 
on the part of the District to proceed further with any Proponent. 
 
No contractual or other legal obligations or relations between the District and any other person 
can or will be created prior to the termination of this RFP process, or otherwise, except in a written 
contract executed by two authorized signatories of the District under the authority of an express 
resolution of the Council of the District of Squamish. 
 



 

The District is entitled to cancel this RFP at any time by addendum issued, without liability for any 
loss, damage, cost or expense incurred or suffered by any Proponent as a result of that 
cancellation. 

In considering any proposals delivered in response to this RFP, the District reserves the absolute 
and unfettered discretion to do any one or more of the following: 

• Determine whether any proposal(s) satisfactorily meet the evaluation criteria set out in this 
RFP; 

• Accept or reject any proposal that fails to comply with the requirements set out in this RFP 
for the content of proposals; 

• Require clarification after the dates and times set out in this RFP from any one or more of the 
Proponents in respect of proposals submitted; 

• Assess proposals as it sees fit, without in any way being obliged to select any proposal or 
Proponent; 

• Assess and select proposals as it sees fit, without in any way being obliged to select the 
proposal or Proponent that offers the lowest price or cost; 

• Communicate with, meet with, or negotiate with any one or more of the Proponents 
respecting their proposals or any aspects of the services outlined herein; 

• Reject any or all proposals with or without cause, whether according to the evaluation criteria 
or otherwise; or 

• Request further information from the marketplace or pursue other options. 
 

2.4 Confidentiality of Proposals: 
The District will receive all proposals submitted in response to this RFP in confidence, including 
for the purposes of section 21 of the Freedom of Information and Protection of Privacy Act, 
R.S.B.C. 1996, c. 165.  However, because of the right of access to records created by that Act, the 
District cannot and does not guarantee that information contained in any proposals will remain 
confidential if a request for access in respect of any proposal is made under the Act. 

If a Proponent considers that any part of its proposal is proprietary, including by reason of its 
being copyright, the proposal must clearly identify those portions of it that are considered 
proprietary. 

2.5 No Collusion: 
Proponents must not communicate, directly or indirectly, with any other Proponents (including 
through any employees, agents or contractors) regarding the preparation, content or submission 
of separate individual proposals.  Each proposal must be submitted without any collusion, or 
knowledge, in the preparation of or about any other proposal.  Submission of a proposal to the 
District is deemed to be a representation and warranty by the Proponent submitting that proposal 
that it has complied with this paragraph.  If the District determines that a Proponent has violated 
this paragraph, the District may disqualify that Proponent and reject its proposal as being invalid. 
 



 

2.6 Waiver of Liability for Errors: 
The District has used considerable efforts to ensure an accurate representation of information in 
this RFP.  However, the District accepts no responsibility for the accuracy or completeness of this 
RFP (including any schedules, appendices or addenda) and no representation or warranty, express 
or implied, is made or given by the District with respect to the accuracy or completeness of the 
RFP (including any schedules, appendices or addenda). 

 
2.7 Proponent’s Risk and Warranty: 

Each proponent is solely responsible for the risk and cost of preparing and submitting its proposal 
in response to this RFP and neither the District nor its officials, employees or consultants 
(including the District’s Representative) are liable for the cost of doing so or obliged to remunerate 
or reimburse any Proponent for that cost. 
 
The sole risk, responsibility and liability connected with reliance by any Proponent or any other 
person on this RFP is that of each proponent.  Each Proponent is responsible for obtaining its own 
independent financial, legal, accounting, or other advice with respect to the contents of this RFP. 

By submitting a proposal to the District, each Proponent represents and warrants to the District 
that the information in its proposal is, to the best of the Proponent’s knowledge, accurate and 
complete.  

2.8 Confidentiality of District Information: 
This RFP is the property of the District and is not to be copied or distributed without prior approval 
of the District Representative referred to in section 2.1. 

Any information acquired about the District by a proponent during this process must not be 
disclosed unless authorized by the District, and this obligation will survive the termination of this 
RFP process.  The awarding of any contract or the reaching of any agreement for the provision of 
legal services to the District will not permit any Proponent to advertise a relationship with the 
District without the District’s prior authorization. 

3. SUBMISSION OF PROPOSALS 
 

3.1 Final Time and Date for Receipt of Proposals: 
Proposals must be received by email at procurement@squamish.ca before 2:00 p.m. local time, 
on Thursday, May 30, 2019. 
 
Any proposal not received before the time and date specified will be rejected as being invalid and 
will be returned unopened to the Proponent courier collect. 

All proposals and subsequent information or material received shall become the property of the 
District and shall not be returned.  The District reserves the right to make extra copies of the 
proposals for use during the selection process only. 
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3.2 Submission Format: 
Proposals should be submitted in a PDF and no larger than 8mb in size. 
 

3.3 No Amendments to Proposals After Submission Deadline: 
A Proponent shall not be permitted to change the wording or contents of a proposal after the 
submission deadline, unless requested to do so by the District for the purpose of clarification. 

 
3.4 Withdrawal of Proposals: 

Any Proponent may withdraw its proposal, either personally or by written request to the District 
Representative, at any time prior to the scheduled closing date and time noted in section 3.1 of 
this RFP. 

4. EVALUATION 
4.1 Evaluation Committee: 

Proposals will be reviewed and evaluated by an evaluation committee comprised of District staff.  
During the evaluation process any or all Proponents may be invited to give written or oral 
presentations or to participate in interviews with the committee or both. 

4.2 Evaluation Criteria: 
 
Proposals will be evaluated based upon the following Criteria: 
 

Rated Criteria Category Weighting (Points) 

i. Experience and Qualifications 20 points 

ii. References 10 points 

iii. Approach and Methodology 10 points 

v. Pricing 60 Points 

Total Points 100 points 

i. Experience and Qualifications 
Each proponent should provide the following in its proposal: 

(a) a brief description of the proponent; 

(b) a description of its knowledge, skills and experience relevant to the 
Deliverables; and 

(c) the roles and responsibilities of the proponent and any of its agents, 
employees and sub-contractors who will be involved in providing the Deliverables, 
together with the identity of those who will be performing those roles and their 
relevant respective expertise. 



 

ii. References 
A list of at least (3) current or past clients, to which the Proponent firm has supplied 
services similar in nature to those listed in section 7.1, who may be contacted as 
references.  Please include a contact name, email and telephone number for each client 
as well as the years served. 
 
iii. Approach and Methodology 
Provide a detailed work plan explaining your approach to the work and how it will be 
performed. A work schedule should also be provided that clearly demonstrates how 
project timelines will be meet. 

iv. Pricing 
Pricing will be scored based on a relative pricing formula. Each proponent will receive a 
percentage of the total possible points allocated to price for the particular category it has 
submitted a proposal for, which will be calculated in accordance with the following 
formula: 
 
𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙𝑙 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑙𝑙 ÷ 𝑝𝑝𝑝𝑝𝑙𝑙𝑝𝑝𝑙𝑙𝑝𝑝𝑙𝑙𝑝𝑝𝑙𝑙′𝑙𝑙 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑙𝑙 ×  𝑙𝑙𝑙𝑙𝑝𝑝𝑤𝑤ℎ𝑙𝑙𝑝𝑝𝑝𝑝𝑤𝑤 = 𝑝𝑝𝑝𝑝𝑙𝑙𝑝𝑝𝑙𝑙𝑝𝑝𝑙𝑙𝑝𝑝𝑙𝑙′𝑙𝑙 𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑝𝑤𝑤 𝑝𝑝𝑙𝑙𝑝𝑝𝑝𝑝𝑙𝑙𝑙𝑙 
 

5. SELECTION OF CONTRACTOR 
 

5.1 Negotiation with Preferred Proponent: 
The District may select one or more Preferred Proponents as a result of this RFP process, and may 
enter into negotiations with the Preferred Proponent(s) in an attempt to settle one or more 
agreements necessary to implement the services generally described in this RFP.  Proponents 
must commit to negotiate in good faith with the District if chosen as a Preferred Proponent. 

5.2 Sub-contracting: 
Sub-contracting may be permitted pursuant to any contract for service that may result from this 
RFP process.  In the event of any proposed sub-contracting arrangement (which includes a joint 
proposal submitted by two bodies having no formal corporate links) the responsibility for the 
submission of a proposal, any subsequent negotiation, and the administration of any resulting 
contract for service will be that of the first Proponent named on the title page submitted pursuant 
to Appendix A of this RFP (the Proposal Submission Format). 

5.3 Budgetary Approval: 
Any contract for service, which results from this RFP process, shall be subject to budgetary 
approval by the District Council of sufficient funds to meet any payment obligations of the District 
that have been agreed to as set out in that contract for service. 

5.4 Compliance with Laws: 



 

Neither the acceptance of any proposal submitted pursuant to this RFP, nor the execution of any 
agreement for the provision of the service(s), as generally described in this RFP, is an explicit or 
implicit approval or waiver of the requirement of or for any permits, licences, fees, taxes or other 
legal requirements that would ordinarily be required for the implementation or operation of the 
service.  A Proponent or service provider is solely responsible for complying with all applicable 
Federal, Provincial or Municipal legal requirements. 

5.5 Insurance Requirements: 
Any contract for service, which results from this RFP process, will include a term requiring the 
service provider(s) to carry liability insurance for $5 Million. 

Any contract for service, which results from this RFP process, will also include a term requiring the 
service provider(s) to, insofar as is legally permissible and not covered by the insurance noted 
above, indemnify and hold harmless the District, its officers and employees, from any and all 
liability arising out of the service provider’s or a contractor’s performance or non-performance of 
the terms of the contract or out of the provision of the service generally. 

5.6 Acting in Conflict: 
Any contract for service, which results from this RFP process, will include a term prohibiting the 
service provider(s) from acting for any party whose interests are in conflict with those of the 
District, unless specific prior waiver of that term has been given by the District in each instance. 



 

PART B 

PROPOSAL DETAILS 

6. BACKGROUND & OBJECTIVES 
 

6.1 Background: The District of Squamish: 
The District of Squamish is located at the tip of Howe Sound, on Highway 99, in Southern British 
Columbia’s Sea to Sky Corridor.  The municipality is the largest municipality in the Corridor, and is 
home to approximately 19,500 people.  
 
More information about Squamish and the surrounding area can be accessed via our web site at 
www.squamish.ca and the links found there. 

 The Garibaldi Meeting Room is on the second floor of the Brennan Park Recreation Centre, 
located above the arena lobby, overlooking the ice surface. The room is used as permanent office 
space for staff, exercise classes, meetings, training seminars and children’s birthday parties. The 
entire space is served by one RTU, with open return.  

In 2013, the cooling compressor shorted to ground. Staff in the office area at the time were fine 
with not having cooling, but that is no longer the case. 

6.2 Objectives:  
The District of Squamish is seeking a qualified company to provide a ductless heat pump to serve 
only the office portion of the Garibaldi Meeting Room. The service space is 24’x24’ with a south 
facing exterior wall. The unit shall be sized appropriately to provide adequate office space heating 
and cooling. The unit will be controlled by one thermostat located inside the office area. 

 

7. SCOPE OF SERVICES REQUIRED 
 

7.1 General Requirements: 
• Supply and Install one Ductless Heat Pump on the community centre roof with a 
sidewall penetration. 
• Preference given to units eligible for rebate incentives from BC Hydro. 
• Install one thermostat for control of room temperature by occupants. 

 

7.2  Specific Requirements: 

The range of services required by the District of Squamish: 

• Applicable permits 

http://www.squamish.ca/


 

• Electrical connections 
• Move existing DDC thermostat to main room 
• Close existing RTU supply vents in office area 
• Supply and Install unit on community centre roof 
• Mount unit in a way that does not damage existing roof 
• Seal all envelope penetrations to protect from water migration 
• Assist with application for rebate, if applicable. 
• Site clean up  
• Manuals, schedules, shop drawings etc provided to owner 
• Commissioning and training 

  



 

8. REQUIRED SUBMISSION CONTENT 
In order to receive responses in a uniform format and to enable the fair evaluation of those 
received, Proponents should follow the format as identified on the Proposal Submission Format 
(Appendix A to this RFP), of their proposal in the order outlined below, and provide the requested 
information, identifying each section by number.  

Please provide: 

8.1 Name and Address of Company: 
The name, street address, mailing address, telephone number, and e-mail address of the 
proponent’s firm, and any branch locations or affiliates that may be applicable. 

8.2 Relevant Experience of Company: 
An overview of the proponent’s firm including its size, years in existence, any preferred or 
specialized area(s) of practice, and an outline of the firm’s experience as it relates to this project. 

8.3 Personnel Experience: 
A list of those key personnel who would be assigned to this project including their experience and 
education as it relates to this project. 

8.4 References: 
A list of two (2) current or past clients, to which the proponent firm has supplied services similar 
in nature to this project, who may be contacted as references.  Please include a contact name and 
telephone number and email for each client. 

8.5 Detailed Costs as per Scope of Work: 
Detailed costs of labour and materials for completion of this project as per the Scope of Work.  
Please indicate any costs that are excluded.  Costs should be exclusive of taxes. 

8.6 Project Timelines: 
May 10th – July 5th 2019 

8.7 Equipment Specifications: 
Specifications for all equipment quoted should be provided. 

8.8 Warranty: 
Indicate labour and materials warranties. 

 
8.9 Additional Information: 

Please provide to the District any additional information that the Proponent wishes considered in 
the evaluation of its proposal. 



 

APPENDIX A 

Proposal Submission Format 
 

Please submit each copy of a submitted proposal in the following format: 

1. Title Page: 
 

Showing RFP title, Proponent’s name and address, closing date and time, and Proponent’s contact 
person and telephone number. 

2. Proposal: 
 

Include ALL information requested in sections 8.1 to 8.9 of the RFP. 

3. Appendices: 
 

Any attached firm brochures, or the like. 
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