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TOWN OF FORT FRANCES 
 

PROPERTY MANAGEMENT SERVICES 
Fort Frances Municipal Non-Profit Housing Corporation 

 
Fort Frances Municipal Non-Profit Housing Corporation (FFMNPHC) wishes to obtain 
proposals for Full Property Management Services for management of Rent-Geared to 
Income Units (RGI). Sealed proposals clearly marked RFP 17-AF-01 will be received by 
the Administrator of the Town of Fort Frances up to but not later than: 
 
 2:00 p.m. Local Time 
 Tuesday, February 28, 2017 
 
after which time they will be opened publicly and read aloud in the Committee Room of 
the Fort Frances Civic Centre. 
 
Questions regarding this proposal are to be directed to Doug Brown, at 807-274-5323 
ext. 1213; dbrown@fortfrances.ca ; fax 807-274-8479. 
 
Proposals shall be submitted to: 
 
 Mr. Doug Brown, Administrator 
 Town of Fort Frances 
 320 Portage Avenue 
 Fort Frances, Ontario 
 P9A 3P9 
 
Lowest or any proposal not necessarily accepted.  The Town reserves the right to reject 
any or all proposals, to waive irregularities and informalities therein, and to award the 
Contract in the best interest of the Town in its sole and unfettered discretion.  Accepted 
proposals must be approved by FFMNPHC. 
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RFP SPECIFICATIONS 
 
 INSTRUCTIONS 
 
1.1 INTENT OF THE REQUEST FOR PROPOSALS: 
 

The purpose of this request for proposals is to obtain full Property Management 
Services from a qualified firm/individual (“the Contractor”) to manage a Rent-
Geared-to-Income Housing Project described as 808 – 818 Victoria Avenue and 
811 – 817 Christie Avenue, Fort Frances, Ontario.  The owner of this project is 
the Fort Frances Municipal Non-Profit Housing Corporation (“FFMNPHC”). 
 

1.2 QUALIFICATIONS: 
 

Lowest or any proposal not necessarily accepted.  FFMNPHC reserves the right 
to reject any or all bids, to waive irregularities and informalities therein, and to 
award the contract in the best interest of the FFMNPHC in its sole and unfettered 
discretion. Tender award must be approved by FFMNPHC. 

 
1.3 CLOSING DATE: 
 

This request for proposal closes at 2:00 p.m. Local Time, Tuesday, February 28, 
2017 and will be opened immediately thereafter at the Committee Room, Civic 
Centre, Fort Frances, Ontario. 

 
Two fully completed, sealed and marked “RFP 17-AF-01” must be delivered by 
mail or otherwise, to the Administrator, not later than 2:00 p.m. on the closing 
date. 

 
1.4 INFORMAL SUBMISSIONS: 
 

All proposals submitted must be upon the forms provided and all entries shall be 
in ink or typewritten. 

 
Submissions that are incomplete, conditional or obscure or that contain additions 
not called for, erasures, alterations or irregularities of any kind, may be rejected 
as informal. 

 
FFMNPHC reserves the right to disqualify any proposal not submitted in strict 
accordance with the requirements stated herein. 

 
1.5 CONDITIONS: 

 
It is a condition of this RFP Document that submissions shall remain in force for 
60 calendar days from the closing date shown in section 1.3 above, unless the 
submission has been formally rejected. 
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1.6 WITHDRAWAL AND AWARD OF RFP: 
 
Proposals received by FFMNPHC prior to Closing Date may be withdrawn upon 
written application only.  If more than one proposal is received by the same party, 
the last proposal received shall invalidate all previous proposals.   Withdrawal of 
an RFP submission shall be by signed letter only. 

 
FFMNPHC reserves the right to: 

i) reject any recommendation; and/or 
ii) reject any or all RFP submission; and/or 
iii) to accept any RFP submission deemed to be in the best interest of 

the FFMNPHC; and/or 
iv) to disqualify RFP submissions not submitted in strict accordance 

with requirements. 
 
1.7 FAX TRANSMITTAL: 

Fax transmittals will NOT be accepted. 
 
1.8 PUBLIC PROCESS 

It is acknowledged that the contents of RFP submissions are made public as a 
condition of the process. 

 
1.9 PAGES NUMBERED: 

Whether supplied by FFMNPHC or otherwise, all proposals submitted shall have 
each page numbered. 

 
1.10 LOCATION OF FORT FRANCES: 

The Town of Fort Frances is located in the District of Rainy River, approximately 
350 kilometres west of Thunder Bay, Ontario and 425 kilometres east of 
Winnipeg, Manitoba. The Town is bounded to north and east by Couchiching 
First Nation and the unorganized Township of Miscampbell, to the west of the 
Township of Alberton, and to the south by the United States of America. Also 
please note that Fort Frances is in the Central Time Zone. 

 
1.11 INQUIRIES: 
 

Questions regarding this RFP must be directed to: 
 
 Doug Brown, Administrator 
 Town of Fort Frances 
 320 Portage Avenue 
 Fort Frances, Ontario 
 P9A 3P9 
 Phone: 807-274-5323, ext. 1213 
 e-mail: dbrown@fortfrances.ca 
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SECTION 2 
PROJECT DESCRIPTION 

 
2.1 SCOPE OF WORK: 
 

The Fort Frances Municipal Non-Profit Housing Corporation invites submissions 
from qualified Contractors for the effective and efficient delivery of property 
management services (“Services”).  The project (the “Project”) consists of two (2) 
buildings constructed in 1993.  They are brick and masonite siding exterior, 
asphalt shingled roof, drywall interiors and vinyl tile floors.  808 – 818 Victoria 
Avenue includes four 3 bedroom units and two 2 bedroom units.  811 – 817 
Christie Avenue includes four 2 bedroom units.  The units are three levels. Main 
floor includes kitchen and living room.  Three bedroom units have one main floor 
bedroom and a half bath, the second level in all units contains two bedrooms and 
a bathroom. The basement is unfinished and is not considered living space as it 
houses the furnace, air exchanger, water heater and laundry hook-ups.  The 
stove and refrigerator are included – washer and dryer are not. 
 
The tenant is responsible for maintaining the yard i.e. grass cutting, snow 
shovelling etc. 
 
The Contractor is responsible for inspecting units to identify work which needs to 
be completed.  The Contractor is also responsible for maintaining life safety 
systems (smoke detectors, etc.) and mechanical equipment (furnaces).  The 
Contractor will perform maintenance work such as cleaning and preparing vacant 
units. 
 
The major maintenance work i.e. painting and capital projects will be contracted 
out and the Contractor will be responsible for administering the contracts.  The 
Contractor is responsible for 24 hours on call service for emergencies.   The 
Contractor will also maintain an extra set of keys in case of loss. 
 
The Contractor must use its best effort and diligently perform the Services within 
the monetary limits of the budget so as to provide decent, safe and sanitary 
housing for residential tenants in a satisfactory state of repair and fit for 
occupancy, all in accordance with all applicable laws and regulations, and the 
terms and conditions of the Management Agreement (as hereinafter defined). 

 
2.2 SITE VISITS: 
  

Arrangements for site visits can be arranged.  Bidders are strongly encouraged 
to visit and inspect the Project. 

 
2.3 DESCRIPTION OF SERVICES: 
 

The Services shall consist of but not limited to: 
- Providing management and operating services for the Project, 

including without limitation providing all required staff; 
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- Collecting and accounting for rents and all receivables due to the 

FFMNPHC; 
 
- Procurement, contract administration and management of all operating 

and maintenance services; 
 

- Procurement, contract administration and management of security 
services as required; 

 
- Utilities Management including, without limitation, payment of utilities, 

taxes, etc.; 
 

- Financial responsibility for budgeting, administration and reporting to 
the FFMNPHC; 

 
- All tenant relations; 

 
- Responsibility for the timely rental of all units in the Project including 

the procurement of advertising and establishing leases; 
 

- Maintaining a current waiting list of rent applications; 
 

- Participating in a coordinated access system;  
 
- Negotiating renewal and termination of leases or tenancy agreements; 

 
- Responsibility for the collection of all rental arrears including without 

limitation the duties of filing court documents and proceeding with, and 
defending, court matters; 

 
- Timely reporting to the FFMNPHC on all required matters such as 

operations, budgets, consider annual rental increases, annual 
information returns etc.; 

 
- Responsibility for the accounts payable function; 

 
- Meeting with the FFMNPHC on a regular basis (minimum of 4 times 

per year); 
 

- Maintaining current good standing status with the Workplace Safety 
and Insurance Board and other governmental agencies having 
jurisdiction; 

 
- Responsibility for adhering to and providing all other services and/or 

duties as specified in the FFMNPHC Management Agreement.  
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FFMNPHC will retain overall authority for the approval of all expenditures, 
procurement and disbursements for the Project.  Notwithstanding, within certain 
limits as specified in the Management Agreement, the FFMNPHC may delegate 
certain aspects of this authority. 
 
FFMNPHC’s main objectives are to offer a clean, safe and comfortable living 
and/or working environment for all its residents while minimizing costs and being 
efficient in maintaining compliance with all appropriate regulations and meeting 
all of its financial obligations responsibly. 
 
The successful bidder will be required to sign the FFMNPHC’s management 
agreement (the “Management Agreement”) and shall agree to abide by the terms 
and conditions of that agreement. 
 
The successful bidder will have demonstrated substantial experience in the 
management of residential non-profit housing Projects, with particular evidence 
of the ability to maintain market rent targets and maximize incentives from the 
unit rent factor (“URF”) process as detailed in the Project Operating Agreement 
with the Ministry of Municipal Affairs and Housing and to meet or exceed the 
benchmarked market rents under the Social Housing Reform Act. 
 
The term of the Management Agreement will be for three years commencing 
April 1, 2017 and ending March 31, 2020, with an option to renew for three 
additional years upon satisfactory negotiation by both parties. 

 
2.4 PROCESS AND SCHEDULE: 
 

The award of the Property Management Services RFP will be done using the 
following process.  
 
1. Submission Closing:     February 28, 2017  

On the proposal closing date and during the period of time as set out in 
the RFP document, proponents will submit their proposals in accordance 
with the instructions contained in Section 3 of this document.  

 
2. Evaluation and Ranking of Submissions 

Submissions will be evaluated by a committee of the Board of Directors of 
the FFMNPHC in accordance with the Evaluation Criteria as outlined in 
Appendix “A”. 

 
3. Interviews and Recommendation to Board of Directors: 

An evaluation committee made up of FFMNPHC directors will evaluate the 
proposals and select the successful proponent.  The FFMNPHC may 
require interviews with any bidder prior to final selection. 
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4. Approval of Successful Proponent: 
 

FFMNPHC will make its final decision on the firm to be engaged to provide 
the Services effective April 1, 2017. 

 
5. Agreement: 

 
The successful proponent shall execute FFMNPHC’s form of Management 
Agreement within seven days of notification by FFMNPHC to the 
successful proponent that the successful proponent has been awarded the 
contract. 

 
SECTION 3 

 
REQUIREMENTS FOR SUBMISSION 

 
3.1 QUALIFICATION FORM: 
 

Complete the Qualification Form – Appendix “B” which is attached to the Request 
for Proposal package and sign in the space provided.  In the case of a sole 
proprietorship, the sole proprietor shall sign the form and have his/her signature 
witnessed.  In the case of a limited company the form shall be signed by an 
authorized signing officer and sealed with the corporate seal.  In the case of 
partnership, all partners shall sign and have the signatures witnessed. All bidders 
are required to submit the Qualification Form – Appendix “B” fully completed and 
signed. 

 
 BID FORM: 
 

The Bid Form – Appendix “C” shall be submitted in a sealed envelope.  All 
bidders are required to submit the Bid Form – Appendix “C” fully completed and 
signed. 

 
3.2 INSURANCE: 
 

The successful bidder shall maintain during the term of the contract, protective 
liability insurance which includes, hazards, premise operations, products, 
completion, operation, protection and personal injury, public liability insurance in 
amounts and with policies in a form satisfactory from time to time to the 
FFMNPHC with insurers acceptable to the FFMNPHC. 

 
In particular: 

 
a) Each policy shall name the FFMNPHC as an additional insured and in the 

case of such Public Liability Insurance shall contain provision for cross 
liability as between the FFMNPHC and Contractor; 
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b) The bidder shall obtain from the insurers an undertaking to notify the 
FFMNPHC in writing at least thirty (30) days prior to any cancellation 
thereof; 

 
The minimum amount of Protective Liability Insurance, including all of the 
above specific requirements, Public Liability and Property Damage 
Insurance shall be $5,000,000.00 per occurrence.  The minimum amount 
of Professional Liability (E &O) shall be $1,000,000. 
The bidder shall also maintain such Fire and Theft Insurance as will 
provide adequate coverage for the loss by burglary, fire or theft of any 
stock or equipment of the bidder’s upon FFMNPHC Project premises. 

 
3.3 FIRM’S PROFILE: 

 
Provide information regarding the Contractor, including the nature of its business, 
history, managerial and operational structure, personnel, geographic location(s), 
etc. 

 
Include names and titles of the Contractor’s officers, partners, sole proprietor, as 
well as list of managerial staff members proposed to provide the Services, with  
description of their qualifications, technical expertise, human resource 
management skills, previous experience in similar work, role and proposed  
contribution to the Services.  Include the names of relevant associations of which 
your firm is a member/associate.  Include the name of your firm’s solicitor(s), 
bank(s), and auditor(s). 

 
3.4 EXPERIENCE: 

 
Describe the extent of your firm’s related experience and list of clients with 
specific references and names of contact person(s) for whom your firm has 
performed similar work in terms of size and cost in the last five (5) years.  
Provide a listing of previous contracts, including type and size of buildings, nature 
of services, provided, and value of contracts.  Include your non-profit housing 
management experience.  Describe your experience with managing market rent 
units and outline what success your firm has had in achieving incentives under 
the unit rent factor (URF) process of the Ministry of Municipal Affairs and 
Housing. 

 
3.5 MANAGEMENT PLAN: 

 
Provide a brief description of the manner in which your firm delivers services for 
non-profit housing projects. 

 
Please ensure that your submission includes a description of how on-site 
services will be provided to tenants. 
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3.6 FINANCIAL: 
 

Describe financial methods, processes and systems utilized by your firm in 
monitoring, controlling and reporting operational expenditures.  Provide samples 
of report forms used by your firm to report to FFMNPHC.  Describe your success 
at producing operating surpluses in non-profit housing Projects. 
 

3.7. QUALITY ASSURANCE: 
 

Illustrate the manner in which your firm will monitor and report on the 
performance and efficiency of the services in regards to non-profit housing 
projects. 

 
3.8 LEGISLATIVE REQUIREMENTS: 
 

Address the manner in which your firm proposes to comply with provisions of 
pertinent legislation e.g. Residential Tenancies Act, 2006, Housing Services Act, 
2011, Human Rights Code, R.S.O. 1990, Occupational Health and Safety Act, 
R.S.O 1990, Construction Lien Act, R.S.O 1990, etc. 
 

3.9 CONFLICT OF INTEREST: 
 

Please be advised that your firm and its partners, directors, officers, employees, 
agents and volunteers shall not provide any services to the FFMNPHC or any 
agent or any person, group or organization funded in whole or in part by the 
FFMNPHC, where the provision of such services, actually or potentially, creates 
a conflict of interest in the provision of the Services.  Your firm shall disclose to 
the FFMNPHC, in your submission, any actual or potential situation that may be 
reasonably interpreted as either a conflict of interest or potential conflict of 
interest. 
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APPENDIX “A” 
 
 

EVALUATION CRITERIA 
 
 
1. Submit completed Qualification Form and Bid Form 
 
2. Firm in good standing with Workplace Safety and Insurance Board 
 
3. Insurance in accordance with Section 3.2, Requirements for Submission 
 
4. Firm’s Profile/Qualifications 
 
5. Experience 
 
6. Management Plan 
 
7. Financial 
 
8. Quality Assurance 
 
9. Legislative Requirements 
 
10. Any other thing or matter which FFMNPHC in its sole and unfettered discretion, 

deems appropriate, which may include an interview with any bidder prior to the 
final selection. 
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APPENDIX “B” 
 

QUALIFICATION FORM 
 
 
PROJECT: Fort Frances Municipal Non-Profit Housing Corporation 
 
 
Name of Firm 
 
 
Street Address 
 
 
City of Town 
 
 
Province,    Postal Code 
 
 
Telephone   Fax 
 
Fort Frances Municipal Non-Profit Housing Corporation: 
 
I/We herein submit our completed package, in accordance with your Request for 
Proposals for the above noted Project. 
 
I/We have received and allowed for Addenda numbered as follows:     (#’s 
or “none”) in preparing my/our submission. 
 
I/We hereby authorize FFMNPHC to contact references that I/we have named on 
my/our submission and such references have also been authorized to provide 
information about my/or firm. 
 
I/We hereby acknowledge that I/we have full knowledge understanding of all existing 
conditions, legislation and all local requirements that may apply to the Project. 
 
I/We have enclosed the following documentation, in accordance with the requirements 
prescribed herein: 
 
 - copy of insurance certificate or letter of intent from insurer; and  
 
I/We have attached additional information and documentation as part of my/our 
submission. 
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I/We understand that any omission or failure to answer any question or address any 
requirement included in the Request for Proposals may result in my/our firm being 
disqualified from further consideration. 
 
I/We understand that the Request for Proposals does not constitute any offer of work by 
the FFMNPHC to any firm, nor is any contractual relationship stipulated or implied. 
 
I/We hereby declare that information provided herein is true and correct to the best of 
my/our knowledge. 
 
 
 
           
   Name of Firm 
 
 
           
   Address of Firm 
 
 
Witness    Signature of Official 
 
 
Witness    Signature of Official(s) 
 
 
 
 
 
 
(seal)          
  Date 
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APPENDIX “C” 
 

BID FORM: 
 
To: Fort Frances Municipal Non-Profit Housing Corporation 
 
Having examined the Request for Proposal documents, I/We hereby offer, subject to the 
terms and provisions of the Management Agreement, to, for a term commencing April 1, 
2017 and ending March 31, 2020 with an option for renew for three additional years 
upon satisfactory negotiation by both parties.   
 
1 Perform all Services in an honest, diligent, careful and professional manner, in 

accordance with all applicable laws and regulations, the Management 
Agreement, and the Request for Proposal; and 
 

2. Provide at my/our expense the necessary expertise, supervision and all staff to 
ensure compliance with all applicable laws and regulations, the Management 
Agreement, and the Request for Proposal. 

 
Our price/bid (the “Price”) exclusive of HST for the entire 3 year term of the  

Management Agreement, for the performance of the Services as above described, 

is: 

Subtotal – Year 1 April 1st, 2017 to March 31st, 2018  = 

 

Subtotal – Year 2 April 1st, 2018 to March 31st, 2019  = 

 

Subtotal – Year 3 April 1st 2019 to March 31st 2020   = 

 

TOTAL        = 

 

We agree that the Price is, with the exception of HST, all inclusive. Nothing 

further will be paid. 

I/We expressly warrant that the price stated above is quoted in utmost good faith on 
my/our part. 
 
I/We fully recognize that the FFMNPHC does not bind itself to accept the lowest or any 
proposal submitted.  I/we acknowledge and agree that the decision of the FFMNPHC 
may be based on various considerations and criteria, whether or not such 
considerations or criteria are referred to in the Request for Proposal document and 
whether or not I/we have been advised of such criteria or considerations. 
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If I/We am/are notified of the awarding  of this contract to me/us, I/we will execute the 
Management Agreement within seven days of notification by FFMNPHC of the 
acceptance of this bid. 
 
I/We acknowledge that by the submission of this bid, I/we have carefully reviewed and 
agree with all of the terms and conditions contained in the Request for Proposals.  
By  this submission hereof, I/we covenant that I/we agree to provide such further 
information, materials, documents and assurances as may be required by the 
FFMNPHC.   
 
I/We have received and allowed for addenda numbered as follows: 
 

                              In preparing my/our prices for this contract. 
 
 
This Proposal submission shall be firm, irrevocable and open for acceptance for 60 
days from the closing date of February 28, 2017. 
 
I/We hereby declare that information provided herein is true and correct to the best of 
my/our knowledge. 

 
 
IN WITNESS WHEREOF the Contractor has executed this Bid Form under seal. 
 
Company: _________________________________________________________ 
 
Address: _________________________________________________________ 
 
Name: _________________________________________________________ 
 
Signature: _________________________________________________________ 
 
Name: _________________________________________________________ 
 
Signature: _________________________________________________________ 
 
Telephone Number: ______________________________________________ 
 
Fax Number: ____________________________________________________ 
 
Email Address: ____________________________________________________ 
 
Date: _______________________________________________________________ 
 
 


