
 

 

 

 

 

 

 

 

 

 

 

Request	for	Proposals	
Program Management Services 

	

June 8th, 2021 

	

	

	

	

	

	

	

	

Issued by: 

Tourism Industry Association of Prince Edward Island  



Contents	
 

1. Introduction ................................................................................................................................. 1 

1.1 RFP Contact .......................................................................................................................... 1 

1.2 Type of Contract for Deliverables.......................................................................................... 1 

1.3 RFP Timetable ...................................................................................................................... 2 

2. Submission of Proposals ............................................................................................................... 2 

2.1 Proposals to be Submitted at the Prescribed Location .......................................................... 2 

2.2 Proposals to be Submitted on Time ...................................................................................... 2 

2.3 Proposals to be Submitted in Prescribed Format .................................................................. 2 

2.4 Withdrawl of Proposals ........................................................................................................ 2 

2.5 Proposals Irrevocable after Submission Deadline .................................................................. 3 

3. Evaluation of Proposals ................................................................................................................ 3 

3.1 Rated Criteria ....................................................................................................................... 3 

3.2 Pricing .................................................................................................................................. 4 

4. RFP Pariculars .............................................................................................................................. 5 

4.1 Project Background .............................................................................................................. 5 

4.2. Scope of Work and Deliverables ........................................................................................... 6 

 

 

 

 

 

 

 



 

1 
 

1. Introduction 

This Request for Proposals (the “RFP”) is an invitation by the Tourism Industry Association of Prince 
Edward Island (“TIAPEI”) to submit proposals for the provision of Program Management Services as 
further described in Section 4.1 Scope of Work and Deliverables. 

TIAPEI is a not-for-profit organization that was established in 1980 to be the voice of all Prince Edward 
Island (“PEI”) tourism operators. TIAPEI works to promote and advance the tourism industry on PEI 
through industry advocacy, training and education programs, and industry communications and 
engagement. TIAPEI is seeking proposals from qualified and experienced suppliers to provide program 
management services for the implementation of a new health and safety certification program. 

Research conducted by Destination Canada and Tourism PEI indicate that the COVID-19 pandemic has 
drastically impacted consumer behaviour and perceptions. There has been a deterioration of the level of 
welcome that residents have towards visitors. While visitors have placed a heightened priority on 
meeting their health and safety needs when making travel-related decisions. The pandemic has also 
resulted in new policies and regulations associated with offering products, services, and/or experiences 
to the public safely and consistently. In terms of driving tourism’s recovery from the pandemic, building 
resident, operator, and visitor confidence that PEI tourism businesses, products, or services meet their 
health and safety expectations presents a considerable challenge.  

While large multinational hotels and resort companies have led the way in the implementation of health 
and safety standards, few if any tourism destinations have launched health and safety standards within 
a certification regime. It is believed that PEI has an opportunity to differentiate, leverage our Province’s 
success with managing the COVID-19 pandemic, and build consumer confidence within our province.     

1.1 RFP Contact 

For this procurement process, the RFP Contact shall be: 

Corryn Clemence, Chief Executive Officer 
Tourism Industry Association of PEI 
cclemence@tiapei.pe.ca | (902) 566-5008 

Proponents and their representatives are not permitted to contact any employees, officers, agents, 
elected or appointed officials, or other representatives of TIAPEI, other than the RFP contact or their 
designate, concerning this RFP. Failure to adhere to this rule may result in the disqualification of the 
Proponent and the rejection of the Proponent’s proposal. 

1.2 Type of Contract for Deliverables 

The selected proponent will be required to enter into an agreement with TIAPEI for the provision of the 
program management services outlined in the Scope of Work and Deliverables section of this RFP. The 
initial term of the agreement will be for twelve (12) months. TIAPEI reserves the right to extend the 
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agreement for an additional twelve (12) months beyond the initial term, for an overall potential 
maximum of twenty-four (24) months in total.  

1.3 RFP Timetable 

Issue Date of RFP June 8th, 2021 
Deadline for Questions June 11th, 2021 
Deadline for Issuing Addenda June 16th, 2021 
Submission Deadline  June 21st, 2021  @ 2:00 p.m. (ADT) 
Anticipated Execution of Agreement June 24th, 2021 
Anticipated Project Completion Date June 24th, 2022 

 

2. Submission of Proposals 

2.1 Proposals to be Submitted at the Prescribed Location 

Proposals must be submitted at: 

Tourism Association of Prince Edward Island 
cclemence@tiapei.pe.ca 
Attn: Ms. Corryn Clemence, CEO 

2.2 Proposals to be Submitted on Time 

Proposals must be submitted at the email location set out above on or before the Submission Deadline 
as indicated in Section 1.3. The Proponent is solely responsible for the submission of its proposal to the 
exact email location indicated in this RFP on or before the Submission Deadline. TIAPEI does not accept 
any responsibility for proposals emailed or delivered to any other location other than those prescribed 
in Section 1.2. Proposals submitted after the Submission Deadline will be rejected. TIAPEI’s time clock 
will be deemed to be correct. 

2.3 Proposals to be Submitted in Prescribed Format 

Proponents should submit their proposal containing one (1) electronic copy saved as a Portable 
Document Format (PDF) to cclemence@tiapei.pe.ca.  The file name on the electronic copy should 
include an abbreviated form of the Proponent’s name. Unless specifically requested in this solicitation 
document, Proponents should not submit product catalogues or other marketing materials with their 
bid.  

TIAPEI will not accept proposals submitted by facsimile or hard copies. 

2.4 Withdrawl of Proposals 

Proponents may withdraw their proposals before the Submission Deadline. To withdraw a proposal, a 
notice of withdrawal must be received by the RFP Contact by email before the Submission Deadline and 
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must be signed by an authorized representative of the Proponent. TIAPEI is under no obligation to 
return withdrawn proposals.  

2.5 Proposals Irrevocable after Submission Deadline 

Proposals shall be irrevocable for a period of ninety (90) days from the Submission Deadline 

3. Evaluation of Proposals 

TIAPEI will evaluate the proposals in two stages based on the Proponents responsiveness to weighted 
criteria outlined below and pricing. TIAPEI reserves the right to: 

• Reject any or all offers and discontinue this RFP process without obligation or liability to any 
Proponent. 

• Accept a proposal other than the lowest priced proposal; and 
• Award a contract based on initial offers received, without discussion or request for best and 

final offers. 

3.1 Rated Criteria 

The following is an overview of the rated criteria used during Stage I of submission evaluations. 
Proponents who do not meet a minimum threshold score for a category will not proceed further in the 
evaluation of rated criteria and will not proceed to Stage II – evaluation of price 

Rated Criteria Category Weighting 
(Points) 

Minimum 
Threshold 

Work   

Understanding of the Project Scope and Peripheral Problems 15 points 9 points 

Proposed Approach and Methodology 15 points 9 points 

Proposed Schedule 10 points 6 points 

 Work Total 40 points 24 points 

Staff   

Proposed Program Manager 30 points 18 points 

Staff Total 30 points 18 points 

Company   

Corporate Capacity 10 points 6 points 

Corporate Experience 10 points 6 points 

General Formatt and Appearance 10 points 6 points 

Company Total 30 points 18 points 

Total Points 100 points 60 points 
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3.1.1 UNDERSTANDING OF THE PROJECT SCOPE AND PERIPHERAL PROBLEMS 

Provide a one to two-page summary of your understanding of the requirements defined in this RFP. 
Identify any potential challenges you foresee in delivering the scope of work. This content should be 
expressed in your own words and communicate your understanding of the services required.   

3.1.2 PROPOSED APPROACH AND METHODOLOGY 

Describe the approach and/or process you propose to address the RFP requirements.  Include any 
notable methodologies, tools and techniques, and their respective suitability to this project. Briefly 
describe how the engagement proceeds from beginning to end.  

3.1.3 PROPOSED SCHEDULE 

Provide a project schedule that reflects your proposed approach/process and demonstrates your ability 
to meet the milestones within the project timeline. Itemize project milestones, deliverables, and 
engagement points throughout the project schedule. 

3.1.4 PROPOSED PROGRAM MANAGER 

The successful Proponent will provide all the necessary project management needed to complete the 
services proposed in response to this RFP. Identify the Project Manager proposed for this project and 
describe their experience. 

Include the Project Manager’s resume. This should be structured to emphasize their relevant 
qualifications and experience successfully managing projects of similar size and scope to that required 
by this RFP. The resume should include at least two project references, including: 

• Name of organization; 
• Name, title, telephone number, and email of the contact for the organization; and 
• A brief description of the scope, complexity, dates, and duration of the project. 

3.1.6 CORPORATE CAPACITY 

The Proponent should provide corporate information to demonstrate the company has sufficient human 
resources and facilities to complete the assessment on time and budget. 

3.1.7 GENERAL FORMAT AND APPEARANCE OF THE PROPOSAL 

Proponent responses to this RFP should reflect the professional nature of the services required and 
should effectively communicate how the consultant(s) will deliver on the requirements of this RFP as 
concisely as possible. 

3.2 Pricing 

Stage II of proposal evaluations will consist of scoring the submitted pricing of compliant proposals. 
Pricing is worth 15 points of the total score.  Each Proponent will receive a percentage of the total 
possible points allocated to price for their proposal, which will be calculated by dividing that 
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Proponent’s price into the lowest bid price submitted. For example, if a Proponent bids $120.00 for the 
project and that is the lowest bid price, that Proponent receives 100% of the possible points for that 
category (120/120 = 100%). A Proponent who bids $150.00 receives 80% of the possible points for that 
category (120/150 = 80%), and a Proponent who bids $240.00 receives 50% of the possible points for 
that category (120/240 = 50%). 

Lowest rate  
-------------------    x Total available points = Score for second-lowest rate 
Second-lowest rate 

Lowest rate 
-------------------    x Total available points = Score for third-lowest rate 
Third-lowest rate 

And so on, for each proposal. 

Bidders should propose a financial model that clearly defines how they propose to be compensated for 
all of the required services. Please prepare the following table for inclusion in your proposal.The 
maximum level of effort associated with this project is $65,000, excluding applicable taxes. 

4. RFP Pariculars 

4.1 Project Background 

In 2020, Tourism PEI engaged Twenty31 Consulting to examine the feasibility of developing a health and 
safety certification program for PEI’s tourism industry. This study was delivered on December 22, 2020, 
and recommended that PEI move forward in partnership with EarthCheck1 to establish a health and 
safety designation, within a certification regime, at the destination level for PEI. Further, the 2021 PEI 
Tourism Plan outlines beta testing of the certification program as a tactical action for 2021. 

The certification program will be grounded in Canadian Federal health and safety guidelines and will 
meet or exceed PEI’s health and safety policies. The primary goal of the certification program is to build 
resident, operator, and visitor confidence that PEI tourism businesses, products, or services meet their 
health and safety expectations.  

4.1.1 EARTHCHECK 

EarthCheck has developed a health and safety certification product called EarthSafe to help the tourism 
industry meet the new health, wellness, and hygiene expectations now demanded in a COVID-19 
recovery. The EarthSafe product provides the user with access to a secure online platform that guides 
them through implementing a health and safety certification system. 
 

                                                             
1 EarthCheck is the world’s leading scientific benchmarking certicication and advisory group for travel and tourism.  
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TIAPEI is contracting EarthCheck to establish a PEI branded health and safety certification program 
within the EarthSafe platform. This will provide access to an online platform for the establishment of 
policies and procedures, training, risk management, oversight, and audit. EarthCheck will work with the 
successful Proponent and TIAPEI to manage the beta-testing of the program, refine the system based on 
stakeholder feedback, and provide training for the project authority, manager and auditors.  

4.2. Scope of Work and Deliverables 

The successful proponent will work under the oversight of a Certification Program Steering Committee 
that includes representation from TIAPEI, Tourism PEI’s Board of Directors, Tourism PEI, and Quality 
Tourism Services (“QTS”).  The successful Proponent will be responsible for managing the establishment 
of the certification program and the implementation of beta testing the EarthSafe program. Specifically, 
the successful Proponent will: 

Administration and Coordination 

• Ensure appropriate and timely communication with the Certification Program Steering 
Committee throughout the project; 

• Develop and manage a critical path (i.e., timeline) for the beta testing of the program; 
• Develop, manage, and report on a project budget;  
• Perform transactional tasks (e.g., collecting and submitting invoices); and 
• Develop and implement a performance-based reporting schedule for information required by 

TIAPEI and the Steering Committee (e.g., audits performed, certified businesses by sector, etc.). 
• Manage the development of the brand services RFP and implementation 

Program Development 

• Work with EarthCheck on the adoption, adaptation and evaluation of the EarthSafe program for 
PEI including: 

o Building on the health and safety protocols within the Tourism Industry Act and 
Regulations, Chief Public Health Office of PEI’s guidance and protocols, and the 
EarthSafe program to develop a new PEI branded health and safety certification 
program for the tourism industry.  

o Working with the Steering Committee to establish policies, guidelines, and requirements 
of the certification program; 

o Working with Tourism PEI’s Regulatory Affairs Unit to establish audit procedures and 
schedules; 

o Work with other regulatory partners, as necessary, to establish audit procedures and 
schedules for tourism sectors including, but not limited to, the following: 
accommodations, restaurants, artisan studios, festivals and events, transportation, 
retail, etc. 

o Work with the Tourism PEI auditors and QTS inspection counterparts to ensure all 
elements of the program checklist and operator training have been addressed; and 
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o Recruit a mix of 20 to 30 tourism businesses to participate in beta testing. 
• Evaluate beta-testing, manage program refinements, oversee the recruitment of tourism 

operators, and perform program administration for Year 1 of the Program. 

Marketing and Communications 

• Oversee program communications including managing the development and implementation of 
a Brand, Communications Plan and website;2 

• Manage public relations and communications (e.g. press releases, e-news, etc.); 
• Where appropriate, negotiate contracts and manage marketing service suppliers;   
• Work with TIAPEI to coordinate the translation of promotional material as needed; and 
• Manage the distribution of collateral including the development of a contract for the use of the 

brand by certified businesses. 

Program Evaluation 

• Identify key performance metrics and manage the ongoing collection of performance data; 
• Prepare and present evaluation of the beta testing metrics throughout Year 1; and 
• Recommend next steps and actions to strengthen the certification program. 

                                                             
2 A PEI Health and Safety Certification Program brand, website, and communications plan will be developed under 
a separate RFP issued by TIAPEI. The successful proponent will oversee and manage this work. 


