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REQUEST FOR PROPOSAL TEMPLATE:  
PCP MILESTONES 1–3 

 
The Partners for Climate Protection (PCP) program is a network of municipal governments that 
have committed to reducing greenhouse gas (GHG) emissions and acting on climate change. 
The program is administered in partnership by the Federation of Canadian Municipalities (FCM) 
and ICLEI – Local Governments for Sustainability. FCM and ICLEI support municipalities to take 
action on climate change through a five-milestone framework for reducing GHG emissions in 
both community and corporate operations:  
 

One:  Creating a GHG emissions inventory and forecast 
Two:  Setting an emissions reduction target 
Three: Developing a Local Action Plan (LAP) 
Four:  Implementing the local action plan or a set of activities 
Five:  Monitoring progress and reporting results 

 
This Request for Proposal (RFP) Template provides guidance to municipalities that want to hire 
a consultant or company to develop a Corporate and Community LAP that would satisfy the 
PCP program's Milestones One, Two, and Three requirements. It presents information on the 
basic RFP components, includes detailed examples, and provides a template that municipalities 
can modify and use as needed. Understanding the type of information to include in an RFP and 
knowing what to look for in subsequent project proposals will help to ensure that the municipality 
is soliciting the right kind of analysis and hiring the most qualified consulting team. 
 
  

The RFP template, instructions and format, including language, 
terms, conditions and contract clauses are provided as examples 
only. Municipalities should confirm with legal counsel and/or their 
purchasing department prior to use. 

  



Name of Municipality 
 
 
 

REQUEST FOR PROPOSAL 
 
 

FOR 
 
 

PROJECT TITLE 
 
 

Request for Proposal No: 
 

Issue Date: 
 
 
 
Key information that can be stated here and again later in the RFP: 
 

• Closing Date for Submission 
• Contact Person / Project Manager (name, e-mail, fax, position, department, address) 
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1. Background 
 
The "Background" provides the proponent with a brief description of the municipality (e.g. 
population, location, significant industries, developments, etc.) and its commitment to the PCP 
program or other climate action initiatives (e.g. current Milestone status, notable achievements 
to date, etc.). It should relay the events that have led up to issuing the RFP and document any 
policies or plans that support the project. It is typically no more than a few paragraphs in length. 

 
Example: 
The City of Bellview has a diverse population of about 50,000 people in its 10-square-
kilometre boundary and is one of six lower-tier municipalities in the Region of Whitmore. 
It has a higher population density that other nearby municipalities, a natural wetland of 
regional significance, a revitalized pedestrian oriented downtown, and an active industrial 
and commercial land base. 
 
In 2010, the city adopted its Sustainability Charter (URL provided), displaying its 
commitment to a socially, economically, and environmentally balanced community. 
 
In February 2013, Council passed a resolution to commit to achieve the Milestones set in 
ICLEI – Local Governments for Sustainability's and the Federation of Canadian 
Municipalities' Partners for Climate Protection (PCP) program. The PCP program is a 
network of over 250 Canadian municipal governments that have committed to acting on 
climate change. The five Milestones associated with the PCP program are: 1) creating a 
greenhouse gas emissions inventory and forecast; 2) setting an emissions reduction 
target; 3) developing a local action plan; 4) implementing the local action plan or set of 
activities; 5) monitoring progress and reporting results.  
 
 

2. Objective 
 
The "Objective" provides a clear and concise statement explaining the RFP’s principal purpose 
and the overall project goal(s). It helps the proponent decide if its services fit the municipality’s 
needs. 
 

Example: 
The City of Bellview is requesting proposals from qualified consultants/companies to 
develop a Corporate and Community Local Action Plan (LAP) that would satisfy the 
requirements of the Partners for Climate Protection (PCP) program's corporate and 
community Milestones One, Two, and Three. 
 
 

3. Scope of Work 
 
The "Scope of Work" describes the division of work to be performed under the RFP in 
completing the project. It is typically broken out into specific tasks or deliverables and may 
include deadlines. The following example outlines the minimum requirements for achieving 
corporate and community PCP Milestones One, Two, and Three. 
 

Example: 
To achieve significant energy conservation and greenhouse gas (GHG) reductions in 
corporate operations and the community at large, the City of Bellview’s expectations from 
the Consultant include the development of the following elements, further explained in 
this RFP, but summarized as: 
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1. Corporate and community GHG emissions inventories and forecasts; 
2. Corporate and community GHG emission reduction targets; and 
3. A Local Action Plan (LAP). 
 
Proponents should refer to the PCP program's Five-Milestone Framework for Reducing 
Greenhouse Gas Emissions, GHG Quantification Protocol, and Submission 
Requirements for Milestone Recognition prior to submitting their proposal. 
 
1. GHG Emissions Inventory and Forecast 

1.1 The Consultant shall deliver a thorough GHG emissions inventory for: 
a) Corporate operations, including, but not limited to, municipal buildings, street 

lighting, water and wastewater treatment facilities, municipal fleet, and 
corporate and/or community solid waste sectors; and 

b) Community-at-large, including, but not limited to, the residential, institutional, 
commercial, industrial, on-road transportation, and solid waste sectors. 

1.2 The inventories shall be developed by collecting data on energy use, transportation 
practices, and waste generated using the most accurate data and methodologies 
possible to measure the various emission sources. 

1.3 The inventories shall track carbon dioxide, nitrous oxide, and methane, summed 
and expressed as carbon dioxide equivalent.  

1.4 The Consultant shall identify inventory years to be analyzed and reported in 
consultation with the proponent. 

1.5 The Consultant shall deliver business-as-usual forecasts at least 10 years into the 
future based on the most current year inventory. 

1.6 The Consultant shall deliver a summary of the energy and GHG emissions 
information by sector and energy type in narrative, tabular and graphical format for 
both the inventories and forecasts. 

1.7 The Consultant shall provide a summary of data sources, emission intensity values 
or coefficient values used (for all energy types including electricity), and any 
assumptions made with respect to data for both the inventories and forecasts. 

 
2. GHG Emission Reduction Target 
2.1. The Consultant shall work with corporate and community stakeholders to identify 

appropriate GHG emissions reduction targets for the City's corporate and community 
sectors that are challenging, but achievable and verifiable. 

2.2. The Consultant shall express the GHG emission reduction targets as a percentage 
increase or decrease from baseline levels by the target year, according to PCP 
submission requirements. 

2.3. The Consultant shall provide a summary of all data sources, emission intensity 
values or coefficient values used, and any assumptions made with respect to data for 
the emission reduction targets. 

 
3. Local Action Plan (LAP) 
3.1 The Consultant shall develop a plan of activities to achieve target reductions in both 

the community and corporate operations. 
3.2 The Consultant shall develop an outreach and engagement strategy to solicit inputs 

from a range of corporate and community stakeholders  
3.3 In consultation with City staff, the Consultant shall identify appropriate municipal 

department(s) and/or organization(s) to take responsibility for the LAP or for each 
individual action outlined in the LAP. 

3.4 The Consultant shall identify potential costs and/or funding sources for the activities 
recommended in the LAP. 

3.5 The Consultant shall provide a summary of data sources, emission intensity values or 
coefficient values used, and any assumptions made with respect to data for the local 
action plan activities. 

http://www.fcm.ca/Documents/reports/PCP/Five_Milestone_Framework_for_Reducing_Greenhouse_Gas_Emissions_EN.pdf
http://www.fcm.ca/Documents/reports/PCP/Five_Milestone_Framework_for_Reducing_Greenhouse_Gas_Emissions_EN.pdf
http://www.fcm.ca/Documents/tools/PCP/Submission_Requirements_for_Milestone_Recognition_EN.pdf
http://www.fcm.ca/Documents/tools/PCP/Submission_Requirements_for_Milestone_Recognition_EN.pdf
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In addition to the minimum requirements for PCP Milestone One, Two, and Three recognition, 
local governments may want to consider including other tasks in their Scope of Work to ensure 
the creation of a robust Local Action Plan (LAP). Some examples of other potential tasks for 
creating a corporate and community LAP include: 
 

GHG Emissions Inventory and Forecast 
• The Consultant shall compare inventory data with any previous inventories and any 

relevant trends analyzed and reported. 
• The Consultant shall benchmark the inventories with other appropriate locations and 

general characteristics, differences, and commonalities shall be qualified where it is 
appropriate to provide context. 

• The Consultant shall develop the forecasts by taking into account factors such as: 
o Population growth 
o Relevant proposed or adopted local and senior government policy actions 
o Additional opportunities developed through consultation with Council, City 

staff, stakeholders, and the broader community 
o Additional opportunities pertaining to the Consultant's experience in other 

cities 
• The Consultant shall deliver an Inventory Data Management Manual with detailed 

methodology, emissions factors, framework, and any assumptions associated with 
the inventories and forecasts, ensuring there is a clear audit trail for third party 
verification and future inventory replications. 

• The Consultant shall deliver the working inventories and forecasts electronically in a 
software tool that is accessible to municipal staff, and is capable of tracking additional 
inventory years at no future cost to the municipality, such as the PCP Milestone Tool. 

• The Consultant shall deliver local energy maps that illustrate how the built-form and 
demographics affect energy consumption and GHG emissions. 
 

GHG Emission Reduction Target 
• The Consultant shall develop specific GHG emissions reduction targets for each 

corporate and community subsector. 
• The Consultant shall specify short-term goals (less than five years) and long-term 

goals (more than five years) with interim tracking periods. 
 

LAP 
• The Consultant shall develop the LAP to be a public-facing technical report, with 

engaging design and professional writing. 
• The Consultant shall identify how the LAP compliments existing municipal plans and 

policies relating to environment and sustainability. 
• The Consultant shall analyse each relevant GHG emissions reduction opportunity 

using key criteria that should include, but is not limited to, GHG emissions reduction 
potential, co-benefits, implementation cost, feasibility, applicability, and 
implementation timeframe. 

• The Consultant shall recommend key performance indicators for monitoring and 
tracking progress towards each action. 

• The Consultant shall allow sufficient resources to carry out additional analysis of GHG 
emissions reduction opportunities based on an iterative process including the City and 
potential stakeholder and/or advisory groups. 

• The contents of the LAP shall be determined in consultation with the municipality, but should 
include at a minimum the following elements: 

o Executive summary 
o Introduction 
o Background and local context 

http://www.fcm.ca/home/programs/partners-for-climate-protection/program-resources/the-pcp-milestone-tool.htm
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o Description of the process involved in creating the LAP (including consultations and 
community engagement) 

o Inventory and forecast results (including a summary of the methodology and 
assumptions) 

o GHG emissions reduction targets and goals 
o Current and potential GHG emissions reduction opportunities 
o Results from the analysis of GHG emissions reduction opportunities 
o Monitoring and reporting recommendations 

• The LAP should be submitted to the municipality in Word and PDF format. 
 

Consultation 
• The Consultant shall be responsible for advising on the consultation strategy, based on 

experiences in other cities. 
• The Consultant will work collaboratively with the City on developing public engagement 

activities that include, but are not limited to, the use of social media, open houses, round 
tables, surveys, and online forums. 

• The Consultant shall provide technical support and content for all consultations including, but 
not limited to, agendas, meeting notes, facilitation, presentations, summary documents, 
storyboards, videos, and press releases. 

• The Consultant shall provide a presentation of their work to the project team and senior 
management. 
 

General Considerations 
• The Consultant shall report on emerging legislation, policies, GHG reporting protocols or any 

other new information that could impact the development of the LAP plan. 
• The Consultant is encouraged to identify opportunities, uncertainties and limitations they 

foresee, and to suggest process or methodological improvements that they believe could 
better achieve the objectives of the project. 

 
Climate Change Impacts and Adaptations  
• The municipality may wish to have the consultant incorporate any relevant consideration for 

climate change impacts and adaptations for the identified mitigation actions and policies or as 
an additional project component; however this is not required under the PCP program. 
Coordinated mitigation and adaptation planning can help to avoid mal-adaptive actions, 
reduce overall planning costs by leveraging one process, and provide an additional point of 
engagement for stakeholders. (for more information see ICLEI’s Changing Climate, Changing 
Communities publication) 

 
 
4. Timeline 
 
The "Timeline" indicates the overall time frame for completing the project and sets deadlines. 
This is an important factor for a proponent because it can affect the work plan and dictate costs.  
 

Example: 
The RFP process and project will be governed according to the following schedule: 
 

 
 
 
 
 
 

 

Deadline Date 
Release RFP August 26, 2014 
Close RFP September 30, 2014 
Award RFP October 18, 2014  
Final Project Report Due June 27, 2015 
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5. Budget 
 
The “Budget” clearly states the maximum amount of money the municipality will allocate to the 
project. This section helps the proponent decide if they want to develop a proposal. In general, 
there are efficiencies in completing corporate and community PCP Milestones together rather 
than independently. Municipalities should expect to budget approximately $30,000 to $200,000 
for developing a Corporate and Community LAP that would satisfy the PCP program's corporate 
and community Milestones One, Two, and Three. If the municipality opts to include activities 
beyond the minimum PCP requirements to create a more robust LAP, the budget should 
change accordingly. 
 
Note: Municipalities should be wary of bids that are unusually low. Some consultants will 
undercut costs in order to secure the contract at rates that can compromise the quality of the 
final product.   
 
 
Milestone  
Population 

One Two Three Total 

0 – 9,999 $10,000 $5,000 $15,000 30,000 
10,000 – 99,000 $30,000 $15,000 $105,000 150,000 
100,000 – 500,000+ $40,000 $20,000 $140,000 200,000 
 

 
Example: 
The maximum total project budget is $150,000, excluding taxes. Submitted prices should 
be listed as an upset limit, meaning billing will be based on hours worked to a maximum 
of the upset price. Include the hourly rate for each person working on the project.  
 
An additional $7,000 has been set aside to address project-related costs such as the 
booking of facilities for community engagement events, advertizing, scoped data 
acquisition and refreshments. It will be used on an as needed basis.  
 
 

6. Consultant Qualifications 
 
The “Consultant Qualifications” outlines the municipality’s expectation of the proponent’s 
expertise and experience. The municipality may request a resume for each member of the 
project team, summaries, examples of similar work performed for other municipalities, or 
references from similar projects.  
 

Example: 
Proponents are to identify project team members and their role in the project as well as 
their relevant experience and qualifications. This should include the resumes of all project 
team members. Additionally the Consultant shall provide: 
 
• Detailed account of the proposed project manager’s capacity to deliver the project on 

time and on budget as well as an account of their experience with similar projects 
over the past 3 years. 

• Organizational experience completing the requirements of the Partners for Climate 
Protection (PCP) program (e.g. greenhouse gas (GHG) emissions inventories and 
forecasts, GHG emissions reduction targets, Local Action Plans, etc.). References for 
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three (3) of these types of projects should be included in the proposal, in addition to 
the duration of the projects, budget and reference. 

• Demonstration of knowledge and experience in designing and implementing highly 
successful and innovative community engagement events. 

• Demonstration of expertise in data research, collection and analysis as well as 
energy management, conservation, planning, sustainability or related fields. 

• Complete organizational summary of all subcontractors to be included in the project 
team and a clear description of proposed roles and responsibilities. 

 
 
7. Submission Requirements 
 
The “Submission Requirements” provide the proponent with the necessary information to get 
the proposal to the municipality on time and in an acceptable format. It typically includes 
information on the closing day and time, number of copies required, and acceptable formats. It 
is also a good idea to specify whether fax or email submissions are authorized. For detailed or 
large projects, municipalities may wish to prepare a separate Terms of Reference (TOR), which 
would be referenced and attached to the RFP. 
 

Example: 
In order to receive full consideration during evaluation: 
• The Proposal must meet the Scope of Work and provide a work plan for project 

completion that includes the proposed methodology, a timeline of tasks, and a 
detailed budget.  

• The maximum length of the Proposal shall be twenty (20) pages or ten (10) pages 
double-sided in MS Word format, exclusive of resumes, references, and 
documentation relating to project experience. 

• Proponents shall submit five (5) hard copies of the Proposal by September 30th, 2014 
at the Corporate Services Department, 1 Main Street, City of Bellview, ON F5S 9G2 
by 2:00 p.m. local time. E-mail and fax submissions will not be accepted.  

• Questions concerning the RFP shall be directed to the Purchasing Manager no later 
than 2:00 p.m. local time on August 30, 2014. 

 
 
8. Evaluation Criteria 
 
The “Evaluation Criteria” provide the proponent with information on how the municipality will 
evaluate the proposals received. It clearly lists all the criteria and may include information on 
how they are weighted. Typical criteria include related experience, proposed approach, work 
plan, costs, and outputs. 

 
Example: 
Proposals will be assessed against the following weighting criteria: 
 
Criteria Weight % 
Project Team Qualifications and Experience 20 
Approach and Work plan/Understanding of the Issues 20 
Cost Effectiveness 20 
Quality of Proposal 20 
Schedule 20 
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9. Terms, Conditions, Clauses, etc. 
 
Municipalities may spell out a number of additional requirements that the proponent must agree 
to abide by in sections such as "Additional Terms and Conditions”, "Specific Contract Clauses”, 
etc. Examples of topics that are typically incorporated in these sections include subcontracting, 
confidentiality, insurance, ownership of information, indemnity, and procurement policy.  
 

Example: 
Proposals will be will be evaluated in accordance with the City's Sustainable 
Procurement and Purchasing Policy By-Law #553. By submitting a Proposal for this 
subject, the Proponent agrees to be bound by the terms and conditions of such By-law 
and any amendments thereto, as fully as if it were incorporated herein. 
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