
 

     
 

REQUEST FOR PROPOSAL (RFP) 
PUBLIC RELATIONS 

ISSUED BY: 
 

Ontario Aboriginal Housing Services 
(“OAHS”) 

Dated March 1st, 2019 
PROPOSALS DUE 4:30 PM ON March 15th, 2019 
TO: Steven McCoy, Communications Specialist 

500 Bay Street 
Sault Ste. Marie, ON, P6A 1X5 

Email: bids@oahssc.ca 
Phone: 705-256-1876 ext. 235 

 

INTRODUCTION 
The Ontario Aboriginal Housing Services (OAHS) is requesting proposals from qualified Public Relations firms.  If you 
are interested in assisting OAHS with the provision of such services please prepare and submit a statement of your 
firm’s proposal hereinafter (“qualification statement”) in accordance with the procedure and schedule in this RFP.  
OAHS intends to qualify the firm that (a) possesses the professional, artistic and technical capabilities to provide the 
proposed services, and (b) will agree to work under the compensation terms and conditions determined by OAHS. 
 

Background 
In 1992, consultations took place across the province with the grass-roots members of organizations that serve First 

Nations, Métis and Inuit People not living on reserve lands to determine the need for affordable, adequate and suitable 

housing for low and moderate-income families and individuals.  OAHS is a corporation with a mandate to provide safe 

and affordable housing to urban and rural First Nation, Inuit and Métis people living off-Reserve in Ontario.  Our vision 

is to lead the design, development and delivery of a sustainable and culturally appropriate continuum of housing that 

promotes excellence in the community and organizational infrastructures. 

General Information 
Proponents are advised that contact with anyone besides the authorized contact person is forbidden, and is grounds 
for elimination from the selection process.  OAHS reserves the right to reject any or all proposals submitted and to 
request additional information or clarifications from proposers, or to allow corrections of errors or omissions.  A 
submission of the proposal indicates acceptance by the firm of the conditions contained in this request for 
qualifications, unless clearly and specifically noted in the proposal submitted and confirmed in the contract between 
OAHS and the firm selected.  OAHS may modify, supplement or amend the provisions of this RFP as deemed necessary 
or appropriate by and in the sole judgment of OAHS. 
 

Term of Engagement 
A one (1) year contract will be issued with the option to renew, subject to satisfactory negotiation of terms and approval 
of the Executive Director.  



 
 

Requests for Information (RFI) 
Any questions or requests for additional information regarding this proposal must be submitted via email, no later than 
Thursday, March 8th, 2019 by 4:30pm, to: 
Steven McCoy, Communications Specialist 
Ontario Aboriginal Housing Services 
Email: smccoy@oahssc.ca 
 

CONDITIONS APPLICABLE TO RFP 
Your submission of the qualification statement is deemed to be consent to the following: 

• This document is an RFP and does not constitute a contract, 

• This RFP is not intended, and shall not be construed, to commit OAHS to pay any costs incurred in connection with 
responding to this RFP or to procure or contract for any services, 

• All costs incurred by you in connection with responding to this RFP shall be borne solely by you, 

• OAHS reserves the right (in its sole judgment) to reject for any reason any and all responses and components 
thereof, 

• OAHS reserves the right to select one or more firms to provide the public relations services as described in this RFP, 

• OAHS reserves the right to enter into contracts on a yearly or other basis with options to extend at OAHS discretion, 

• OAHS reserves the right to conduct in-person interviews of any, or all, responders, 

• Proposals shall be signed by an authorized representative of the project managers’ firm and include the firm name, 
address, telephone number and email address. 

 

SCOPE OF SERVICES 
OAHS seeks a comprehensive proposal that describes the full process necessary to implement specific requirements 
which include the following: 
1. Work with OAHS representatives to create and implement all facets of OAHS’s Strategic Communications Plan, 
2. Develop, distribute and catalog the OAHS’s press releases and media announcements, develop public relations 

opportunities for OAHS representatives with targeted trade/industry media, and manage and monitor all public 
relations and media interactions with, and coverage of the OAHS, 

3. Develop advertising campaigns for the OAHS, including conducting research and developing recommendations for 
paid media buys for TV, radio, print and online campaign components; develop content for print ads and online 
campaigns; develop graphic concepts for print, direct mail and online campaigns. 

 

SUBMISSION REQUIREMENTS 

A. Administrative Information Requirements 
The proposal shall include the following: 
1. A title page showing the RFP’s subject; the firm’s name, address, email, telephone and fax number of the contact 

person responsible for answering any and all questions regarding the qualification statement and the date of 
submission, including location(s) from which services will be performed, 

2. Table of contents listing all required attachments as per RFP, 
3. The number of years your firm has been in business under the present name and current management, 
4. Identify and provide resumes of key staff you propose assigning to this matter, including partners, associates and 

other staff in your firm, 
5. Whether your firm is now or has been involved in any bankruptcy or re-organization proceedings in the last ten 

(10) years.  If yes, please explain, 
6. Describe other accounts involving similar services, in particular identify any governmental, public authority, public 

organization and/or other non-profit or charitable organizations in Ontario for which you serve, or have served.  
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Describe the role and experience of key personnel assigned to other similar accounts who will be assigned to this 
account. 

7. Please provide three (3) references for which the firm has provided services (current non-profit or charitable 
organizations preferred).  Provide name of the organization, services, contact name, telephone number and email, 

8. If you foresee any potential conflicts of interest arising from continued representation of the current clients of your 
firm and an engagement for OAHS, please describe each such potential conflict in detail. 

 

B. Proposal – Fee 
Please provide the following information concerning fees (hourly and flat fee): 
1. The customary hourly rate of each person whose resume is provided and the proposed hourly rates to be charged 

OAHS for work performed by those persons; and/or 
2. Any flat fee proposal or other fee structure based annual filings.  Although proposed fees will be taken into account, 

OAHS reserves the right to negotiate a lower or different fee structure with any firm selected.  Please note that 
OAHS will not necessarily select the firm with the lowest rates for services. 

 

C. Submission Deadline 
Respondents must submit their proposals on or before Thursday February 28th, 2019.  OAHS will rank all proposals and 
interview the top candidates if necessary.  A proposal may be withdrawn only by written request.  OAHS reserves the 
right to reject any and all proposals received and to waive any informality in the procurement process, and to accept 
the proposal which in its judgment best serves the interest of OAHS. 
 

D. Submission of Proposals 
1. Three (3) copies of proposal must be submitted.  The following material is to be received in a sealed envelope 

by 4:30PM on Friday March 15th, 2019 for a proposing form to be considered.  In addition, email submissions 
in a Portable Digital Format (PDF) to bids@oahssc.ca due at the same time. 

2. Completed sealed proposal should be titled and mailed to the following address: 
Public Relations RFP 
500 Bay Street 
Sault Ste. Marie, ON, P6A 1X5 

 

EVALUATION 
The OAHS Selection committee will review and consider the proposals submitted based on the following factors: 

• Relevant experience of the firm and key personnel, including professional qualifications, specialized experience 
and technical competence and reputation of personnel for working in an efficient, effective, proactive and ethical 
manner, (30 points) 

• Ability to advise and represent the OAHS in an efficient and effective manner, (30 points) 

• Quoted fees as applied to OAHS of its proposed need for services, (30 points) 

• Any other factors relevant to the determination of which proposer should be selected.  The Committee may invite 
one or more proposers to make an oral presentation. (10 points) 


