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RFP TITLE
	
The title of this Request for Proposal (RFP) is:
RFP – PSB: Site Visit Handbook 

Please reference this title in all correspondence.

	



CONTACT PERSON
	
The Contact Person for this RFP is: Phae Eckhart, Executive Director, Professional Standards Board (PSB).

Email: executivedirector@psb-planningcanada.ca

Please direct all enquiries, by email, to the Professional Standards Board (PSB) via the above-named contact person.

	
EVALUATION COMMITTEE
	
Accreditation Program Committee (APC) of the Professional Standards Board (PSB)

	
CLOSING TIME
	
The Closing Date & Time is: January 29, 2026 at 4pm ET








9

2

Table of Contents
KEY INFORMATION	1
INTRODUCTION	3
Purpose of RFP	3
Professional Standards Board (PSB)	3
Accreditation Program Committee (APC)	3
Eligibility	3
THE OPPORTUNITY	4
Background	4
Qualifications	4
Scope of Work and Methodology	4
Resources Available	4
Deliverables	5
PROPOSAL SUBMISSION	5
TIMELINE	5
SELECTION PROCESS	6
Submission Requirements	6
Evaluation	6
SUBMISSION INSTRUCTIONS	8
Submission	8
Receipt of Complete RFP	8
CONTACT INFORMATION	8




[bookmark: _Toc217284701]INTRODUCTION

The Professional Standards Board for the Planning Profession in Canada (PSB) is seeking proposals from qualified and experienced Registered Professional Planners (RPP/LPP) to produce a Site Visit guide. We are inviting a consultant team which should include at least one RPP, and one academic from a university planning program, to submit proposals that outline their approach, qualifications, and cost estimates for this project.
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This RFP is an invitation by the PSB to prospective proponents to submit proposals for the  development of a Site Visit  Handbook to provide to the Site Visit Teams to help them prepare for accreditation review of university planning programs in Canada. The Handbook will also provide information on the Site Visit process for university planning programs. The Site Visit Handbook will provide details regarding the process, set expectations and indicate who is responsible for each component of the Site Visit accreditation review process.
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The Professional Standards Board for the Planning Profession in Canada (PSB) operates the "Certification and Accreditation Administrative Services Program" (CAASP) for the Canadian Institute of Planners (CIP) and the Provincial/Territorial Institutes and Associations (PTIAs). The services provided to our clients under the program include certification of planners, the accreditation of university academic planning programs, and the development of standards of practice.
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· Oversee policy and procedures for delivery of the accreditation process
· Promote accreditation as an asset to the planning profession
· Review applications and determine eligibility requirements for accreditation within the Standards
· Provide, through PSB, Provincial/Territorial Institutes and Associations (PTIAs) with current information on accreditation status and information on the program
· Approve selection criteria for reviewers, and recruit, train and administer volunteer reviewers
· Conduct reviews of annual reporting forms and 5-year intensive reviews (site visits)
· Prepare recommendations for accreditation for the PSB Board
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The APC invites RPP planners, planning academics, educational consultants, or adult learning specialists to submit proposals for this project. Submissions will be accepted by individuals (i.e. leader of the team), corporations, joint ventures, partnerships or any other legal entities suitably able to fulfill the requirements of this work. 

This work is best suited to those with experience conducting a site visit. Consulting teams should include at minimum one RPP and at minimum one person with direct experience of the PSB program accreditation process, as well as one academic from a university planning program.
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[bookmark: _Toc217284707]Background

The Professional Standards Board (PSB) was founded in October 2012. The PSB was established to administer the certification process of professional planners on behalf of the Provincial and Territorial Institutes and Associations (PTIAs), which regulate the planning profession across Canada, and the Canadian Institute of Planners. The Accreditation Program Committee (APC) was established to support the accreditation of university planning programs. In particular it administers the process under which university planning programs become accredited. 
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The successful consultant(s)/adult learning specialist(s) selected to conduct the development of the handbook will:
· Demonstrate an understanding of document/publication design principles, including accessibility.
· Demonstrate a range of relevant expertise to conduct the proposed scope of work.
· Demonstrate experience working directly or within the planning profession in Canada 
· Demonstrate experience working with university planning degree programs.
· Preferably have skills in graphic design (or works with a graphic designer) to create visually- appealing publications in line with PSB brand guidelines. 
· Have experience with the site visit and accreditation process.
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The selected proponent will be responsible for the following:
1. Development of a comprehensive handbook for the site visit team that outlines their responsibility in the accreditation process.  The handbook shall include:
· an overview of the process from selection of Site Visit Team members, to completion of the required reporting 
· a section on the responsibilities of Site Visit Team members including strategies on being an effective Site Visit Team member. 
· a section on the guidelines and responsibilities for the universities as they prepare for the site visits.
· WCAG Web 2.0 level 2 accessibility.
· this document will require translation to French. 

2. Ensure that the handbook aligns with the Professional Standards Board's objectives.
3. Consult with previous site visit team members and ensure that the handbook aligns with the feedback from this consultation. (PSB staff will coordinate meetings). Proponents should budget for 6 virtual interviews and provide a lump fee for any additional interviews (cost per additional interview).
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1. Sub-committee of APC (1-2 members + APC Chair) and staff from the PSB to guide the project.
2. PSB Brand Guideline.
3. Current Site Visit Guidelines.
4. A list of previous Site Visit Team members to interview (Total of six- Two ACUPP, Four RPP volunteers).
5. Membership Standards Policy Manual.
6. APC Terms of Reference.
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The final deliverables for this project are an easy-to-read, accessible handbook that will be published electronically on the PSB website. The handbook shall include an interactive Table of Contents and Executive Summary describing the purpose and intent of the handbook. The proponent will first prepare a plan for the development of the handbook as a touchpoint before the main deliverables are completed.
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Interested consultants are invited to submit their proposals, which should include the following:

	Company/Team Overview: 
	Provide an overview of your relevant experience in developing educational materials.  Clearly outline who will be involved in this process and the qualifications of each individual.

	Approach: 
	Outline your approach for developing the PSB Site Visit guide, including your methodology, timeline, planned engagement and key milestones.

	Qualifications:
	Describe the qualifications and experience of your team members who will be working on this project, including outlining experience on Site Visit Teams and/or experience with university planning programs.

	Cost Estimate: 
	Provide a detailed cost estimate, including all expenses associated with the project, such as content development, reading materials referenced for inclusion or in preparation, graphic design. The cost estimate is to include a Time Task Matrix (TTM) outlining the tasks, the assigned staff, and the hours per staff per task.

	References: 
	May be requested during the review process.
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RFP released 				January 5, 2026
Proposal Submission Deadline: 	January 29, 2026
Selection:				March 1, 2026
Project Kick-off:  			March 15, 2026
Project Timing: 			Completed no later than August 31, 2026
[bookmark: _Toc217284714]SELECTION PROCESS
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The PSB requests the proposal shall be organized as outlined below in order to facilitate the evaluation and review process. If the project team wishes to include additional or supporting information, this should be placed in an appendix and referenced in the main body of the proposal.

1.0 – Cover Letter
2.0 – Table of Contents
3.0 – Executive Summary
4.0 – Experience
a. – Corporate Profile
b. – Team Members Profiles and hourly rates
c. – References
5.0 – Services
a. – Project Understanding
b. – Approach and Methodology
a. Proposed Engagement Approach
c. – Project Execution: milestones and timelines
d. – Project Schedule
6.0 – Fees
6.1 – Proposed Costs & Associated Fee(s) for Services
7.0 – Additional Features / Value Added
8.0 – Appendix (As deemed necessary to provide additional information)
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Submissions will be assessed by the APC. Applicants may be requested to submit additional information to clarify their proposal if required. Applicants may also be required to meet with APC, to provide additional information if required. Submissions will be evaluated based upon the following criteria:

	
	Criteria
	Weighting

	1
	Evaluation of relevant experience of the applicant and/or firm: 
· relevant credentials
· demonstrated experience working with planners or other professional organizations on similar projects
· demonstrated experience working with university planning programs
· demonstrated experience in successful engagement of stakeholders. 
	30%

	2
	Evaluation of proposed approach and methodology: 
· creativity of the proposed handbook
· evidence of the applicant’s understanding of the project requirements, constraints and risks
· clear connection between the proposed approach and the highlighted scope of work and expected deliverables
· engagement strategy
· evidence confirming that the project can be delivered effectively & successfully
	30%

	3
	Work plan and schedule: 
· evidence confirming that the project will be completed by August 31, 2026.
	15%

	4
	Evaluation of proposed fees: 
· a review of anticipated fees and ancillary costs; a value analysis
	25%

	
	Total
	100%



Please be as specific as possible about the nature and scope of work to be performed, time required, and costs.

Questions on RFP

Questions will be accepted until January 20, 2026.  An addendum will be released, if required, on January 25, 2026.
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Responses to this RFP must be received at the email address before the closing time as stated on the cover of this RFP:
(a) Responses received after the closing date will not be considered and will not be returned.
(b) Email responses will be accepted and is preferred (please use subject line “PSB/APC RFP”).
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Respondents are solely responsible to ensure that they have received the complete RFP, as listed in the table of contents of this RFP, plus any addenda. Each and every response is deemed to be made on the basis of the complete RFP issued prior to the closing time. PSB accepts no responsibility for any respondent that does not receive all RFP information.
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We look forward to receiving your proposal and potentially partnering with your organization on this project. If you have any questions or need further information, please do not hesitate to contact us.

All inquiries and proposals should be directed to:
Phae Eckhart/ Executive Director
Professional Standards Board (PSB) for the Planning Profession in Canada/Conseil des normes professionnelles (CNP) pour la profession de l’urbanisme au Canada
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