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1. INTRODUCTION 
 

The purpose of this Request for Proposal (“RFP”) is to assist the Chartered Governance Institute 
of Canada (CGI of Canada) (“the Client”) in selecting a Proponent(s) with the capability and 
experience to efficiently and cost-effectively provide the service requirements set out herein. 
The requirements stated in this RFP are as envisioned by the Client at the time of writing but 
may change or be refined in the course of the evaluation and negotiation process.   
 
It is intended that this Part A - Introduction of the RFP will communicate to the Proponents the 
scope of services the Client expects to acquire at this time. 

 
 

2. OVERVIEW 
 

The Client requires the Proponent(s) to provide a wide range of services including association 
management services, certification program management and marketing and communications 
services.  The Client is looking for Proponents to clearly describe how they intend to provide 
services. A Proponent may choose to respond to one or more but not all of the components of 
the Client’s requirements, and in this circumstance would be asked to demonstrate how 
integration or partnering with other service providers will be accomplished.  

 
Qualified and experienced Proponents are invited to submit proposals and the Client will 
consider proposals meeting either all or part of the requirements. However, the  
successful Proponent(s) will be the Proponent(s) who offer(s) a high level of service, 
provides “best practice” business solutions and best overall value to the Client. 
 

 

3. KEY DATES 
 
 

Event Date 

 
Release of RFP  
 

July 29, 2019 

 
Deadline for Response Notification  
 

August 16, 2019 

 
Deadline for Enquiries  
 

August 30, 2019 

 
RFP Closing  
 

September 16, 2019 
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4. BACKGROUND AND SCOPE 

 
4.1 About the Chartered Governance Institute of Canada (CGI of Canada) 

The Client, the Chartered Governance Institute of Canada (CGI of Canada), is a national, not-for-
profit organization and the Canadian Division of the international organization, The Institute of 
Chartered Secretaries and Administrators (ICSA), a global network delivering certification 
programs for governance professionals. CGI of Canada offers two certification programs that 
qualify professionals who have roles as company secretaries, governance advisers, risk 
managers, compliance managers, and Board directors. The organization has just over 1000 
members across Canada, in the US and the Caribbean.  Over the past years, the CGI of Canada 
and some other Divisions of ICSA have experienced a decline in membership.  Despite continued 
decreases in membership, CGI of Canada has operated at a surplus for the past five years. The 
organization is governed by a volunteer Board of Directors and receives additional support from 
approximately 30 volunteers. The day to day operations of CGI of Canada are handled by an 
association management firm.   

The organization recently developed a sustainability plan to ensure its renewal and growth. The 
sustainability plan includes transitioning to a new international qualifying program, and 
expanded marketing and communications activities. CGI of Canada is now poised to move 
forward with the implementation of the plan.    

 

4.2 Scope of Services 
 
The Client requires the Proponent(s) to provide a wide range of services including association 
management services, certification program management and marketing and communications 
services.  The term of Contract will be for a period of up to three (3) years. Proponents who 
choose to respond to one or more but not all of the components of the Client’s requirements 
must demonstrate how integration or partnering with other service providers will be 
accomplished.   
 

 
4.2.1 Association Management Services 
 
Organizational Presence 

• Provide the Client with an organizational presence including telephone, fax number and 
internet capabilities   

• Manage the day-to-day administration including correspondence, telephone calls, email 
and faxes 

 
Board and Committees – Administration and Support 

• Plan and execute all Board meetings of the organization as required (typically 2 in-
person Board meetings and 6-8 by teleconference per year)  

• Plan and execute meetings of the four standing committees and ad hoc taskforces as 
required 

• Coordinate all activities related to the Annual General Meeting 
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Financial Management 

• Handle day to day cash flow management including reviewing and managing payables 
and receivables 

• Manage bank accounts and the credit card merchant account and monitor cash 
balances 

• Record and code deposits and payments and reconcile accounts 

• Prepare monthly financial statements according to the required timelines 

• Communicate with the Auditor to support the preparation of annual audited statements 

• Assist with compliance with Federal tax regulations, including completion and filing of all 
tax returns and forms 

• Prepare annual budgets and regularly review performance against budget 

• Manage insurance policy 
 

Membership Management 

• Manage all membership processes including: handling inquiries from members, ensuring 
membership information is up to date and accurate, reviewing applications, preparing 
membership and program certificates 

• Maintain website with job postings and information about upcoming events   

• Disseminate information about upcoming professional development and networking 
events 

• Identify and encourage Graduates to apply for Associateship and Associates to apply for 
Fellowship within the Institute 

• Coordinate the Mature Entry process 

• Coordinate social media communication (facebook, twitter, linkedin) 
 

Program Administration 

• Provide administrative support for the International Qualifying Program  
o Process candidate applications 
o Administer exam sessions 

• Provide administrative support for the DEAP program 
o Process participant applications 
o Coordinate program logistics 
o Produce certificates of completion 

 
Communication/Liaison with Branches 

• Work with Branch Chairs and Branch Council to maximize membership retention  

• Promote Branch events on the website, via ebroadcast and social media 
 

International Liaison 

• Provide support to the International Representative  

• Monitor, gather and share relevant information on international activities with the 
Board and members as required 

• Draft communications to International Council as required 

• Draft reports from the Canadian Division for International Council as required 
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4.2.2 Certification Program Management 
 The Client requires a Director of Education to provide the following services: 
 

• Work closely with the Education, Training and Candidate Success Committee and 
Subject Advisory Committees and take responsibility for managing all aspects of the 
implementation of the international qualifying program (IQP) and its ongoing 
management once implementation is complete 

• Work closely with International Council, the International Professional Standards 
Committee and Subject Advisory Committees to develop and implement processes to 
ensure that the Division meets the international standards for the IQP   

• Work closely with subject matter experts to expand and continuously improve student 
supports for the IQP 

• Coordinate the delivery of the Directors Education and Accreditation Program (DEAP)  

• Customize the DEAP Program for new sectors such as the not-for-profit sector and 
specific industry sectors (e.g. cannabis and mining) 

• Work closely with the Membership Services and Growth Committee and the Branches to 
ensure that there are continuing professional development opportunities for members  

• Pursue mutually beneficial relationships with higher education institutions  

 
 
4.2.2 Marketing and Communications Services 

 

• As per the Sustainability Plan, develop and implement strategies for: 
o Membership engagement 
o Marketing CGI of Canada in general and the IQP and DEAP programs specifically 
o Social media channels 
o Search engine optimization 
o Attracting educationists in the governance arena to become members of CGI of 

Canada. 
o Expanding relationships with other professional bodies 

• Facilitate all internal and external relations communication activities 

• Ensure the CGI of Canada website provides the appropriate visibility and profile and 
supports member access to programs and services 

• Develop and circulate regular e-broadcasts as required including Corporate Governance 
Weekly 

• Work with the Editorial Committee and coordinate all processes related to content 
development and management, production and advertising for CGI of Canada 
publications to ensure that goals and objectives are met 

• Conduct surveys of current membership, prospective members and student members as 
required
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1. ADMINISTRATIVE REQUIREMENTS 
 
Immediately prior to August 16, 2019, please indicate whether a proposal will be submitted 
prior to the closing time by sending the Response Notification Form (see Appendix). This will 
ensure that the Proponent receives all pertinent information and any amendments or addenda 
relating to the RFP. 
 
The Proponent is to submit a proposal in accordance with the instructions provided in Part B. 
 

 

2. CONDUCT OF RFP – INQUIRIES AND CLARIFICATIONS 
 
All communications are to be directed only to the contact person named on the cover page. 
 
It is the responsibility of the Proponent to thoroughly examine these documents and 
satisfy itself as to the full requirements of this RFP. Inquiries are to be in written form 
only and e-mailed to Wisdom Ncube at proposals@charteredgovernanceinstitute.ca  before 
August 30, 2019. If required, an addendum will be issued to all registered Proponents.  
 
 

3. CONTRACT REQUIREMENTS 
 
If any of the terms set out in the RFP are unacceptable to the Proponent, the 
Proponent should identify such terms and provide suggested alternatives.  While the Client is 
not obligated to accept any alternative, all suggested alternatives will be considered during the 
evaluation process but may or may not be acceptable to the Client. 
 

 

4. PRICING 
 
Prices quoted are to be exclusive of HST, GST and PST.  Details of additional expenses not 
covered by professional fees must be provided. 
 
 

 
 

mailto:proposals@charteredgovernanceinstitute.ca
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5. SUBMISSION OF PROPOSAL 
 
Proponents are to submit proposals electronically to Wisdom Ncube at 
proposals@charteredgovernanceinstitute.ca prior to 5:00pm EST, September 16, 2019.  All 
proposals must be provided in English.  
 
Proposals received after the closing time may not be accepted and may or may not be returned. 
The Client may or may not elect to extend the closing time. 
 
Proposals may be withdrawn at any time before or after the closing time and are to be 
withdrawn by written notice to Wisdom Ncube at proposals@charteredgovernanceinstitute.ca. 
 
All costs associated with the preparation and submission of the proposal, including any 
costs incurred by the Proponent after the closing time, will be borne solely by the  
Proponent. 
 

 

6. FORMAT OF PROPOSAL 
 
Unnecessarily elaborate proposals, beyond what is sufficient to present a complete and 
effective response, are not required and unless specifically requested, the inclusion of 
corporate brochures and narratives is discouraged.  Proponents are to attach any additional 
appendices that may be required.  
 
Proposals are to be arranged as follows: 
 
6.1 Supplier Profile 
6.2 Relevant Experience 
6.3 How Services Would be Provided 
6.4 How Resources Would be Assigned to the Client 
6.5 How Integration or Partnering with other Service Providers will be Accomplished (if 

relevant) 
6.6 Service Capacity  
6.7 Financial Offer and Value-Added Services 
6.8 Reputation and Experience 
6.9 References  

 

mailto:proposals@charteredgovernanceinstitute.ca
mailto:proposals@charteredgovernanceinstitute.ca
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7. CONFLICT OF INTEREST/SOLICITATION 
 
Proponents are to ensure that any and all conflicts or potential conflicts and any and 
all collusion, or appearance of collusion is fully and properly disclosed in the proposal. 

 
Failure to disclose this information may result in the rejection of the proposal, the 
associated entity’s proposal, and/or the immediate cancellation of any contract should one be 
concluded in reliance on the information contained in the submitted proposal. 

 
If any director, officer, employee, agent or other representative of a Proponent makes 
any representation or solicitation offering a personal benefit of any kind, directly or 
indirectly, to any officer, agent or volunteer of the Client with respect to the proposal, whether 
before or after the submission of the proposal, the Client will automatically disqualify such 
Proponent. 

 
 

8. EVALUATION OF PROPOSALS 
 
Proposals will be evaluated based on the overall best value to the Client in terms of quality, 
service, price and any other relevant criteria set out herein including, but not limited to: 

 

• The Proponent's ability to meet the requirements 

• The Proponent’s ability to deliver the requirements 

• Financial offer and value-added services 

• The Proponent's business and technical reputation and capabilities  

• The Proponent’s experience and where applicable, the experience of its team 
members  

• References 

• Quality of and completeness of the submission 

• Any other criteria set out in the RFP or otherwise reasonably considered relevant 
 

The Client may elect to short list Proponents in stages as deemed necessary. Short-listed Proponents 
will be asked to provide additional information or details for clarification, which may include the 
Proponent attending interviews, making a presentation, supplying samples, performing 
demonstrations, and/or furnishing additional technical data. 
 

 

9. PROPOSAL APPROVAL 
 
Proposal approval is contingent on funds being approved and the proposal being 
approved by the Client. Only then may the successful Proponent and Client proceed to settle, 
draft and sign the necessary legal agreements. 

 
The Client will notify the successful Proponent in writing that its proposal has been approved in 
principle and invite the Proponent to proceed to settle, draft and sign the legal agreements.   
The Client is under no obligation to approve any proposal and may elect to terminate this RFP at 
any time.
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10. PERSONAL INFORMATION PROTECTION & ELECTRONIC DOCUMENTS ACT 
 
Proponents should note that the Client is in compliance with the Personal Information 
Protection and Electronic Documents Act which imposes significant obligations to the Client’ 
contractors to protect all personal information acquired from the Client in the course of 
providing any services to the Client. 
 
 

11. CONFIDENTIALITY 
 
Proponents should note that upon submitting a Response Notification Form, they will be legally 
bound to confidentiality obligations not to disclose any Client information without the Client’s 
prior written consent. 
 
This RFP is the property of the Client. Except for the purpose of submitting a proposal, copies 
may not be made or distributed without the prior written approval of the Client. 
 
 

12. ADVERTISING 
 
The approval of any proposal and the signing of a contract do not permit a Proponent to 
advertise its relationship with the Client, without the Client’ prior written authorization. 
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Appendix  
 

REQUEST FOR PROPOSAL FOR PROFESSIONAL SERVICES 
RESPONSE NOTIFICATION FORM  

(must be submitted by August 16, 2019) 

 
If you will be submitting a proposal, please email proposals@charteredgovernanceinstitute.ca 
the following information: 
 
 
Company/Organization:   _________________________________________________   
 
 
Contact Name:   _________________________________________________ 
 
 
Title:    _________________________________________________ 
 
 
Address:   _________________________________________________ 
 
    _________________________________________________ 
 
    _________________________________________________ 
 
 
Telephone:   _________________________________________________ 
 
 
Email:    _________________________________________________ 
 
 
 

mailto:proposals@charteredgovernanceinstitute.ca

