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Request for Qualifications (RFQ) for 

Operational Review Consulting Services  
 

December 7, 2020  
 

1) Introduction 
 

The Association of Professional Engineers of Yukon (Engineers Yukon) is seeking the services of  
a consultant to assist with an operational review of Engineers Yukon’s ongoing activities and to 
conduct a gap analysis on the current policies and procedures.   
 

2) Background 
 

Engineers Yukon is the self-governing body that regulates the engineering profession in the Yukon 
Territory.  This is achieved by setting and maintaining high academic, experience and professional 
practice standards for all members. Only individuals and companies licensed by Engineers Yukon are 
permitted by law to undertake and assume responsibility for engineering projects in Yukon.   
As of November 16, 2020, Engineers Yukon had 1,179 individual members and 381 permit to practice 
holders (partnerships, corporations and other such entities).  Approximately two thirds of Engineers 
Yukon’s members reside outside of Yukon.   
 
Engineers Yukon is accountable to the public through the Ministry of Community Services for both the 
governance and management of the organization.  As defined in the Engineering Profession Act, 2002 
and the associated Regulations and Administrative Bylaws, Engineers Yukon is governed by a Council 
comprised of (a) the President, Vice-President, the immediate Past President, and a total of not less 
than four and not more than six other professional engineers or holders of limited licences, the 
number of which shall be prescribed by the bylaws, and each of whom shall be elected by the 
professional engineers and holders of limited licences at the time, in the manner, and for the period 
provided for in the bylaws; and (b) one member of the public who shall be appointed by the Minister, 
after consulting with the Association, for a two year term of office.   
 
There are also four members (Registrar, Deputy Registrar, Secretary-Treasurer and Engineers  
Canada Director) appointed by Council who have voice but no vote.   
 
Note that there are two statutory committees that report to Council: 

• The Discipline Committee; and  

• The Board of Examiners, chaired by the Registrar  
 
Two other committees appointed annually that report to Council are:  

• The Nominating Committee, chaired by the Past President; and 

• The Audit Committee  
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In addition, Council has the authority under the Regulations to appoint standing or special 
committees, task forces or boards as it from time to time may consider necessary to serve the 
interests of the Association and shall at the time of the appointment establish terms of reference and 
delegate any authority it deems necessary for the committee, task force or board to perform its 
function.  Currently   
Engineers Yukon has six standing committees and two task forces in operation.    
 
All of the committees and task forces, including the statutory ones, consist of volunteers including 
one member of Council to act as a Liaison between the committee/task force and Council.  
 
Engineers Yukon has a team of three staff members (Executive Director/Director of Registration, 
Registration & Finance Coordinator and Administrative Assistant) in place who support the activities 
of Council, the Committees and Task Forces.  
 

3) Objectives  
 

The objective of this request is to solicit consulting services to conduct an operational review of 
Engineers Yukon’s ongoing activities and conduct a gap analysis on the current policies and 
procedures.  
  
The project objectives are: 

• determine if Engineers Yukon’s current activities match with its regulatory mandate 

• evaluate the need to update Engineers Yukon’s activities to fulfill our regulatory mandate 

• identify any gaps in the existing policies and procedures 

• provide recommendations for improvement to ensure that Engineers Yukon is able  
to advance and meet the goals identified in its current strategic plan.  

 
The consultant will work closely with the organization's Executive Director and its Executive 
Committee.  
 

 

4) Scope of Work       
 

Engineers Yukon is open to having this work conducted virtually and will provide a meeting platform 
as well as assist with any related logistics.  
 
The consultant will work directly with the Executive Director and the Executive Committee.   
Additionally, there may be input from Council members, Committee Chairs and those general 
members who participate, however all direction will be from the Executive Director.  
 
The scope of the consultant's work includes: 

• Review relevant materials identified by Engineers Yukon: 
- Yukon Engineering Profession Act, Regulations and Bylaws, 
- current strategic and operation plans, 
- current policy documents, and other documents that may be relevant  

• Meet with the Executive Director and Executive Committee to kick off the review process, 
confirm the scope of work and project schedule  
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• Research existing policies and procedures that are typically required for an organization of this 
type to create a benchmark  

• Evaluate how current policies & procedures fit against the benchmark to identify any gaps that 
exist 

• Meet individually with staff/Executive Committee/Executive Director to collect key processes 

• Conduct a thorough review of the key processes that support all activities of Engineers Yukon 
to identify any gaps and areas of improvement  

• Review activities and group into categories of regulatory mandate, advocacy, and member 
services  

• Review Findings with Executive Director and Executive Committee  

• Conduct a review of the current operational and organizational structures to ensure that we 
are meeting the requirements under the Act, Regulations and Bylaws  

• Recommend tactics and changes to Engineers Yukon operations to improve effectiveness and 
efficiency   

• Create a written evaluation and recommendation report summarizing background, findings, 
and recommendations  

• Participate in a meeting with the Executive Committee and Executive Director  
to review the draft report       

• Update report, if necessary   

• Present the final report to the Engineers Yukon Council and Executive Director 
 

5) Deliverables 
 
Deliverables will be based on the outcomes of the research, gap analysis & operational review 
conducted and, possibly, subsequent communication with the Executive Director and/or the 
Executive Committee if clarification is needed on any items and will include: 

• A memo summarizing the internal policies and procedures and identifying any gaps  

• A memo summarizing the operational review      

• Draft evaluation and recommendations report for review and comment by the Executive 
Director and the Executive Committee  

• Final evaluation and recommendations report   
 

6)   Schedule 
 
The schedule milestones below are proposed and not finalized. The dates are provided to indicate the 
general timelines desired and final dates will be negotiated.  

• Deadline for proposal submissions             December 23, 2020 

• Assessment of RFQ responses                        January 6, 2021 

• Selection of Consultant and negotiation of contract           January 11, 2021 

• Kick off meeting with Executive Director and Executive Committee       February 1, 2021 

• Presentation of the final report            April 2nd, 2021  
 

Consultant are asked to prepare a schedule to achieve the scope of work as outlined within the date 
constraint noted above.  If the above is not attainable, the consultant is asked to submit a revised 
schedule for consideration.   
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7)   Qualifications 
 

• Experience conducting operational reviews for business or regulatory organizations. 

• Experience conducting policy and procedural gap analysis for business or regulatory 
organizations  

• Experience working collaboratively with volunteer Councils/Boards of Directors and staff 
members of non-profit or regulatory organizations  

 

8)   Submission Requirements: 
 

Submit response by Month Day, 2020 at 17:00 Pacific Time via email or hard copy (must contact the 
office in advance to make an appointment) to: 
 
Engineers Yukon 
Suite 205 – 104 Elliott Street 
Whitehorse, Yukon Y1A 0M2 
Attention: Kimberley King, Executive Director 
kking@engineersyukon.ca  
 
Questions are to be provided in writing only, at the contact noted above.  
 
Consultants will be evaluated based on their submissions which should include: 

• Statement of qualifications of the consultant responsive to the scope of this work. 

• Resumes of the person(s) who will conduct the work with clear indication of who will conduct 
each part of the work. 

• A minimum of one and a maximum of three past project profiles with a contact for each  

• The Cost proposal section is to include hourly rate for the services to be provided as described 
in this RFQ, exclusive of taxes, in Canadian dollars, as well as a preliminary estimate on the 
range of number of hours it will take to complete the work.   

• Responses are to be limited to a maximum of five (5) pages based on 11" x 8.5" pages with a 
minimum font size of 12. The page limit does not include personnel resumes.  

 
Review and consideration of the responses will begin immediately after receipt. It is intended that 
Engineers Yukon will use the responses as the basis for negotiation and selection of the consultant. A 
subsequent request-for-proposal process will not be initiated.  
 
 

9)   Terms and Conditions: 
 

• When choosing a respondent, Engineers Yukon will base its decision on several factors, 
including responsiveness of the statement of qualifications, demonstrated reputation for 
excellence and timeliness in performance, qualifications and capacity of consultant(s); and 
cost of services as negotiated subsequent to review of the qualifications. 

• Engineers Yukon shall not be liable for any costs associated with the development, 
preparation, transmittal, or presentation of any material submitted in response to this RFQ. 

• The contractor will not use any confidential or proprietary information for their own or any 
third party’s benefit and will not disclose this information to any person who does not have a 
need to know. 
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