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Confidentiality 
 

This Document has been created for the purpose of requesting a formal proposal to provide HR 
services to the Insurance Brokers Association Ontario & its Membership. The content of this 
report must be treated as Strictly Private & Confidential at all times.  

 

Disclosure of any details within this report, or distribution of this document itself, without the 
express written permission from Jim Murphy, CEO of IBAO is strictly forbidden.  



 

          November 11, 2015 

 

I am writing to invite you to submit a formal response to the attached RFP (Request for 
Proposal) for the provision of Human Resources Consulting & Services on behalf of the 
Insurance Brokers Association of Ontario (the IBAO).  

Your written response should be delivered to IBAO by end of day December 4, 2015. 

By way of background, the IBAO is a non-profit professional business association for 
independent insurance brokers in the province of Ontario. Representing more than 12,000 
broker members (approximately 85% of the Ontario broker force) across the province, we 
collaborate with insurance industry stakeholders and government to build and maintain a 
sustainable business environment that allows individual brokerages to thrive. IBAO provides 
member services, advocates to government and provides best in class education and training. 
 
The IBAO represents our members' interests to government, as well as to insurance industry 
stakeholders. These bodies recognize us as the authoritative voice of Ontario's independent 
brokers. IBAO deals with governmental issues affecting the insurance industry and reviews 
proposed legislation to ensure consumers are protected. 
 
The IBAO is also a member of the national association representing independent insurance 
brokers across Canada, Insurance Brokers Association of Canada (IBAC). Through this 
membership, IBAO ensures that the needs of Ontario's independent brokers are taken into 
account whenever the Canadian government or the insurance industry seeks to introduce policy 
shifts that affect brokers across the country. Additional information about the IBAO is available 
on-line at www.ibao.org. 
 
For several years now, the IBAO has utilized an external firm to provide HR expertise and 
advice to its large portfolio of members and their businesses.  
 
In order to ensure that the products and services that the Association provides our membership 
are the most current and offer the most value available in the market, we from time to time issue 
an RFP such as this one. This is the first such RFP process for our HR services. 
 
I have included in the document the areas that we request that you specifically address in your 
written proposal but please feel free to leverage your significant market expertise and augment 
this list wherever you feel necessary. 

Your written proposal should be submitted to: 

The Insurance Brokers Association of Ontario  
ATTN: Jim Murphy, CEO  
1 Eglinton Ave East, Suite 700  

  Toronto, Ontario M4P 3A1 

You are asked to provide two (2) copies of your written proposal. If for any reason you are 
unsuccessful in your bid to be the partner of choice, these hard copies will be either returned to 
you or destroyed. 

http://www.ibao.org/


 

You are specifically asked to ensure that you identify all of your HR firms major strengths and 
any areas of potential weakness and / or material risk in your immediately available expertise or 
resources. 

The proposed approach to selecting the final legal partner will be as follows: 

November 11, 2015     RFP formally requested 

December 4, 2015     RFP submitted to Jim Murphy, CEO, IBAO 

December 11, 2015   Notification to successful candidates will be asked to present to  
    IBAO executive 

December 18, 2015   Final notification of selected candidate 

I will make myself available to you as much as is practicable during the run up to December 4th 
so that I can answer any questions that you may have. It will be key that we work in partnership 
during the development of the RFP to ensure that the best proposal can be put forward. Please 
feel free to contact me, either by phone or by email, my contact information is detailed below. 

I am very much looking forward to working with you and your team to develop your proposal and 
if there is anything that either myself or Jim can assist you in please do not hesitate to let me 
know. 

For and on behalf of Insurance Brokers Association of Ontario, 

 

 

BRETT BOADWAY 
Director of Broker Relations & Communications 
Insurance Brokers Association of Ontario (IBAO) 
bboadway@ibao.on.ca l www.ibao.org l @IBAOntario 
416.488.7422 x127 І 
800.268.8845                                                                                                                      
          
1 Eglinton Ave East, Suite 700, Toronto ON, M4P 3A1  

mailto:bboadway@ibao.on.ca
http://www.ibao.org/


 

Request for Proposal 
Date: November 5th, 2015 

 
Human Resources Consulting & Services 

 
 

1. Purpose of Request for Proposal 
  
1.1. Insurance Brokers Association of Ontario (IBAO) hereby issues a Request for 

Proposal (“RFP”) for Human Resources Consulting and Services for IBAO 
members.  

 
2. Contract Term 

 
 2.1 The initial term of contract sought under this RFP is for a 3 (three) year period  
  with the possibility to extend the contract beyond this initial period. 

 
 

3. Scope of Services:  
3.1. IBAO is soliciting written proposals for the provision of Human Resources 

Consulting & Services. We are seeking one HR service provider to partner with 
the IBAO and provide support in providing HR services to members:  

 
 
3.1.1  SERVICE A: Development and continuous update of a general procedures 

manuals for Ontario brokerages [issued to over 12,000 insurance brokers / 
625 brokerage principals/owners]; covering topics such as general 
employment, policies employee performance templates, general brokerage 
job descriptions, compensation and rewards structure, legislated HR policies 
(example: workplace health and safety) etc 

 
3.1.2  SERVICE B: Gain status as an IBAO affinity partner – the association’s 

referral HR firm of choice.  As an affinity partner, you would provide HR 
services to our members, when requested by the brokerage, which include 
but are not limited to: recruitment management, access to qualified HR 
professionals for information, assistance and council.  In conjunction with the 
offering of your services to our members, the IBAO shall provide promotional 
and advertising benefits for your firm.  Currently the service to our members 
is provided under a monthly retainer arrangement whereby each brokerage 
has access to one hours worth of ‘pre-paid’ HR support & advice. Time spent 
between our member and HR service provider, above and beyond this initial 
hour, being paid directly by the member to the HR service provider at a 
reduced hourly rate. In your response to this RFP, please indicate how you 
would facilitate this particular service on a day to day basis. In prior years, the 
take up by members of this benefit has been roughly 500 hours per year. To 
see a sample Affinity Partner agreement, please refer to Appendix 1. 

 
3.2. Provide quarterly status reports (at a minimum) describing activities and progress 

will be developed by the consultant and presented to IBAO’s management team.  
 

  



 

4. Background Information about the IBAO  
4.1. The Insurance Brokers Association of Ontario (IBAO) is a non-profit professional 

business association for independent insurance brokers in the province of 
Ontario. Representing more than 12,000 broker members (approximately 85% of 
the Ontario broker force) across the province, we collaborate with insurance 
industry stakeholders and government to build and maintain a sustainable 
business environment that allows individual brokerages to thrive. 

4.2. IBAO represents our members' interests to government, as well as to insurance 
industry stakeholders. These bodies recognize us as the authoritative voice of 
Ontario's independent brokers. IBAO deals with governmental issues affecting 
the insurance industry and reviews proposed legislation to ensure consumers are 
protected. 

4.3. IBAO is also a member of the national association representing brokers, 
Insurance Brokers Association of Canada (IBAC). Through this membership, 
IBAO ensures that the needs of Ontario's independent brokers are taken into 
account whenever the Canadian government or the insurance industry seeks to 
introduce policy shifts that affect brokers across the country. 

4.4. Additional information about the IBAO is available on-line at www.ibao.org. 
 

5. RFP Schedule: 
5.1. November 11, 2015     RFP formally requested 
5.2. December 4, 2015     RFP submitted to Jim Murphy, CEO, IBAO 
5.3. December 11, 2015    Notification to successful candidates will be asked  

    to present to IBAO executive 
5.4. December 18, 2015    Final decision made 

 
6. Responding Proposal Requirements: 

6.1. A summary page with a general description of the services to be provided by the 
proposer. 

6.2. A detailed description of the services to be provided, the framework within which 
each service will be managed and the overall objective in providing each service. 

6.3. A description of the proposer’s experience related to the requested services.    
6.4. A description of experience with similar type of organizational environment, 

including, if possible, client names and work descriptions.    
6.5. Qualifications of the proposer’s assigned primary consultant and other personnel 

assigned to the project (include resumes). List any professional affiliations, 
licensures, and certifications that are pertinent to the work.    

6.6. A detailed cost estimate for services to be provided.  
6.7. Description of any services that will be outsourced by the proposer. If services 

will be outsourced, the proposer shall provide the names and information of 
source.  

6.8. Description of the proposer’s billing practice and payment terms, whether based 
upon a retainer, retainer plus hours worked or by just hours worked.    

6.9. Information available about the proposer’s philosophies regarding compensation, 
benefits, employee training programs and employee handbooks.       
 

  



 

7.  Submission of Proposal and Due Date:    
7.1. By December 4, 2015 mailed to:  

The Insurance Brokers Association of Ontario  
ATTN: Jim Murphy  
1 Eglinton Ave East, Suite 700  
Toronto, Ontario M4P 3A1 
 

7.2. “Proposal for Human Resources Review, IBAO” to be clearly legible on the 
outside of the sealed submittals.   
 

8. Proposal Evaluation:   
8.1. Evaluations of proposals will be based on the following criteria: 

8.1.1. Management and personnel qualifications.    
8.1.2. Approach to delivery of services.    
8.1.3. Relevant experience of firm.    
8.1.4. Price for the services to be provided.    
8.1.5. Other factors that may be determined by the IBAO to be necessary or 

appropriate in its discretion.    
 

9. Inquiries:   
9.1. Any questions about this RFP can be answered by Brett Boadway, Director of 

Broker Relations & Communications at the IBAO on 416.488.7422 x127, or can 
be e-mailed to bboadway@ibao.on.ca 
 

10. Conditions: 
10.1. IBAO reserves the right to award this contract in any manner it deems to be in 

the best interest of IBAO and make the selection based on its sole discretion, 
notwithstanding the criteria set forth herein, including negotiating with one or 
more of the bidders in the same service.   

10.2. IBAO reserves the right to reject any, some or all submittals received in response 
to the RFP as determined to be in the best interest of IBAO.  

10.3. All materials submitted in response to the RFP will be returned to the applicant or 
destroyed upon completion of the RFP process. 

10.4. This RFP is a solicitation and not an offer to contract. The IBAO reserves the 
right to issue clarifications and other directives concerning this RFP, to require 
clarification or further information with respect to any proposal received, and to 
determine the final scope and terms of any contract for services, and whether to 
enter any contract.  
 

11. Costs Incurred by Proposer:   
11.1. Costs for developing a response to the RFP, interviews, and contract 

negotiations are entirely the obligation of the proposer and shall not be charged 
in any manner to the IBAO.   

  



 

   
12. General Terms of Award:   

12.1. Contracts executed pursuant to this RFP will require the selected consultant to 
indemnify, hold harmless the IBAO and its officers and its employees, from and 
against all liability, claims, and demands, on account of any injury, loss, or 
damage, which arise out of or are connected with the consultant’s performance 
of the contract, if such injury, loss, or damage, or any portion thereof, is caused 
by, or claims to be caused by, the negligent act, omission, or other fault of the 
consultant or any subcontractor of the consultant, or any officer, employee, or 
agent of the consultant or any subcontractor, or any person for whom the 
consultant is responsible.   

12.2. The contract shall also require the selected consultant to carry adequate 
amounts of professional liability insurance. Please indicate the level that you 
carry in your response. 

12.3. Said insurance will be required to be maintained in full force and effect during the 
term of the contract.   

12.4. The IBAO may conduct such investigations, as it deems necessary, to assist in 
the evaluation of any proposal.  
 

13. Modifications and Withdrawal of Proposal:  
13.1. Proposals may be modified or withdrawn at any time.  

 
 


