COMMUNITY LIVING NORTH BAY
741 Wallace Rd.
North Bay, ON P1A 0E6

REQUEST FOR PROPOSAL PACKAGE
SERVICE CONTRACT

Employee Group Benefits Consultant
Specific questions regarding Employee Benefits Proposal should be directed, by e-mail only,
to:

Mitch Bethune
Director – Corporate Services
E-mail: mbethune@clnb.org
Proposals will be received until 3:00pm, October 28th, 2022.

Community Living North Bay – RFP – Employee Benefits Plan

Page 1 of 20

1. Terms and Conditions
1.1

Summary of Requirements
Community Living North Bay (CLNB) is requesting proposals from experienced and qualified
benefit consulting / brokerage firms for the provision of consulting services for its employee
group benefits plan.
The contract is a three (3) year period from July 1, 2023 to June 30, 2026 with the option for a
two (2) year extension at the discretion of CLNB.
CLNB is seeking a qualified firm capable of taking a creative, innovative approach to the rising
costs of health care and employee benefits, while maintaining fiscal responsibility. It is the goal
of the organization to continue providing a comprehensive employee benefits plan at an
affordable rate and to maintain employee satisfaction with the benefits. This goal is aligned
with our vision, mission, key principles and strategic priorities; we have a specific focus on
attracting, engaging and retaining new and existing employees and are focused on their mental
health and well-being.

1.2

Background
Community Living North Bay is a charitable organization located in North Bay, Ontario that
provides services to individuals with intellectual disabilities and their families. CLNB has both
unionized and non-unionized positions with employee volumes of approximately 300. The
organization has various employee types, including full-time, part-time, contract, and retirees.
Some of the benefit entitlements vary depending on employee types.
Current Benefit Plans & Providers
Currently the plan is administered through Coughlin & Associates Ltd. and insured through
multiple insurers and providers. CLNB pays 100% of the Basic Life Insurance, Extended Health
Care, Dental, Short-Term and Long-Term Disability up to a maximum of $3,500 per employee
enrolled in a Family plan. CLNB also offers Basic Life Insurance to our clients which we receive
reimbursement for. For specific details on the plan, please reach out to Mitch Bethune
(mbethune@clnb.org).
Plan insurers & providers are as follows:
• Basic Life Insurance – Equitable Life
• Extended Health Care – Coughlin & Associates Ltd/Equitable Life
• Dental – Coughlin & Associates Ltd/Equitable Life
• Short and Long Term Disability – RBC Insurance
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Current Plan Sizes
The number of employees enrolled is as follows:
CLNB Staff - Full-Time Permanent Plan Members – 166
CLNB Clients - Plan members – 62
Premiums
The total current annualized premium is approximately $842,000
No Guarantee of Volume of Work
CLNB makes no guarantee of the value or volume of work to be assigned to the successful
Proponent.

1.3

Terminology
The following terms and conditions will apply to this Request for Proposal. Submission of a
proposal indicates acceptance of all terms that follow and that are included in any addenda
issued by CLNB. Provisions in submitted proposals that contradict any of the terms of this
Request for Proposal will be as if not written and do not exist.
a) “Organization” means Community Living North Bay;
b) “Contract” means the written agreement resulting from the Request for Proposal
executed by the Organization and the successful Proponent;
c) “Consultant” means the successful Proponent selected from this Request for Proposal;
d) “Must”, “mandatory”, or “required” means a requirement that must be met in order for a
proposal to receive consideration;
e) “Proponent” means an individual or a company that submits, or intends to submit, a
proposal in response to this Request for Proposal.

1.4

Submission of Proposal
Interested parties are requested to submit responses in PDF format to mbethune@clnb.org
with the subject line “RFP Independent Benefits Broker”. Please do not submit proposals via
facsimile as they will not be accepted. Please note that the Organization will not be held
responsible for any transmission problems or other errors that could occur.

Closing date: 3:00pm EST on Friday October 28th, 2022.
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1.5

Proposal Submission Format and Checklist
The following format and sequence should be followed in order to provide consistency in
Proponent response and ensure each proposal receives full and fair consideration. All pages
should be consecutively numbered.
a) Cover page identifying a unique quotation number and date issue;
b) Cover letter indicating name, title, address, phone number, and e-mail address of the
primary Proponent contact for the proposal;
c) Detailed proposal addressing the Scope of Work;
d) Proof of ability to obtain liability insurance;
e) Proof of ability to obtain errors and omissions insurance;
f) The completed Appendix A – Service Proposal;
g) The completed Appendix B – Reference Form;
h) The completed Appendix C – Company Information;
i) The completed Appendix D – Statement of Qualifications and Experience.
j) The completed Appendix E – Summary Form of Proposal

1.6

Enquiries
Questions regarding this proposal should be directed to:
Mitch Bethune
Director of Corporate Services
Community Living North Bay
Phone: 705-476-3288 Ext 1980
E-mail: mbethune@clnb.org

1.7

Proposal Evaluation Criteria
Evaluation of proposals and selection will be by CLNB senior leadership team.
Evaluation Matrix
Proposals will be evaluated in terms of the response to the requirements of this Request for
Proposal using the following weighting:
Demonstrated qualifications and expertise in performing the services
outlined in the Scope of Work
Fees for Services
Educational expertise, ability, qualifications, experience and availability of
the individual(s) assigned to the account
References
Value-Added Services
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1.8

Planned Schedule
Please note that this schedule may be subject to change. Every effort will be made to notify all
involved parties of any changes to the schedule by written addendum.
Issue Date of RFP
Final Date for Question Submittal
Closing Date for Submissions
Proposal Selection & Award

1.9

October 3rd, 2022
October 14th, 2022
October 28th, 2022
November 18th, 2022

Discrepancies or Omissions
Proponents finding discrepancies or omissions in the Request for Proposal documents, or
having any doubts to the meaning or intent of any part thereof, should immediately notify
Mitch Bethune, in writing via email at mbethune@clnb.org, who may send written instructions
or explanations to all Proponents on record.
No responsibility will be accepted for oral instructions.
Addenda or correspondence issued during the Request for Proposal period shall be considered
part of this document and become part of the final contract documents.

1.10 Irrevocability of Proposals
Prior to the time and date of the Request for Proposal closing deadline, a Proponent may
withdraw or change their proposal without penalty or forfeiture, by giving notice in writing to:
Mitch Bethune
Director of Corporate Services
Community Living North Bay
Phone: 705-476-3288 ext 1980
E-mail: mbethune@clnb.org
Upon the closing deadline, all proposals become irrevocable and no words or comments may
be added to, or removed from, the proposal unless requested by the Organization for purposes
of clarification. By submission of a proposal, the Proponent agrees that should its proposal be
deemed successful, the Proponent will enter into a contract with the Organization.
Proposals must remain valid for a period of sixty (60) days following the date for submission of
proposals.
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1.11 Statutory Requirements
The Proponent acknowledges that any information or documents provided by it to the
Organization may be released pursuant to the provisions of the Freedom of Information and
Protection of Privacy Act. This acknowledgement shall not be construed as a waiver of any right
to object to the release of any information or documents.
The Proponent should familiarize themselves with all provincial legislation and regulations,
policies or such other matters that may affect their proposal.

1.12 Liability for Errors
While the Organization has used considerable efforts to ensure an accurate representation of
the information in this Request for Proposal, the information contained in the Request for
Proposal is supplied solely as a guideline for Proponents. The information is not guaranteed or
warranted to be accurate by the Organization, nor is it necessarily comprehensive or
exhaustive. Nothing in this Request for Proposal is intended to relieve Proponents from
forming their own opinions and conclusions with respect to the matters addressed in this
Request for Proposal.

1.13 Agreement with Terms
By submitting a proposal, the Proponent agrees to all the terms and conditions of this Request
for Proposal. Proponents who have obtained the Request for Proposal must not alter any
portion of the document, with the exception of adding information requested. To do so will
invalidate the proposal.

1.14 Modification of Terms
The Organization reserves the right to modify the terms of the Request for Proposal at any
time at its sole discretion.

1.15 Proponent Expenses
Proponents are solely responsible for their own expenses in preparing a proposal and for
subsequent negotiations with CLNB, if any. If CLNB elects to reject all proposals, the
Organization will not be liable to any Proponent for any claims, whether the costs or damages
incurred by the Proponent in preparing the proposal, loss of anticipated profit in connection
with any final contract or any other matter whatsoever.

1.16 Acceptance and Rejection of Proposals
The Organization may not necessarily accept the lowest priced proposal or any proposal. At its
sole discretion, the Organization reserves the right to reject any or all proposals received and
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to accept any proposal which it considers advantageous, whether or not it is the lowest priced
proposal.
Submission of a proposal by a Proponent and its subsequent receipt by the Organization does
not represent a commitment on the part of the Organization to proceed further with any
Proponent or project. The Organization is under no obligation to award a contract as a result of
this Request for Proposal and reserves the right to terminate this Request for Proposal process
at any time.
The Organization reserves the right to accept the proposed offer in total or in part, to reject
any or all offers, to waive any minor informalities, irregularities, or technicalities, and to accept
the offer deemed most favourable to the Organization. Proposals must meet all the
requirements herein to be eligible for consideration. Proposals that are unsigned, incomplete,
conditional, illegible, unbalanced, obscure or that contain additions not called for,
reservations, erasures, alteration, or irregularities of any kind may be rejected.
The Organization reserves the right to obtain additional information from the Proponents to
clarify the information in their submission.
In the event that only one proposal is received, the Organization reserves the right to return
the proposal unopened. Proposals received after the closing time will not be opened.

1.17 Contract Negotiations
The successful Proponent will be required to enter into a contract with Community Living
North Bay.
The Organization reserves the right to negotiate specific terms of the contract with the
preferred Proponent prior to the final award of the contract.
If the preferred Proponent and the Organization cannot agree on contract language in the
contract document, the process will be terminated, no purchase order shall be issued and the
Organization will begin negotiations with the next preferred Proponent.

1.18 Solicitation
Proponents and their agents are hereby warned that any attempt to solicit individual members
of the Board and/or Staff of the Organization regarding the award of this contract may
jeopardize the favourable consideration of their proposals.
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1.19 Confidentiality and Security
This document or any portion thereof may not be used for any purpose other than submission
of proposal. The successful Proponent shall agree not to divulge or release any information
that has been given to it or acquired by it on a confidential basis during the course of carrying
out its duties or performing its services. It is the Organization’s policy to maintain
confidentiality with respect to all confidential information related to the Requests for
Proposals, but the Organization is subject to the Freedom of Information and Privacy Act.

1.20 Indemnity and Liability Insurance
For the purpose of any contract the Organization may enter into with the successful
Proponent, the Consultant shall indemnify and hold harmless the Organization, its employees
and agents, from any or all claims, demands, actions, and costs whatsoever that may arise,
directly or indirectly out of any act or omission of the Consultant, its employees, or agents, in
the performance by the Consultant of this Agreement. Such indemnification shall survive
termination of this Agreement.
The Consultant must provide to the Organization proof of $2 million General Liability Insurance
with CLNB named as an additional insured party and proof of $2 million Professional Liability
Insurance (errors and omissions coverage) with minimum $2 million per occurrence. The
Organization reserves the right to modify the type of insurance coverage and amount coverage
(which may include increasing the amount of coverage) required to be carried by the
Consultant.

1.21 Scope, Quality of Work, Guarantee
The Consultant shall furnish all staffing, materials and equipment necessary to undertake the
scope of work called for in the specifications or other instructions attached to or referred to in
the resultant contract. All work shall be done in a professional manner by those skilled in their
respective areas of expertise. The Consultant will comply with the Organization’s schedule
unless the Organization formally declares and approves alternate times.

1.22 Compliance with Laws and Permits
The Consultant shall give all necessary notices and pay for all fees required by law and comply
with all laws, ordinances, rules and regulations relating to the work and to the preservation of
the public health. The Consultant shall be responsible for the safety of their personnel in the
execution of their services for the Organization in accordance with all applicable safety
legislation passed by Federal, Provincial and Local Authorities governing safety.
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1.23 No Obligation on the Part of the Organization
This Request for Proposal is not a tender call, and any submission of any response to this
Request for Proposal does not create a tender process. No Proponent will acquire any legal or
equitable rights or privileges relative to the services until the Organization has accepted its
proposal and there is subsequent full execution of a written contract signed by both parties.

1.24 Service Contract
The successful Proponent will be required to enter into a contract with Community Living
North Bay for the full three (3) year term with the option for a two-year extension at the
discretion of CLNB. Such service contract will include a 30-day termination provision.
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2. SCOPE OF WORK
2.1

Overall Scope of Work (a minimum level of requirements)
The Organization’s Independent Employee Benefits Plan Broker will focus on services to:
• provide support, guidance and service to the Organization’s benefit plan
administrators;
• provide liaison services between the Organization and the benefits carrier, including
coordination of reporting and assistance resolving claims or other issues;
• review the current benefits plan for cost effectiveness, program design, and
competitiveness;
• advise on overall costs and services of a comprehensive employee benefits program
that supports and meets the needs of our specific employee group;
• provide insights into current and future benefits trends, including consideration of a
multi-generational workforce;
• provide regular reporting of experience and cost/rate trends/pressures on
reimbursable benefits (dental, extended health care), etc.; and,
• negotiate annual renewal of coverage from carriers for health benefits program, seek
competitive quotes from other health benefit carriers and provide advice and
recommendations for consideration.

All services and advice must be aimed at meeting the needs of the Organization over the next
decade, which may require both short and long term adjustments and strategies. The
Organization is required to comply with the Freedom of Information and Protection of Privacy
(FOIP) Act in Ontario. All information collected and stored with regards to our employees, our
business, our finances and our benefit plans must comply with the FOIP Act.
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Appendix A – Service Proposal
Proponents are required to complete this appendix and include it with their submission.
The Service Proposal matrix below is organized into categories of functionality. The Organization will
use Proponent’s responses in this matrix to determine suitability of the solution proposed.
The matrix consists of four columns; from left to right these are:
1. Item # – For reference purposes.
2. Service Feature – Description of the service(s) required by the Organization.
3. Response – Proponent’s response to the question, to be limited to one of the following four single
letter items in the Response column of the table below:
Response

Meaning

Y

Yes

P

Pending

E

Extra

N

No

Definition
This service is provided and included for the
Organization at no additional fee.
This service is not a current service feature
provided by our firm, but is something we
can provide at no additional charge.
This service can be provided at an additional
cost. Please provide an explanation in the
“Explanation/Clarification” column along
with the number of hours and cost for the
modification. These costs are also to be
included in the Summary Form of Proposal
(Appendix E).
This service is not supported and/or is not
provided as part of this proposal.

4. Explanation/Clarification – Use this column to describe how you will meet this service. Please
include examples of your presentation materials, strategies, or documents where appropriate and
number the examples with the corresponding item number. If you need to add any comments to
further clarify your response, please do so in this column. This column is also to be used for requested
information that may not fall into the “yes, pending, extra, or no” criteria.
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Service Proposal
Item

1.

2.

3.

4.

5.

6.

7.

Service Feature

Response
(Y/P/E/N)

Describe the intervals and
process for plan reviews and
any costs to the Organization
associated with those reviews.
Include a description of your
process to complete a
comparative benefits survey.
Describe your customer service
standards and commitment
regarding responding to client
voicemail and email.
Describe your process for the
strategic review of the benefit
plan including what you would
recommend considering and
what analysis you would
complete.
Describe the reports and
analytics that will be provided to
the Organization on a regular
ongoing basis and any fees or
costs associated with them.
Describe your process for and
any costs to the Organization
associated with the solicitation
of industry quotes.
Describe the ideal intervals and
costs to the Organization for
meetings with the
Organization’s Human
Resources/benefit
administrators.
Describe any actual and
potential costs to the
Organization for assistance with
annual budgeting activities.
Include a description of any
actuarial analysis you can
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Item

8.

9.

10.

11.

12.
13.
14.
15.

Service Feature

Response
(Y/P/E/N)

provide including the costs for
such services.
Outline the level of research,
professional advice and
guidance you can provide for
specific topics as required
throughout the year.
Describe any limits that may
exist for the number and
frequency of onsite meetings,
and the pricing (if any) for
additional meetings above the
limits.
Describe your plan member
education services (including
frequency) and any costs
associated with those services.
Describe plan member
communications provided and
any pricing associated with
those communications.
Describe how you communicate
changes with the HR team
and/or plan members.
Describe your process for
resolution of issues and errors
with employee claims.
What information do you
provide for the annual renewal
process?
What additional services does
your firm provide that your
competitors may not?
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Appendix B – Reference Form
Proponents are required to complete this form, providing at least three (3) references from not-forprofit agencies in Ontario who currently use the services of your brokerage firm. If you do not have 3
such clients, references should be from clients with the most similar organization type (e.g., other
levels of government) and plans similar to ours.
Reference 1:
Organization Name:
Address:
Contact Name:
Contact Phone Number:
Contact E-mail:
Date Service Agreement Began:
Description of scope of services
provided (e.g. Extended Health Care,
LTD, Health Spending Account, etc.).
Reference 2:
Organization Name:
Address:
Contact Name:
Contact Phone Number:
Contact E-mail:
Date Service Agreement Began:
Description of scope of services
provided (e.g. Extended Health Care,
LTD, Health Spending Account, etc.).
Reference 3:
Organization Name:
Address:
Contact Name:
Contact Phone Number:
Contact E-mail:
Date Service Agreement Began:
Description of scope of services
provided (e.g. Extended Health Care,
LTD, Health Spending Account, etc.).
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Reference 4 (Optional):
Organization Name:
Address:
Contact Name:
Contact Phone Number:
Contact E-mail:
Date Service Agreement Began:
Description of scope of services
provided (e.g. Extended Health Care,
LTD, Health Spending Account, etc.).
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Appendix C – Company Information
Proponents are required to answer the following company information related questions:
1. Provide a brief history of your firm, including what makes your company unique.
2. What steps is your firm taking to be a market leader?
3. What advantages will the Organization have by working with your firm?
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Appendix D – Statement of Qualifications and Experience
Proponents should provide information regarding their qualifications and experience including the
following:
1. A description of the Proponent’s relevant experience and qualifications in delivering services
similar to those required in the Scope of Work.
2. A description of the Proponent’s team that is to be assigned to the Organization’s account
noting functions, qualifications and years of experience of the assigned team.
3. A description of not-for-profit experience, including a description of any specialized or unique
skills, knowledge, services and/or programs that the Proponent may offer.
4. A list of the benefits/insurance providers with which you currently broker employee group
benefit plans, and your top 5 that you would bring the plan to market with. After narrowing
down the finalists, we plan to split the market amongst the candidates to get more detailed
quotes.
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Appendix E – Summary Form of Proposal
Fee Structure:
Provide details of the cost of your services and whether it would be on a fee for service or
commission basis. Indicate the period for which the quoted rates are guaranteed (if any) and advise
how future rates will be determined.

\
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If your quotation is on a fee for service basis, provide the following components (if applicable):
a) A flat or monthly fee
b) Rate per hour for each member of consulting team and
estimated quantity of hours
c) Other charges (i.e. disbursements, photocopying, etc.)
d) Any alternative arrangements you can accommodate such as
a retainer or commission/fee offset

$
$
$
$

If your quotation is on a commission basis, provide the level of commission by benefit and by
annualized premium levels.
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We certify that we have read and understand the information provided in the RFP and all subsequent
documentation. This information provided in our submission is accurate and we agree to be bound
by all conditions, statements and representations contained within the RFP.
Signed and submitted for on behalf of:
Company Name:
Authorized Signature:
Printed Name:
Title/Position:
Address:
Telephone:
E-mail:

Executed this _________________ day of __________________________________, 20___________.
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