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1. DEFINITIONS 
Throughout this Request for Expressions of Interest, the following definitions apply: 

a. “Affordable housing” means a dwelling unit that is rented to a household at 
Affordable Rent that does not exceed 30% of a household’s income.  Affordable 
housing for this Development may include a mixture of affordable rent housing, 
subsidized housing and low end of market rental units;  at least half of the dwelling 
units in this Development must be affordable to low-to-moderate income 
households; 

b. "Affordable rent" means with respect to each Dwelling Unit an amount equal to not 
more than 30% of the Household’s Total Income and not exceeding the Low and 
Moderate Income.  Affordable rent housing targets households with an income of 
$31,000 to $51,000 that require shallow rental subsidies or no rental assistance; 

c. “City” means the City of Richmond;  

d. “Closing Date/Time” means the deadline for submissions listed on the cover of this 
document;  

e. “Development” means the building complex that will be built by the Selected 
Society at the Site to provide affordable housing and Mixed Community Uses;  

f. “Dwelling Unit” means a dwelling unit as defined in the City of Richmond’s Zoning 
Bylaw 8500 located within the Development; 

g. “Expression of Interest” or “EOI” means a statement of qualifications submitted in 
response to and according to the terms of this Request for Expressions of Interest;  

h. “Household’s Total Income” means the total income of the household from all 
sources including any government subsidies received by the household; provided, 
that such total income shall not exceed the Low and Moderate Income; 

i. “LEED® Silver” means a level of certification specified by the Leadership in Energy 
and Environmental Design (LEED) Green Building Rating System™ as described at 
http://www.cagbc.org/index.htm;  

j. "Low and Moderate Income" means a gross household income that does not exceed 
the top of the second quintile of household incomes (two persons or more) for 
British Columbia households, based on Statistics Canada “Survey of Labour and 
Income Dynamics” reports, as determined by BC Housing from time to time; 

k. “Low end of Market rental” means housing priced at the lower market rate, or 
slightly below this rate charged for similar apartments in the private market.  Low 
end of market housing targets households with low to moderate income.  The 
preferred income of target households will be households with an annual income of 
$31,500 to $51,000 but may include households up to the Maximum Tenant 
Incomes;  

l. “Maximum Tenant Incomes” means the maximum eligible Household’s Total Income 
will be in accordance with CMHC’s Low and Moderate income threshold, (the  2nd 
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Income Quintile) which currently is $61,223 for 2010. Prospective tenants will be 
required to provide proof of income to ensure that the units remain available to 
low and moderate income households. This income level will be verified at the time 
of application for tenancy only; 

m. “Mixed Community Uses” means a unique space or combination of spaces where 
community-based organizations work together under one roof to enhance the 
capacity of the local voluntary sector.  This will include outreach, support, or 
enterprise services to support the Tenant’s quality of life and connection to 
community (i.e. commercial, retail, and social services);  

n. “Request for Expressions of Interest” or “RFEOI” means this document;  

o. “Respondent” means a Society that submits, or intends to submit, a Response;  

p. “Response” or “Submission” means an Expression of Interest;  

q. “Site” means the land situated at 8111 Granville Avenue and 8080 Anderson Road;  

r. “Selected Society” means the successful Respondent to this Request for Expressions 
of Interest who enters into a written Contract with the City to provide and operate 
and oversee the Development;  

s. “Society” refers to any non-profit organization, registered under the Societies Act 
of British Columbia, that is eligible to participate, under section four of this RFEOI, 
in this Request for Expressions of Interest process;  

t. “Subsidized Housing” means for this development housing that is priced by the 
Tenant’s ability to pay rather than market rates.  Such housing targets households 
with an annual income that fall below the low end market rent range of $31,000 - 
$51,000 and may include tenant who require deep rental subsidies or significant 
rental assistance, and 

u. “Tenants” mean individuals who pay a rent to occupy a unit of housing within the 
Development and meet defined affordability criteria to do so. 

2. INTRODUCTION 

2.1  Background 

2.1.1 The City, in collaboration with BC Housing, is responding to the existing and 
emerging need to provide affordable housing for our City’s residents; this includes 
identifying opportunities to respond to gaps in the housing continuum.  As such, the 
City and BC Housing request EOI’s from interested and suitably qualified Societies 
who can provide affordable housing and related operational and property 
management services for the City.  The Society selected through this and/or a 
subsequent Request for Proposal process would be required to design, build and 
operate a housing development intended to provide affordable housing and mixed 
community uses, as defined in this document, at the Site.  This Development will 
be governed by a master agreement which covers lease and operator covenants 
between the Society, the City and BC Housing for the provision of operational 
services and property management. 
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2.1.2 The City’s Affordable Housing Strategy recognizes the importance of ensuring that 
the City’s residents have access to suitable and appropriate housing with necessary 
community supports that meet the needs of a diverse population.  In realizing this 
Strategy, City will, via a lease, provide the Site to the Selected Society for the 
Development.  A link to the Affordable Housing Strategy document is available in 
Appendix Seven (7). 

2.1.3 BC Housing will provide assistance to arrange both interim construction and 
mortgage financing on the Development project undertaken by the Selected 
Society.  Financing eligibility will be determined for Development projects that 
demonstrate:  1) A sound capital budget that leverages equity and unit counts to 
achieve maximum value, and 2) Show evidence that the Society demonstrates solid 
partnerships and team experience.   

2.1.4 The Development projects proposed by Respondents must include a component of 
affordable rental housing that can accommodate populations which are homeless or 
at risk of being homeless and who meet pre-defined income and eligibility 
requirements.  The Development projects proposed should also incorporate mixed 
community uses in order to be considered by the City and BC Housing. 

2.2  Goals for the Site and Priorities for the Development 

2.2.1 Some of the goals for the Site are: 

a. To utilize the Site for Affordable Housing;  

b. To increase the supply of secure, Affordable Housing in the City of Richmond;  

c. To create cost-effective, supportive housing, including a mixed use of housing 
for affordable and low of end market units without an ongoing operating 
subsidy; and   

d. To include space for complementary community/commercial spaces within the 
Development which would benefit both the Tenants and surrounding 
community. 

2.2.2 The priorities for the Development include: 

a. Subsidized Housing with supports;  

b. Affordable Rent and Low End Market Rental Housing; and 

c. Complementary community/commercial spaces within the Development which 
would benefit both the Tenants and surrounding community.  This can include 
community/commercial spaces that are non-market or market rent spaces, 
however, any market-rent occupants must be able to demonstrate that their on-
going operations and related activities provide a social purpose that benefits 
the Development’s Tenants and surrounding community. 

2.2.3 The objective of this RFEOI is to identify a Society that can: 

a. Assemble a Development team, which will spearhead the Development design 
proposal plan and schedule; and 
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b. Coordinate the project management and construction of the Development and 
operate the Development to provide affordable housing for qualified individuals 
and families that meet pre-defined income and eligibility requirements for the 
Low End Market Rental and Subsidized Housing programs within the appropriate 
financing framework and without an ongoing operating subsidy. 

2.3  Site Information and Context 

Municipal Address 8111 Granville Avenue, Richmond BC, adjacent site 
is at 8080 Anderson Road. 

Legal Description LOT 2, SECTION 9, BLOCK 4 NORTH, RANGE 6 WEST 
NWD PL 6498 SUBURBAN BLOCK 5. 

LOT 1, SECTION 9, BLOCK 4 NORTH, RANGE 6 WEST 
NWD PLAN 6498 SUBURBAN BLOCK 5. 

Official Community Plan 
Present Use Classification 

High-Density Mixed Use. 

City Centre Area Plan 
Classification 

Urban Core T6 (45 m). 

Village Centre Bonus. 

Pedestrian Linkage on Granville Avenue. 

Pedestrian-oriented Retail Precincts- Secondary 
Retail Streets and Linkages. 

Area 2.10 City Centre. 

Zoning Classification CDT1. 

2.3.1 The Site is owned by the City.  The Selected Society is expected to be fully involved 
in all capacities of the municipal or public participation process including 
presentations to the media, the public and various levels of government. 

2.3.2 The Site is zoned CDT1, which supports residential and compatible service and 
institutional uses and would not require rezoning.  Given the proximity to a range 
of services and resources, this Site is conducive to high-density, mixed-use 
development.  Adjacent land uses are a mix of residential and commercial.  Please 
refer to Appendix Eight (8) for further information on the classifications of the Site. 

2.3.3 The Site is offered “as is”. The City makes no representations or warranties 
whatsoever regarding the suitability of any of the Site for any purpose and makes 
no representations or warranties whatsoever regarding the condition of the Site. 

2.4  Utilities 

2.4.1 Subject to the lease terms set out with the City and the Society, the Society will be 
responsible for any costs to provide utility services to the Site and will be 
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responsible for coordinating the installation of utilities with the City and with the 
appropriate utility companies.  The City will continue to own the property with a 
lease in place to permit development activity to occur.  The Selected Society will 
be responsible for all costs of any nature with respect to development activity 
including construction, operating and capital maintenance, and property taxes as 
outlined in the lease to be completed between the City and the Society. 

2.5  Access 

2.5.1 Vehicular access to the Site will be determined at the Site redevelopment stage.  
Redevelopment of the Site is to be in accordance with the City Centre 
Transportation Plan Update. 

2.5.2  The bicycle lane on Granville Avenue shall remain in effect, unaltered. 

2.5.3  Public transit linkages from the Site are currently available on Granville Avenue, 
No. 3 Road and at the Brighouse Station of the Canada Line. 

2.5.4 Pedestrian access is facilitated by the central location of the Site.  As part of the 
Development, land dedication and frontage improvements will be required on 
Anderson Road, Granville Avenue and the lane along the west property line of 8080 
Anderson Road. 

2.5.5 A traffic impact study may be required as part of the Development planning 
process.  The Society will be required to engage the services of a traffic 
engineering consultant.  Terms of reference to inform this study is at this link: 
http://www.richmond.ca/__shared/assets/Roadworks20127.pdf  

2.5.6 The City’s Zoning Bylaw must be adhered to for vehicular parking, bicycle parking 
and loading for the Development.  This bylaw is at this link: 
http://www.richmond.ca/__shared/assets/ParkingLoading24226.pdf  

2.6      Environmental Considerations 

2.6.1 The existing buildings on the Site have not been surveyed by the City for the 
presence of potentially hazardous materials (lead-based paint, asbestos-containing 
insulation or tiles, PCB-containing lighting ballasts, etc.). As with any demolition 
project in the City, a demolition permit will be required prior to building removal, 
and it is the responsibility of the Selected Society, as a permit holder, to 
coordinate with the consultation of the City and BC Housing the investigations and 
plans to remove all hazardous material prior to demolition, and manage and dispose 
of all construction wastes responsibly.   

2.6.2  The City has received preliminary environmental reports and has conducted further 
analysis on the property and based on these reports , the City does not suspect soil 
or groundwater contamination concerns are present on the property. However, in 
accordance with subsection 7.6 of this RFEOI, the City makes no warranty as to the 
soil and groundwater conditions, and any requirement for coordination of the 
environmental investigation or the planning for remediation under the 
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Environmental Management Act (BC) will be the sole responsibility of the Selected 
Society in consultation with the City and BC Housing.   

3. SCOPE AND ROLES 

3.1  Scope of Development 

3.1.1 The rental housing units of the Development shall be designed as a mix of rooms 
consistent with the requirements of the Society and must include kitchens and 
bathrooms. The Development can vary in size, within the Site allowances, and 
should include mixed community, amenity or programming spaces and 
administration offices.  The Development should also aim to maximize the 
permitted density on the Site.  Residential and/or non-residential uses 
(commercial, retail and social services) may occupy the ground floors as long as the 
non-residential units are compatible and complementary with the rest of the 
Development.  This can include community/commercial spaces that are non-market 
or market rent spaces, however, any market-rent occupants must be able to 
demonstrate that their on-going operations and related activities provide a social 
purpose that benefits the Development’s Tenants and surrounding community. 

3.1.2 The Development shall provide a variety of options for affordable rental housing.  
This can include a mix of Low End of Market units and Subsidized rental units that 
are available to qualified individuals and households that meet pre-defined income 
and eligibility requirements.    

3.1.3 The Development may also include complementary community amenities and/or 
commercial spaces for rent and/or lease.  The terms of such leases shall be pre-
approved by the City. 

3.1.4 The Development shall have a balanced design to incorporate the comprehensive 
planning and placement of barrier-free accessibility features that will minimize 
physical, emotional, and social barriers (i.e. in housing units, community gathering 
spaces, communal meeting areas, pathways, corridors, and parking areas).  The 
Development design shall also provide increased mobility and access to parking for 
people with disabilities. 

3.1.5 Another requirement of the Development is that it be designed as a high 
performance building that meets a minimum LEED Silver rating.  Although, not 
required, it is encouraged that if the project can be built within the capital budget 
that the project aim for LEED Gold.   

Specific performance measures, listed as LEED® credit areas with corresponding 
points, are provided in Table One (1) of Appendix Four (4).   

3.1.6 The Development’s interiors and exterior should also reflect current architectural 
and visual aesthetics and be compatible with the City Centre Area Plan, included as 
a link in Appendix Seven (7). 

3.1.7 An artistic element (subject to confirmation of funding) reflecting the character 
and history of the Site is to be incorporated into the Development design. An artist, 
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obtained by the City, will provide the conceptual design for the artistic element. 
The design consultant retained by the Selected Society is required to work with the 
artist to integrate the conceptual design into the building and/or landscape of the 
Development. Artist renderings, functional and detailed design and material and 
construction specifications are to be provided by the artist for review and 
integration into any tender and contract documents developed by the Selected 
Society’s development team. 

3.2  Roles 

3.2.1 The City’s role may include: 

a. Provision of the Site via a long-term lease of the Site at a nominal cost;  

b. Provision of support for the Selected Society toward the preparation of business 
cases identifying and utilizing any wasted energy sources available in the 
neighbourhood.  The City will also look into opportunities for using a District 
Energy Utility (DEU) in order to reduce capital and energy costs through 
selection of government funded Alternative Energy systems; and 

c. Potential provision of a fast-tracked municipal approval process, where 
possible. 

3.2.2 The role of BC Housing may include:  

a. Funds to design the Development through to the issuance of development and 
building permits.  This may include consultant fees and disbursements;  

b. Reimbursement of funds to the Society for “up front” costs incurred, when the 
project passes through the approval process;  

c. Assignment of a Senior Project Officer to work with the Selected Society to 
work through the development process at BC Housing; and 

d. Execution of a 35-year Operating Agreement with the Selected Society to 
operate the Development. The terms of this agreement will be negotiated based 
on the proposal brought forth by the Selected Society. 

3.2.3 Subject to the final approval of the Development financing by BC Housing’s 
Executive Board, the proposed financing to the Selected Society includes: 

a. To provide interim and/or arrange long-term financing for the creation of self-
sustaining affordable rental housing units for eligible low to moderate income 
households at the Development on the Site;  

b. To provide the Selected Society technical assistance with feasibility and design 
development considerations;  

c. To provide construction contract management/project monitoring services to 
verify and monitor all associated construction and project costs;  

d. To facilitate arrangements with another lender (a “Take Out” lender) to secure 
long term financing for the Society at a favourable interest rate, through a 
competitive process conducted by BC Housing;  
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e. To communicate with the City about requirements and provisions through all 
phases of feasibility, design, pre-construction, construction, and operation of 
the affordable housing units at the Development at the Site to ensure 
compliance and quality of construction and affordable housing provision, and 

f. To negotiate and execute an operating agreement with BC Housing and the 
Society and to ensure that the terms of the agreement are being followed 
through by both parties for the term of the agreement. 

3.2.4 The Selected Society’s role will be to provide: 

a. The complete Development including project management and leadership 
through the design development process to operation of the housing;  

b. Self-contained rental housing that that provides the Tenants with privacy, 
safety, and the ability to exercise their independence within the guidelines set 
out by a tenancy agreement between the Selected Society and the Tenants; 

c. Management of onsite amenities necessary for the provision of operational 
services as agreed to by the City, BC Housing, and the Society;  

d. Administrative services and coordination of additional services for Affordable 
Housing turnover in addition to those funded by other parties;  

e. Professional property management services to maintain the Development to an 
appropriate standard and delivered with an understanding of and commitment 
to the City’s Affordable Housing goals;  

f. In addition, the Society will take on the role of developer of the project 
including leading the project design, as well as participating in any public 
consultation and open houses for the Development;  

g. Implementation of a community engagement strategy that engages community 
stakeholders to help with the identification of service gaps and potential 
solutions in service delivery;  

h. Design and implementation of an operational service program, including housing 
and support services and staffing plans appropriate for the needs of the Tenants 
being housed.  A collaborative approach is encouraged with housing and support 
services being provided directly by the Society, or in partnership with other 
qualified Societies or a professional management firm, hired by the Society.  
Such services can be provided either on or off site and must include: 

i. Referrals/linkages with other community-based organizations, local 
government agencies and other market organizations for individuals and 
households meeting pre-defined income and eligibility criteria; 

ii. Provision of marketing and rental vacancy strategies and expertise;   

iii. Income testing and verification of potential Tenants; 

iv. Residential Tenancy Act and/or Affordable Housing Agreement monitoring 
and implementation; and 
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v. Professional and clinical support services, coordinated by the Society with 
support ministries and agencies. 

3.2.5 Tenants may be selected from the BC Housing Registry waiting list.  Therefore, the 
Selected Society will be required to become a member of the BC Housing registry.  
The BC Housing Registry provides opportunities for applicants to select Richmond as 
preferred area for residence.  Consideration will be given to the established 
coordinated tenant selection process currently used in British Columbia.  The goal 
of the tenant selection process is intended to improve access for applicants and to 
facilitate matching of applicants to appropriate housing.  

4. QUALIFICATION CRITERIA 
4.1 Respondents must be non-profit organizations, registered under the Society Act of 

British Columbia. 

4.2 The Selected Society shall have strong abilities in and experience with design 
development, construction management and property management as well as 
forecasting and operational budgeting.  The Selected Society shall also have 
experience in working with non-market rental housing tenants and operations as 
well as with issues and rules related to the Residential Tenancy Act of BC.  
Appendix One (1) of this RFEOI includes a list of criteria that will be used by the 
City and BC Housing to evaluate Respondent qualifications. 

4.3 The Selected Society shall also have strong partnership abilities as demonstrated in 
its previous and current partnerships with consultants, developers and development 
teams, construction managers, potential equity/financial partners, professional 
property managers and staff.  In order to provide a range of housing solutions and 
services, Societies may partner with other service providers and submit joint 
Responses, if preferred.  Should a Society choose to submit a joint response, the 
Society will be considered the prime/representative Respondent, responsible for 
the completeness of their EOI submitted in accordance with the requirements and 
terms of this RFEOI.  

4.4 The Selected Society shall also have proven capacity and experience in operating 
affordable housing projects including non-market affordable housing for a tenant 
population that meets the pre-defined income and eligibility requirements. 

4.5 The Selected Society's constitution and bylaws must be approved by BC Housing to 
ensure that these documents are aligned to BC Housing’s mandate.  As such, BC 
Housing may require that the Selected Society make amendments to its constitution 
and bylaws as a condition of providing financing.  Respondents are requested to 
include copies of their constitution and bylaw documents with their Expressions of 
Interest. 

4.6 The Selected Society should be financially capable of meeting BC Housing’s 
financing terms as any loans administered by BC Housing may be fully repayable, on 
demand.  Information on BC Housing’s general financing terms is included in 
subsection 9.4 of this RFEOI. 
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4.9 The Selected Society should also be capable of securing bonding as this will be 
required for each major construction contract (including structural, mechanical, 
electrical, forms and concrete), typically in the form of a 50 percent Labour and 
Material Payment Bond and a 50 percent Performance Bond. 

5. SUBMISSION DETAILS AND PROTOCOLS 
5.1 Responses to this Request for Expressions of Interest should be in a sealed envelope 

or package marked with the Respondent’s Name, the RFEOI Title and Number and 
delivered to the Information Counter, Main Floor, Richmond City Hall, addressed to 
the Purchasing Section, 6911 No. 3 Road, Richmond, BC, V6Y 2C1, until Monday, 
May 16th, 2011 at 3:00pm local time (the “Closing Date/Time”). 

5.2 Expressions of Interest shall be submitted to the City in Three (3) complete, bound 
hard copies and one electronic copy (a PDF on CD ROM or Memory Stick). 

5.2 Bound Expressions of Interest should be in 8.5 inch by 11 inch format, which may 
include larger drawings folded into the bound submissions. 

5.3 All Responses to this Request for Expression of Interest documents should be in 
English. 

5.4 The Closing Date/Time will be conclusively deemed to be the time shown on the 
clock used by the City for this purpose. 

5.5 Faxed Expressions of Interest will not be received or considered. 

5.6 All queries related to the Request for Expressions of Interest (“RFEOI”) shall be 
submitted in writing to the attention of: 

Kerry Gillis 

Buyer II  - Contracting Specialist 

email: purchasing@richmond.ca 

5.7 The deadline for all inquires related to this RFEOI is: Tuesday, April 26th, 2011 at 
5:00pm, local time. 

5.8 Inquiries and responses relating to the EOI will be posted on BC Bid 
(http://www.bcbid.gov.bc.ca/open.dll/welcome?language=En), the City’s website 
(http://www.richmond.ca/busdev/tenders.htm) and on BC Housing’s website at 
(http://www.bchousing.org/programs/proposals).  It is the sole responsibility of 
each Respondent to check these sites on a regular basis for amendments, 
addendums, or questions related to this EOI. 

5.9  Respondents’ Information Meeting 

5.9.1 The City intends to hold an information meeting at Richmond City Hall on Tuesday, 
March 29th, 2011 at 1:00pm, local time.  Respondents are strongly encouraged to 
attend this meeting as no other meetings will be held. 

5.9.2 Notes of the meeting will be published as per subsection 5.8.  Such notes may 
include a summary of any presentations (if applicable), oral questions, and answers 
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provided. Questions of a complex nature, or questions raised in advance for 
discussion at the meeting, should be forwarded in writing, prior to the meeting, to 
the Contact Person named in Section 5.6.  Such questions and answers will be 
included with the notes of the meeting. 

5.10 Expressions of Interest, Partnering and Housing Needs Assessment Workshop 

5.10.1 The City will host a Housing Needs Assessment workshop for non-profit housing 
societies, including all Respondents to this RFEOI.  The workshop will be held at the 
Richmond Cultural Centre (180-7700 Minoru Gate, Richmond, BC  V6Y 1R9) and the 
City will publish an Addendum to this RFEOI to confirm the date and time of this 
workshop.  The BC Non-Profit Housing Association will facilitate this workshop. 
Respondents are strongly encouraged to attend this workshop. 

6. EXPRESSION OF INTEREST PROCESS 

6.1  Review and Evaluation of Submissions 

6.1.1 Submissions will be evaluated at the discretion of the City of Richmond and BC 
Housing according to the evaluation criteria listed in Appendix One (1).  Note: any 
Submission will not necessarily be accepted. 

6.1.2 Based upon the information contained in the Submissions, the City and BC Housing 
will determine whether, in the opinion of the City and BC Housing, the Respondent 
has demonstrated that it has the required experience and qualifications to fulfill 
the obligations of the services identified in this RFEOI. 

6.2  Inquiries 

6.2.1 City of Richmond, in its sole discretion and without having any duty or obligation to 
do so, may conduct any inquiries or investigations, including but not limited to 
contacting references, to verify the statements, documents, and information 
submitted in connection with the submitted Expression of Interest and may seek 
clarification from the Respondent’s bankers and clients regarding any financial and 
experience issues. 

6.3  Non-Conforming Submissions 

6.3.1 Submissions which fail to conform to the Submission requirements listed throughout 
this RFEOI or which fail to conform to any other requirement of these Documents 
may be rejected by the City and BC Housing.  Notwithstanding the foregoing or any 
other provision of this RFEOI, the City and BC Housing may at their sole discretion 
elect to retain for consideration Submissions which deviate either materially from 
the format requirements set out in hereto or which otherwise fail to conform to any 
other requirement of this RFEOI except the requirement of delivery of the 
Expression of Interest prior to the Closing Date/Time. 

6.4  Notifications and Subsequent Process 

6.4.1 In the first phase of this potential two-phase process, responses to the RFEOI are 
being requested in order to afford the City of Richmond and BC Housing the 
opportunity to evaluated based on the Respondent’s demonstrated capacity and 
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experience and to select a shortlist that will be invited to submit a proposal in 
response to a Request for Proposals.  This RFEOI process is aimed at encouraging 
Societies with the required level of capacity and experience to participate. 

6.4.2 Respondents, who are pre-qualified as a result of this RFEOI process, may be invited 
to submit proposals, if required, to a Request for Proposals (“RFP”) from the City of 
Richmond.  The City anticipates that, if required, the RFP will be distributed within 
approximately four weeks following the completion of the EOI process. 

6.4.3 Following the Closing Time and Evaluation, the City of Richmond will only notify 
those Respondents who are selected as being pre-qualified and may be invited to 
submit their proposal under an RFP process, if required.   

6.4.4 The City will not approve any change in the structure of formation of a short 
listed Respondent during any part of the RFEOI and potential RFP processes.   

6.4.5 The City of Richmond may unilaterally take the following actions, and shall not be 
liable for any such actions: 

a. amend or modify the terms and conditions of this RFEOI including but not 
limited to the scope and description of the services to be procured under any 
potential RFP process, as described in this RFEOI, and the qualifications that 
may be required to meet those requirements.  In any such event, proposals may 
be invited from those Respondents who meet the resulting amended 
requirements; 

b. reject or accept any or all Submissions; 

c. cancel the RFEOI process at any time and reject all Submissions; and/or 

d. cancel the RFEOI process and recommence in respect of the same RFP with the 
same or an amended set of documents, information and requirements. 

6.4.6 The City reserves the right to not accept any Expression of Interest and is not bound 
to enter into an agreement with any Respondent or issue a Request for Proposal. In 
the event that no Expression of Interest is selected, the City will declare the RFEOI 
terminated, in which case the City reserves the right to enter into negotiations with 
any party, regardless of whether or not such party previously participated in the 
RFEOI. 

6.4.7 Subsequent to the receipt and review of the Submissions, the City reserves the 
right, in its sole discretion, to issue a RFP for all or part of the requirements 
described herein or to bypass the RFP process and to enter directly into 
negotiations with any Respondent or with any number of Respondents for the 
purpose of entering into an agreement, or to cancel this process in its entirety. 

6.4.8 The Respondent acknowledges and agrees that any Submission is in no way 
whatsoever, an offer to enter into an agreement and a Submission by any 
Respondent does not in any way whatsoever create a binding agreement.  The 
Respondent acknowledges that the City of Richmond has no contractual obligations 
whatsoever arising out of the RFEOI process. 
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6.4.9 The Respondent acknowledges and agrees that the pre-qualification of a 
Respondent pursuant to this RFEOI is only a preliminary step in the City of 
Richmond’s procurement process.  Each successful Respondent will be evaluated 
further under any subsequent RFP (if required) evaluation process. 

6.5  Intent to Enter Into An Agreement 

6.5.1 By submission of a Expression of Interest, the Respondent agrees that, should it be 
identified as the successful Respondent, and should the RFP process be bypassed, it 
is willing to enter into agreements, if required, as necessary to complete the 
transactions contemplated in the Respondent’s Response to this Request for 
Expression of Interest. 

7 TERMS OF THIS REQUEST FOR EXPRESSIONS OF INTEREST 

7.1  Ownership of Submissions  

7.1.1 All documents submitted to the City, including Expressions of Interest, and any 
drawings, plans and models (as applicable), become the property of the City and 
will not be returned to Respondents. They will be received and held in confidence 
by the City, subject to the provisions of Section 7.6. 

7.2  No Commissions 

7.2.1 The City and/or BC Housing will not pay any commission to any Respondent or any 
agent acting on behalf the Respondent in connection with any transaction arising 
from the RFEOI. Any agent working with or for an interested party is assumed to be 
compensated by the Respondent. 

7.3  Use of this Request for Expressions of Interest 

7.3.1 This document, or any portion thereof, may not be used by others for any purpose 
other than for the submission of Expressions of Interest. 

7.4  Confidentiality, Freedom of Information and Protection of Privacy 

7.4.1 All submitted Expression of Interests shall become the property of the City of 
Richmond. The City reserves the right to release information to the public about 
the Expression of Interests received and any agreement(s) entered into. As the 
property of the City, Expression of Interests will be considered government records, 
which are public documents and subject to the Freedom of Information and 
Protection of Privacy Act of British Columbia. 

7.4.2 Information pertaining to the Site obtained by the Respondent as a result of 
participation in this RFEOI is confidential and must not be disclosed without written 
authorization from the City. 

7.5  No Claim for Compensation of Expenses 

7.5.1 The City and BC Housing are not liable to pay any costs and expenses or to 
reimburse or compensate a Respondent under any circumstances.  As such, 
Respondents are advised they are responsible for bearing all costs of preparing and 
submitting an EOI and any subsequent discussions with the City and BC Housing.  
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Respondents shall have no claim for compensation in the preparation of their 
submissions and by submitting an EOI, each Respondent shall be deemed to have 
agreed that it has no claim. 

7.6  Information Disclaimer 

7.6.1 The City, BC Housing and the directors, officers, employees, agents consultants and 
advisors of both organizations respectively, are not liable or responsible for any 
oral, verbal or written information, or any advice, or any errors or omissions, which 
may be contained in this RFEOI or otherwise provided to the Respondent or 
Consultant pursuant to this RFEOI. 

7.6.2 The Respondent shall conduct its own independent investigations and 
interpretations and shall not rely on the City of Richmond with respect to 
information, advice, or documentation provided by the City of Richmond.  The 
information contained in this EOI is provisional and will be superseded by the RFP 
and/or other agreement documents. 

7.6.3 The City and BC Housing make no representation, warranty, or undertaking of with 
respect to this RFEOI and the City of Richmond, BC Housing and the directors, 
officers, employees, agents, consultants and advisors of both organizations 
respectively, shall not be liable or responsible for the accuracy or completeness of 
the information in this EOI or any other written or oral information made available 
to any interested person or its advisors, and any liability however arising, is 
expressly disclaimed by the City and BC Housing.   

7.7  Conflict of Interest 

7.7.1 Respondents are responsible for ensuring that any and all conflicts of interest or 
potential conflicts of interest are disclosed in their Submission. Failure to disclose a 
conflict of interest may result in the rejection of the Expression of Interest. 

7.8  No Solicitation 

7.8.1 If any directors, employees, officers, agents, consultants, or representatives, or 
other representative of a Respondent makes any representation or solicitation 
offering a personal benefit to any officer, employee, agent, consultant, or elected 
official of the City or BC Housing, concerning the Respondent’s EOI, the City and/or 
BC Housing reserves the right to reject the Respondent’s EOI. 

7.9  No Lobbying 

7.9.1 From the date on which this RFEOI is issued until the RFEOI process is terminated, 
Respondents (including any directors, employees, officers, agents, consultants, or 
representatives) should not communicate with the City, directly or indirectly, about 
the RFEOI except via the designated Contact Person in Section 5.6. 

7.10 Publicity 

7.10.1 Respondents must not issue any news release or other public announcement that 
discloses details of this RFEOI, or the Respondent’s EOI, without the prior written 
consent of both the City and BC Housing. 
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8. EXPRESSION OF INTEREST SUBMISSION REQUIREMENTS 
Respondents should develop their submissions according to the requirements listed 
in this section Seven (7) for consideration by the City and BC Housing. 

8.1  Contact Information 

A completed form as contained in Appendix Three (3) providing contact information 
for the Society and Service Providers must be included in the Submission. 

8.2  Letter of Committal 

A letter from the Society committing to the terms of the RFEOI must be included in 
the Submission.  An example is included in Appendix Three (3). 

8.3  Board Resolution   

A copy of a resolution by the Society’s Board of Directors or Executive Committee 
authorizing the Submission must be included in the Submission.  An example is 
included in Appendix Three (3). 

8.4  Format Requirements 

Appendix Three (3) contains the format and required fields of information to be 
provided by Respondents to this Expression of Interest.  It is not necessary at this 
stage for the Respondent to have identified a development consultant, a contractor 
or an architect.   

In summary, the required information includes the following: 

8.4.1 Title Page 

The title page should be one page in length and should identify the EOI number 
identified on the cover page of this RFEOI document, the Closing Time (as specified 
in section 5.1), Respondent’s name, address, telephone number fax number, email 
address and contact person’s name. 

8.4.2 Table of Contents 

The Table of Contents should provide a listing of the topics covered in the 
Submission as arranged by section, including the corresponding page numbers. 

8.4.3 Need and Demand 

a. Describe the Respondent’s mandate, experience, target client population and a 
neighbourhood context for the Development. 

b. Provide a brief discussion of the Respondent’s methodology in matching 
Tenant’s needs with appropriate support services, community resources, and 
outreach activities. 

8.4.4 Corporate Experience 

a. Describe the Respondent’s type of company (for example: corporation, 
partnership, sole proprietor) and if a joint venture, clearly state this and state 
who the joint venture parties are and identify who is acting as the lead. 
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b. Describe the company/entity size, depth and value of equity/investment 
portfolio. 

c. Provide client references, where possible. 

d. Provide a history of litigation or claims made against the Respondent during the 
three (3) years immediately prior to the Closing Time. 

e. Describe the Respondent’s  experience with the provision market and non-market 
affordable housing for qualified individuals and households in the Lower Mainland. 

f. Describe the Respondent’s  experience with serving market rental and non-
market rental populations including those meeting pre-defined income and 
eligibility requirements. 

g. Describe the Respondent’s demonstrated ability to manage the development of a 
new housing project and the associated Capital Budget. 

h. Describe the Respondent’s continuum of non-profit housing options currently 
offered. 

i. Describe the Respondent’s experience with providing property management  
services as well as with managing various tenant population groupings.  
Respondents should provide the physical addresses of these properties including 
any information on providing shared services with other operators.  Respondents 
may also include, as applicable, any work performed for BC Housing/the City 
within the past two years. 

j. Describe the Respondent’s current community resource partnerships.  Describe 
the Respondent’s partnerships and collaboration strategies and identify the 
compatibility and working relationships in partnering with other Societies, the 
development industry professionals and companies. 

8.4.5 Financial 

a. Describe the Respondent’s demonstrated ability (including number of years) to 
manage existing housing facilities or programs within financial guidelines and 
without operating subsidies.   

b. Describe the Respondent’s demonstrated ability to provide an equity or other 
contribution to the Development project.  Respondents may include bank 
statements or equity in Respondent-owned properties that could provide capital 
contributions.  Letters from other funding sources currently received or pending, 
or other evidence of capacity for fundraising, are also acceptable. 

c. Describe the Respondent’s demonstrated ability for the Society and/or Developer 
partner to contribute towards the Development and construction proposal.  
Respondents may include memorandums of understanding or letters of intent, past 
agreements with developers/builders and a listing of projects completed.  
Respondents may also include the developer/builder’s track-record of projects 
(social or market) and their contribution towards the project (e.g. reduced fees or 
fronting costs during rezoning pre-construction, etc.) 



City of Richmond Request for Expressions of Interest: 20 
3958 EOI – Provision of an Affordable Housing Development at 8111 Granville Avenue and 
8080 Anderson Road 
 
 

3086219 

d. Provide a copy of the Respondent’s most recent audited Financial Statement, 
capital budget and financial proforma. 

e. Provide a detailed budget for the provision of the Development, including all costs 
for design, project management, construction and commissioning of the 
Development. 

8.4.6 Corporate Capability and Capacity 

a. Describe the Respondent’s ability (including financial and operational capacity) 
to undertake the role of Developer for the Development Project. 

b. Provide resumes of proposed key personnel that will be assigned to completing 
and delivering the Development. 

c. Provide a letter from a bonding company confirming the Respondent’s binding 
capability and provide a certificate of existing commercial general liability 
insurance. 

d. Provide information on the Respondent’s governance and board 
structure/membership. 

e. Describe the Respondent’s scope of tenant support resources provided. 

f. Describe the Respondent’s demonstrated ability to provide professional property 
management resources. 

g. Describe the Respondent’s tenant management and participation procedures. 

h. Describe the Respondent’s budget forecasting and financial management 
procedures. 

i. List three (3) relevant projects, name of client, value of the projects, company 
personnel involved and client/owner references with contact names and 
telephone numbers. 

j. Describe capacity to undertake this project and describe any other projects that 
the Respondent has scheduled during the anticipated time frame. 

k. Describe Respondents demonstrated leadership in promoting and encouraging 
diversity and inclusiveness within its organizational practices. 

l. Describe the Respondent’s ability to partner with other Societies, the 
development industry professionals and companies to provide the Development 
and tenant support services. 

8.4.7 Vision for Operation of the Supportive Housing 

a. Provide a brief discussion of the Respondent’s methodology and approach to 
providing the Development as described in this RFEOI. 

b. Provide a Statement of Objectives for operation of the Development. 

c. Provide a Development project timeline. 
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d. Provide a summary of the Development concept including proposed uses, floor 
area, building height, parking, and general character. 

e. Provide a description of the proposed approach to provide a balanced design 
which incorporates the comprehensive planning and placement of accessibility 
features throughout the development to minimize physical, emotional, and social 
barriers (i.e. housing units, community gathering spaces, communal meeting 
areas, pathways, corridors, and parking areas). 

f. Provide a description of the proposed approach to incorporating LEED® Silver  
building criteria as described in subsection 3.1.7 and Appendix Four (4) of the 
RFEOI. 

g. Provide a site plan showing the proposed footprint of all buildings, pedestrian and 
vehicular circulation, and the general character of open space. 

h. Provide a diagram of north-south and east-west cross sections through the 
proposed Development. 

i. Provide conceptual drawings, sketches and/or artist’s impressions that illustrate 
the massing and the design character of the proposed Development. 

j. Provide a description of the proposed approach to provide increased mobility and 
access to parking for people with disabilities. 

k. Describe the Respondent’s demonstrated leadership in promoting and encouraging 
community engagement, multi-cultural awareness, diversity, and active 
community involvement by tenants.   

l. Describe the Respondent’s approach to public consultation and community 
relations, as required in Appendix Five (5). 

8.4.8 Supplementary Information 

a. Supplementary information is not required but may be submitted. 

9.  BC Housing Allocation and Financing Process 
Following the evaluation of Submissions and the selection of a Respondent, or at 
the conclusion of the potential RFP process, BC Housing will undertake the 
following allocation process, subject to BC Housing’s Executive Board approval: 

9.1  Pre-Development Financing Stage  

BC Housing may, after review of the Society’s proposed pre-development budget 
and due diligence, grant Pre-Development Funding (PDF) to the Society to develop 
its proposal, to develop the design plans, initiate the municipal approvals process 
and develop the preliminary capital and operating budgets for the Development 
project.  The information provided will form the basis of the Provisional Project 
Approval review.    
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9.2  Provisional Project Approval (PPA) Stage 

BC Housing may grant Provisional Project Approval status to the Selected Society.  
At this stage, the Society is invited to implement the project including finalizing 
the capital budget, property management and service delivery plans, including 
operating budgets and staffing plans.  These plans will form the basis of the 
Operator Agreement between the Society, the City and BC Housing.  The services 
beyond those funded through BC Housing must be confirmed prior to the issuance of 
a PPA.   

9.3  Final Project Commitment Stage 

When the terms and conditions of the PPA have been met to the satisfaction of BC 
Housing, BC Housing will grant Final Project Commitment.  The conditions required 
to meet Final Project Commitment will include, but may not be limited to, the 
following: 

a. execution of an Operator Agreement between the Society, the City and BC 
Housing; 

b. agreement on a financial model and security documents for the project; and 

c. confirmation of funding for aspects not funded by BC Housing. 

9.4  General Terms of Financing 

9.4.1 The financing determination will be based upon the Development project's financial 
feasibility, financing and security requirements as determined by BC Housing.  

9.4.2 The Housing must remain affordable for sixty (60) years to match expected life 
cycle of the Development buildings. 

9.4.3 BC Housing commits to providing the following general provisions for this project:   

a. If required by the Selected Society, BC Housing can provide interim and long-
term financing for up to 100 per cent of the total cost of the approved 
Development;  

b. BC Housing financing provides access to competitive market interest rates;  

c. Loan amortization periods may be up to thirty-five (35) years;  

d. Loan insurance, provided by Canada Mortgage and Housing Corporation (CMHC), 
is applied to long-term financing;  

e. The Selected Society is responsible for legal and any other related 
administrative costs incurred by BC Housing;  

f. A CMHC mortgage insurance fee of $75 per unit up to a maximum of $5,000.00 
and a loan administration fee of one (1) per cent of the maximum loan amount 
will be charged to the Selected Society, and 

g. A one (1) year warranty inspection and a post occupancy evaluation will be 
provided by BC Housing. 
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APPENDIX 1: Evaluation Criteria 
 
All Submissions will be evaluated using the following criteria:  
 
1. Need and Demand 

a. Fit between Society’s mandate, experience, potential residents and neighbourhood 
context. 

b. Meets the priority affordable housing needs of the area. 
 
2. Operating Vision 

a. Appropriate built form. 
b. Methodology, approach and project timeline to delivering the Development as 

required by this RFEOI. 
c. Community relations, community engagement, and public consultation approach. 
d. Demonstrated ability and experience of the Society and/or development team. 
e. Development and management planning. 
f. Exhibits project readiness and phasing considerations. 
g. Financial feasibility of the proposal. 
h. Identified funding sources and quality of partnerships. 
i. Meets the Official Community Plan and City-Centre Area Plan goals and objectives - 

links to these plans are listed in Appendix Seven (7). 
j. Organizational capacity. 
k. Partnerships and collaboration. 
l. Quality and appropriateness of the Respondent’s Statement of Objectives for its 

operation of the development. 
m. Sustainability measures and ability to meet LEED® Silver requirements or an 

equivalent. 
n. While the Development shall prioritize subsidized rental units, the City realizes that 

some low end market rental housing units may be required within the Development 
to ensure that the Development is financially feasible.  The Respondent should 
state any intentions to include affordable housing units other than subsidized rental 
units as part of its proposed Development. 

 
3. Experience 

a. Ability to source community partnerships. 
b. Continuum of non-profit housing options currently offered. 
c. Design and development experience. 
d. Experience in the provision of non-market affordable housing for qualified 

individuals and households. 
e. Experience in the provision of non-market affordable housing for qualified 

individuals and households in the proposed area. 
f. Experience serving non-market rental populations including persons within pre-

defined income and eligibility requirements. 
g. Professional property management experience. 
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4. Capacity 
a. Budgeting and financial acumen. 
b. Governance and board structure/membership. 
c. Scope of tenant support resources provided. 
d. Strength of property management resources. 
e. Tenant management and participation procedures. 

 
5. Financial 

a. Ability for the Respondent to contribute towards the development and construction 
proposal. 

b. Ability to provide an equity contribution. 
c. Demonstrated ability to manage existing housing facilities or programs within 

financial guidelines. 
d. Demonstrated ability to provide a realistic operating budget that would not require 

operating subsidies. 
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APPENDIX 2: Checklist 
 
Required Submission Contents and Required Order of Submission 
(Completion of Documentation in Appendix 3) 

 
 Introduction, Contact Info & Brief Description of Key Attributes of Submission 

(Approximately 250 words). 
 
 Letter of Committal. 
 
 Board Resolution.  
 
 Constitution document and all bylaw documents. 
 
 Profile. 
 
 Title Page. 
 
 Table of Contents. 
 
 Explanation of your existing business operations in Richmond, if they exist, 

and/or how you would integrate your organization into Richmond.  
 
 Corporate Experience 

1. Completion of a corporate profile included with Appendix Three (3). 

2. If applicable, a history of litigation or claims made against the Respondent 
during the three (3) years immediately prior to the Closing Time has been 
provided. 

3. Description of the Respondent’s experience with the provision market and non-
market affordable housing for qualified individuals and households in the Lower 
Mainland. 

4. Description of the Respondent’s experience with serving market rental and non-
market rental populations including those meeting pre-defined income and 
eligibility requirements. 

5. Description of the Respondent’s demonstrated ability to manage the development 
of a new housing project and the associated Capital Budget. 

6. Description of the Respondent’s continuum of non-profit housing options 
currently offered. 

7. Description of the Respondent’s experience with providing property management  
services as well as with managing various tenant population groupings.  
Respondents should provide the physical addresses of these properties including 
any information on providing shared services with other operators.  Respondents 
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may also include, as applicable, any work performed for BC Housing/the City 
within the past two years. 

8. Description of the Respondent’s current community resource partnerships.  
Description of the Respondent’s partnerships and collaboration strategies and 
identify the compatibility and working relationships in partnering with other 
Societies, the development industry professionals and companies. 

 
 Financial 

1. Description of the Respondent’s demonstrated ability (including number of years) 
to manage existing housing facilities or programs within financial guidelines and 
without operating subsidies.   

2. Description of the Respondent’s demonstrated ability to provide an equity or other 
contribution to the Development project.  Respondents may include bank 
statements or equity in Respondent-owned properties that could provide capital 
contributions.  Letters from other funding sources currently received or pending, 
or other evidence of capacity for fundraising, are also acceptable. 

3. Description of the Respondent’s demonstrated ability for the Society and/or 
Developer partner to contribute towards the Development and construction 
proposal.  Respondents may include memorandums of understanding or letters of 
intent, past agreements with developers/builders and a listing of projects 
completed.  Respondents may also include the developer/builder’s track-record of 
projects (social or market) and their contribution towards the project (e.g. 
reduced fees or fronting costs during rezoning pre-construction, etc.) 

4. Copy of the Respondent’s most recent audited Financial Statement, capital budget 
and financial proforma. 

5. A detailed budget for the provision of the Development, including all costs for 
design, project management, construction and commissioning of the 
Development. 

 
 Capability and Capacity 

1. Description of the Respondent’s ability (including financial and operational 
capacity) to undertake the role of Developer for the Development Project. 

2. Provide resumes of proposed key personnel that will be assigned to completing 
and delivering the Development. 

3. A letter from a bonding company confirming the Respondent’s binding capability 
and provide a certificate of existing commercial general liability insurance. 

4. Information on the Respondent’s governance and board structure/membership. 

5. Description of the Respondent’s scope of tenant support resources provided. 

6. Description of the Respondent’s demonstrated ability to provide professional 
property management resources. 
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7. Description of the Respondent’s tenant management and participation procedures. 

8. Description of the Respondent’s budget forecasting and financial management 
procedures. 

9. Three (3) relevant projects, name of client, value of the projects, company 
personnel involved and client/owner references with contact names and 
telephone numbers. 

10. Description of capacity to undertake this project and Description of any other 
projects that the Respondent has scheduled during the anticipated time frame. 

11. Description of Respondents demonstrated leadership in promoting and encouraging 
diversity and inclusiveness within it’s organizational practices. 

12. Description of the Respondent’s direct ability or ability to partner with Societies 
and companies to provide tenant support services. 

13. Description of the Respondent’s ability to partner with development industry 
professionals and companies to provide the design and construction of the 
Development. 

 
 Vision for Operation of the Supportive Housing 

1. Brief discussion of the Respondent’s methodology and approach to providing the 
Development as Description of in this RFEOI. 

2. Statement of Objectives for operation of the Development. 

3. Development project timeline. 

4. Summary of the Development concept including proposed uses, floor area, 
building height, parking, and general character. 

5. Description of the proposed approach to provide a balanced design which 
incorporates the comprehensive planning and placement of accessibility features 
throughout the development to minimize physical, emotional, and social barriers 
(i.e. housing units, community gathering spaces, communal meeting areas, 
pathways, corridors, and parking areas). 

6. Description of the proposed approach to incorporating LEED® Silver building 
criteria, in accordance with subsection 3.1.7 and Appendix Four (4) of the RFEOI. 

7. Site plan showing the proposed footprint of all buildings, pedestrian and vehicular 
circulation, and the general character of open space. 

8. Diagram of north-south and east-west cross sections through the proposed 
Development. 

9. Conceptual drawings, sketches and/or artist’s impressions that illustrate the 
massing and the design character of the proposed Development. 

10. Description of the proposed approach to provide increased mobility and access to 
parking for people with disabilities. 
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11. Description of the Respondent’s mandate, experience, target client population 
and a neighbourhood context for the Development. 

12. Description of the Respondent’s demonstrated leadership in promoting and 
encouraging community engagement, multi-cultural awareness, diversity, and 
active community involvement by tenants.   

13. Description of the Respondent’s approach to public consultation, community 
engagement, and community relations, as required in Appendix Five (5). 

14. Brief discussion of the Respondent’s methodology in matching tenant’s needs with 
appropriate support services, community resources, and outreach activities. 

 
 Supplementary Information 
 

1. Included, if desired. 
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APPENDIX 3: Submission Forms 

(Refer to Section Seven (7) –  Expression of Interest Submission Requirements) 
 
3.1 Introduction 
 

Type of Company 

Check One: 

 Corporation 

 Partnership 

 Sole Proprietor 

 Joint Venture 

If Joint Venture, state: 

Names of partner organizations: 

Who is the lead organization for the Development:  

Company Size 

For joint ventures, please attach this information for each partner on a separate page 

Number of employees (as at 2010)  

Number of volunteers (as at 2010)  

Value of assets ($)  

Value of liabilities ($)  

Value of equity/investment portfolio 
($) 
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Client References 

List three (3) client references 

Client Name 
Name of Contact 
Person 

Phone Number Email Address 

    

    

    

Community Partnerships 

List community partnerships, as applicable 

Client Name 
Name of Contact 
Person 

Phone Number Email Address Nature of partnership 
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3.2 Contact Information 
 
 

Society Contact Information: 
 
 

Name of Society:   
 
Mailing address:   
 
Contact person and position:  
 
Telephone:   Fax:  Email  

 
Incorporation number:   

 
 
 
Service Provider Contact Information: (if applicable) 
 
 
Name:   
 
Mailing address:   
 
Contact person and position:   
 
Telephone:   Fax:  Email  

 
 
 
Development Consultant Contact Information: (if applicable) 
 
 
Name:   
 
Mailing address:   
 
Contact person and position:   
 
Telephone:   Fax:  Email  
 
 
Architect Contact Information: (if applicable) 
 
 
Name:   
 
Mailing address:   
 
Contact person and position:   
 
Telephone:   Fax:  Email  

 
 
 
 

(For internal use only) 

 BCHMC #   
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Brief Description of the Key Attributes of the Submission (Approximately 250 words). 
 

1. Anticipated mix of affordable rental residents to be housed; 

2. The Society’s proposed approach to identifying and selecting qualified residents; 

3. Additional services and programming required and how these will be secured; 

4. The Society’s underlying management philosophy for this development;  

5. Anticipated short and long-term outcomes for the qualified residents or owners, 

6. Partnerships that will be used in the development and management of the housing 
project; 

7. Fit between Society’s mandate, experience, target clients and neighbourhood 
context; 

8. Community relations , community engagement and public consultation approaches 
for this project;  

9. Development, construction and non-market rental experience; and, 

10. Professional Property Management approach for this project 
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3.3  Letter of Committal 
 

Submissions must include a letter of committal as below. 
 
 
 
Date: 
 
 
 
City of Richmond (the “City”) 
6911 No. 3 Road 
Richmond, BC   V6Y 2C1 
 
and  
 
BC Housing (“BC Housing”) 
1701– 4555 Kingsway 
Burnaby, BC V5H 4V8 
 
Attention: Cathryn Volkering-Carlile General Manager - Community Services and Armin 
Amrolia, Director, Regional Development 
 
Re:  Financing for the Development of Affordable Housing - Expression of Interest  
 
I, (name) am the (position) of (Society’s full legal name), the Respondent of the attached 
submission. By a resolution passed by the Society’s Board of Directors on (date), a copy of 
which is attached, I have the authority to make this submission and bind and make 
representations for the Society.  Through this submission, we agree to all the terms and 
conditions of the Request for Expression of Interest (the “RFEOI”) and we agree to be 
bound by statements and representations made in this Submission. 
 
We understand that our submission is subject to the Freedom of Information and 
Protection of Privacy Act under which applicants can request that provincially-funded 
bodies such as BC Housing release information on the allocation of provincial program 
funds.  Records can be withheld if their disclosure would be harmful to the business 
interests of the provincial body or the party with which it is doing business; however, in 
the case of a dispute, the final decision is made by the Information and Privacy 
Commissioner. 
 
We certify that neither the officers nor directors have any actual or potential conflict of 
interest between our interests and the interests of the City and BC Housing under this 
RFEOI process. We acknowledge that if a conflict exists, the City and/or BC Housing may, 
at their discretion, withhold consideration of our submission. Further, we understand that 
the president of the Society will be required to execute a statutory declaration with 
respect to conflict of interest if our Society is asked to make a detailed submission. 
 
We authorize and consent to the City and BC Housing receiving and exchanging with 
others, including credit bureaus, any references provided in the submission, and with other 
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persons with whom we have had dealings, credit and other information about us. We 
understand that such information may be a factor in the decision of the City and BC 
Housing to enter into agreements for this RFEOI. 
 
Society’s legal name:  
 
 
 

Authorized Officer:  Date:    

Name: 

Title: 
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3.4  Board Resolution 
 
A copy of a resolution by the Society’s Board of Directors or Executive Committee authorizing 
approval of the Submission must be included in the submission. 
 
 
 
 
 
 
(Name of Society) 
 
(Date of Board Meeting) 
 
(Members Present) 
 
I certify that on (Date) the following motion was passed by (Name of Society).  
 
Motion:  That having reviewed the Request for Expressions of Interest No. 3958 EOI for the 
Provision of an Affordable Housing Development at 8111 Granville Avenue and 8080 
Anderson Road, that (Name) be authorized on behalf of (Name of Society) to submit an 
expression of interest to the City and BC Housing to operate supportive housing at 
___________ in the City of ____________ and to bind and make representations for (Name 
of Society).   
 
Moved By: 
 
Seconded By: 
 
Motion Carried:  
 
 
Certified a True Copy of Board Resolution 
 
 
 
Signed 
Secretary 
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3.5 Profile 
 
Operating Vision 
 
Philosophy and Experience with Target Population: 
 
1. Please describe any experience which the Society has had with the intended qualified 

affordable tenant group and how that has influenced the Society’s philosophy and 
practice. 

 
 
 
 
 
 

 
2. Please describe relationships (informal or formal) with other organizations / agencies / 

individuals which the Society considers advantageous in working effectively with the 
intended tenant group. 

 
 
 
 
 
 

 
3. Please describe the Society’s experience providing property management services to the 

intended tenant group. 
 
 
 
 
 
 
 

Outline of Operating Approach – Statement 

Societies are requested to provide a short (maximum three pages) summary of the 
proposed approach to operating the development. This should include: 

 Anticipated mix of affordable rental residents to be housed; 

 The Society’s proposed approach to identifying and selecting qualified residents; 

 Additional services and programming required and how these will be secured; 

 The Society’s underlying management philosophy for this development;  

 Anticipated short and long-term outcomes for the qualified residents or owners, 

 Partnerships that will be used in the development and management of the housing 
project; 
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 Fit between Society’s mandate, experience, target clients and neighbourhood 
context; 

 Community Relations approach for this project;  

 Development, construction and non-market rental experience; and, 

 Professional Property Management approach for this project. 

 
Corporate Governance 
 
Please summarize the Society’s organization, using the format below.  
 
 
Board/Committee Structure 

Number of Members 
and Chair or Board 
Liaison 
(when applicable) 

 
Role 
(brief description as appropriate) 

General Membership   

Board of Directors   

Executive Committee   

Nominating (or Recruiting) 
Committee 

  

Operations (or Services) 
Committee 

  

Finance (or Audit) Committee   

Residents’ Activities (or 
Liaison) Committee 

  

Development (or Special 
Projects) Committee 

  

Fundraising (or Community 
Liaison) Committee 

  

Volunteer Activities Committee   

 
Related Material 
 

Articles of Incorporation Date:   Mission Statement 
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Financial: 
 

1. Fiscal year end:           
 
2. Date of last audit:          

 
Please provide a copy of the most recent letter of opinion and any recent management letters 
from the society’s auditor with the most recent financial statements available for a full fiscal 
year, if not already on file with BC Housing. 

 
Please list the following according to your last audited financial report: 

 
3. Assets (including a detailed list of real property,  

cash holdings and other investment): 
 
4. Liabilities:           
 
5. Retained earnings:          
 
6. Income: 

 
a. income from clients / tenants        
 
b. income from government agencies (specify all sources)     
 
c. fundraising and other sources (specify)       

 
d. Total Income                                         
 
 

7. Expenses: 
 

a. mortgage expense or rent (provide a detailed list of real property) 
 
b. total payroll (including benefits) and service contracts     
 

i. support services        
ii. property management 

     
c. overhead           
 
d. Total Expenses          
 

8.    Last fiscal year’s surplus (deficit):        
 

9. Accumulated surplus (deficit):        
 

10. Restricted reserves:           
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Current Program/Service Delivery:  
 
List each program and service delivered, funding sources, amounts received from each 
source, and total current year budget for each.  
 
 

Program 
(name or describe) 

Funding Source Funding Value Annual Budget 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

TOTAL    

 

 
Provide details of any shared services from other projects managed by your Society, and any 
shared services with other societies. 
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Operational Experience: 
 
 
Name of 
Property 

Location # of 
Bldgs 

Years 
Owned or 
Rented 

# of 
Units 

Tenant  
Types 
Served 

Support 
Services 
Offered 

Annual 
Operating 
Budget 

        

        

        

        

        

        

        

        

TOTAL        

 

Staffing Capacity: 
 
Please indicate the number of staff employed in the delivery of programs and services being 
offered in the current fiscal year.  Please use Full Time Equivalents (“FTEs”) to count staff. 
FTE means the number of hours one person would work if they worked one shift (7 – 8 hours 
daily), five days a week all year minus all statutory holidays and vacation time. If the general 
staffing categories are inappropriate, use more appropriate terms.  
 
Program/Service Program 

Staff 
Volunteers Facilities 

Staff 
Admin Staff 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

TOTAL     
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Support Documentation: 

 
Please provide an organization chart that includes all full-time and part-time staff, and any 
volunteers. As well, provide brief job descriptions of staff positions especially as they relate 
to duties and experience with homeless and at risk of homeless populations. 

 
Capital Contributions: 
 
Additional Capital Contributions 
 
Please summarize contributions which the Society proposes to bring to the Project, 
identifying the source and nature of the contribution. 
 

Source 
Description 
(including contributor and any 
conditions) 

Capital Operational 
(per year) 

 
Society 

 
 

 
  

 
Municipal Government 
 

   

Provincial Government 
Agencies (other than BC 
Housing) 
 

   

Federal Government 
Agencies 
 

   

Other    

TOTAL    

 
Support Documentation: Respondent and Community Contributions 
 
Please submit copies of written commitments for financial support from community 
supporters, including letters of conditional support from service clubs or foundations. 
 
Property Management Budget: 
 
Please estimate the Society’s costs for providing basic property management for this Project 
including the following: 
 
 Maintaining financial records 
 Collecting rents and paying housing-related expenses 
 Performing basic janitorial and minor maintenance tasks 
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 Maintaining necessary maintenance records 
 Organizing all cyclical maintenance 
 Other property management tasks (please specify) 
 
Support Documentation:   Property Management 
 
Please explain major assumptions used in arriving at your estimates, for example, existing 
infrastructure and/or experience managing other housing. 
 
Operating Budget: 
 
Please provide an estimated integrated operating budget for the Project in the general 
format below.  All expense items in the Housing column (A) should equal the revenue in 
that column.  Any support service expenses identified should have a confirmed funding 
source. 
 
Revenue A B Total 

C 
Tenant rent    
Other funding: specify source    
TOTAL REVENUE    

 
Expense 
 

Housing 
A 

Support  
B 

Total 
C 

    
Maintenance    
Service Contracts    
Utilities    
Property tax    
Insurance (building)    
Replacement Reserve Provision    
Other: specify    
SUBTOTAL: Housing    
    
Administration    
Management:    

On-site manager    
Clerical support / 
reception 

   

Bookkeeping    
Corporate management    

HR programs / education    
Office overhead / supplies    
Audit / legal    
Miscellaneous: specify    
SUBTOTAL: administration    
    
Principal & Interest    
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TOTAL EXPENSES    
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APPENDIX 4: High Performance Building Requirements for Affordable Housing 
Development on City-owned Sites 
 

The City strongly encourages the use of high performance building systems and materials in 
affordable housing developments on City-owned sites.  Table One (1) on the following page 
includes criteria and recommended practices for the Development that relate to: 

 Sustainable site development,  

 Water and energy efficiency,  

 Indoor environment quality,  

 Innovative design, and  

 Other building systems and materials considerations.  

It should be noted that many green building systems and materials are continually 
improving and becoming increasingly available.  Some of these recommended items involve 
no additional costs.  Others may involve marginally or significantly higher initial costs, but 
have the potential to provide long-term cost savings and a positive contribution to a 
healthy environment. 

Table One on the following page is a guideline, with points, that aims for LEED® Gold and 
serves as a reference to the LEED® areas that Development design should focus on.  
Meeting these credit areas to a LEED® Silver rating, however, is required for the 
Development. 

Please review the table on the following page and then include with your Submission a 
description of the high performance building practices will be included in the Development 
project to meet the prescribed LEED® requirements outlined in subsection 3.1.7 of the 
RFEOI.  If you do not intend to include certain practices or materials in the Development 
project, please provide an explanation for this.  Also, please indicate any alternatives in 
your Submission.   
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Table 1: Project Specific LEED Gold Guidelines 
 
Target LEED Certification Level: Gold 60-79 Points
Primary Points Required  58 
Secondary Points of Interest  7 
   

Sustainable Sites 26 Possible Points 
Estimated 
Achievable 

Points 
Primary 'Required' Credit Areas   
Prerequisite 1 Construction Activity Pollution Prevention Required 
Credit 1 Site Selection 1 
Credit 2 Development Density and Community Connectivity 5 

Credit 4.1 
Alternative Transportation: Public Transportation 
Access 

6 

Credit 4.2 
Alternative Transportation: Bicycle Storage and 
Changing Rooms 

1 

Credit 4.4 Alternative Transportation: Parking Capacity 2 
Credit 7.1 Heat Island Effect: Non-Roof 1 
Credit 7.2 Heat Island Effect: Roof 1 
Credit 8 Light Pollution Reduction 1 
 Total 18 
   

Water Efficiency 10 Possible Points 
Estimated 
Achievable 

Points 
Primary 'Required' Credit Areas   
Prerequisite 1 Water Use Reduction Required 
Credit 1 Water Efficient Landscaping 4 
Credit 3 Water Use Reduction 3 
 Total 7 
   

Energy and Atmosphere 35 Possible Points 
Estimated 
Achievable 

Points 
Primary 'Required' Credit Areas   

Prerequisite 1 
Fundamental Commissioning of Building Energy 
Systems 

Required 

Prerequisite 2 Minimum Energy Performance Required 
Prerequisite 3 Fundamental Refrigerant Management Required 
Credit 1 Optimize Energy Performance 12 
Credit 2 On-Site Renewable Energy 1 
 Total 13 
   

Materials and Resources 14 Possible Points 
Estimated 
Achievable 

Points 
Primary 'Required' Credit Areas   
Prerequisite 1 Storage and Collection of Recyclable Required 
Credit 2 Construction Waste Management 1 
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Credit 3 Materials Reuse 1 
Credit 4 Recycled Content 1 
Credit 5 Regional Materials 1 
Credit 6 Rapidly Renewable Materials 1 
 Total 5 
   

Indoor Environmental Quality 15 Possible Points 
Estimated 
Achievable 

Points 
Primary 'Required' Credit Areas   
Prerequisite 1 Minimum Indoor Air Quality Performance Required 
Prerequisite 2 Environmental Tobacco Smoke (ETS) Control Required 
Credit 1 Outdoor Air Delivery Monitoring 1 
Credit 2 Increased Ventilation 1 

Credit 3.1 
Construction Indoor Air Quality Management Plan: 
During Construction 

1 

Credit 3.2 
Construction Indoor Air Quality Management Plan: 
Before Occupancy 

1 

Credit 4.1 Low-Emitting Materials: Adhesives and Sealants 1 
Credit 4.2 Low-Emitting Materials: Paints and Coatings 1 
Credit 4.3 Low-Emitting Materials: Flooring Systems 1 
Credit 5 Indoor Chemical and Pollutant Source Control 1 
Credit 6.1 Controllability of System: Lighting 1 
Credit 7.1 Thermal Comfort: Design 1 
Credit 8.1 Daylight and Views: Daylight 1 
Credit 8.2 Daylight and Views: Views 1 
 Total 12 
   

Innovation in Design 6 Possible Points 
Estimated 
Achievable 

Points 
Primary 'Required' Credit Areas   
Credit 1 Innovation in Design 1 
Credit 2 LEED Accredited Professional 1 
 Total 2 
   

Regional Priority 4 Possible Points 
Estimated 
Achievable 

Points 
Primary 'Required' Credit Area   
Credit 1 Durable Building 1 
 Total 1 
   

Secondary 'Desired' Credits  
Estimated 
Achievable 

Points 

Sustainable Sites: Credit 4.3 
Alternative Transportation: Low-Emitting and Fuel 
Efficient Vehicles 

1 

Sustainable Sites: Credit 5.1 Site Development: Protect and Restore Habitat 1 
Sustainable Sites: Credit 5.2 Site Development: Maximize Open Space 1 
Sustainable Sites: Credit 6.1 Stormwater Design: Quantity Control 1 
Materials and Resources: Credit 7 Certified Wood 1 
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Indoor Environmental Quality: 
Credit 4.4 

Low-Emitting Materials: Composite Wood and 
Agrifibre Products 

1 

Indoor Environmental Quality: 
Credit 6.2 

Controllability of System: Thermal Comfort 1 

 Total 7 
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APPENDIX 5: Community Engagement Strategy Summary 
 
The Society is expected to provide a community engagement strategy that details the 
approach of engaging community stakeholders to help in the identification of service gaps and 
potential solutions in service delivery.  
 
The Community Engagement Plan should include how the society would strengthen dialogue 
with neighbours, service partners and the broader community that would produce a solution-
focused plan responsive to community concerns such as safety, security and the resolution of 
other issues identified by community members. 

Included with this Appendix are the Public Participation Tool Kit and the Translation and 
Interpretation Guide, produced by the Community Services department.  These documents 
are provided to assist Respondents in developing an understanding of the City’s community 
engagement strategies and ultimately, to assist the Selected Society in developing a 
community engagement strategy for the Development. 
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Disadvantages 

•	 Surveys delivered in a postal and electronic form can be easy to ignore.

•	 Postal surveys traditionally have a low return rate.

•	 Hard to control who within a household may actually fill in a postal 
survey (respondents are self-selecting).

•	 Not everybody has easy access to email and/or is web competent.

•	 Respondents within organisations are often swamped by emails and 
may miss the survey or the survey may be missed as it is automatically 
delivered to a “junk mail” box.

•	 Response rates to both electronic and postal surveys may be influenced 
by the use of over complex and jargon filled questions or script that is 
too small and unsuitable for those with visual impairments (know your 
potential audience).

•	 Some householders in Richmond have limited English language skills, 
which may deter full or accurate answering of surveys.

•	 Cultural differences and or experiences of the role of local government 
may deter many from filling out a postal or electronic survey (for 
example if a respondent comes from a country of origin with no history 
of western democracy). 

Postal and Electronic Survey Check list 

Have you…

		 Kept the layout and design of your survey simple?

		 Provided a covering letter that gives adequate background and 
context, the purpose of the survey and any associated deadlines?

		 Considered large print text and checked for jargon and general 
readability?

		M ade sure you have the information to address to an individual not 
“the occupier”?

	 	Asked community partners to help publicize and explain the survey?

		 Considered if translated versions are needed?

	 	Avoided mailing or email out surveys in holiday periods?

		 Provided contact details where respondents can get follow-up 
assistance with questions?

		 Considered a cash prize or incentive for returning filled out surveys?

		 Provided a pre-paid envelope for returns?

		 Considered when and if you may need to send a reminder notice?

Note: before starting on a survey, look at past response rates to similar surveys and identity if 
there have been communities or target groups that have been traditionally under-represented 
in survey replies. Make sure you factor this in to your preparations.



Public Participation Toolkit: Community Involvement in Developing Public Policy, Services & Programs

53

Telephone Surveys 
Advantages 

•	 These are relatively cheap.
•	 Can be quick and easy to conduct.
•	 Can be used to obtain a ‘representative sample’ through targeted 

responses from various community members.
•	 Easier to contact household or elderly participants.
•	 Can be easier (than with postal surveys) to ask more complex questions 

and provide background, context and explanations for respondents.
•	 Can allow for more immediate analysis of results.  

Disadvantages

•	 High refusal rates.
•	 Need for trained interviewers, may need expensive an time consuming 

training.
•	 No visual prompts available for people to aid the answering of 

questions.
•	 Potential language barriers.
•	 Excludes those who do not have access to a telephone or who are ex-

directory. 
Note: for good quality telephone interviews, it is worth considering getting the staff the who 
will carrying out the interviews externally trained and investing in hands free head sets is also 
recommended. Interviews should normally last not more than ten to fifteen minutes.  

Face-to-Face Surveys
With this method, respondents are asked to complete a structured survey with a 
trained interviewer. 

Advantages 

•	 Face-to-face will allow a certain amount of individual tailoring of 
questioning to take place (both in style and type of question asked) in 
response to the particular dynamics of the interview in question. 

•	 A much higher response rate can be expected than with other survey 
methods.

•	 Can be a way of obtaining in-depth views of key community members.
•	 Interviewers can find it easier to explain points that need clarification 

and can carry leaflets and information sheets to explain more complex 
points. 

•	 Interviewers can use visual aids or use interpreters if needed. 
•	 can be a way of getting interviewers into the community (e.g. door-to-

door surveys) and accessing those who may not respond to more formal 
methods. 

Disadvantages 

•	 Can be a costly and time-consuming process.
•	 Interviewers may need more in-depth training than with other methods.
•	 Street or door-to-door surveys may make it difficult to access those 

sections of the community who are housebound or have long standing 
illness or disabilities, or similarly those section of the community (for a 
variety of reasons) who may not feel comfortable opening their doors to 
strangers.

•	 Language barriers may have to be overcome. 
Note: if you are organising face to face surveys in the community make sure that you 
have taken in to account the potential safety of your interviewers, ensure you don’t send 
interviewers into situations where they may be any sort of risk of personal danger. 



City of Richmond

54

4.2.5 	Using Art and Artistic Activities to Encourage 
Public Participation

The value of using art activities and encouraging the participation of artists in 
public participation can often be overlooked. Public participation methods have 
generally focussed on the traditional: open houses, surveys, workshops, etc. 
However, there are significant benefits to using creative and interesting artistic 
methods to solicit public input in developing public policy.

Many arts-oriented public participation sessions can be delivered without input 
from an artist (although they will require creative thinking by staff or consultants 
to develop and conduct). However, by involving an artist, your public participation 
session could be more ambitious and use a wider range of more challenging 
materials and interest. Often the process of an artist working with participants 
using an interesting and surprising art form is enough in itself to generate a 
creative and far-reaching conversation about the subject of the consultation.

There are also broader benefits to be gained from involving local artists in an arts-
oriented public participation exercise. Richmond is renowned across Canada for 
the rich diversity of its culture. Using local artists and local art to build participation 
can lead to a more inclusive approach to public involvement. Processes that are 
unique to Richmond can be developed, which in tern can help build and develop 
our cohesiveness as a community.  Art has an ability to attract community input 
and help develop ownership within often complex community debates on public 
policy.

A brief overview of some basic art activities: 

•	 Making models or sketches. e.g. children making models of play 
equipment and placing these on a map of a potential play area site.

•	 Photo surveys- local people with cameras are equipped with cameras 
and send out to photograph an area or environment and concentrate 
on things that matter to them. Photos’ can be used to build on to and 
compliment more formal maps and are a great and fun way of mapping 
differing priorities between groups (e.g. the same task performed by 
Seniors or Youth may have wildly different results).

•	 Slide shows, exhibitions and speakers can be a great informal way to 
structure discussion and lead in to more formal participation. 

•	 Video projects e.g. young people interviewing residents to get their 
views on improvements to your service or facility. 

•	 Community planting schemes in parks and green spaces to help map 
the develop of open space.Research the web for ideas. ‘The Art of 
Community Consultation Toolkit’, Bolton Libraries 2006 has some 
good ideas for arts-led consultancy sessions, ranging from methods 
for on-going public participation that need little staff input, through 
to methods effective for working with specific groups, and ideas for 
sessions involving artists.
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Advantages 

•	 Art based events can appeal to people e.g.: youth who may have little 
interest in formal meetings. 

•	 Can be a way of involving those with limited or no formal language 
skills and can create a level playing field if you are involving groups with 
a diverse range in the same participatory event.

•	 Can be a way of involving people who may not normally want to be 
involved in formal participation but may want to learn a new skills, e.g.: 
photography, model making, video and film making etc. 

•	 Can be linked to more formal participation events e.g.: mapping using 
models or paint can be incorporated in to a lees structured section of a 
more formal event. (can be a great way creating a basic understanding 
of some concepts before a more formal participation process is engaged 
in) 

•	 Can be a great way of linking with schools and youth centres, perhaps 
by linking and building on existing curriculum. 

•	 Can be a very good way of getting disparate groups of people working 
together and this can lead to networking and longer term community 
participation. 

•	 Great way of putting trained professionals and the wider community 
on a more equal footing, breaking down ‘us and them’ barriers and 
educational differentials. 

Note: getting to know the artists in your community and involve them can open doors to 
sections of the community sometimes harder to involve as wherever there are groups of 
people there are artists. Even in PRCS there may artists lurking with access to community 
networks that perhaps you didn’t even know existed!  

Disadvantages

•	 Public participation through art activity can be time consuming to arrange.

•	 You may need access to facilitators who have specialist artistic skills eg: 
photography.

•	 Can be budget considerations/ may be expensive to set up and may not 
be cost effective if you have very specific goals for your participation 
exercise. 

•	 May need to arrange supervision for young people.

•	 Is not necessarily a good way to involve a large group of people. 

•	 Can take quite skilled facilitation. 

•	 Can be very labour intensive with a great deal of one of one work 
involved between facilitators and participants. 

•	 Could appear too esoteric and vague if not explained carefully to 
all stakeholders how artistic activity can and will be linked to wider 
processes and the ‘bigger picture’   



City of Richmond

56

Tips for using art as a means of public participation 
The following are good practice guidelines and should be read in conjunction 
with the ‘Involving Diverse Communities’ section on page 31.

	 Have you thought about the following good practice guidelines for 
using art…

		 Careful planning is needed if you are planning unstructured art 
based events that may not have immediately clear ground rules for 
participants. Be prepared for the unexpected. 

		 Supervision of children is particularly important. You will need to 
ensure that you have a proper ratio of children to adults

	 	Make sure you have experienced facilitators. As an art based project 
develops and group dynamics develop accordingly you will need to be 
able to refocus the group and re-link it (if needed) back in to the bigger 
picture/ purpose of the exercise.

		 Be prepared for that the results of artistic participation may need 
follow up and resources to fully utilise e.g. looking at the results of 
photography, video work, moving storage and display of art work 
produced, etc.

	 	Art based activities are probably best used when time is available for an 
participation process with a number of different events. 

Note: The outcome of this sort of participation is often not only or quite what was expected. 
You may learn many unexpected things about the needs of your community and sometimes 
the way of maximising informal information exchange is to build in a certain amount of un-
structured time into your activities. 
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5	 REFERENCES AND RESOURCES 
This toolkit was developed using information from professional publications, 
international associations, department practices and staff experience. In 
particular, the City of Edmonton’s, “Building a Public Participation Process – April 
2004” provides essential tools which have been incorporated throughout this 
document. 

For web links, go to the respective home pages then use search options unless a 
longer URL has been supplied due to lack of working links.

5.1	 Toolkits 
	 a) City of Edmonton, Alberta, Canada …”Building a Public Participation 

Process” a practical manual to guide the developing of public participation 
process. PDF available at www.edmonton.ca

	 b) Vancouver Coastal Health, Vancouver, Canada, “Framework for 
Community Engagement” http://www.vch.ca. 

	 c) Dudley Metropolitan Council, United Kingdom, “How to Consult” toolkit 
http://www.dudley.gov.uk/

	 d) London Borough of Brent, United Kingdom, “Brent Consultation Toolkit” 
http://www.brent.gov.uk/

	 e) City of Portland Bureaus, Portland USA, “An Outreach and Participation 
Handbook” http://www.portlandonline.com.

	 f) Bolton Libraries, United Kingdom, “The Art of Community Consultation 
Toolkit” http://www.bolton.gov.uk/libraries

	 g) London Borough of Waltham Forest Council, United Kingdom, “Public 
Consultation Toolkit” http://www.lbfw.gov.uk

	 h) Creative New Zealand and The Hillary Commission, New Zealand, “The 
Toolkit: A Planning Tool for Community Consultation and Quality Decision-
Making in Local Authorities” http://www.creativenz.govt.nz/

5.2	 General Resources 
	 a) International Association of Public Participation (IAP2) . IAP2 promotes 

public participation, collaborative decision making, citizen engagement, 
advocacy, mediation, community building and consensus building. Their 
website contains good general information on participation techniques and 
processes. Contact via webpage at http://www.iap2.org/

	 b) Audit Commission, United Kingdom. “Listen Up: A Guide to Effective 
Communication” a set of guiding principles and considerations when 
planning public participation. http://www.audit-commission.gov.uk/

	 c) South Western Sydney Area Health Service, Australia “Community 
Participation Framework”  
http://www.swsahs.nsw.gov.au/corpinfo/commpart/cp_framework.
asp

	 d) David Wilcox Consultancy/Partnerships Online, “Guide to Effective 
Consultation” http://www.partnerships.org.uk/guide/index.htm

	 e) Government of Canada, “Consultation Guidelines For Managers In the 
Federal Public Service”  
http://www.pco-bcp.gc.ca/default.asp?page=publications&Language
=E&doc=com-con/consult_e.htm

	 f) Tri-County Regional Planning Commission, Harrisburg, Pennsylvania, USA 
“Element 7 Public Participations and Community Participation”  
http://www.tcrpc-pa.org. 
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	 g) CPN Civic Renewal Movement, USA, “Community Visioning and Strategic 
Planning Handbook”   
http://www.cpn.org/tools/manuals/Community/index.html.

	 h) David Allen, UK (reproduced by permission of the Public Management & 
Policy Association) “Consultation Fatigue: What Are Customers Really Tired 
Of?” http://www.publicnet.co.uk

	 i) J Kretzmann and J McKnight, The Asset-Based Community Development 
Institute, Northwestern University, Illinois “Building Communities from the 
Inside Out: A path towards finding and mobilizing a community’s assets”. 
http://www.northwestern.edu/ipr/abcd.html

	 j) Our Growing Understanding of Community Engagement, Tamarack 
Institute: http://tamarackcommunity.ca/downloads/home/ce_report.
pdf

	 k) Learning to Engage: Experiences with Civic Engagement in Canada 
http://www.cprn.org/documents/18162_en.PDF

	 l) Montreal City, “The Challenge of Participation: Montreal’s Public 
Consultation and Participation Policy” http://www.ville.montreal.qc.ca

	 m) Tamarack Institute for Community Engagement:  
http://tamarackcommunity.ca/

	 n) The Effective Interventions Unit, Scotland, UK, “Effective Engagement, 
A Guide To Principles and Practice” (very good section on the pros and 
cons of different public participation techniques. including information on 
questionnaire and survey design)   

	 o) Nick Waters (2008), “The Community Planning Event Manual: How 
to use Collaborative Planning and Urban Design Events to Improve Your 
Environment”. Earthscan Publications Ltd.

	 p) Nick Waters (2000) “The Community Planning Handbook”. Earthscan 
Publications Ltd.

5.3	 Participation and diversity 					   
resources 

	 a) National Disability Authority, Dublin, Ireland “Ask Me…Guidelines for 
Effective Consultation with People with Disabilities” http://www.nda.ie/

	 b) Scottish Executive, Scotland, UK. “Involving Older People: Lessons For 
Community Planning” www.scotland.gov.uk  

	 c) Devon County Council, Devon, England, UK “ Guidelines On Involving 
And Consulting People From Black and Minority Ethnic and Faith 
Background” by Mohammed Dhalech  http://www.devon.gov.uk.

	 d) Gerontology Research Centre Simon Fraser University #2800-515 W. 
Hastings St. Vancouver, Canada, V6B 5K3 Tel: (604)291-5244  
e-mail: iuhpe_exhibits@sfu.ca (good research library for researching 
issues related to Older people…including participation) 

	 e) Government of Victoria, Australia, “Local Government, Consultation and 
Engagement Resource Website”   
http://www.vlgaconsultation.org.au/ (good website with a wide variety 
of resources including information on public participation and “hard to 
reach” groups. 

	 f) Participation Works, A website of best practice in involving children and 
young people http://www.participationworks.org.uk/
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5.4 Case Studies
	 a) Health Canada “What Works! Putting Community Issues on the Policy 

Agenda: 8 Stories from Atlantic Canada,:  
http://www.phac-aspc.gc.ca/canada/regions/atlantic/Publications/
What_works/what_works_2004.pdf 

	 b) Centre for Municipal-Aboriginal Relations: Partnerships in Practice: Case 
Studies in Municipal and First Nations’ Economic Development Cooperation, 
http://www.fcm.ca/english/documents/partnerships.pdf 

	 c) Canadian Policy Research Networks, Ontario, Canada “Learning to 
Engage: Experiences with Civic Engagement in Canada” |http://www.
cprn.org/documents/18162_en.PDF

5.5 Surveys and Questionnaires 
	 a) Free Management Library – Integrated On-Line Library for Non-Profits and 

For Profits. “Conducting Surveys”  
http://www.managementhelp.org/commskls/surveys/surveys.htm

	 b) Colorado State University – Writing at CSU “Survey Research”  
http://writing.colostate.edu/guides/research/survey/index.cfm

	 c) StatPac Inc. “Survey and Questionnaire Design”  
http://www.statpac.com/surveys/

5.6 	 Art, Play, Culture and Public 					   
Participation 

	 a) Freeform Website UK, “Public Art and Regeneration” 
http://www.freeform.org.uk/public_art_regeneration.htm

	 b) The Community Planning Website UK (good overview of a range of 
arts and cultural activities and how they can be utilised within public 
participation initiatives)  http://www.communityplanning.net/index.
htm

	 c) Neighbourhood Initiatives “planning for real ”   
http://www.nif.co.uk/planningforreal/

	 d) Public Art Online “ Consultation and Public Art”  
http://www.publicartonline.org.uk/current/consultation.html

	 e) Creative Citiy Network, Canada, http://creativecity.ca/  
(excellent source of information on Arts/Culture and its relation to a wider 
community development agenda) 

	 f) Arts Smart Initiative, Canada – Engaging Young People in Artistic Activity 
http://www.artssmarts.ca/eng/about/
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APPENDIX 1 – GLOSSARY OF TERMS 
Community
A group of individuals, families or organizations that shares common values, 
attributes, interests and/or geographic boundaries.

Community Engagement
The process of working collaboratively with and through groups of people who 
are affiliated by geographic proximity, special interest, or similar situations, to 
address issues affecting their well-being. It implies a two-way communication. 
Community Engagement can range from community awareness, volunteerism, 
community consultation, to community-driven activities.

Community Awareness 
Community members being informed and empowered with tools to make relevant 
and timely decisions about the issues and opportunities that impact their lives.

Community Consultation
The process of obtaining public feedback on analysis, alternatives and/or 
decisions. Although often used synonymously with community participation, it 
is only one level of participation as defined by the International Association for 
Public Participation.

Community-driven Activities
Activities, events or processes where impacted Community members have 
the resources and levels of autonomy to plan, make decisions and/or deliver 
services.

Community Benefit
The is the outcome of anything that a community have defined as leading to an 
increase in their welfare or the welfare of the general public.

Community Group
A collection of people, who share certain characteristics, interact with one 
another, accept expectations and obligations as members of the group, and share 
a common identity. In the work of PRCS a community group often is a non-profit 
organization or association of persons with the primary aim of working to provide 
services and benefits to the community.

Cultural Diversity
The presence and participation of many different cultural communities within the 
general culture of a society, and the explicit recognition that the contribution and 
participation of all cultural communities have the potential of equal value and 
benefit to society at large.

Diversity
All the ways in which we differ. The unique characteristics that all people possess 
that distinguish them as individuals and that identify them as belonging to a 
group or groups. Diversity transcends concepts of culture, ethnicity, class, gender, 
religion, sexual orientation or disability.   

Stakeholder
This is a term to describe any organisation or individual that has a direct interest 
in actions or decisions. Their interest may be because they will have a role in 
implementing the decisions, or because they will be affected by the decision.

PRCS
Parks, Recreation and Cultural Services Department, City of Richmond.
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Public Participation
The procedures for obtaining and considering the views of the general public in 
planning and decision-making processes for developing public policy.

Public Policy
Public policy can be generally defined as a system of laws, regulatory measures, 
courses of action, and funding priorities concerning a given topic promulgated by 
a governmental entity or its representatives.

Policies
A set of proposed actions that together achieve the intended outcome of the 
objective.

Volunteerism
The policy or practice of volunteering one’s time or talents for charitable, 
educational, or other worthwhile activities, especially in one’s community.
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APPENDIX 2 - PLANNING HISTORY FORMS

Planning History Form 1 - Identifying Project Outcomes

Step The Project Outcomes for Project / Initiative

1. Identify and scope 
project or initiative

Write a description of your project.  Is it 
described in your work plan?  Has it been 
assigned by Manager or Supervisor, or 
identified as a community need by staff or 
others.

2. Determine desired 
outcome(s)

What will be the change in our 
community as a result of this project 
or initiative? What are you wanting to 
achieve?

3. Determine 
Deliverables

What are the components of the project 
to meet the desired outcomes?

4. Determine benefits of  
public participation

Why is public participation needed to 
reach these outcomes?

Planning History Form 2 - Identifying the Objectives of Your Public Participation Process

Determine which of the Project Objective 
descriptors best describes your project.

Explain your rationale:

 Inform

 Consult

 Involve

	Collaborate

	Empower
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Planning History Form 3 - Is PRCS Ready to Consult?

Briefly describe your thoughts / comments on whether PRCS is ready to involve the public.  Be as specific as possible.

Planning History Form 4 - Research of Previous or Current Public Participation Exercises?

Briefly describe the details of any relevant previous, current or planned public participation (including contact and sources).



Public Participation Toolkit: Community Involvement in Developing Public Policy, Services & Programs

65

Planning History Form 5 - Stakeholder Matrix

Stakeholder Name Type of information 
required from them

Type of information 
they need from us

Level of participation 
required

Best Method(s)

Planning History Form 6 - Rationale for selection of methods

Identify which method(s) you have selected, and provide a brief rationale.

Method Rationale
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Planning History Form 7 - Critical Path Matrix

Project Name: Project Manager:

Task Key Decision Decision Maker Duration (# days) Timeline (e.g. Jan / Feb 2008)

Planning History Form 8 - Budget Planning Tool

Area of Expenditure Proposed Budget Expenditure to Date Outstanding 
Commitments  

Variance 

Logistics

Communication 

Technical Information/
Research 

Staff/Contracts

Participant funding 

Travel/accommodation 

Interpretation/translation

TOTAL
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Planning History Form 12 - Public Participation Evaluation Pro-Forma

Public Participation Exercise 

Did you keep to the planned timetable? Yes/No If Not Why?

Please state the participation method used, sample size (numbers), response rate (%)

Method(s) used No of responses Response rate (%) 

Describe methods successful in reaching diverse or ‘hard to 
reach’ communities

Describe methods less successful in reaching diverse or 
‘hard to reach’ communities (state why)

List community groups/organizations that were consulted 

How well did the consultation meet purpose? Circle the 
appropriate number)

Did not meet purpose                          Met purpose very well  

1   2   3   4   5   6   7   8   9   1 0 

How were the results disseminated to the wider public, 
relevant staff and partner organizations? 

What do you think worked well and why?

What could have worked better and why?

Please state the actual cost of the consultation Internal source and amount:

External source and amount: 

Total Cost:

What impact did the consultation have on: a) Policy 

b) Operational decisions affecting the service 

c) Other decisions affecting the service 

d) Partner organizations 

e) PRCS Master plan 

Please state the key points/ findings from the consultation 
exercise 
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1.0 Rationale 
 

“The City of Richmond supports the right of all persons to equal opportunity 
and participation in community affairs and is committed to ensure that City 
programs and services are delivered with this principle in mind.”      

Multiculturalism Policy 6000 adopted by Council March 25th, 1991  

Language is an essential part of a person’s identity. Often, people can express their views and 
needs better in their language of choice. So, enabling them to use their preferred language is not 
only a matter of good practice, but an important factor in ensuring equal opportunity and 
participation, as per the City of Richmond’s policy commitments.  

Given the City’s rapidly changing demographics, language requirements must be taken into 
account. Parks, Recreation and Cultural Services (PRCS) believes that the provision of relevant 
translation and interpretation guidelines will assist PRCS in the delivery of services.  

It is essential that PRCS messages are communicated effectively and appropriately – both to 
internal and external audiences. All relevant publicity and communication materials should also 
be made easily accessible to their target audiences in order to ensure the organization meets its 
needs. 

This document is an easy-to-use tool to help PRCS staff make empowered and intentional 
decisions on when or when not to translate and/or use an interpreter. It is a guide primarily aimed 
at PRCS staff members who are working with service groups or potential user groups without 
English as a first language. 

These guidelines aim to: 

• increase clarity on what material should be translated; 

• outline who is accountable and responsible for translations; and  

• offer practical guidelines on the delivery of translation and interpretation services.   

Note:  Always consider the service implications when translating information or using an 
interpreter. If you translate or use an interpreter to convey information about a service or 
program, ensure you specify which language will be used to deliver that service or program.           
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2.0 Guide to Translation 

2.1 Introduction  
Any translation or interpretation of materials by PRCS needs to be done with clarity, simplicity 
of language and accuracy. 

The intent of any translation (excluding works of literature) is information transfer. “Literal” 
translation is the best and safest approach. It is essential to keep in mind that although translators 
may be versed in PRCS terminology, they are usually language professionals first and foremost. 
The translator’s responsibility is to convey the message of PRCS professionals as accurately and 
appropriately as possible - they should not alter the English text, but follow it closely.  

2.2 Planning What to Translate and When 
The main question to ask when determining what and when to translate is… what do you want 
the end user to know? With this question in mind, it is important to ask in each instance: is 
translating information the best way to meet the needs of the customer?   

Before you start your translation, carefully plan out the steps you will need to take, and prepare 
an appropriate project timeline (Appendix 1).    

Determine whether brochures, pamphlets or newsletters need to be entirely or partially 
translated, or whether a translated sentence and phone number will suffice to direct the customer 
to more information regarding programs or services.  

Other considerations: 

• Include English to identify content. 

• In some areas and for some languages, bulletins addressing particular issues or 
registration questions may be more appropriate than translating entire documents.   

• If portions of pamphlets or newsletters are translated, reference that information on the 
front page of the pamphlet, in the language used, along with the page number. 

If you opt to simply print a translated sentence and phone number for more information, list 
hours when staff or volunteers will be available, and include that information on messaging 
services if the interpreters are not available. This will help ensure the customer’s needs are 
addressed. 

Challenges can arise when translating documents into languages that don’t use the Latin 
alphabet. For example, many computers are not configured to read Chinese text. Even computers 
that are configured to read Chinese text will often misread it and automatically change characters 
when you open or print the document. The simple rule is: always work from a PDF file supplied 
by the translator. 
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2.3 Establishing a Budget 
When determining the need for translation, it is important to identify the funding available and 
any outstanding resource needs. 

Translation costs must be considered in advance to ensure adequate time and resources are in 
place. It is important to include all translation costs in annual budgets and ensure translation 
considerations are built into individual project/service delivery timetables.   

2.4 Determining Demographics 
When you’re deciding what languages to translate the materials into, consider the target audience 
and demographics of the area. This can be accomplished by compiling a profile of the non-
English speaking portion of that community and by: 

• Checking ‘Hot Facts’ on the City of Richmond website and double checking information 
with City of Richmond Policy Planning (at City Hall). To find demographic information 
on the City website enter ‘Hot Facts’ in the search box on the City homepage.  

• Checking with Elementary and Secondary schools in the area. 

• Talking to community groups in the area to determine the translation needs of each 
group. 

• Checking with Statistics Canada for localized Richmond area based language and 
ethnicity breakdown. The Statistics Canada website is  http://www.statcan.ca/start.html 

2.5 Getting Started with Translation 
The main question to ask yourself in determining what and when to translate is: “What do I 
want the end user to know?” 

It is important to ask, in each instance, if translating information is the best way of meeting the 
needs of your customer(s). 

It is also important to fully understand who the target audience is, and why and in what context 
the user will be reading the translated information. How usable will the information be in the 
context that it will be accessed? 

When writing an English brochure, it is important to consider if the material also needs to be 
translated. If this is the case, ask a bilingual consultant, staff member or volunteer to provide 
feedback and input regarding cross cultural issues. 

Where and when possible, launch translated promotional material in all languages (that are 
considered suitable for that material) simultaneously, rather than circulating the English product 
first before the translated versions are ready. 
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Translators are not experts in cultural and cross-cultural issues. A translator should not be put in 
the role of cultural interpreter. Cultural issues related to the target group must be addressed while 
developing the English material. Be aware that translators are usually not PRCS professionals. 
They may not be familiar with PRCS concepts. 

2.6 Style and Content of Translated Written Materials 
Ensure that the English version of a document to be translated is written in basic English and is 
free of jargon. 

The document should be written at Canadian grade 4-6 * level but no higher than grade 6. Be 
prepared to rewrite existing documentation if it is not currently written at this level. 

A well used and respected method for analyzing the readability and grade level of written 
information is the SMOG Readability Grading Formula (Appendix 2). 

Be prepared to rewrite materials in English that reflect the ‘center point’ of the language. This 
point can be determined by considering the range of education levels within the group, as well as 
their geographic location and length of time in Canada. It represents a middle ground and its use 
as a translation tool results in material that is accessible to a broad cross section of the target 
group. 

Keep all translated information concise and ensure it is written in an engaging, empowering and 
inclusive tone. 

When translating information, avoid culturally-specific phrases and explain any acronyms. Be 
careful when using humour, as the meaning may be different when translated.  

2.7 Choosing a Translator 
Translation can be done by companies or by a volunteer in the PRCS system. Establish 
guidelines and a system by which both professional and volunteer translation can be double-
checked and edited by another speaker/reader of the translated language.  

If you have the budget to choose a professional translator, ask for evidence of recognized and 
relevant Canadian qualifications as a translator. Ideally, the translator should be a member of the 
Society of Translators and Interpreters of BC (S.T.I.B.C.) (Appendix 5). 

Also, ask to see their translation guidelines and check these against PRCS’ requirements. If the 
translation company you’re considering is professional and credible, it will have guidelines in 
place (Appendix 3).  
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2.8 Proofreading Translated Materials 
After the material has been translated, the document will need to be proofread. The role of the 
proof-reader is to be a partner in the translation process. When proof-reading, give both the 
translated and the English version (Appendix 4). 

2.9 Staff Awareness 
In order to ensure the effective use of a translated document, staff must be properly informed 
about its distribution and intended target group. PRCS professionals need to be clear that 
translated materials do not always replace the need for trained interpreters. 

Staff must also understand that translated materials are part of a comprehensive communication 
strategy for how PRCS conveys messages about its programs and services and how it works with 
partner organizations. 

2.10 Monitoring and Evaluating Translated Written Information  
As with English materials, translated materials should be monitored in their usage. To achieve 
this, solicit feedback from internal staff as well as external and partnering organizations about 
the material’s use and effectiveness. You can also issue customer satisfaction surveys with the 
translated materials. 

Any changes you make to English materials should be tracked and reflected in the translated 
materials. Evaluate any materials intended for long term use after 2-3 years to check if they are 
still current, relevant and still in use. 
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3.0 Guidelines for the Use of an Interpreter  

3.1 The Role of an Interpreter 
An interpreter translates spoken communications including speeches, presentations, 
conversations, meetings and interviews. In PRCS, usually a “consecutive” interpreter is used. 
When using a consecutive interpreter, the speaker pauses after each breath to allow the 
interpreter to relay translated information. 

The role of the interpreter is to provide a clear channel of communication between the service 
provider (PRCS) and an individual or group. The interpreter should not add or subtract to the 
communication, but simply interpret what has been said. 

Be aware it is good practice not to rely on family members of customers or children to translate 
for PRCS. They may have only a general understanding of what is being discussed. 

3.2 When to Use an Interpreter 
Language barriers can provide difficulties for many people who wish to access PRCS services 
but who may not be able to because: 

a) they are not proficient enough in English;   

b) they have specific medical or physical issues or a state of mind that makes communication 
challenging; or 

c) PRCS written communication has proved to be inadequate or inappropriate for that particular 
individual or group. 

PRCS may sometimes need to consider the use of an interpreter with individuals who  although 
mostly proficient in English  find it difficult to speak in a second language in stressful or 
emotive environments. 

The use of an interpreter may also be an essential part of consultation/public involvement 
initiatives that are aimed at - or impact - particular cultural communities. Interpreters can be vital 
in helping PRCS communicate vital but complex information about PRCS initiatives 
(information that may not be possible to convey by the use of translated written information 
alone).  

As with using a translator, make sure the decision to use an interpreter is a consistent one based 
on: 

a) a financially sustainable use of resources (see Section 2.3) and built into project planning;  

b) an informed assessment of individual and/or community need and accurate demographic 
information about the community (see Section 2.4); and 

c) a rational and transparent decision that clearly does not favour one community or group at 
the perceived or actual expense of another.  
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3.3 Choosing an Interpreter 
When choosing an interpreter to work with, be aware that an interpreter requires highly 
developed skills in order to properly translate a message that others can hear as if it were the 
original message. This means that the translator must be skilled in more than one vocabulary, as 
well as the culture’s thought processes and communication techniques. Select a translator who is 
fully aware that some words have no direct translation and who can convey the exact meaning of 
what is being said, without translating word for word.  

If there is a budget to choose a professional interpreter, ask for evidence that they have 
recognized and relevant Canadian qualifications. Where possible, the translator should be a 
member of the Society of Translators and Interpreters of BC (S.T.I.B.C.). 

When selecting a translator, look for the following qualities and qualifications and consider the 
following factors:  

• Compatibility – an interpreter who is neither dominating nor timid, and is someone you 
are comfortable working with. 

• Ethnic compatibility – an interpreter who is, or is very close to, the same community, 
cultural or religious group or ethnic background as the people for whom he or she will be 
translating.  

• Gender compatibility – be aware that when working with some cultural communities, 
gender can provide a barrier to communication. As a good practice guideline, try to select 
an interpreter that is the same gender as the customer (s) you are communicating with. 

• Relevant knowledge - has significant knowledge in the PRCS field and its terminology. 

For potential sources of interpreters, please refer to Appendix 5.    

3.4 Planning and Running a Session with an Interpreter  
When using an interpreter, be aware of the potential difficulties that may arise for both PRCS 
staff, the interpreter being used and the PRCS customer(s). Brief the interpreter prior to the 
interview or meeting - explain technical terms and be clear on the purpose that PRCS wishes to 
achieve. Also leave time to debrief the interpreter afterwards to ensure that the message 
conveyed was the correct one. 

Using an interpreter will require more time than translating materials. Build this into programs 
where the use of an interpreter may be necessary. Be aware that the time you spend meeting with 
the interpreter is as important as the time the interpreter spends performing their functions. 
Allow time for breaks and keep meetings focused and time-limited.  

When using an interpreter, address the customer - not the interpreter - and never exclude the 
service user by talking just to the interpreter in your language. Put the service user at the centre 
of the interview. 
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Remember that PRCS is conducting the meeting/interview – do not allow other people present to 
exclude PRCS by talking around you in their language. 

The interpreter should facilitate the meeting/interview but should not be taking part. 

As with written translated material, keep sentences short and jargon-free, and express your 
meaning clearly. Be prepared to give greetings and farewells in the language being used. At the 
end of the session, leave time to recap any major points and clear up any ambiguities. 
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Appendix 1 - Procedures for Translation (with timeline) 
 
Example Timeline - Approximately three weeks from start to finish. 

Step 1 Develop English materials 

Step 2 Choose the brochure to be translated 

Step 3 Review the English version to accepted standards 

Step 4 Select/meet a translator (two days) 

Step 5 Proofread the translation (three days) 

Step 6 Test out translated materials (five days) 

Step 7 Decide on dual language format/design (3 days) 

Step 8 Increase staff awareness of how to use translated materials 

Step 9 Monitor and evaluate 
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Appendix 2 - SMOG Readability Grading Formula  
Written material for general public use or materials that you are preparing for translation should 
be written at a Canadian grade 4-6 level. A commonly used method of self assessment of written 
text is called SMOG. Using this method, it is possible to assess grade level of text.  

Text of MORE than 30 sentences  

Step 1: Count 10 sentences (at beginning, in the middle and at the end) of the material. (E.g. 
these have to be consecutive sentences. Do not include titles and headings.)  

Step 2: Mark all polysyllabic words (3 or more syllables) in the 30 sentence sample. Count the 
total number of words marked. 

 
 
 
 
 
Step 3: Find the nearest square root of this total (e.g. nearest root of 72 is [64 = 8])  

Step 4: Add three to the square root. This gives your reading level. (E.g. 8 + 3 = 11th Grade)  

Text of LESS than 30 sentences  

Step 1: Count all polysyllabic (3 or more syllables) words in the text. 

Step 2: Count the number of sentences in the text. 

Step 3: Find the average number of polysyllabic words per sentence (e.g. Average = Step 1 
divided by Step 2). 

Step 4: Subtract the total number of sentences from 30 and multiply the remainder by the 
average number of polysyllabic words per sentence (i.e. (30 - Step 2) x Step 3). 

Step 5: Add this figure to the total number of polysyllabic words (i.e. Step 4 + Step 1). 

Step 6: Find the nearest square root and add three. This gives your reading level. 

e.g.: beginning 21
 middle 28
 end 23
 total 72

Additional Guidelines  

• Hyphenated words are considered one word 

• Numbers in figures should be pronounced to determine if they 
are polysyllabic (e.g. 337 has 8 syllables) 

• Include repetitions of a word, no matter how often it is used 
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Appendix 3 - Translation Guidelines  
The following guidelines are used by professional translators and may also be adopted by City 
staff working with their own volunteer translators.  

1. Check through the entire document before starting the translation. Look for any mention of 
other documents which may have been translated previously. (This might help with 
terminology.) Look for inconsistencies or phrases which do not make sense. Ask the person 
who commissioned the translation about these as soon as possible. 

2. Check layout instructions. 

3. Translators are not authorized to edit text. If the source language is not clear, ask the person 
who commissioned the translation from you to respond to your concerns. 

4. Make sure you know who the audience is. If the words and style used in the source text do 
not seem appropriate for the readership, ask the person who commissioned the translation. 

5. As you work, make a record of specialized words and phrases and transliterated names or 
titles to ensure consistency within the translated document. (This will help for future 
translations with the same client). 

6. Leave the translation of headings or subheadings until the main text has been translated. It 
may be easier to find an appropriate translation afterwards. 

7. Personal names and names of organizations, products or places should not be translated. If 
possible, transliterate the name and follow this with the name in the source language in 
brackets. If transliteration is not possible, simply write the name in the source language. If in 
doubt, check this with the person who commissioned the translation. 

8. Some words or phrases do not have easily understood equivalent meanings in the target 
language. These may be new terms or terms with a specialised use. It may be best to 
transliterate and then give an explanation in brackets. If it is not possible to transliterate, 
simply write the word in the source language and translate an explanation in brackets.  
Ensure the person who commissioned the translation is agreeable. 

9. Do not transliterate or translate addresses. Check carefully that words which are left in the 
source language are spelled correctly. Use standard western numbers for dates and telephone 
numbers. 

10. Check the translation using our standard checklist. Initial each check point as you carry out 
the check. Sign the checklist at the bottom of the page and return it to the person who 
commissioned the translation. 
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Appendix 4 - Checklist for Proofreaders  

• Spelling errors 

• Grammatical/punctuation errors (including correct capitalization) 

• Spacing or alignment errors 

• Meaning of individual words 

• Correct dates, times, format of addresses, etc. 

• Unnecessary words or letters (characters in the text) 

• Omissions or potential problems that would effect the meaning of what is being described 

• Appropriateness of idiomatic expression 

• Geographical center point in the translation - will it be understood by all users? 
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Appendix 5 - Further Resources  

Potential Sources of Professional Translators and Interpreters and sources for 
further advice. 

1) MOSAIC Language Services 

2nd Floor, 1720 Grant Street 
Vancouver, BC  V5L 2Y7 
Tel: 604-254-9626  Fax: 604-254-3932 
Email: mosaic@mosaicbc.com.   
Web: www.mosaic-trans.com  

A leading Canadian language-services agency specializing in interpretation, translation, foreign-
language consultation, videoconferencing and more. 

2) Provincial Language Service 

Provincial Language Service (PLS) is a program of the Provincial Health Services Authority 
(PHSA) that is committed to assisting organizations in providing equitable services to the 
culturally and linguistically diverse residents of British Columbia. 

The PLS is: 
• Province-wide 

• Health focused 

• Comprehensive 

• Connected to community 

If you need an interpreter: 
• Call 604-875-3402 or toll-free at 1-877-BC-TALKS (1-877-228-2557) 

• Email: pls@phsa.ca 

If you need a document translated: 
• Call 604-875-2526 or toll-free at 1-877-BC-TALKS 

3) Chinese InforMedia Services 

Accredited translators specializing in Chinese language translation, including production and 
typesetting, as well as consulting on appropriate messaging. Can sub-contract translation in other 
languages if required. Contact Cliff or Jolly Cheng (Note: Have worked extensively with City of 
Richmond for a number of years) 

Suite 1500 - 885 West Georgia Street 
Vancouver, BC  V6C 3E8  
Tel: 604-669-8023 
Email: cic@chineseinformedia.ca   
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4) L.A. Translations & Design Ltd. 

Accredited translators providing all translation services in multiple languages, with specialty in 
French language translation. Contact Lise Alain 

Suite 200 - 1892 West Broadway 
Vancouver, BC  V6J 1Y9, Canada 
Tel: +1 604-736-3833 
Toll-free (within Canada): 1-866-936-3833 
Fax: +1 604-736-3889 
Email:  info@latranslations.com 

5) Society for Translators and Interpreters of British Columbia (S.T.I.B.C.) 

The mission of the S.T.I.B.C. is to promote the interests of translators and interpreters and to 
serve the public by applying a Code of Ethics that all members are bound to comply with and by 
setting and maintaining high professional standards through education and certification. They 
also provide links to the services of translators and interpreters. 

S.T.I.B.C. - Office Administrator 
Suite 511, 850 West Hastings Street, Box 33 
Vancouver, BC (Canada) V6C 1E1 
Tel: 604-684-2940  Fax: 604-684-2947 
Web: www.stibc.org 
Email: stibc@stibc.org 

6) Local Informal Resources  

There are many Richmond based non-profits who, although they do not run specific language 
services, may be able to assist you with your needs. Many PRCS facilities also have their own 
Richmond based contacts who may be able to assist you. Be aware that many of these services 
are provided by individuals who are non-professionals in the area of language services.  

For further information or clarification on any issues raised in this document please contact 
PRCS Diversity Services by calling 604-276-4391. 
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APPENDIX 6: Terms of Reference 
 
Terms of Reference – Expression of Interest for Non-Profit Societies to Develop 
Affordable Housing on City-owned Property Located at 8111 Granville Avenue and 8080 
Anderson Road, Richmond, BC   
 
The purpose of this document is to provide an outline of the City’s terms and priorities to 
be included in the joint call for Expressions of Interest with BC Housing to develop 8111 
Granville Avenue and 8080 Anderson Road. 
 
Introduction 
 
The City of Richmond and BC Housing have issued a joint Request for Expressions of 
Interest (EOI) for the provision and operation of an affordable/subsidized housing 
Development at 8111 Granville Avenue and 8080 Anderson Road. 
 
Registered non-profit Societies who are eligible to participate under the terms of this 
Request for Expressions of Interest are invited to submit Expressions of Interest which 
should include ideas, concepts and specific proposals to create affordable housing. 
 
Overview 
 
The City of Richmond Affordable Housing Strategy recognizes the importance of ensuring 
that Richmond’s residents have access to suitable and appropriate housing with necessary 
community supports to meet the needs of a diverse population. 
 
Of the 61,435 households in Richmond, there is an estimated 46,885 homeowners and 
14,545 renters.   
 
Core housing need identifies individuals and families that do not have adequate income to 
access housing that is suitable in size, in good repair, and affordable (i.e. households will 
not have to spend 30 per cent or more of their gross household income on housing costs).   
 
Based on 2006 Census data, 4,070 Richmond renter households living in core housing need 
and 1,675 households spent at least half of their income on housing.  These households 
face extreme affordability challenges and risk of homelessness. 
 
Objectives and Priorities 
 
The City of Richmond is seeking collaboration at the local level to respond to existing and 
emerging housing needs, including seeking active involvement by non-profit societies in 
identifying opportunities to respond to the gaps in the housing continuum.  Some of the 
development goals for the City-owned site located at 8111 Granville Avenue and 8080 
Anderson Road are: 
 

1. To utilize City-owned land for the development of affordable housing;  
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2. To increase the supply of secure, affordable housing in the City of Richmond;  

3. To create cost-effective, supportive housing, including a mixed use of housing 
for affordable and low of end market units without an ongoing operating 
subsidy, and 

4. To include space for complementary community/commercial spaces within the 
Development which would benefit both the Tenants and surrounding 
community. 

The primary focus for the Development is to provide Affordable Rent Housing and 
Subsidized Housing with supports.   

Subject to negotiation, it is recognized that in order to ensure the project is socially and 
economically viable, the development may include:  

1. Low End Market Rental Housing, and 

2. Complementary community/commercial spaces within the Development which 
would benefit both the Tenants and surrounding community. 

The objective of this Request for Expressions of Interest is to identify a Society that can: 

1. Assemble a Development team, which will spearhead the Development design 
proposal plan and schedule and 

2. Coordinate the project management and construction of the Development and 
operate the Development to provide affordable housing for qualified individuals 
and families that meet pre-defined income and eligibility requirements within 
the appropriate financing framework and without an ongoing operating subsidy. 

Identified Tenant Group(s) 
 
A focus should be given to providing housing for individuals and families living in core 
housing need. 
 
Eligible Organizations for Submission of Expression of Interest 
 
Non-profit societies registered under the Societies Act of BC and in good standing in 
accordance with the terms and conditions of this RFEOI. 
 
Program Information 
 
BC Housing assistance will be in the form of a financing package that includes: construction 
financing and a long-term mortgage registered against the property.  The Selected Society 
that requests this financing will be required to accept the terms of the operating 
agreement as set forth by BC Housing and the City of Richmond.  The housing created must 
remain affordable for 60 years.   
 
The City of Richmond is offering the lease of City-owned land for a nominal fee, reduced 
parking requirements, a fast tracked application process, and potential density bonusing.   
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Preferences 
 
Submissions should support the goals and policies of the City’s Official Community Plan and 
City-Centre Area Plan goals. 
 
While the City would allow the affordable rental housing to bill separately for utilities, 
preference will be given for rental housing which is made more affordable by including 
some or all utilities in the monthly rent. 
 
In addition to the affordable housing, the Development may also include complimentary 
community amenities and/or commercial spaces for rent and/or lease.  The terms of the 
lease will be subject to City requirements. 
 
Consideration will be given to concepts and development plans that are innovative in 
design and function by incorporating: creative alternatives to provide affordable housing 
and/or mixed market development, energy efficiency measures, sustainability components 
and accessibility features for persons with disabilities.   
 
The City of Richmond is also interested in some of the units being created as supportive 
housing.   The commitment for support services must be obtained separately from this 
Expression of Interest.  Organizations interested in offering support services for the 
proposed development may contact the City’s Community Services Department for more 
information. 
 
While all EOI’s will be considered, the City of Richmond is most interested in submissions 
which:  
 

1. Secure affordability of residential units for the term of the lease of the Site;  
2. Offers some supportive housing;  
3. Include accessibility features for persons with disabilities;  
4. Can move ahead to the building stage quickly, and 
5. Feature energy efficiency measures or sustainability components. 

 
Who will be Housed? 
 
Priority one of the Richmond Affordable Housing Strategy is to provide subsidized housing 
for people who are homeless or at risk of homelessness, people with addictions, the 
mentally challenged, single parents with limited income, seniors on fixed pensions, persons 
with disabilities, and families requiring subsidies for specific purposes.   
 
Priority will be given to EOI’s that include units to accommodate the homeless and those at 
risk of homelessness.  Tenants will have to meet all income and affordable rent criteria.  
In order of priority, proposals should focus on providing housing, for: 

 
1. Households with an annual income of $20,000 or less requiring deep subsidies or 

significant assistance. 
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Although, subsidized housing is a priority for the development.  The City recognizes 
that in order to achieve a socially and economically viable project, the Development 
may include housing for:    
  

2. Low to Moderate Income households that meet the income and rent 
requirements set forth by City of Richmond and BC Housing. 

 
Low End Market Rental units may be appropriate for young adults, people who have 
recently retired and facing housing affordability challenges, lower income families, 
students, and individuals without equity.   

 
For EOI’s that include low end of market rent units, the maximum monthly rent and 
income limits should be no greater than the Low to Moderate Income threshold as defined 
in the definitions section of this document.  For EOI’s that include Affordable Rent units, 
the maximum monthly rent and income limits should be no greater than the following 
amounts:   
 
Type of Unit Monthly Rent Household Income 
Bachelor RGI (30% of inc.) $31,500.00  
1 Bedroom RGI $35,000.00 
2 Bedroom RGI $42,500.00 
3 Bedroom RGI $51,000.00 

 
Other Potential Assistance 
 
The Selected Society is expected to cover the costs of all municipal fees and development 
charges.  Also, the City is currently reviewing options to assist with development cost 
charges and other fees for subsidized housing development (i.e. Priority 1 in the Affordable 
Housing Strategy), which may be applicable to the subject development opportunity.  The 
City will take requests for assistance into consideration, however, if deemed necessary for 
the project to achieve financial viability. 
 
Process 
 
Please refer to Section Six (6) of this RFEOI. 
 
Evaluation 
 
Each Submission will be assessed on its ability to deliver a sound and financially viable plan 
to meet the Development’s affordable housing requirements, community needs and the 
City’s Sustainability and Official Community Plan priorities, according to the evaluation 
criteria listed in Appendix One. 
 
Time Schedule 
 
The time frame for the EOI process will be determined by the City, in collaboration with 
BC Housing. 
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APPENDIX 7: Links to Key Background Documents 
 

 Affordable Housing Strategy: 
http://www.richmond.ca/services/socialplan/housing/strategy.htm  

 Affordable Housing Strategy Bulletin Info-21 (references the current permitted 
rents and income levels for low end market rental units): 
http://www.richmond.ca/__shared/assets/Info_2120497.pdf 

 City Centre Area Plan: 
http://www.richmond.ca/services/planning/projects/ccareaplan.htm  

 Official Community Plan: 
http://www.richmond.ca/services/planning/ocp/sched1.htm  
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APPENDIX 8: Site Classification Information 
 
This section includes the classifications of the Site and is to be read in conjunction with section 
1.3.   
 
1. Official Community Plan (Schedule 1) Designation 
 

“High-Density Mixed Use”, which means “an area of higher density development which 
provides for residential, commercial, business and industry, and public and private 
institutions in a downtown setting.” 

 
2. City Centre Area Plan (Schedule 2.10) Designation 
 

“Urban Core T6 (45 m)”, which means “an area that provides for high-density, high-rise (47 
m maximum) residential, commercial, institutional, industrial, community and related uses” 
and “discourages automobile-oriented uses, including the outdoor sales, maintenance and 
storage of motor vehicles and drive-in restaurants and banks, especially where such uses 
could be visible from a public street or open space”; and, provides for the following: 

 
a. Land Uses: 

i. Mixed Multiple-Family Residential/Commercial Use and Multiple-Family 
Residential, provided that ground floor dwelling units along: 
 Granville Avenue (i.e. a designated “Secondary Retail Streets & Linkages”) are 

Live/Work Dwellings; and 
 Other street frontages are Live/Work Dwellings or Home-Based Business 

Dwellings. 
ii. Hotel 
iii. Office 
iv. Retail Trade & Services 
v. Restaurant 
vi. Neighbourhood Pub 
vii. Institutional Use 
viii. Recreation 
ix. Studio (Studio spaces that provide for a high degree of transparency and public 

access along fronting streets and open spaces shall be considered to satisfy 
requirements for retail continuity in Pedestrian-Oriented Retail Precincts) 

x. Community Use 
xi. Accessory Uses 

 
b. Net Density: 

i. 3 floor area ratio (FAR). 
ii. “Village Centre Bonus”, which means an area that provides for additional (net) 

1.0 floor area ratio (FAR) for non-residential uses over and above that permitted 
by “Urban Core T6 (45m)”, provided that the minimum net development site size 
is 8,000 m2 (NOTE: This density bonus is not applicable, as the subject site is 
smaller than this required minimum size; however, this designation could be 
applicable if the subject site was consolidated with neighboring properties.); and, 
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it is demonstrated to the satisfaction of the City that the additional density 
results in: 
 Superior building and landscape design; 
 A mix of transit-oriented uses; 
 A vibrant, pedestrian-friendly public realm; and 
 The provision of child care or other community benefit (e.g., artist studio, 

heritage initiatives, etc.). 
3. Zoning 
 

“Downtown Commercial (CDT1)”, which means a high-density zone intended to provide for 
a broad range of commercial, service, business, entertainment and residential needs typical 
of a City Centre, and permits: 
Maximum (net) density: 3.0 floor area ratio (FAR), plus additional density provided that it is 
used exclusively for 0.1 FAR for amenity space and 0.2 FAR for community amenity space; 
and maximum building height: 45 m. 

 
4. Site Photo 

 

 

Complete parcel of land outlined in red.  Photo dated April 2009. 
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