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1. SUMMARY 

 

The Sudbury Women’s Centre (SWC) is accepting proposals for a “concept to completion” feasibility 

study and business plan for the SWC.  The purpose of this RFP is to provide the Centre with data for a 

fair evaluation of all candidates, and to provide the candidates with the evaluation criteria against which 

their proposal will be evaluated.  

  

2. PROPOSAL GUIDELINES AND REQUIREMENTS  

  

This is an open and competitive process.  

  

Proposals received after 12:00pm/noon EST, Monday, July 22, 2019, will not be considered and will be 

returned unopened.  

  

The proposal must contain the signature of a duly authorized officer or agent of the company submitting 

the proposal.  

  

If you wish to submit alternate solutions, please do so.  

  

The price you quote should be inclusive.  If your price excludes certain fees or charges, you must provide 

a detailed list of excluded fees with a complete explanation of the nature of those fees.  

  

If the execution of work to be performed by your company requires the hiring of sub-contractors you 

must clearly state this in your proposal.  Sub-contractors must be identified and the work they will 

perform must be defined.  In your proposal please provide the name and address of the sub-contractor.  

The SWC will not refuse a proposal based upon the use of sub-contractors; however we retain the right 

to refuse the sub-contractors you have selected.  

  

Provisions of this RFP and the contents of the successful responses are considered available for 

inclusion in final contractual obligations.   

  

3. CONTRACT TERMS  

  

The SWC reserves the right to negotiate contract terms upon selection.  All contracts are subject to 

review by SWC, and a project will be awarded upon signing of an agreement or contract, which outlines 

terms, scope, budget and other necessary items.    

   

4. PURPOSE, DESCRIPTION AND OBJECTIVES  

  

Purpose  

The SWC has been awarded funding to build capacity.  The SWC requires a feasibility study and a 

business plan to explore the implementation of increased capacity.  Data is required to ascertain the 

feasibility of growing the centre and developing a service hub.  The centre’s business plan would be 
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revised to align with the strategic plan and better reflect the mission of the SWC.  All content 

produced by the consultant will become the sole property of the SWC.  

  

Objective  

Building financial sustainability is a top priority for the SWC.  Once the feasibility study and business 

plan are completed, we will be hiring a Development Officer, who’s  fund development work will be 

guided by these two key documents.  

 

Our Vision  

SUDBURY WOMEN’S CENTRE ~ A part of Sudbury Women’s lives. Supporting them to thrive! 

 

The project vision includes opening a community hub to co-locate partner organizations providing 

services and programs for women and other genders under one roof.  Ideally, the relocation of SWC to a 

larger facility, perhaps with temporary housing could be a reality within five years.  

 

Important inclusions - Conceptual description of the project outlining factors such as: 

 Site 

 Administrative space allocation 

 Total building area 

 Key stakeholders 

 Financing strategy 

 

With a new facility as a priority within a five-year plan, it is recommended data be prepared by an 

architect which would include the high level cost estimates based on the total size of the facility and cost 

per square foot indicators from other similar projects. 

 

User-friendly Deliverables  

Both the feasibility study and business plan must be in an easy format, for staff at all levels to work with 

according to their role. 

  

Supporting Partnerships 

 

To explore interest in and support the SWC’S service hub concept, a facilitated focus group/early 

stages planning meeting with other agencies and possible partners in the Sudbury area is required.   

  

  

5. TIMELINE  

  

 This RFP is dated July 16, 2019.  Firms to send their package via email by contacting  

Giulia Carpenter at gcarpenter@sudburywc.ca.  

  

 Proposals are due no later than 12:00pm/noon EST, Monday, July 22, 2019.  
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 Proposals will be evaluated within a short period of time.  During this time, we may require 

interviews at our office.  You will be notified if this is requested.  

  

 The name of the candidate firm who has been selected will be decided on or about  

July 26, 2019.    

  

 Negotiations will begin immediately with the top potential candidate and should conclude no 

later than July 30, 2019.  

 

 Phase 1 – feasibility study must be completed and delivered by September 30, 2019.  

  

 Phase 2 – business plan must be completed and delivered by October 18, 2019. 

  

  

6. BUDGET  

  

Please provide comprehensive cost proposals to accomplish the scope of work outlined below.  The 

budget must encompass all feasibility study and business plan items necessary to complete both 

items.   

  

List pricing for:  

  

 Phase 1: Feasibility Study  

 Phase 2: Business Plan 

TERMS AONS   

7. BACKGROUND OF ORGANIZATION   

 

Our Mission  

The SWC support women to reclaim their self-worth and thrive, through access to: Basic Needs, 

Resources, Services & Education. 

 

Vision Statement 

SUDBURY WOMEN’S CENTER - A part of Sudbury Women’s lives. Supporting them to thrive!  

We Value the success of our clients through a community approach, where every individual matters. 

 

About Us 

We offer a safe place to support women in their journey in getting from where they are now to 

where they want to be. We offer the tools, resources and support to help and promote women’s 

status and well-being. 

 

With core funding provided by the Province of Ontario, the SWC) is a non-profit registered 

charitable organization dedicated to providing information, referral, and support services to women 

who have been impacted by violence and/or difficult life circumstances. Our Centre offer key tools 
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and resources that assist women in addressing issues of systematic discrimination and violence. We 

are committed to serving the needs of women in our community. To create and maintain a safe 

environment that is inclusive and respectful of diversity. 

  

Quick Statistics  

  

 On average, the centre will see 250-300 women per week. Over the course of the year 

that is 13,000 women visiting SWC.  

 On average, we give out 38,000 pieces of free clothing in one year.  During our SOS 

program we give out on average of 400-450 items per program night, plus the other free 

items given out on a daily basis. 

 On average, we give out 27,000 house hold items in one year. Household items consist 

of sheets, blankets, plates, glasses, utensils etc. Women have the ability to come in and 

take what they need at no cost. 

 

8. SCOPE & GUIDELINES  

  

Phase 1 – Detailed feasibility study 

 

1. The successful firm’s the consultant will hold an initial planning meeting with representatives of 

SWC (staff and Board members) to discuss the project, and information requirements for both the 

initial Phase 1 feasibility study and Phase 2 business plan. 

 

2. The consultant will keep in mind that a five-year financial assessment is to include the relocation 

of SWC to a larger facility, perhaps with temporary housing. Throughout phase 1, the consultant will 

prepare a conceptual description of the project that outlines factors such as site, administrative space 

allocation, total building area, key stakeholders and financing strategy. Should a new facility be a 

priority as part of the five-year plan, it is recommended data be prepared by an architect which 

would include the high level cost estimates based on the total size of the facility and cost per square 

foot indicators from other projects.  

 

In developing the conceptual description, the consultant will: 

 Review available documentation concerning the project 

 Undertake a high-level review of similar projects elsewhere in Northern Ontario for the 

purposes of identifying key success factors and other considerations 

 Discuss the project with potential third party partners 

 

3. The consultant will review the conceptual description with SWC representatives to confirm the 

general outline of the project.  

 

4. The consultant will undertake the necessary research into the potential demand for the proposed 

facility, which will include the following:  
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 A review of historical and current demographic information for SWC, its clients and the 

surrounding region  

 A review of population projections  

 Review of the sector specific information related to services available within the community 

 Consultation with relevant third parties (to be selected in conjunction with SWC) to 

determine their views on the potential demand for the proposed facility. 

 

Upon the completion of this research, SWC will meet with the consultant to review the results of 

their analysis  

 

5. In alignment with the SWC 2018-2021 strategic plan, and considering the centre’s current five-

year vision for capacity building, the consultant will develop financial projections for the a five-year 

period that will include: 

— Operating revenue projections 

— Operating expense projections 

— Sources of grant financing 

 

6. The consultant will prepare a draft detailed feasibility study report incorporating the results of 

analysis and research. While contingent upon the needs of the SWC, the feasibility study should 

include: 

— Executive summary 

— Conceptual description 

— Community factors impacting the decision (i.e. competing fundraising initiatives) 

— Demand assessment (if necessary based on strategic plan activities) 

— Case studies involving similar organizations in Northern Ontario (if available) 

— Financial projections 

— Potential sources of funding for proposed initiatives 

— Relocation of existing facilities (Administrative space and program space considerations) 

— Implementation strategy and timeframe 

 

Project Workplan – Phase 2 Business Plan 

 

Phase 1 – Project Initiation 

 Confirm the scope, establish expectations and validate our approach with the Board of 

Directors.  

 Include project deliverables, timelines, the availability and requirements of resources.  

 Finalize approach to consultation, including the identification of stakeholders for individual 

and group interviews; detailed content expectations for the business plan.  

 Plan out a revenue generating strategy  

 Bi-weekly project status meetings  
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Phase 2 – Stakeholder Engagement 

 

Engage various organizations and individuals within the sector who are impacted by SWC services 

to solicit the views of the various parties with respect to various aspects of the SWC plans and also 

to complete a gap assessment of the existing services.  

 

Phase 3 – Business Planning Working Session (Initial) 

 

Conduct an initial business planning working session that will involve the Steering Committee / 

Board of Directors to present the results of the stakeholder engagement interviews and begin to 

formulate group consensus as to first principles and major elements of the business plan. 

 

Detailed approach for pre and post session communications. 

 

Phase 4 – Data Collection and Analysis 

 

Following the initial working session, the consultant will undertake the necessary data collection and 

analysis required to populate the business plan.  

 

Phase 5 – Preparation of Draft Business Plan Document 

 

Following the completion of the data collection and analysis stage, the consultant will synthesize the 

results of SWC consultation and analysis into a draft business plan that is based on the agreed upon 

deliverables as agreed upon at the start of the process. 

 

Phase 6 – Business Plan Finalization 

 

Completion and submission of the draft business plan (with option identification)  

 

Conduct working sessions with the Board of Directors / Steering Committee to refine the 

document 

 

Following the completion of the business plan, conduct a formal presentation to stakeholder group 

and submit final business plan to the Steering Committee. 

 

 

 

 

 

   



 

9 | F e a s i b i l i t y  S t u d y  &  B u s i n e s s  P l a n  
 

9. STAFF RESOURCES   

 A successful planning effort is driven by an interdisciplinary team of participants.  The core team 

will be driven by three roles:  

  

  Executive Director:  Responsible for sign-off on key decisions. Beginning stages will provide 

project steering and maintaining relationships with outside stakeholders. Responsible for 

keeping the project on schedule and within the budget.  Maintains communication between 

other team members. 

  

Development Officer: Hired during mid feasibility study.  Will continue to provide project 

steering and maintaining relationships with outside stakeholders. Responsible for keeping the 

project on schedule and within the budget.  Maintains communication between other team 

members. 

 

Board of Directors / Steering Committee: Will assist during the process of feasibility study 

and business plan.   

 

10. QUALIFICATIONS  

  

1. List five examples of similar work your firm has produced, to best reflect skills and expertise 

relevancy to this project.  Briefly list the role your firm played in each project.  

2. Describe your experience in producing a feasibility study and business plan for non-profits 

and/or community-focused groups.  

3. Provide current reference information for three former or current clients.  

4. Briefly describe your firm’s organizational capacity to produce our feasibility study and 

business plan.  

5. How many full-time staff does your firm employ?  Please include a copy of your firm’s 

organizational chart.  

6. Provide a company profile, length of time in business and core competencies.   

7. What type of team will be assigned to this project?  What will each person’s role be?  Please 

include a brief background summary for each key staff member assigned to this project.  

8. Briefly describe your firm’s project management process.  

9. Please discuss partnerships that you may include in our project.  

10. Time frame for completion.  The time frame for completion of the project will be evaluated.  

In addition, time frames will be part of the contractual agreement; therefore, a realistic time 

frame for completion is requested.  

11. Terms and conditions.  
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11. EVALUATION CRITERIA  

  

The following criteria will form the basis upon which the SWC will evaluate proposals.  The 

mandatory criteria must be met and include:  

  

Eight (8) copies of your proposal must be received no later than 12:00am/noon EST, Monday,  

July 22, 2019.  Your proposal must include a cost proposal as described above.  All costs associated 

with the delivery of the project should be presented in a flat rate, fee for service format.    

  

Deliver proposals to the attention of:  

  

Giulia Carpenter 

SUDBURY WOMEN’S CENTRE  

 324-F Elm St 

Sudbury ON P3C 1V8 

  

An evaluation of all submitted proposals will be conducted prior to award of 

contract. The evaluation shall be based on the following criteria:  

 

Proposal Evaluation Criteria 

1 Compliance with RFP (including schedule) Y/N 

2 Corporate Qualifications 

• Corporate history (longevity, breadth of experience) 

• General experience 

• Directly related experience 

10% 

 

3 Assigned staff expertise/experience 

• Qualifications/experience of Project Team 

• Qualifications/experience of support and back-up 

staff identified 

25% 

 

4 Work Program Effectiveness 

• Adherence to RFP 

• Project understanding 

• Completeness 

• Clarity 

25% 

 

5 Track Record 

• Response from References 

10% 

 

6 Cost effectiveness 30% 

 

All submitted proposals will be evaluated using the evaluation criteria above. 

Bids will be assessed in accordance with the submission requirements outlined in 
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the RFP. An evaluation team composed of representatives of SWC and appointees will evaluate the 

bids accordingly. 

 

SWC reserves the right to interview up to three (3) consulting frims upon the review and evaluation 

of the proposals received. If applicable, interviews will be held the week of July 15- July 19, 2019. 

The selected consulting teams will be provided with an evaluation matrix prior to the scheduling of 

the interview. 

 

SWC reserves the right to consider or reject any and all proposals.  

 

SWC reserves the further right to extend the deadline for proposals and to add, delete and/or 

change the terms of the RFP and issue corrections and amendments to it. 

 

SWC has made every effort to ensure the completeness and accuracy of the information contained 

in this RFP. SWC shall not be liable for any errors or omissions or responsible for any bidder 

interpretations or conclusions regarding the information contained in this RFP. Consultants who 

submit proposals will not acquire any legal or equitable rights or privileges whatsoever until a 

contract is signed with SWC.  

  

12. FORMAT FOR PROPOSALS  

  

Please use the following as a guideline to format your proposal:  

  

Length and Font Size:  

Please use fonts no smaller than 10 point.  Maximum proposal length including title page, cover 

letter, proposal, qualifications and budget should not exceed 14 pages (not including any provided 

examples).  Double sided preferred to save paper. 

  

Title Page:  

SWC Feasibility Study & Business Plan, your company name, address, web site address, telephone 

number, fax number, e-mail address and primary contact person.  

  

Cover Letter:  

Signed by the person or persons authorized to sign on behalf of the company (1 page).  

  

Section 1 - Project Team 

• Corporate Overview: A summary of the history and expertise of the lead consultant and any sub-

consultants. Corporate details may be included in an appendix. 

• Project Team: A description of the project management structure including the roles and 

qualifications of all project team members is to be included. If a Project Manager is identified, a 

description of back-up personnel shall also be provided. 

o Resumes for all key personnel shall be provided in an appendix. 
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• Project Experience: Length of time in business, number feasibility studies/business plans 

completed, summary of similar past projects and the specific role of key personnel in each project. 

Do not include any project that does not include at least one member of the proposed Project 

Team. 

• References: Provide three client references for recent, similar projects. 

 

Section 2 – Professional Services 

• Problem Understanding: A summary covering the nature and history of the problem and the 

proposed undertaking. 

• Methodology: Indicate how your feasibility study & business plan would identify the following: 

o SWC’S real and perceived strengths and weaknesses 

o The community’s perception of SWC 

o Who SWC’S allies are and who might oppose the project campaigns  

o Leaders in the fundraising effort, both within the SWC community and among other 

stakeholders 

• Description of the service to be provided, structured as per Scope & Description of this RFP. 

• Project Schedule: Details of project tasks and estimated timelines. 

• Project Team Time Allotment: A table summarizing the members of the project team and the 

number of hours allotted for each team member per task. The consultant should clearly identify any 

additional recommended tasks that are beyond the scope of the RFP. 

 

Section 3 – Pricing Details 

Provide a detailed costing table, and include the following information: 

• Hourly billing rates (2019); 

• Staff hours and total fee for each project task; 

• Total project disbursements; 

• HST; 

• Unit cost for additional meetings; 

• Total Bid Price (total of fees, project disbursements and HST), and; 

• Cost of any additional tasks considered beyond the scope of this RFP 

 

Should any other expenses be anticipated, please indicate the nature of the expense. A total 

estimated cost including HST and upset limits with additional details should be provided. 

 

The successful Consultant will be expected to enter into a Professional Services 

Contract with SWC. Furthermore, the successful Consultant is required to provide SWC with a copy 

of their “Certificate of Insurance” in the amount of $5,000,000 (CAD). 

 


