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BACKGROUND 
 

“The Vancouver Museum Society” (Society) has a rich and vibrant history as the oldest 
cultural institution in the city, founded in 1894. The Society’s mandate is to reflect and 
connect the stories of Vancouver to the world, accomplished by collecting, preserving and 
sharing the material and non-material culture that illuminates these stories, and through 
exhibitions and programs that explore Vancouver’s past, present and future. 

 

Specifically, the Society’s community scope includes: 

 

• conserving and researching the 100,000+ objects and artefacts in our collection; 

• designing, producing, and curating work that creates world-class exhibitions; 

• delivering adventurous programs and workshops for children of all ages; 

• advocating for Vancouver and creating a gathering place for discussion, dialogue and 
debate. 

 

The Society’s fiscal year runs from January 1st to December 31st, and it has a requirement to 
file an audited financial statement with the City of Vancouver and general membership by 
May of each year. Annual revenues are between $2,000,000 and $2,400,000 per year, and 
the organization employs 35 people in one location. The organization is membership-based 
and has approximately 1000 members.  

 

A full description of the Society and other information can be obtained from our website at 
www.museumofvancouver.ca. 

 

1. TERMS AND CONDITIONS 
 

1.1 Delivery of Proposal 
 

Sealed envelopes containing five (3) hard copies of your proposal must be received at the 
address noted below by April 13, 2018. 

 
Museum of Vancouver 
1100 Chestnut Street 
Vancouver, BC 
V6J 3J9 

 
Please also submit one (1) electronic copy 

to: finance@museumofvancouver.ca 

1.2 Proposal Time Limit 
 

Each bidding firm shall commit that the proposal is valid and accurate for 90 days from the 
closing date. 
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1.3 Selection Process 
 

The Society reserves the right to accept or reject any proposal and will review all applications 
submitted by the deadline. The award will be based on a review of the proposals against all 
evaluation criteria and will not necessarily be awarded based on the lowest price offered. Each 
firm will be provided with fair access to information, as requested by e-mail to 
finance@museumofvancouver.ca . 

 
Additional written materials, to ascertain the qualification of applicant may be requested. 

1.4 Inquiries 
 

All inquiries should be submitted to: finance@museumofvancouver.ca 
 

1.5 Liability Insurance 
 

All firms are requested to certify that the firm does not currently have any outstanding liability 
claims that may affect the future health of the firm. Additionally, the firm must maintain and 
confirm sufficient liability insurance relevant for a client of our size. 

 

1.6 Conflict of Interest 
 

Applicants responding to this RFP must not have any personal or business interest that would 
present an actual, potential or apparent conflict of interest with the performance of the contract to 
be awarded. 

 

1.7 Distribution of the Invitation for Proposals 
 

This invitation has been released via the following: 
 

1. By notice to potential applicants identified by the Society; 

2. By publication on the following websites: 

i) Museum of Vancouver 

ii) Charity Village. 
 

1.8 The Society is not responsible for Applicant`s expenses 
 

The application process will not necessarily result in a commitment to sign a contract with the 
Applicant. The Society is not liable for any expenses incurred by Applicants, including the 
expenses associated with the cost of preparing the Application. 

 

1.9 External Factors 
 

The Society reserves the right to withdraw this RFP or terminate the resulting contract within the 
terms of the contract without penalty. The Society’s programs and services receive funding from 
various sources and therefore all contracted services are subject to budget constraints. 
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2. KEY DATES 
 

Description of events Date 

Issue Date March 6, 2018 

Deadline for Proposals April 13, 2018 @ 5:00 p.m. 

Interview with selected candidates (TBD) May 7-11, 2018 

Board Approval of Recommended Applicant May 23, 2018 

 
3. SCOPE OF AUDIT 

 

This proposal must address all of the following audit items: 
 

3.1 Audit of the Society and the preparation of Audit Reports and other reports 
 

• Audit of the annual Financial Statements; 

• Conduct the examination in accordance with the Canadian Auditing Standards and 
in compliance with the Canadian Accounting Standards for Not-for-Profit 
Organizations; 

• Make recommendations based on audit findings and/or issue a Management letter, 
if required; 

• Prepare the Registered Charitable Information Return (T3010) and other 
returns as required; 

• Advise the Society of any and all changes in accounting and reporting requirements. 
 

3.2 Attendance at the Finance Committee Meetings 
 

The auditors are required to attend the following four (4) meetings at the Society main site 
each year: 

 

• The Finance Committee to discuss the audit plan in January; 

• The Finance Committee to report on the audit findings in March; 

• The Board of Directors meeting to report on the audit finding in  April; 

• The Annual General meeting to respond to questions and potentially be reappointed 
by the membership in May. 

3.3 Consultation from time to time 
 

The Auditors are to serve as a resource and be available for consultation on accounting and 
related issues throughout the fiscal year. 
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3.4 Reports and timing 
 

The Auditors will: 
 

• Prepare an independent auditors report, audit finding report and management letters 
having a format and content consistent with Canadian Auditing Standards; 

• Discuss the auditor’s report and management letters with the Society’s management 
and Audit Committee prior to their distribution; and 

• Meet any audit or reporting requirement dates as set out by the Description of Events 
table below. 

 
Description of Events  Key Audit Dates  

Fiscal year end December 31, 2018 
Completion of interim audit work December 2018 
Completion of year-end field work February 2019 
Finance and Audit Committee review of Financial 
Statements 

March 30, 2019 

Board Meeting to review Financial Statements April 15, 2019 
AGM – Approval of Financial Statements May 22, 2019 

 

3.5 Management letter 
 
The Auditor is expected to provide a management letter that identified areas of concern or 
weaknesses encountered in examination of the Society’s financial statements, 
recommendations for improvement, and management’s response to any such concerns raised. 

 
4. FORM OF PROPOSAL 

 

All proposals must include: 
 

4.1 An Overview of the firm 
 

Describe your firm`s experience in providing audit services to government funded, not-for-profit 
and charitable organizations. 

 

• Provide evidence of the firm`s qualifications to provide the services described in Section 
3. Scope of Audit; 

• Indicate your firm`s expertise in charitable law, accounting systems, and any 
other ancillary services that you feel would be beneficial to the Society; 

• Provide references from at least three (3) current comparable not-for-profit audit clients 
(of a similar size and audit scope). This should include contact person`s full name, name 
of the company, title, e-mail address, phone number and year that audit services were 
provided; 

• Provide the size and organizational structure of the auditor`s firm. 
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4.2 The audit team 
 

• Provide names of the partner, audit manager, and field staff who will be assigned to our 
audit and provide biographies; 

• Provide the firm`s history regarding staff continuity at the partner and senior staff level 
and its experience with other clients similar in nature to the Society in this regard. 

4.3 The audit methodology 
 

• Describe the audit methodology used by your firm; 

• Indicate your expectations of the Society both before and during the audit; 

• Propose a timeline for fieldwork and final reporting that fits within the scope and details 
of this RFP. 

 

4.4 Audit fees 
 

• The term of engagement begins with respect to the 2018 fiscal audit year (ending 
December 31, 2020) with an option to extend for an additional 2 years. Annual extension 
will be determined through a vote at Society’s Annual General Meeting 

• Provide proposed fee structure for, including any assurances that can be given 
regarding fees in future years, and the maximum fee that would be charged. 

• Describe your billing rates and procedures for technical questions that may come up 
during the year, or whether these occasional services are covered in the proposed 
fee structure; 

• Indicate any additional services that the firm can provide that might be beneficial to the 
Society and the fee schedule that would apply. 

 

4.5 Auditor independence 
 

• Provide a written statement confirming auditor independence. 
  



 

8 

 

 
5. EVALUATION CRITERIA 

 

The Society criteria will be based upon, but not limited to, the following criteria: 
 

• The Proponents proposal must be received at the closing location before the specified 
closing time; 

• Be a Chartered Professional Accountant (CPA) member experienced and knowledgeable 
in the not-for-profit sector; 

• Must meet the qualifications under Part 9 of the Society Act of British Columbia 
in respect of the audit of a reporting society and be authorized to provide 
financial statement audit services in British Columbia; 

• Have experience in providing audit services for similar sized not-for-profits; 

• The background, education, qualifications and relevant experience of staff assigned to  
the engagement, and the professional standards of the firm; 

• Reputation of the firm in its industry, and particular areas of expertise which may be of 
value beyond the normal engagement; 

• Audit and other fees; 

• Degree of fit between both parties and a willingness to establish a long term, 
mutually beneficial relationship; 

• The firm`s understanding of the scope of the proposed professional services as evidenced 
by the proposal submitted including a comprehensive understanding of issues that affect 
Society; 

• Reference checks. 

 

Please Note: 
 

• Any hospitality, incidental, food, travel and other expenses will not be reimbursed 

• In order to be fair to all proponents, late submissions and e-mails to discuss the 
applications status will not be accepted.  Only shortlisted firms will be contacted. 

 
 
 
 

Please contact finance@museumofvancouver.ca for a copy of the most recent Audited Financial 
Statements. 


