
 
 

Request for Proposal #2016-03-08-OFFICE SPACE 

 

Leasing of Office space.  

 

1. INTRODUCTION 

The Gwich’in Renewable Resources Board (GRRB) is a non-profit co-management Board 

responsible for wildlife, fish and forest management within the Gwich’in Settlement Area (GSA). 

The GRRB currently shares office space with two other co-management Boards; the Gwich’in 

Land and Water Board (GLWB) and the Gwich’in Land Use Planning Board (GLUPB). These 

three boards may wish to continue to share office space together. Our offices are currently located 

in Inuvik, Northwest Territories (NT).    

 

The GRRB is requesting proposals to provide office space in Inuvik, Northwest Territories. These 

are: 

1. Proposals that could meet all three Board’s needs  

2. Proposals that could offer space to meet the GRRB needs 

Those responding can provide proposals to either of 1. or 2. or both of 1. and 2. above    
 

The preferred location is within the core area of the town of Inuvik.    

 

GRRB’s targeted occupancy date of the selected site must accommodate being operational in the 

selected space as soon as possible.  

 

2. WHO MAY RESPOND 
Respondents must be the owner of the facility or the owner’s authorized representative, including 

a Real Estate Agent that has the authority to act on behalf of the owner and that is able to provide 

a facility that meets the mandatory requirements of this Request for Proposal (RFP.) 

 

3. INSTRUCTIONS ON PROPOSAL SUBMISSION 

Closing Submission Date: 

 

An electric copy or original hard copy of the proposal must be received no later than 4:30 pm on 

April 18, 2016.  Proposals and/or modifications received after that date will not be considered. 

 

Instructions to Prospective Respondents 

 

 Hard copy proposals should be sealed in an envelope and should be addressed as follows: 
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RFP# 2016-03-08-GRRB SPACE 

c/o  Mrs. Amy Amos 

Executive Director 

Gwich’in Renewable Resources Board  

P.O. Box 2340 

105 Veterans’ Way 

Inuvik, NT   X0E 0T0 

 

 Email submissions should be sent to:  aamos@grrb.nt.ca and the subject line of the email 

should be titled:  RFP# 2016-03-08-GRRB SPACE 

 It is the responsibility of the respondent to ensure that the proposal is received by GRRB 

on the date and time specified above.  

 For questions or to view existing premises contact the GRRB by phone at (867) 777-6600 

or by email at aamos@grrb.nt.ca. 

Right to Reject Proposals 

 GRRB reserves the right to reject any and all proposals received in response to this RFP.  

An agreement for the accepted proposal will be based upon factors in this RFP.  

  

Notification of Award 

 GRRB’s Board of Directors intends that the award will be made no later than April 29, 

2016.  

 

4. MANDATORY REQUIREMENTS 
 Office space must be located in Inuvik. The preferred location is within the core area of 

Inuvik. Other locations within Inuvik municipal boundaries will be considered.  

 The proposal must indicate which space requirement it meets:   

o Option 1 (three Boards): 2600-3000 square footage and ability to house at least 

10 private offices and an additional 3 spaces that could be shared or open areas. 

This is the preferred option.   

o Option 2 (GRRB only): 1200-1400 square footage (GRRB only) and the ability 

to house at least 5 private offices and an additional 3 spaces that could be shared 

or open areas  

 The building and premises shall comply with all applicable Northwest Territories laws, 

ordinances and codes.  

 Proposals must indicate the earliest occupancy date GRRB needs to avoid having to pay 

occupancy for two locations during any possible move and thus it is seeking creative 

incentives in the proposal to assist it with avoiding duplication in lease costs during a 

move period. 

 The lease agreement must be for 1 year with the option to renew at the end of the term. 

Respondents should provide the cost for this option.  Submitting a proposal for this term 

is mandatory.  Should there be other lease durations that the respondents would like us to 

consider, these should be stated as additional options for consideration.  
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 The office space must be outfitted with the required cabling and infrastructure to support 

computers, server(s), network peripherals and telephones.  

5. TECHNICAL REQUIREMENTS 

 The office should have a reception area. 

 The current furniture must be able to fit comfortably in the new space.  

 On-site storage areas are required that would accommodate a library space (Option 1: 2 

spaces; Option 2: 1 space). . 

 The space must have a location for a staff room where a fridge, sink, table can be 

accommodated along with kitchen cupboards and counter to prepare lunches. 

 The space must have a room designated for the location of the copier, postage machine, 

office supplies and other miscellaneous technical equipment. 

 The space must be equipped with electrical systems and adequate outlets and related 

conduit to support a trouble-free environment for individual workstations and telephone 

systems. Telephone ports and conduit must be in place to support telephone and 

computer/LAN connections in offices, connecting all staff to a multi-user phone system 

and LAN. A secure location for Telephone and LAN servers is required 

 

 The space must have heating, air conditioning and ventilation systems that provide 

superior air quality and movement. 

 Some parking space is required.  Parking space shall be identified including how many 

parking stalls can be made available and what, if any, the monthly fee is per parking stall. 

 Access to secure bathrooms is required, and clarification as to whether these are gender 

neutral or gender specific bathrooms should be articulated.  

 Building access hours and security measures in place for building and tenant facilities 

access should be clarified. 

 Maintenance/Operating costs must include building maintenance and repairs, water and 

sewer services, property taxes and levies, power, garbage collection and grounds 

maintenance, if any.  If they do not, an estimate of these costs, supported by billings for 

the previous 12 month period, must be provided.  

 The following are considered assets (desired but not required):  

o Access to a conference room that can accommodate meetings for up to 30 people. 

This can be a shared boardroom with other building tenants.  

o Project management for the physical relocation including coordination of moving 

of furniture and equipment including IT/Telephone components and shall specify 

the cost of this service.  

o Windows with window covers  

o Janitorial services  

 

 

6. PRICE 
The price details must also disclose a plan, basis and schedule for rent increases over the life 

of the lease agreement, if there are lease renewal options beyond the 1 year term.  Details for 

calculation of charges for common area maintenance (CAM) must be detailed, if applicable.  

The rate for parking stalls must be specified as included in the overall price or separately 

identified. Relocation and set up costs should also be specified. 
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7. LEASEHOLDER  
Leases for office space will be signed upon selection of the facility based on the review of the 

proposals.  Our preferred option is to have three separate leases. The Proposal must indicate if a 

single lease is required or if there is an opportunity for all three Boards to enter into separate leases 

with the landlord.  

 

8. RELOCATION INCENTIVES 
We invite respondents to specify what incentive, if any, can be offered in the following areas 

to motivate the GRRB to select their location over another proposal: 
 

 Relocation Assistance/Incentive 

 Early Access for Occupancy Transition 

 

9.  CONFIDENTIALITY 
Each of the co-management Boards are federally funded and required to report on the 

expenditures they makes with funds from Aboriginal Affairs and Northern Development 

Canada (AANDC).   Budgets are prepared annually and are submitted to AANDC for 

approval.  The value of the lease agreement will be incorporated into budget documents 

provided to AANDC as part of the annual budgeting and reporting processes.  Where 

AANDC requires breakdowns in our expenditures, the lease agreement details will be 

provided to AANDC in confidence.   Documents submitted to AANDC are subject to access 

through requests under Access to Information and Protection of Privacy Legislation.   

 

10.  PROPOSAL FORMAT 
All proposals should be concise, specific, complete and should demonstrate a thorough 

understanding of the minimum requirements. Unnecessarily elaborate brochures or other 

presentations beyond those sufficient to present a complete offer are not desired.   Legibility, 

clarity and completeness are the important factors that will guide the decision making 

process. Proposals must be signed by an official authorized to bind your firm contractually 

and must be accompanied by a statement to the effect that your offer is firm for a period of 

not less than 60 calendar days after the closing date for receipt of offers. 

 

11.  FACILITY QUALIFICATIONS (Proposal Contents) 
The respondent in its proposal shall, at a minimum, address the following technical 

qualifications. 

 
Facility Description Describe whether the facility is a(n): 

 Owned building ready for occupancy; 

 Owned building requiring retrofit; 

 Facility that will be built to occupant 

specifications 

 Hours of operation of the building and security 
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measures in place for after hours access 

Facility Occupancy Timeline Provide details regarding the timeline for occupancy.  

Clarify the terms for early occupancy and certify that the 

building space will be compliant with all agreed upon 

requirements by the date specified in the proposal offer.  

Facility Occupants Explain if rental would involve a whole or part of the 

proposed building.  If part, identify the existing or 

potential occupants that may rent the remainder of the 

space, as well as the shared use of common areas in the 

facility.  For bathrooms, confirm whether these are 

secure and whether they are shared with other tenants.   

Facility Location Describe the exact location (complete) address. 

Facility Square Footage Provide a layout showing square feet.   

 

General Layout Describe the square footage and layout available to 

accommodate the work environment, which shall 

include at a minimum: 

 Reception area  

 Number of office spaces available 

 Details regarding the space and layout for the 

lunch/staff room location and what appliances 

can be accommodated (fridge, dishwasher, 

microwave oven) 

 Room to accommodate copier, postage machine, 

office supplies and other miscellaneous 

equipment. 

 Description of cabling infrastructure to support 

computers, server(s), network peripherals and 

telephones  

 Provide details regarding parking spaces and 

their location.  

Maintenance/Operations  Describe what is included generally in ongoing 

maintenance of the building. 

 Clarify whether climate control/air conditioning 

is 7 days a week or five days only.  

 Confirm opportunities and permissions required 

for the tenant to install exterior or interior 

signage  

 Describe whether cleaning and maintenance 

services are included, if so stating what is 

included in cleaning services and how often 

cleaning occurs.   

 Confirm security/locks on the premises and 

process for granting access to tenant and its staff 

 Confirm the Landlord’s Insurance that will be in 

place for the duration of the agreement 
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 Describe resources the landlord has in-house or 

on contract to manage any leasehold 

improvements that would have to be completed 

so the building is ready for this occupancy. 

Rent  Describe the rent, separating clearly what is base 

rent/minimum rent and what is included as 

additional rent/operating costs, including taxes 

and parking and any other charges,if applicable.  

 Estimate the annual 2016 additional/operating 

costs based on 2015 operating expenses for the 

facility.   

 Describe payment terms.  Note specifically 

whether the Goods and services Tax is included 

in the rate or is additional.    

 If movement is included in the proposal, specify 

timing and costs relating to relocation of 

furniture, equipment and Telephone/IT 

equipment to the new premises 

 

12. EVALUATION CRITERIA 

All proposals will be evaluated against the requirements outlined in this request for proposals.   

The GRRB Committee evaluating the proposals will evaluate all proposals using the following 

steps: 

 

a) Determine whether any proposals do not meet the mandatory and  technical 

requirements/criteria of this request and eliminate those that do not meet requirements 

b) Determine ranking of proposals based on:  

 mandatory & technical requirements  

 Review price  

 Review schedule for occupancy  

 Review implications for proposal on GRRB relocation costs  

 Desirability of location  

c) The Committee may invite those making proposals  to showcase the proposed space 

d) The Committee will make a final decision. - by April 29, 2016 

 

 


