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1.0 INTRODUCTION AND PURPOSE 
Proposals shall be submitted by completing this document and placing it in a sealed envelope, 

clearly marked on the outside, "Electronic (Building) Permitting System Submission; 3rd 

Floor City Hall, 199 Queen Street, Charlottetown PE, C1A 4B7", and must be received by the 

Controller before 2:00:00 pm local time on October 16th 2020.  It is the responsibility of the 

bidder to deliver the sealed tender to the 3rd floor of City Hall before the time indicated.  Late 

proposals will not be accepted and will be returned to the Proponent. 

 

Any addenda will be posted on the City of Charlottetown website at 

www.charlottetown.ca/tenders.  Proponents are responsible for checking the website for 

proposal/quote/tender notices, documents, and addenda.  The City is not responsible for ensuring 

bidders have obtained addenda. 

 

Two (2) copies of the submission document are required.  No fax, email or electronic 

documents will be accepted as the sole method of submission although an electronic copy (PDF 

or Microsoft WORD) of the proposal would be appreciated either included in the envelope noted 

above or e-mailed following the closing date and time.  It is the proponent’s responsibility to ensure 

that the hard copies of their submission are received prior to the deadline noted above. There will 

be a public opening of proposals received immediately after closing.  The selection of vendor 

resulting from this Request for Proposal, shall be done, upon approval by City Council, as soon as 

practical after proposal evaluations have been completed.  Results of this Request for Proposal will 

be posted on the City’s awards webpage at www.charlottetown.ca/tenders.  

 

This RFP creates no obligation on the part of the City of Charlottetown to award the contract or to 

reimburse proponents for proposal preparation expenses.  The City of Charlottetown reserves the 

right to accept or reject any and all proposals, in whole or in part, received as a result of this 

request, and to negotiate in any manner necessary to best serve the interest of the City. The decision 

on which tender best satisfies the needs of the City rests solely with the City and any decision is 

not open to appeal.  Submissions will not be evaluated if the Proponent’s current or past corporate 

or other interests may, in the City’s opinion, give rise to a conflict in connection with this project.  

The City specifically reserves the right to reject all tenders if none is considered to be satisfactory and, 

in that event, at its option, to call for additional tenders. No term or condition shall be implied, based 

upon any industry or trade practice or custom, any practice or policy of the City or otherwise, which 

is inconsistent or conflicts with the provisions contained in these conditions. 

 

At the election of the City, whether or not a bid or bidder otherwise satisfies the requirements of 

the RFP, the City may reject summarily any bid received from a corporation or other person which 

has been anywise involved in litigation, arbitration or alternative dispute resolution with the City 

within the five (5) year period immediately preceding the date on which the request for Proposals 

was published. 

 

The City’s evaluation may include information provided by the proponent’s references and may 

also consider the proponent’s past performance on previous contracts with the City or other 

institutions. 

 

The City may prohibit a proponent from participating in a procurement process based on past 

performance or based on inappropriate conduct in a prior procurement process, and such 

file://///ch-fs2/FINANCE/Purchasing/Tenders,%20RFQ,%20RFP/Forms%20for%20tender%20process/www.charlottetown.ca/tenders
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inappropriate conduct shall include but not be limited to the following: (a) the submission of 

quotations containing misrepresentations or any other inaccurate, misleading or incomplete 

information; (b) the refusal of the proponent to honour its pricing or other commitments made in 

its proposal; or (c) any other conduct, situation or circumstance, as solely determined by the City. 

 

Any potential conflict of interest must be disclosed to the City in writing.  Any conflict of interest 

identified will be considered and evaluated by the City.  The City has the sole discretion to take 

the steps deemed necessary to resolve the conflict.  If, during the term of the contract, a conflict or 

risk of conflict of interest should arise, the Contractor will notify the City immediately in writing 

of that conflict or risk and take any steps that the City reasonably requires to resolve the conflict 

or deal with the risk. 

 

The City will pay the successful proponent via Electronic Funds Transfer.  The successful 

proponent will be required to provide the necessary information for registration on the City’s 

payment system. 

 

Any questions in respect of this Request for Proposals, please contact Stephen Wedlock, Controller 

at tenders@charlottetown.ca.  Questions must be received no less than three (3) business days 

before the closing date. 

1.1 OVERVIEW  

The City of Charlottetown is a flourishing community of over 40,500 people located on the south 

shore of Prince Edward Island.  Charlottetown is the capital City of Prince Edward Island, and is 

called the "Birthplace of Confederation" after the historic 1864 Charlottetown Conference, which 

led to Confederation.  City Hall is located at 199 Queen Street, Charlottetown, PE. 

 

The City provides a full range of municipal services including general government, police 

protection, fire protection, planning and development, building inspection, environmental health, 

environmental development, transportation, recreation and cultural/heritage services.  The City 

also operates the Charlottetown Water and Sewer Utility. 

 

A Mayor and ten Councillors govern the City and the administration of the City is under the 

direction of a Chief Administrative Officer.  There are nine departmental managers including a 

Manager of Human Resources, Manager of Finance, Manager of Water and Sewer Utility, 

Manager of Parks and Recreation, Manager of Planning and Heritage, Manager of Public Works, 

Manager of Environment & Sustainability, a Chief of Police, and Fire Chief. 

 

The City of Charlottetown has an appointed Planning and Heritage Committee who liaise and 

oversee the administration of planning and heritage services.  This committee consists of seven 

individuals including a Chairperson, Vice-Chairperson, two City Councillors, two staff members, 

The Mayor, as well as the CAO.  The CAO and staff members are the only non-voting members. 

1.2 PURPOSE 

The City is in the process of evaluating electronic permitting software system options to help 

manage its Permit, Enforcement, Application Tracking and Asset Management needs.  

 

It is the City’s intent to utilize current technologies consistent with the City’s technology plans, 

upgrade its system to satisfy the needs of the public and its users, and to improve upon its business 

mailto:tenders@charlottetown.ca
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practices.  

 

Departments directly involved in the project include Planning/Building, Finance, Information 

Technology, Public Works, Utilities and Parks and Recreation. 

The purpose of this project is to assess leading Permit and Project Tracking systems that provide 

the flexibility to meet the City’s functional, reporting, and technical requirements and strategy. 

The functionality under consideration in this software selection project includes the following: 

 

Functionality - Required 

GIS Integration 

Citizen Access – Web Portal 

Planning/Applications  

Property Information/Attributes  

Permitting 

Project Tracking/Community Development 

Inspections (Building, Code, Planning, Police, Fire, 

Public Works, etc.) 

Asset Management & Life Cycle Analysis 

Cash Receipting 

Electronic Workflow Management (e.g. applications, 

plan review, documentation, approvals, alerts, and 

triggers) 

Reporting and Query Tools 

Document/Image Management or Links  

 

It is important that the selected vendor understands best practices for permit and project tracking 

in cities, has a strong commitment to training and support, and has an active installed base and 

user group in Canada. The City is only interested in implementing the vendor’s generally available 

software and does not want to implement alpha or beta software versions. 

2.0 REQUEST FOR PROPOSAL TERMS 
The City has formulated the terms and procedures set out in this RFP to ensure that it receives 

proposals through an open, competitive process, and the Proponents receive fair and equitable 

treatment in the solicitation, receipt and evaluation of their proposals. 

 

The following terms will apply to this Request for Proposal and to any subsequent Contract.  

Submission of a proposal in response to this Request for Proposal indicates acceptance of all the 

following terms. 

2.1 DEFINITIONS 

Throughout this Request for Proposal, terminology is used as follows: 
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a)  “City” means The City of Charlottetown. 

b)  “Administrator” means the person or persons designated within the bylaws of the City as 

responsible for giving direction to or negotiating with a potential or successful proponent. 

c)  “Agreement” means the written agreement, consisting of the agreement documents signed 

between the City and the successful proponent pursuant to this RFP and the successful proposal. 

d)  “Agreement Documents” means the instructions to proponents, scope of service, 

addenda, response to the RFP, and the acceptance of proposal together with all subsequently 

negotiated agreements, written amendments, modifications, and supplements to such documents 

and all written authorizations signed by the administrator(s) amending, deleting, or adding to the 

contract. 

e)  “Contract” means the written agreement or Purchase Order resulting from this Request 

for Proposal, in accordance with this Request for Proposal. 

f )  “Contractor” means a successful Proponent to this Request for Proposal who enters into 

a written Contract with the City. 

g)  “Must”, “mandatory”, “required”, or “shall” means a requirement that must be met in 

order for a proposal to receive consideration. 

h)  “Proponent” means an individual or a company that submits, or intends to submit, a 

Proposal in response to this “Request for Proposal”. 

i )  “Proposal” means the Proponent’s response to this “Request for Proposal”. 

j )  “Requirements” means those services described in the Scope of Service section of this 

RFP. 

k)  “Should” or “desirable” means a requirement having a significant degree of importance 

to the objectives of the Request for Proposal. 

2.2 NO OBLIGATION TO PROCEED 

Though the City fully intends at this time to proceed through the RFP, the City is under no 

obligation to proceed to the purchase, or any other stage.  The receipt by the City of any 

information (including any submissions, ideas, plans, drawings, models or other materials 

communicated or exhibited by any intended Proponent, or on its behalf) shall not impose any 

obligations on the City.  There is no guarantee by the City, its officers, employees or agents, that 

the process initiated by the issuance of this RFP will continue, or that this RFP process or any RFP 

process will result in a contract with the City. 

2.3 CANCELLATION 

The RFP may be cancelled in whole or in part without penalty, when, in the opinion of the City: 

i. There has been a substantial change in the requirements after this RFP has been issued; 

ii. Information has been received by the City, after issuance of this RFP, that the City feels 

substantially alters the specified procurement; 

iii. There was insufficient competition in order to provide the level of service, quality of goods, 

or pricing required, or; 

iv. The City, in its sole discretion, decides that there is any other sufficient justification to 

cancel this RFP. 

The City of Charlottetown my cancel this RFP, reject all proposals, or seek to acquire the subject 

of this RFP through a new RFP or by other means. 
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The City reserves the right to cancel any request for tender at any time without recourse by the 

contractor. The City has the right to not award this work for any reason including choosing to 

complete the work with the Owners' [sic] own forces. 

2.4 CITY’S DECISION-MAKING 

The City has the power to make any decision, or to exercise any contractual right or remedy, 

contemplated in this RFP at its own absolute and unfettered discretion. 

2.5 ENQUIRIES 

The City has endeavoured to provide complete, correct information and estimates to enable 

proponents to properly assess and determine the scope and complexity of the work required to 

submit a response to this RFP.  Proponents are solely responsible for determining if they require 

more information or if anything appears incorrect or incomplete, and for contacting the person 

named in this RFP if they have any questions whatsoever prior to the closing date.  All enquiries 

related to this Request for Proposal are to be directed, in writing, by email, to the City Controller, 

Stephen Wedlock, (tenders@charlottetown.ca ).  Information obtained from any other source is 

not official and should not be relied upon.  The City will not be responsible for any verbal 

statement, instruction, or representation.  Enquiries and responses will be recorded and may be 

distributed to all Proponents at the City’s option by way of an addendum.  Any enquiries regarding 

this Request for Proposal must be submitted at least three (3) working days prior to the closing 

date.  Any enquiries submitted after this date may remain unanswered. 

2.6 ERRORS AND OMISSIONS 

Any ambiguities, inconsistencies, uncertainties or other errors related to this document of which 

any proponent may become aware should be directed, in writing, to the Controller, Stephen 

Wedlock (tenders@charlottetown.ca ).  If necessary, response to such items shall be made by way 

of an addendum, which will be posted, serially, on the tender page of the City’s website. 

2.7 ADDENDA, CORRECTIONS, OR EXTENSIONS 

The City of Charlottetown reserves the right to modify the terms of this Request for Proposal by 

way of an addendum at any time prior to closing, at its sole discretion. 

2.8 ELIGIBILITY  

Proposals will not be evaluated if the Proponent’s current or past corporate or other interests may, 

in the City’s opinion, give rise to a conflict of interest in connection with this RFP. 

2.9 EVALUATION COMMITTEE 

Evaluation of proposals will be by a committee formed by the City. 

2.10 EVALUATION AND SELECTION 

Proposals will be evaluated against the mandatory criteria.  Proposals not meeting all mandatory 

criteria will be rejected without further consideration.  Proposals that do meet all the mandatory 

criteria will then be assessed and scored against the desirable criteria.  The City’s intent is to enter 

into a Contract with the Proponent who has the highest overall ranking. 

 

By responding to this Request for Proposal, Proponents will be deemed to have accepted all the 

terms, conditions, and/or specifications herein and have agreed that the decision of the Evaluation 

Team will be final and binding. 

mailto:tenders@charlottetown.ca
mailto:tenders@charlottetown.ca
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2.11 PROPOSAL CLARIFICATION 

The City reserves the right, upon reasonable notice, to interview, examine, and make inquiries of 

any proponent after the closing date, generally, and also for the purpose of clarifying or verifying 

any particular portion of the proposal submitted, which may, in the opinion of the City, be unclear 

or require verification.  All Proponents agree at their own expense to attend such interviews, and 

to fully co-operate with the City on any such inquiry, and to provide, at the Proponent’s own 

expense, any such clarification and/or verification as requested by the City.  Inquiries made of one 

or more proponents for the above purpose will not obligate the City to clarify or seek further 

information from any or all other proponents. 

2.12 DEBRIEFING 

Unsuccessful Proponents may request a debriefing meeting with the City. 

2.13 SIGNED PROPOSALS 

The proposal must be signed by the person(s) authorized to sign on behalf of the Proponent and to 

bind the Proponent to statements made in response to this Request for Proposal.  All proponents 

who operate through an incorporated company shall affix their corporate seal to the submission 

documents in addition to the authorized signature.   

2.14 ALTERNATIVE SOLUTIONS 

If alternative solutions are offered, please submit the information in the same format, as a separate 

proposal. 

 

If alternative solutions are offered, which, in the Proponent’s opinion may be advantageous to the 

City, economic or otherwise, please submit the information in the same format as a separate 

proposal.  This alternative should clearly enumerate the advantages as well as any associated cost 

implications.  Please indicate that it is an alternative to the initial submission and not a replacement 

by writing “Alternative Submission #” on the envelope as well as in the document itself. 

2.15 CHANGES TO PROPOSAL WORDING 

The Proponent will not change the wording of its proposal after closing and no words or comments 

will be added to the proposal unless requested by the City for purposes of clarification. 

2.16 IRREVOCABILITY OF PROPOSALS 
A Proponent who has already submitted a proposal may submit a further proposal at any time up to 
the official closing time.  The last proposal received shall supersede and invalidate all proposals 
previously submitted by that proponent for this Request for Proposal.  Any proponent may withdraw 
or qualify his/her proposal at any time up to the official closing time by re-submitting a new proposal 
to the City.  The time and date of receipt will be marked thereon and the new proposal will be placed 
in the tender box.  The new proposal shall be marked on the sealed envelope by the Proponent as 
“Resubmission #” along with the name of the Request for Proposal and to the attention of the 
Controller, as noted above in the Request for Proposal.  Proposals may be withdrawn at any time 
prior to opening upon written request from the proponent.  Negligence on the part of the proponent 
in preparing his/her proposal shall not constitute a right to withdraw a proposal subsequent to the 
tender opening. 
 

Upon closing time, all proposals become irrevocable.  By submission of a proposal, the Proponent 

agrees that should its proposal be successful and the City should decide to proceed, the Proponent 

will enter into a contract with the City of Charlottetown by either signing a contract document or 
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accepting a Purchase Order issued by the City. 

2.17 COMPLETENESS OF PROPOSAL 

By submission of a proposal the Proponent warrants that, if this Request for Proposal is to design, 

create or provide a system or manage a program, all components required to run the system or 

manage the program have been identified in the proposal or will be provided by the Proponent at 

no charge. 

2.18 SUB-CONTRACTING 

a) Using a sub-contractor (who must be clearly identified in the proposal) is acceptable. This 

includes a joint submission by two Proponents having no formal corporate links. However, 

in this case, one of these Proponents must be prepared to take overall responsibility for 

successful interconnection of the two product or service lines and this must be defined in 

the proposal. 

b) Sub-contracting to any firm or individual who’s current or past corporate or other interests 

may, in the City’s opinion; give rise to a conflict of interest in connection with this project 

will not be permitted. This includes, but is not limited to, any firm or individual involved 

in the preparation of this Request for Proposal. 

c) Any Sub-contracting of the service to any firm or individual after the award of a Contract 

must have prior approval by the City. 

2.19 ASSIGNMENT 

This RFP and any resulting contract may not be assigned by either party without the prior written 

consent and approval of the other party, which consent may not be unreasonably withheld; 

provided however, either party, without such consent, may assign or sell the same in connection 

with the transfer or sale of substantially its entire business to which this contract pertains or in the 

event of its merger or consolidation with another company.  Any permitted assignee shall assume 

all obligations of its assignor under this contract.  No assignment shall relieve any party of 

responsibility for the performance of any accrued obligation that such party then has hereunder. 

2.20 CONFIDENTIALITY 

The successful proponent agrees not to release or, in any way, cause to release any confidential 

information of the City of Charlottetown unless an appropriate official of the City has specifically 

approved them to do so in writing. 

 

The Proponents agree to treat all information contained in this Request for Proposal as confidential, 

to use such information only for purposes of responding to this Request for Proposal, and not to 

disclose any such information, in whole or in part, to any other party without the express prior 

written consent of either party or pursuant to legal power, other than:  a) to an agent who in the 

City’s reasonable opinion, is seeking information on behalf of the Proponent, b) to a party used by 

the City to evaluate the Proponents creditworthiness.   Each party agrees to allow the other party 

to store contact information, such as names, phone numbers, and email addresses for its business 

representatives, in any country where that party does business and to use such information 

internally and to communicate with the other party for the purposes of their business relationship.  

Proponents agree to handle any personal information that it may gain access to through this RFP 

in accordance with the requirements of privacy laws, and in a manner consistent with the City’s 

published privacy policies, as amended from time to time. 
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2.21 CONFLICT OF INTEREST 

Any potential conflict of interest must be disclosed to the City in writing.  Any conflict of interest 

identified will be considered and evaluated by the City.  The City has the sole discretion to take 

the steps they deem necessary to resolve the conflict.  If, during the term of the Contract, a conflict 

or risk of conflict of interest arises, the successful proponent will notify the City immediately in 

writing of that conflict or risk and take any steps that the City reasonably requires to resolve the 

conflict or deal with the risk. 

2.22 LAWS OF PRINCE EDWARD ISLAND 

This Request for Proposal will be governed by and will be construed and interpreted in accordance 

with the laws of the Province of Prince Edward Island. 

 

2.23 FINAL AGREEMENT 

This solicitation does not contain all terms and conditions necessary for conducting business with 

the City of Charlottetown. 

2.24 GRATUITIES 

The City of Charlottetown may, by written notice to a proponent, cancel any contract if it is found 

by the City that gratuities, in the form of entertainment, gifts, or otherwise, were offered or given 

by the proponent, or the agent or representative of the proponent, to any employee or agent of the 

project with a view toward securing favorable treatment with respect to the awarding or amending, 

or making any determinations with respect to performing of such contract. 

2.25 INSURANCE AND WORKERS COMPENSATION  

The undersigned is to carry and keep in force Public Liability Insurance in a form equivalent in 

terms of coverage to the industry standard Commercial General Liability for all services provided 

to and on behalf of the City of Charlottetown (City) and the amount of coverage shall be not less 

than two Million dollars ($2,000,000.00) per occurrence and to indemnify and save harmless the 

City in the event of any damages, suits or actions as a result of damages, injuries or accident done 

to or caused by him, or his employees or relating to the prosecution of the works or any of his 

operations or caused by reason of the existence or location or condition of any materials, plant or 

machinery used there on or therein, or which may happen by reason thereof, or arising from any 

failure, neglect or omission on his part, or on the part of any of his employees, to do or perform 

any or all of the several acts or things required to be done by him or them under and by these 

conditions, and covenants and agrees to hold the City harmless and indemnified for all such 

damages and claims for damages. A Certificate of General Liability Insurance covering the legal 

liability of the submitter for injuries to, or death of, persons and/or damage to property of others 

for limits of not less than two million dollars ($2,000,000.00) per occurrence for bodily injury and 

property damage with an insurer and in a form satisfactory to the City will be furnished.  Such 

insurance shall have the City as an additional insured and shall contain cross liability coverage and 

preclude subrogation by the insured against the City.  The City requires an advance 30-day notice 

should the policy be cancelled or changed in any manner. The undersigned is to carry and keep in 

force Professional Liability Insurance in an amount not less than $2,000,000 providing coverage 

for acts, errors and omissions arising from their professional services performed under this 

agreement. The policy self-insured-retention / deductible shall not exceed $10,000 per claim and 

if the policy has an aggregate limit, the amount of the aggregate limit shall be double the required 
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per claim limit. A City licensed to conduct business in the Province of Prince Edward Island shall 

underwrite the policy.  

The undersigned is required to have in place adequate coverage and be in good standing with the 

Workers Compensation Board of Prince Edward Island during the term of provision of all services 

to the City of Charlottetown.  Proof of coverage may be requested at the commencement of any 

contract or the provision of any services to the City of Charlottetown. The Company awarded this 

tender will be required to provide proof that their Company complies with all the provisions of the 

PEI Occupational Health and Safety Act. During the progress of the awarded work, Companies 

will be required, on the request of the City, to provide written verification that their work is in 

compliance. 

2.26 PERFORMANCE 

The City has the right to cancel agreements based on performance with the City as the sole judge 

of that performance. 

2.27 VALIDITY OF PROPOSALS 

All Proposals must remain valid and open for acceptance by the City for a period of one hundred, 

twenty (120) days after the closing date.  This period may be extended if requested by the City and 

agreed to by the Proponent in writing.  

 

3.0 SCOPE OF WORK 
 

3.1 REQUIREMENTS AND SCOPE OF SERVICE 

 

The City of Charlottetown invites proposals to provide the following  

The project scope shall include, but not be limited to, the following services: 

• Software installation and setup. 
• Data conversion 
• Template and application form development. 
• Web integration services (future) 
• Application Integration services (SAP) 
• Testing, including acceptance testing 
• Training for support staff, end users, and administrators 
• Associated vendor project management 
• Software maintenance and warranty services. 

 

3.2 PROJECT REQUIREMENTS 

The City is looking for a software solution that will support the input, tracking and automation 

of building and development permits, subdivision applications, complaints and a variety of 

other municipal regulatory and compliance activities. The proposed solution must have the 

following functions: 
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3.2.1 Building & Development Permit Application Tracking 
Provide data input and reporting capabilities of all application review activities from 

application submittal, internal and external approvals through permit issuance or rejection, 

various inspections, issuance of occupancy permits to file closure. Support queries of related 

records and account for all appropriate fees. 
 

3.2.2 Subdivision Process Tracking 
Provide data input and reporting capabilities of all activities from application submittal, 

internal and external approvals, to approval or rejection. This shall include generating 

letters and forms from input data. Support queries of related records and account for all 

appropriate fees. 

 

3.2.3 Inspection Tracking and Scheduling 
Track routine and periodic inspections of buildings and property, and manage all building 

inspection scheduling activities. This shall include generating letters and or forms from 

record data. Support queries of related records and account for any fees or fines. 

 
 

3.2.4 Compliance 
Manage violations associated with all development and building projects. Manage 

violations associated with but not limited to by-law infractions which auto generate 

Notices and Orders under applicable by-laws. This shall include generating letters and or 

forms from record data. Support queries of related records and account for any fees or 

fines. 
 

3.2.5 Workflow and notification 
Manage the individual tasks related to a variety of permits, complaints and other activities. 

Assigning staff and timelines for routine activities and the ability to alert users or 

supervisors of task deadlines. Also, the ability to notify applicants by a variety of 

mechanisms such as letter, email, fax or text, of key milestones for approvals, inspections or 

complaints. All aspects of workflow and notification shall be user customizable. 
 

3.2.6 Reporting 
Generate predesigned and ad-hoc reports using any combination of data elements 
maintained by land use, permitting or complaints and enforcement systems. 

 

3.2.7 Development Review and Tracking 
Provide the necessary software tools and database integrated for central coordination and 

tracking of the general development review processes. This shall include integrating spatial 

databases relating to land use, zoning, flood risk and heritage. 
 

3.2.8 Online Portal (Online Application Submittal, Complaints and Inquiry 

Capabilities) 
The software must be able to integrate with the Municipality’s existing website and 

provide a portal for public online submittal of complaints or building/development 

permit applications, requests for zoning confirmation letters, and allow for the submittal 

of plans and payment and allow applicants to check the status of their application or 

complaint. 

3.2.9 Satellite Office 
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Software must support users at secondary locations either temporary or 
permanent with complete access to all data and records. 

 

3.2.10 Mobility/In-Field Usage 
Allow staff to view, schedule and modify inspections, take photos and record notes while 

in the field. Have the ability to quickly access all contact details for the owner, applicant, 

contractor or complainant. Retrieve data by searching any parameter, including permit 

number, contractor, address, etc. 
 

3.2.11 Finance (Microsoft Dynamics GP) 
Software must provide some sort of cash reporting for fees. It should have financial import/export 

capability. The ideal solution would have seamless integration with Microsoft Dynamics GP general 

ledger and tax roll. Any associated costs for optional levels of integration should be identified as an 

option and included in the price envelope. 

 

 

 

 

 

 

3.3 EMPLOYEES AND SYSTEM USERS 

 

The anticipated number of City users is shown below by Department:  

Functional Groups Total Named Users Total Concurrent Users 

Electronic Plan Review 10 8 

Permitting & Projects 10 8 

Planning Applications  4 4 

Code Enforcement 2 2 

Mobile Inspectors 3 3 

Business License/ Taxes  0 0 

Cashiering 2 2 

Citizen Access (potential) Up to 18,000 citizens -- 

*Total   Users 11 8 

 

 

The RFP will focus on the immediate needs and requirements of the Planning and Heritage 

Department.   This RFP is intended to determine how much functionality each vendor can 

provide to all line departments immediately as well as in the future. 

 

3.4 TECHNOLOGY PREFERENCES AND CURRENT ENVIRONMENT 

 

3.4.1   Platform  

The City requires the new Permit and Project Tracking software to run in a 
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Microsoft SQL Server environment with the ability to integrate with 3rd party 

applications and to easily transmit data to provincial and federal agencies.  

 

3.4.2   Security 

The system must provide tight security controls which meet regulatory, compliance 

and audit standards. Security must be role-based to the menu, screen, and field level. 

Microsoft Active Directory is preferred for single sign-on and global security 

administration; LDAP compatibility is sufficient. 

3.4.3    Integration 

Integration tools must be open and support a Microsoft Windows platform, e.g. 

.NET, Service Oriented Architecture, XML, Web Services, APIs, etc.  

3.4.4   Mobile Devices 

The system must support field automation tools such as smart phones, notebooks, 

laptops, or other devices for remote data acquisition and updates. Real time updates 

are preferred; the option to synchronize mobile devices with the system is required. 

3.4.5   GIS Systems & Strategy 

The City is in the process of implementing an Enterprise GIS System using Esri 

Enterprise Software (10.8.1) with a MSSQL Database to be the system of record. 

Currently, the City is using files stored on a file server interfaced with through 

various desktop and web services. The City utilizes Pictometry, ArcGIS Online, 

Esri ArcPro/Desktop, QGIS, and MapInfo, possibly some others.  The new 

Software must support bi-directional GIS integration with the Permit and Project 

Tracking system.   Integration examples include, but are not limited to, extraction 

of data and views of open, expired or pending permits as well as history of 

permitting, code enforcement actions, licensing, event, or other data pertaining to 

an individual parcel or group of parcels within a project, such as land use, zoning, 

parcel, height, density restrictions, etc. 

 

The City is currently using ESRI’s ArcGIS Pro server for performing map layer 

updates and geodatabase maintenance.  

3.4.6   Desktops 

Workstations are currently running either Windows 7 or Windows 10 applications, 

with a corporate direction to move towards Windows 10 for word processing, 

spreadsheets, Outlook, and presentation requirements. The City does not use a 

standard Web browser, rather employees can use multiple different web browsers 

(i.e. Chrome, Firefox, Explorer).   

3.4.7   Parcel Information 

The Permit system should have interoperability with ArcGIS Enterprise to support 

the GIS in augmenting; address, location or property information.  The new 

Software needs to support dynamic display of geodata, addresses and streets stored 

in a centralized database (MSSQL/ESRI SDE).  The Province provides the City 

with GIS data related to 911 information and property layers and assessor-related 

GIS information (shape files) are transferred via FTP to the City to a shared drive 

to leverage property information online.  
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3.4.8   eGovernment Strategy 

In the future the City would like to leverage the Portal and online cash receipting 

capabilities to provide online self-service, including the electronic submission of 

plans, payment, entry of code violations, look up of parcel data, view status of 

permit applications, planning applications, schedule inspections, etc. It is 

envisioned that software vendors will provide tools that will aid in portal 

development and be able to expose data to the Internet/Intranet while maintaining 

strict security standards. Note: this feature is not part of the request but the software 

product must have the potential to provide these capabilities.   

3.4.9   Cashiering 

The City uses Cogsdale CSM 2019-R2 for cashiering. It is anticipated that the City 

cashiering systems, CSM 2019-R2, would be retained and interfaced as needed. For 

additional features that the City may explore later on would be online cash 

receipting, the City’s preference is to utilize online services from providers such as 

PayPal, who offer ease of use and PCI compliance.  

3.4.10   Accounting 

The City intends to have a two-way information flow between the Permitting 

software and the City’s financial system, Microsoft Dynamics GP.  

3.4.11   Document Management 
The City may utilize Microsoft SharePoint for document management and data 

sharing between departments. The City will be interested in vendors who can help 

optimize the document repository using existing systems, or by providing built-in 

and flexible document management capabilities. 

 

3.5  BUSINESS DRIVERS 

 

The strategies serving as the primary business drivers for this project include the following:  

 

➢ Implementation of an integrated, GIS-centric Permit and Project Tracking system which 

can be leveraged by multiple departments to: 

• Do transactions  

• Manage operations  

• View data 

• Drill into the system from geospatial data to see permitting, applications, code, 

inspection, and licensing data 

• Initiate user actions, e.g. permit/planning application, code case, alerts, schedule 

inspections, etc. 

➢ Streamlining of business processes, and increasing employee productivity and efficiency 

while maintaining a high level of data integrity and accuracy. 

➢ Improving integration across internal and external applications to provide citywide access 

to data. 

➢ Replacement of outdated software and hardware that has reached the end of its useful life. 

➢ Implementation of a permit and project tracking system that is compatible with the City’s 

standard database structure (Microsoft SQL Server and geospatial). 
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➢ Adoption of current technologies that offer flexibility in navigation, reporting and user 

modifications. 

➢ Empowerment of employees to work proactively rather than reactively, to be able to find 

answers to daily questions faster, and to analyze business performance with flexible 

reporting tools. 

 

➢ Automation of manual processes and integration between functional areas to improve 

efficiency and to operate in a more thorough, comprehensive manner. 

➢ Simplification of methods to download data and reports into Excel and/or other tools for 

reporting and analysis. 

➢ Improvement of service and responsiveness to City constituents, stakeholders and others 

(e.g. external agencies, developers, etc.)  

➢ Simplification of data updates  

➢ Implementation of internal and external E-Government tools  

 

 

It is the City’s intent to eliminate many of the paper-based business processes, spreadsheets, 

Access databases and inefficiencies by implementing a new system that is fully integrated, flexible, 

and open to allow connection to external systems using integration tools provided by the selected 

vendor.  

 

The proposed system must be designed with the recognition that the City will have changing 

requirements. The City must be able to amend the product using vendor authorized tools so the 

application can be tailored to fit the look, feel, and functionality required by different users within 

the City. Any such configurations should not impact the City’s ability to stay on the product 

upgrade path. 

 

3.6    ANTICIPATED TIMEFRAMES 

The following outlines the anticipated schedule for the Request for Proposal and contract process.  

The timing and sequence of events resulting from this Request for Proposal may vary and shall 

ultimately be determined by the City of Charlottetown. 

 

Event Anticipated Dates 

 

Timeline  

The City intends to complete the selection process using the following schedule. However, the 

City reserves the right to modify or reschedule procurement milestones as necessary.    

 

Event/Task Date 

Request for Proposal Issued  September 10, 2020 

Last Date for Submission of Questions October 9, 2020 

Request for Proposal closes October 16, 2020 

Review of Proposals October 19-November 4, 2020 

Contract Award  November 09-2020 
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The City expects that the vendor will respond with a proposed timeline for the project based on 

the Final Vendor Decision date sometime early November 2020. 

  

4.0 EVALUATION CRITERIA 
 

The following criteria outlines the primary considerations to be used in the evaluation and 

consequent awarding of this RFP (not in any order).  Please follow the section layout below 

when preparing your response.  Additional information may be provided in appendices. The 

City reserves the right to prioritize and weigh the importance of each criterion confidentially. 

4.1   EXPERIENCE AND QUALIFICATIONS – 30% 

4.1.1   EXPERIENCE AND QUALIFICATIONS OF PROPONENT COMPANY 

 Provide a description of your firm, including the following: 

a )  A general statement of specialization and expertise. 

b )  The size of the firm nationwide and of the account office in terms of staff and clients. 

c )  How many years has your company been conducting business related to this software 

solution. 

d )  Years of experience in providing the identified services to similar corporate clients - 

provide list of the municipalities which are currently serviced.  If you include previous clients, 

please identify this in the list. 

 

4.1.2   EXPERTISE AND QUALIFICATIONS OF PERSONNEL 

The Proponent shall provide: 

a) an organizational description and/or chart showing the staffing and lines of authority for 

the key personnel to be used in providing the services, including account executives. who would 

interact with the City 

b) the name of the individual within your firm that is proposed to have overall responsibility 

for the City’s account (account executive), the name of the alternate to that person, and their 

ability to access the capabilities of the firm 

c) the names, education, certifications and qualifications (or resumes) of staff proposed to 

offer service to the City 

d) association memberships, board or like memberships 

e) summary of experience these personnel have provided to local and regional governments 

f) names of any subcontractors or agents (other than employees) proposed to be used, 

including details of services to be contracted. 

 

4.2   SERVICE, COMMUNICATION, REPORTS & RISK MANAGEMENT – 30% 

4.2.1   SERVICE 

The written proposals will be evaluated on a pass/fail basis.  To achieve a pass the RFP must 

meet the Project Scope and Project Requirements specified in Section 3.0.  Evaluation of RFP 

responses will be largely based on the software demonstration/presentation. 
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RFP software demonstration evaluations will be based on the following criteria: 

a) Clarity – presentation is easy to follow and well organized, software is aesthetically 

pleasing and its functionality is clearly demonstrated. 

b) Workflow and Reporting – the software’s workflow is logical and efficient, reporting 

options are robust and accessible. 

c) Customization – forms and templates are easily customizable, custom reports are easy to 

generate. 

d) Online Public Portal – online portal can accept payment, be tailored to our existing 

application forms and is easy and welcoming to interact with. 

e) Mobile Functionality – mobile applications are well integrated with desktop version, use 

of mobile applications will increase productivity and efficiency. 

f) Appendix A Requirements – Ability of system to meet and exceed the requirements 

identified in Appendix A in order to meet present and future integration departmental needs. 

 

4.3   REFERENCES - 10% 

Proponents are asked to submit contact names and telephone numbers of three public sector 

municipality clients of a similar size and/or complexity to the City (Appendix C).  Any or all 

references provided by Proponent may be contacted by members of the review committee to 

confirm the information provided in the proposal and the nature and quality of the services 

provided. 

 

4.4   FINANCIAL PROPOSAL EVALUATION -30% 

1. Quotation Price (PLEASE REFER TO SECTION 3.1 TO PROVIDE DETAILED 

COSTING FOR EACH ITEM LISTED) 

• Points shall be awarded on the following basis  

60 points for the Lowest Proposed Price 

56 points for all Proposed Price  or  = 110% of the Lowest Proposed Price 

52 points for all Proposed Price  or  = 115% of the Lowest Proposed Price 

48 points for all Proposed Price  or  = 120% of the Lowest Proposed Price 

44 points for all Proposed Price  or  = 125% of the Lowest Proposed Price 

40 points for all Proposed Price  or  = 130% of the Lowest Proposed Price 

36 points for all Proposed Price  or  = 135% of the Lowest Proposed Price 

32 points for all Proposed Price  or  = 140% of the Lowest Proposed Price 

28 points for all Proposed Price  or  = 145% of the Lowest Proposed Price 

24 points for all Proposed Price  or  = 150% of the Lowest Proposed Price 

20 points for all Proposed Price  or  = 160% of the Lowest Proposed Price 

 16 points for all Proposed Price  or  = 170% of the Lowest Proposed Price 

 12 points for all Proposed Price  or  = 180% of the Lowest Proposed Price 
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  8 points for all Proposed Price  or  = 190% of the Lowest Proposed Price 

  4 points for all Proposed Price  or  = 200% of the Lowest Proposed Price 

  0 points for all Proposed Price more than twice the Lowest Proposed Price 

Points awarded for the financial portion of the proposal shall be prorated for a score out of 30.  

This score will then be added to the scores for the other evaluation sections for a total score out 

of 100. 
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APPENDIX “A” 

System Requirements 
 

 

This section includes the technical and functional requirements to be evaluated in this RFP as outlined in Section 3. 

In addition to the requirements identified in Section 3 this chart is intended to highlight how each vendors product can 

be developed upon to add more functionality to the initial purchase by the Planning Department or other City 

Departments. This is not a comprehensive list of all of the City’s requirements, but includes the key requirements that 

will be used to evaluate the RFPs and will be included as part of the signed contracts. Responses to each line item 

should be concise and straightforward.  

 

 

INSTRUCTIONS FOR COMPLETING FUNCTIONAL REQUIREMENTS 

 

For each numbered line item requirement, the vendor must indicate in the “Vendor Response” 

column Y, 3P, C, F, or N, according to the following legend: 

 

Y Fully supported by the current release of the software. 

3P Supported with third party software (i.e. software not directly owned or controlled by the 

vendor submitting the proposal). 

C Customization is required to meet the requirement (e.g. changes to the underlying code 

must be made; a new table must be created; etc.)  This causes additional upgrade work in 

order to implement new versions or upgrades. 

F Future functionality: Supported in the next release of the software. 

N Not supported. 

 

Place an appropriate ✓ mark or X in the corresponding column for each requirement. 

 

1) If the vendor responds with 3P, C, or F, the vendor must provide additional information in 

the comments column: 

 

▪ For “3P”, the vendor must explain what third party software application or service is 

required, any integration requirements, and the vendor’s relationship with this third 

party.  Vendor must also provide a cost estimate for the third party software, and also 

include this as a line item on the Pricing Worksheet in Appendix C. 

 

▪ For “C”, the vendor must explain the nature and amount of customization required, 

and experience with the same or similar modifications.   Vendor must also provide a 

cost estimate for the customization, and also include this as a line item on the Pricing 

Worksheet in Appendix C. 

 

▪ For “F”, the vendor must explain the functionality in the new release, the expected 

general availability release timing and provide surety that the functionality will be 

included.   
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2) If using a modular approach, the vendor must associate each line item with the appropriate 

module; if the functionality is achieved with multiple modules, each module utilized must be 

identified. Please use the final (far right) column to list the applicable module(s). 

 

This information must be completed and submitted in the format provided.  Please do 

not modify the format or font settings of this template. 
 

 

This section of the RFP response must be provided in hard copy as well as  

an electronic copy using the MS Word format.  

 

 

R= Required 

I  = Important 

N = Nice to have 

E = Explore 

 

Y 3P C F N Comments 

If vendor responds with 3P, C, or F 

additional information must be 
provided per Instructions. 

Applicable Module(s) 

 Summary of Functionality        

R 1. GIS:  Integration & 
Mapping/Spatial Analysis Tools 

       

R 2. Citizen access – Web Portal,  

IVR & Kiosk 

       

R 3. Planning/Zoning        

R 4. Permitting        

R 5. Project Tracking/Community 

Development 

       

R 6. Inspections        

R 7. Code Enforcement         

R 8. Business Licensing        

R 9. Cash Receipting        

E 10. POS/Enterprise Cashiering        

R 11. Report Writer        

E 12. Event Management and Facility 
Scheduling 

       

   General Requirements (Throughout 

the Whole System) 

Y 3P C F N Comments Applicable Module(s) 

R 13. Global record repository – enter 
field data once, update across all 

records, modules, and 

departments. 

       

R 14. User configurable menus and 

screens (by role or individual). 

       

R 15. User-definable fields on screen 
forms or tab. Describe any 

limitations. 

       

I 16. User-definable mandatory fields 
for data entry (not hardcoded). 

       

I 17. Customizable data entry order 

with ability to hide fields not 
used. 

       

N 18. Ability to lock down historical 

fields as “read-only” such as 
district, original square footage, 

build date, etc. 
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R 19. Audit Trail with user, date, time 

stamp throughout all modules. 

Before/after history is Important. 

       

R 20. Drill down/around to transaction 

detail throughout all linked 
modules (e.g. Code Enforcement 

to Permit Module). 

       

R 21. Triggered alerts, flags, messages 
and actions. Prefer date or 

condition triggered.  

       

I 22. Collaborative 
workflow/notifications across 

departments based on events or 

other conditions. 

       

I 23. Route applications & documents 

to external non-City reviewers, 

e.g. outside agencies, etc.  Gather 
and report on comments. 

       

R 24. Search by PID, address, or 

point/line location or ID.   

       

I 25. Searchable notes fields by key 

word across all records/modules/ 

departments including by date 
and user.  

       

I 26. Direct integration with the 

City’s Master Address database 

(contains all parcel/property 
information) to validate address 

and parcel information.  System 

to access directly the address 
data table with programmed 

workflows for 

maintenance/update.  

       

R 27. Record and retain parcel 

parentage and genealogy data. 

Allows information from parent 
parcel to be carried forward to 

parcels created from parent.  

including dates, parcel changes, 
street name changes, 

subdivisions, APN changes, 

building additions, remodels, 
structures (original + new), base 

square footage, etc. 

       

R 28. Manage and track deferred fees.        

 
 Technology (Throughout the Whole 

System) 

Y 3P C F N Comments Applicable Module(s) 

R 29. Supports Microsoft Windows 7 
and Windows 10. 

       

R 30. Platform: It is a 50/50 split for 

each platform (i.e. Windows 7 

and 10). Eventually all platforms 

will migrate to Windows 10.  

 
  

       

R 31. Compatible with MS SQL Server         

R 32. Database: Currently using MS 
SQL for everything. 
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I 33. Support Server 2019 for the 

servers that this would be 

running on top of, with the 

option to use Hyper-V if 
necessary. 

       

R 34. Web-enabled or Web-based 

architecture with published open 

API’s. Briefly describe (e.g. 
100% Web-based). Describe 

future plans.  

       

R 35. Role-level security to field level.        

R 36. Microsoft Active Directory for 

single sign-on or LDAP 

compatible. 

       

N 37. Software Development Toolkit 

for customer. Briefly describe. 

       

I 38. Microsoft Outlook and Exchange 

Server integration. Describe 

capabilities (e.g. calendaring, 

email launch, etc.). 

       

R 39. Mail Merge and form letter 

creation via Microsoft Word. 

       

R 40. Capability to export to Microsoft 

Excel.  

       

I 41. Import data from Excel in too the 

system. 

       

R 42. Integration with other Microsoft 
Office products (e.g. Word, 

Access) 

       

E 43. Microsoft SharePoint integration 
– describe level (e.g. document 

storage/retrieval, report sharing, 

etc.) and any delivered 

functionality using SharePoint as 

the engine 

       

I 44. Support/compliant with Service 
Oriented Architecture (SOA). 

       

R 45. List integration technologies you 

support, e.g. Web Services,  

XML, XBRL, JSON, SOAP, 
REST, etc. 

       

R 46. List software 

integration/interface experience 
with the following solutions, and 

method proposed. 

       

R • Microsoft Dynamics GP 

(project accounting, 

payroll) 

• Cogsdale CSM 2019-R2 

(cashiering) 

       

I • CORE cashiering (current 

POS) or similar (e.g. 

Cashiering, or Active 
Network) 

       

I • CLASS (Cash receipting, 

field/facility rentals, etc.) 

       

I • Document/Image 

Management:  SIRE  

       

I • Document/Image 

Management:  RVI 

       



City of Charlottetown        RFP Electronic (Building) Permitting System             September 2020 

 

City of Charlottetown Page 26 

 

E • Cityworks (Public Works) 

– Service Requests 

       

E • Interactive Voice Response 

(IVR) system (Building) – 

Selectron.   Does inspection 

scheduling via telephone. 
City is open to new system. 

       

N 47. General Ledger account 

synchronization with GP 
Dynamics.  

       

I 48. Throughout the system identify 

parcels from GIS layers, then 

automatically generate letters or 
electronic notifications based on 

user-definable buffer zones (e.g. 

1,000 ft.), group (e.g. 
homeowner’s associations), street 

centerlines (e.g. buffer 200 ft.), 

user-defined polygon, or other 
parameter, and including map 

data, reference data, landowner, 
occupant/tenant. Electronic 

workflow to obtain approval 

before distributing letters or 
notifications. to include map data, 

landowner, occupant/tenant, etc.    

       

N 49. Electronically route system-

generated letters for approval 
before printing or sending. 

       

I 50. Integration with Google/Bing or 

similar online map sites, e.g. 
street level views, directions, etc. 

Describe what you provide.  

       

R 51. Support scanning and attaching 
PDF, JPEG, TIF, DWG, and MS 

Office (e.g. Word, Excel) files to 

records throughout all modules.  

       

R 52. Describe functions supported by 

the use of mobile technologies. 

Currently using iPhones, 
Android, etc. Device agnostic 

preferred. 

       

R GIS:  Integration & 

Mapping/Spatial Analysis Tools 

Y 3P C F N Comments Applicable Module(s) 

R 53. Capability to consume a web 

service. City is agnostic 
regarding GIS solutions.  

       

I 54. Supports Intergraph/GeoMedia.        

I 55. Supports ESRI Enterprise 
Software 10.8.1 

       

I 56. Supports MapInfo.        

R 57. GIS Integration.  Briefly 

describe: 

 
The degree of integration 

your software has with GIS 

and your plans for the future 
(next 1 to 2 years). 

 

       

R - How your system integrates 

with GIS:  E.g. consumes 

web service, connection to 
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SQL warehouse, read shape 

file only, etc. 

I - Your bi-directional 
integration across all 

modules with live dynamic 

GIS data. Describe degree 
of GIS integration (e.g. 

consume web service, 

connection to SQL 
warehouse, read shape file 

only, etc.). 

       

R - Any limits on access to GIS 

layers across all modules. 
The City currently 

maintains 100’of layers 

including zoning, land use, 
waterways, creeks, 

shorelines, police 

boundary, fire boundary, 

building footprint. 

       

I 58. View overlays of retired parcel 

fabric with current parcel fabric 
overlays from the geodatabase 

(view parentage).  

       

R 59. Track permits, activities, projects 

by GPS coordinate and map 
location (e.g. for roundabout, and 

curb locations).  

       

R 

 

60. GIS map integration to get 
address, owner, location, 

zoning, land use, information, 

etc.  

       

I 61. Initiate an activity in the system 

from GIS Base Map, e.g. permit 

application, planning application, 

open a code case, schedule 

inspection, etc. 

       

R Citizen Access – Web Portal, IVR 

& Kiosk 

Y 3P C F N Comments Applicable Module(s) 

R 62. Describe Web/Portal functions 

supported for internal and 
external users and eGovernment. 

Prefer online one-stop-shop to 

apply, make payment, schedule 
inspections, look up parcel data, 

check zoning, check permit 

status, and print simple permit 
types or licenses.  

       

I 63. Web portal access to identify 

parcel location and schedule 
inspections using map views (e.g. 

WebGeo) 

       

E 64. Multi-lingual IVR – French. List 

system proposed and level of 
integration. 

       

E 65. Rules-based IVR – system 

prompts based on previous entry.  

       

R 66. Supports IVR & web portal 

citizen access. 

       

I 67. Web portal development and 
publishing tools provided to the 

City. Briefly describe what you 

provide. 
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I 68. Citizen Kiosk:  Sign in, do 

scheduling, handle other 

activities. 

       

N 69. Sell report of new business 

listings via portal.  

       

R Planning/Zoning Y 3P C F N Comments Applicable Module(s) 

R 70. Track unlimited multiple 

contacts, contact types, addresses, 
phone or email addresses per plan 

(e.g. multiple owners, property 

address, owner’s mailing 
addresses, property manager, 

contractor, architect, electrician, 

etc.).  Describe any limitations. 

       

I 71. Electronic submission of plans 

and revisions. 

       

N 72. Electronic plan review and mark 

up (denote if 3rd Party). Track 

plan edits and comments by user; 

also retain original submission. 

       

I 73. Track and manage concurrent 

plan reviews by multiple 

departments with electronic 
signatures. This should include 

ability to pull in standard 

customer-defined conditions 
which can be edited by users, and 

condition clearing by users.  

       

R 74. Plan version control; default to 

most current. Describe archiving 
capabilities.   

       

R 75. Interface with Cogsdale CSM 

2019-R2 to update contractor 
deposits/ refunds for plan review. 

Currently Cogsdale CSM 

manages all deposits.  

       

I 76. Manage contractor deposits:  

Charge planner hours to a project 

or permit using standard cost 
rates, track line item charges 

against the deposit, and draw 

down deposit and show balance 
remaining in real-time. Briefly 

describe how this is supported in 

your system. Describe how you 
would handle this if Cogsdale 

CSM manages all deposits. 

       

E 77. Generate monthly invoices for 
chargeable review fees, track AR 

balances. How would this 

information be integrated with 
the Cogsdale CSM system (e.g. 

generating customer numbers, 

G/L account number, billing 
codes, customer names & 

addresses, etc.)? 

      
 

 

R 78. Schedule plan reviews and staff 
assignments. The capability for 

supervisors to assign projects 

should apply across system. 

       

I 79. System zoning check based on 

permit type (e.g. alert at entry, or 

block if address is not zoned for 
a type of business). Capability to 
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link to City’s online Zoning 

Development By-law.   

R 80. Central Record ID number tied to 

assessor plan number, Permit ID 

Number, Project, GIS coordinate, 
parcel, multiple parcels, area, 

boundary, etc.  

       

R 81. Ability to cross-reference plan 
numbers, PID’s, Situs Addresses, 

or other common data affiliated 

with a single parcel. 

       

R   Permitting (See RFP for volumes) Y 3P C F N Comments Applicable Module(s) 

R 82. Virtually unlimited 

permit/application/project types 
customizable by department, e.g. 

land use, grading, tree, sign, 

right-of-way, etc. 

       

R 83. Unlimited permit categories by 

department: Building, Planning, 

Heritage, Code Enforcement, 
Police, Fire, Public Works, 

Parks, Finance, etc. 

       

R 84. Sub-permit management and 
reporting for multiple layers. 

       

R 85. Support multiple permits, dates, 

and history. Permit updates 

should not wipe out history. 

       

R 86. Permit lifecycle management: 

Pre-submittal through multi-

departmental approval process, 
approvals, conditions, rejections, 

re-submissions, notes, fee 

assessments, attachments, key 
dates, etc.  

       

R 87. Application submittal checklist 

by permit type. Ability to track 
gaps in submittal is Important. 

       

E 88. Link to Licensing module for 

current contractor license status 
check before permit issuance. 

When application is being 

processed, an electronic alert if 
current license is needed is 

Important. 

       

R 89. Calculate permit fees based on 
square footage or other customer-

defined formula (i.e. Value of 

construction). 

       

I 90. Automatically update and 

calculate fees across multi-year 

projects based on customer-

definable rules. 

       

I 91. Visual plan review/approver 

queue (graphical view with drill 

down preferred).   Daily review 
status reminders are Nice-to-

Have. 

       

I 92. Permit corrections trigger 
approval or distribution re-

routing to applicable 

departments. 
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I 93. Date and time tracking for 

review activities by step/status 

change. 

       

E 94. Generate comment letters based 

on application review to notify 
applicant of Conditions of 

Approval (e.g. more permits 

needed). 

       

I 95. Configurable system-generated 

Public Hearing Notices, resident 

letters including file number, 
applicant, location, project 

description and GIS site map. 

       

R 96. Blanket permits for routine work 
(NTE dollar amount, draw down 

balance as activities are 

performed), e.g. utility right-of-
ways.  

       

R 97. Trigger to release deposits, bonds 

etc. after a certain date, period, or 
inspection is completed. 

       

N 98. Manage Provincial 

Environmental Regulations: 
filing date, level of review, 

contracted studies, notes, 

documents, triggers, deadlines, 
etc. 

       

I 99. Rules-based auto-expiration of 

permits, e.g. within XX days 
from issue date, reissue date, days 

since last inspection, etc. 

       

R 100. Trigger alert when permit is 

nearing expiration in XX days, or 
by % of deposit expended and 

auto-generate notification letter. 

       

I 101. Tie a permit to an actual 
building/structure in GIS. 

       

R 102. Store historic fee structures over 

multiple years. E.g. last year’s fee 
instead of the current fee may 

apply if certain commitments had 

been made in the past. 

       

I 103. Automatically update property 

database with permit status 

information (e.g. completed, in-
process, etc.) 

       

R  Project Tracking/Community 

Development 

Y 3P C F N Comments Applicable Module(s) 

R 104. Top-down project hierarchy and 

linking with roll-up: Projects, 

sub-projects, activities, land use 

actions, permits, etc. How many 

hierarchical layers do you 

support for one project? 

       

R 105. Manage and track complex 
development projects - 

commercial or residential, 
multiple situs addresses per 

parcel, plans, documentation, 

multiple parcels, split parcels, 
roads, etc. 
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R 106. Handle virtually unlimited 

permits, plans and documents 

tied to a single project 

       

R 107. Track internal multi-year 

community development 
projects (non-fee based) 

including costs, milestones, 

documents, plan reviews, 
contractors, etc. 

       

N 108. Electronic storage of email 

communications related to a 
project.  

       

I 109. Project change management, 

history, and notifications. 

       

R Inspections Y 3P C F N Comments Applicable Module(s) 

R 110. Multiple inspection types with 

unique sub-categories and 

checklists unique to Building, 

Fire, Code, Planning, and 

Public Works. 

       

I 111. Online Service Order Requests 

for inspections. 

       

E 112. Inspection scheduling via IVR, 

with automatic resource 
balancing e.g. using inspector 

availability by inspection type, 

system assigns next available 
slot or allows caller to pick 

from available options. 

       

E 113. IVR allows set up of multiple 
inspections in a single 

transaction. Briefly describe 

how you would do this. 

       

N 114. Visibility of all inspectors and 

their schedules by department. 

Typically dispatch by 
geographic area.  

       

N 115. Override or reassign an 

inspector based on route. 

       

I 116. Link to GIS to manage 

inspections for 

location/geographic response 
areas. 

       

R 117. Describe mobile capabilities for 

field inspectors. 

       

R 118. Combination inspections – 
group all inspections due at a 

site, with ability to select and 

perform multiple inspections in 
one visit (e.g. framing, final, 

etc.). 

       

R 119. Allow inspections on-the-fly 
(unscheduled). 

       

R 120. View status of inspections 

(open or cleared) for a site. 

       

R 121. Bundle lots within a 

development tract and select 

individual lots for inspection. 

       

R 122. Bundle units within a multi-

tenant building; select 

individual units for inspection. 
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I 123. Inspect and close individual line 

items on a permit. 

       

I 124. Trigger additional permits and 

sub permits (racking permit, 

plus high storage permit for 
Fire safety) based on inspection 

results. 

       

I 125. Issue correction notices or stop 
work orders on the fly; generate 

notification to affected 

departments. 

       

I 126. Drop down list with ability to 

choose and populate correction 

notices with standard correction 
language, code description. 

Links to related building codes 

Nice to Have.  

       

R 127. Generate citation forms and 

track status of “Orders to 

Comply” correction notices.  

       

I 128. Schedule future re-inspections 

using mobile devices. 

       

R 129. Final inspection triggers OK to 
issue or print applicable 

licenses, issue Certificate of 

Occupancy, final invoice, or 
other actions. 

       

R 130. Track and maintain historical 

inspections by property, tied to 

permits and code enforcement 
(pre inspection to final). 

       

I 131. Automatically track inspection 

date with ability to override if 
information is input on a 

different date from actual 

inspection date. 

       

I 132. Centralized location for 

inspection notes and comments 

from all reviewers 
 

       

I 133. Copy function or batch 

processing/ditto function: for 
applicants applying for multiple 

permits which have the same 

information on each. 

       

I 134. Copy function or batch 

processing/ditto function for 

inspectors making identical 
remarks/corrections on multiple 

inspections. 

       

R   Code Enforcement  Y 3P C F N Comments Applicable Module(s) 

R 135. Support infinite number of user-
defined infraction types. 

       

R 136. Track multiple violations (24+) 

and types (animal, vehicle, 
trash) to an individual case with 

differing due dates.  

       

R 137. System-generated to-do 
checklist by violation type. 

       

I 138. Flag records with safety issues, 

e.g. dangerous building, 
drainage issues, multiple 
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violations, hazardous materials, 

etc. 

R 139. Online complaint submissions 

with system-assigned complaint 

number, auto-
acknowledgement, and ticklers 

for follow up.  

       

N 140. Contact Center:  Log incoming 
calls or emails, auto populate 

data from address, GIS access 

to get parcel address and 
information, assign case 

number, track outcome and date 

resolved, track responsible 
officer, link to case, etc  

       

N 141. Ability to interface with City 

works to import complaints 
from Public Works.  

       

R 142. Track investigator assignments, 

inspection notes, and outcomes 
from multiple departments tied 

to a single case. 

       

I 143. Look up license status and fire 
approvals for businesses or 

individuals tied to tract, APN, 

lot, address, project, point, line, 
etc. 

       

R 144. Dropdown code listing by 

infraction type with ability to 
choose and populate citations 

with code infraction and code 

description. 

       

E 145. Mobile citation capabilities 
(assess fine, collect signatures, 

print, upload for tracking). 

       

E 146. Track staff time for large 
incidents to support 

reimbursement of staff costs 

(police, fire, code officers, 
attorney, etc.). 

       

I 147. Schedule and view follow up 

inspections from the field. 

       

R 148. Maintain history of citations by 

property as well as person 

(tenant or owner) including case 
timeline (opening, closing, case 

type). 

       

R 149. Track actions and 
documentation tied to a case: 

photos, citations issued, 

compliance orders, community 
hearings process, court 

proceedings, etc. 

       

I 150. Consolidate multiple violations 
onto a single Case letter (up to 

15 typical). 

       

I 151. Track complainant history by 
complaint type. 

       

R 152. Ability to keep certain fields or 

tabs of information confidential. 

       

R   Business Licensing (Taxation) Y 3P C F N Comments Applicable Module(s) 
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N 153. Unlimited license types, 

including business, temporary 

lease, solicitor, temporary use, 

taxi, etc. 

       

R 154. Track business history, name 
changes, ownership changes, 

etc. 

       

I 155. Track contractor licenses and 
status; send alert to permitting 

if status changes, e.g. license or 

insurance expired. 

       

R 156. Customizable business license 

format and data capture by type. 

       

R 157. Support online applications and 
renewals. 

       

I 158. Business license application 

triggers check for proper 

zoning. 

       

R 159. Attach copies of certifications 

to license record, and attach 
copies of each year’s renewal 

notice to individual record. 

       

R 160. Flag licenses requiring 

inspections or special land use 
approvals before issuance. 

       

R 161. Workflow approval routing 

and/or notification distribution 
to multiple departments based 

on license type and related 

rules. Automatic notification to 
Finance upon approval by 

Planning.  

       

R 162. Calculate license fee based on 
gross receipts, or flat $ amount.  

       

 163. Calculate late or violation 

penalties after prescribed time 
period. 

       

R 164. 12 month renewal with 

quarterly expiration dates; 
renewal date based on a year 

from the end of the quarter of 

application date. 

       

R 165. Auto-generate form letters or 
email reminders for license 

application, late payments, 
renewals, etc. Batch process 

will auto-generate next renewal 

year’s record for issuance and 
update fee record. Also 

generate report of renewals 

sent. 

       

R 166. Option to send renewals and 
permits to 3rd party printer or 

print locally (one at a time or in 

a batch). 

       

N 167. Link to Provincial-level 

certifications board to see who 

is working in the City. Auto 
populate business name and 

address fields from website. 
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R 168. Report number of business 

licenses in a particular area by 

type. 

       

I 169. Mobile look up by permit type 

(e.g. entertainment) including 
code, approval conditions, by 

location, business name, etc. 

       

R 170. Track full license lifecycle 
(application to license and 

renewals) including activities, 

notes, hearings, legal action, 
board or judicial rulings, etc. 

       

R 171. Report totaling the number of 

licenses entered to balance with 
number of certificates that are 

to be printed. 

       

R 172. Report of new business listing 
by date range.   

       

R 173. Electronically route reports to 

departments for review. 

       

R  Cash Receipting Y 3P C F N Comments Applicable Module(s) 

R 174. Support multiple decentralized 

cash receipting stations with 

user-defined menus specific to 
department and user. 

       

R 175. Import online payments from 

service providers, e.g. PayPal. 
Describe level of integration 

supported. 

       

R 176. Describe how you would 
interface to Cogsdale CSM to 

update daily cash receipts. 

       

R 177. Variable fee collection rules 

(e.g. Fee type requires % or flat 

dollar down payment, formula, 

etc.). 
 

       

R 178. Accept multiple payment types 

(Cash, Check, Credit Card, 
EFT, etc.) separately, or 

multiples within a single 

transaction. 

       

R 179. Charge NSF fees to an account       
 

 

N 180. Automatically send past due file 

and NSF fee amounts to 
collections service for tracking. 

       

R 181. Manage voids, refunds, 

underpayment, and 
overpayments. 

       

N 182. Apply customer credits to a 

future transaction. 

       

I 183. Customizable receipt 

formats/output types, e.g. dot 

matrix, laser printer, receipt 
printer, multiple copies, etc. 

       

R 184. Balancing report for all money 

entered by user, by workstation, 
by department and by 

transaction type (e.g. business 

license) 
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E Enterprise POS/Cashiering Y 3P C F N Comments Applicable Module(s) 

E 185. Briefly describe your enterprise 
POS/cashiering capabilities. 

Can you handle various POS 

requirements (e.g. for Parks, 
Library, events, permits, utility 

payments, etc.) for the whole 

enterprise? 

       

E 186. Import Activity or other 

reference number from sub 

systems, e.g. Cogsdale CSM to 
aid in payment tracking and 

reconciliation.  

       

E 187. Centralized view of receivables 
from all revenue applications: 

Business License, Permits, 

Parks and Rec, etc.  

       

R  Report Writer Y 3P C F N Comments Applicable Module(s) 

R 188. Describe the reporting tools that 

you deliver with your software, 
e.g. ad hoc, standard reporting 

tool, executive dashboard, and 

3rd party, and level of 
integration with all modules.  

       

R 189. Reporting/query security tied to 

application security settings. 

       

R 190. Reporting across modules on 
standard and user-defined 

fields. 

       

R 191. Support date-range parameter 
or point in time reporting. 

       

N 192. Ability to modify standard 

reports to create new ones. 

       

R 193. User-level ad hoc queries with 

wild card search, e.g. by parcel 

I.D., APN, owner name, partial 
address, GPS coordinate, 

contractor name, project #, etc. 

       

I 194. Drill down to source 
transactions from online 

reports, dashboard, or queries. 

       

I 195. Performance reporting: 

turnaround time on plan checks; 
on-time arrivals for scheduled 

inspections; wait time at 
counter, etc. 

       

I 196. Ad hoc query of permits, 

applications, inspections, code 

violations, etc. and system to 
display results via an on-line 

and printable map.  Example 

map reports: 

• All active code 

enforcement cases by 
officer 

• Current planning 

applications – color by 

status 

• Location of encroachment 

permits 

• Locations of active building 

remodel permits, etc. 
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I 197. Creation of agenda, resolutions, 

minutes from database. E.g. for 

plan review meetings.  

       

E Event Management and Facility 

Scheduling 

Y 3P C F N Comments Applicable Module(s)  

I 198. Community Event Tracking:  

Track all permits and licenses 

related to a community event, 
including track terms and 

conditions of approval, routing 

to departments for sign off and 
notification of work 

assignments, track outcomes, 

comments, attachments, etc.  
Applies across all departments 

(e.g. Parks, Public Works, 

Planning, Fire, Police) 

       

R 199. Describe what capabilities you 

have for managing community 

events. E.g. scheduling 
resources (such as public health 

inspections), archiving 

information for annual events, 
maintaining contact information 

for event producers and 

supporting City staff, etc.  

       

I 200. Facility scheduling and 

management:  Manage calendar, 

show facility availability, list 
and apply fees, schedule 

facility, etc. NOTE:  A facility 

could be a geographic area (e.g. 
cordon off 6 blocks on the main 

street downtown). Briefly 

describe what capabilities you 
have. 
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APPENDIX “B” 

 

Company Profile 
 

RFP for Electronic (Building) Permitting System 

 

This section contains the vendor information and response format that Proposers are to present in 

Section 4 - Company Profile of the proposal.  

 

Please complete this section, responding with a profile for each vendor and/or implementer being 

proposed in the RFP response. This section must be submitted in Microsoft Word format. 

Changes to the template format or the font are not allowed. 
 

 

 
 

Vendor Executive Summary Response Chart 

Vendor and Software Information   

1. Contact Information  

▪ Company Name  

▪ Name and Title of Contact Person  

▪ Address  

▪ Phone, Fax, Email  

▪ Company Website  

2. Regional Offices and Staff  

▪ Describe whether your organization is local, 

regional, national or international. 

 

▪ Regional offices closest to our location  

▪ Describe the range of services provided by the 

office performing the engagement. 

 

3. Company Information   

▪ Year Founded  

▪ Private vs. Public (Listing Exchange and Listing 

Code) 

 

▪ Fiscal year end  

▪ Revenue:  Current Year  

▪ Revenue:  Prior Year  

▪ Net Income/Loss: Current Year  
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▪ Net Income/Loss:  Prior Year  

▪ Parent Company (If separate)  

▪ Genealogy of Organization (Changing business, 

name changes, acquisitions/mergers, etc.) 

 

▪ Describe how the company has grown. 

“Organically,” thru acquisition, thru mergers, etc.? 

 

▪ Are there any planned acquisitions or mergers in 

the future? 

 

▪ Disclose any recent litigation (and outcomes) and 

litigation currently underway. 

 

4. # of Vendor Employees  

▪ Total Worldwide  

▪ Total in Canada.  

▪ # dedicated to the proposed software  

▪ Canada # dedicated to the proposed software  

▪ Location of office that will be supporting us & # 

of employees 

 

5. Number of Customers Using the Proposed Software  

▪ Total Worldwide  

▪ Total in Canada.  

▪ # cities using the proposed software  

▪ # cities using the proposed version  

▪ # of cities in Atlantic Canada using the proposed 

software 

 

6. List City customers similar to Charlottetown, PEI 

(similar functional and technical requirements, 

applications, size, permit volumes, and users) 

 

7. Vendor’s Target User Profile  

▪ Segments (Industries, Federal govt., State, County, 

City, etc.) 

 

▪ “Sweet spot” customer size where the majority of 

your customers are: # of citizens and operating 

budget 

 

8. Implementation Model – Direct, VAR, 

Implementation Partner, etc. 

 

9. Version Schedule  
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▪ Current version and general availability release 

date 

 

▪ Proposed version & general availability release 

date 

 

▪ Estimated release date for next version  

▪ Typical release schedule & time to install   

▪ Number of prior versions supported  

10. User protection plans – briefly describe. For 

example: 

• Source code held in Escrow 

• No charge to migrate to a similar new software 

(e.g. new technology) 

• Other options 

 

11. Multiple software copies needed – We want one 

instance of the Software to serve all of our 

departments, but need multiple copies of this Software 

(e.g. development, back-up, training, testing and 

archival copies of the software in addition to the 

production copy) included in what we pay for the 

software. Do you support this?  If not, please explain 

why not, and describe what you do provide. 

 

12. Briefly describe your customer service and support. 

• Options and related cost 

• Hours/time zones 

• Proposed location providing support 

• What is covered and what isn’t 

 

13. Briefly describe your training:  

• Approach and philosophy 

• Options (Learning center, interactive Web 

courses, CD/DVD, onsite, train-the-trainer, etc.) 

• What do you offer after the Software has gone 

live (e.g. for refresher, new hire and upgrade 

training)  

• Prices/rates 
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APPENDIX “C” 

User Reference Request Form 
 
Active User References. Please include the following information for each of at least three (3) 

public sector references from cities that have installed and fully implemented a Permit and 

Project Tracking system similar in scope outlined in the RFP. References may include customers 

who have upgraded to a major release within the past two (2) years. It is preferred, but not 

mandatory, that references come from jurisdictions within Canada. Reference sites should be 

fully implemented and live on the current version of the software.  

 

This section must be submitted in Microsoft Word format. Changes to the template format 

or the font are not allowed. 

 
 

Name of City:  

Address:  

 

Contact Name:  

Phone:  Email:  

Description of project scope, and software programs/versions installed: 

 

 

List departments using the software:  Population:  

Permit Volumes:  Licensing Volume:   

Licensed Users: Named:  Concurrent:  

Project Start Date:  Project Completion 

Date: 

 

What was the original anticipated number of months designated to complete the project?  

Total Project Cost: $ Total project hours:  

Project was completed (Please circle one): 

Under Budget  On Budget  Over Budget 

How would your customer rate their overall customer satisfaction with the project, 5 being Excellent?  

(Circle one) 

1 2 3 4 5 
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Name of City:  

Address:  

 

Contact Name:  

Phone:  Email:  

Description of project scope, and software programs/versions installed: 

 

 

List departments using the software:  Population:  

Permit Volumes:  Licensing Volume:   

Licensed Users: Named:  Concurrent:  

Project Start Date:  Project Completion 

Date: 

 

What was the original anticipated number of months designated to complete the project?  

Total Project Cost: $ Total project hours:  

Project was completed (Please circle one): 

Under Budget  On Budget  Over Budget 

How would your customer rate their overall customer satisfaction with the project, 5 being Excellent?  

(Circle one) 

1 2 3 4 5 
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Name of City:  

Address:  

 

Contact Name:  

Phone:  Email:  

Description of project scope, and software programs/versions installed: 

 

 

List departments using the software:  Population:  

Permit Volumes:  Licensing Volume:   

Licensed Users: Named:  Concurrent:  

Project Start Date:  Project Completion 

Date: 

 

What was the original anticipated number of months designated to complete the project?  

Total Project Cost: $ Total project hours:  

Project was completed (Please circle one): 

Under Budget  On Budget  Over Budget 

How would your customer rate their overall customer satisfaction with the project, 5 being Excellent?  

(Circle one) 

1 2 3 4 5 
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PROPONENT INFORMATION SHEET: 
Please include this form at the front of the submission. 

 

Proponent (Firm) Name:__________________________________________________________ 

 

 

Address:______________________________________________________________________ 

  

 

City: __________________________________ Province:____________ PC:____________ 

 

 

Telephone No.:________________________ Fax No.:____________________________ 

 

 

E-mail address: _________________________________________________________________ 

 

 

Website:______________________________________________________________________ 

 

 

Contact Person:_________________________________________________________________ 

 

 

Title:_________________________   Telephone No.: ________________________ 

 

 

_____________________________  ____________________________________  

NAME (Please print)     TITLE (Please print) 

 

 

             

AUTHORIZED SIGNATURE  DATE  

 

 

 
(Affix Corporate Seal) 

 

 

 


