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1. Introduction 
1.1 Invitation 

• The Condominium Authority of Ontario (CAO) hereby issues this Request for 
Services (“RFS”) for annual Audit and Assurance. The CAO is currently following 
Canadian Accounting standards for a not-for-profit. And using Microsoft Dynamics 
and operations for its reporting purposes and Microsoft Dynamics 365 CRM for 
invoicing and payments.   

1.2 Background Information about the CAO 
The Condominium Authority of Ontario (CAO) is a self-funded, not-for-profit 
corporation responsible for the administration of delegated provisions of the 
Condominium Act, 1998, and corresponding regulations as of September 2017. 
CAO is also responsible for the operations of the Condominium Authority Tribunal 
(CAT) which has the authority to resolve prescribed disputes. 
The policy changes that led to the creation of the CAO began in 2012 with the 
Ontario government’s extensive public review of the Condominium Act, 1998. Over 
an 18-month period, the Ministry of Government and Consumer Services (MGCS) 
led public consultations with owners, developers, condo managers, lawyers, and 
mediators, who identified issues and made more than 2,000 submissions and more 
than 200 recommendations, with calls to strengthen consumer protection and 
support the needs of both current and future condo owners. 
Consequently, the government created the Protecting Condominium Owners Act, 
2015 (“PCOA”) which introduced significant changes to the Condominium Act, 
1998, and paved the way for the establishment of the CAO and CAT. 
The CAO aims to protect consumers and support condominium living by providing 
the following services and resources for condominium owners, residents, buyers, 
directors, and managers across the province: 
 

• Easy-to-use information to help owners and residents understand their rights and 
responsibilities. 

• Free online resources, tools, and guided steps to help condo owners and residents 
resolve common issues and disputes collaboratively. 

• Mandatory training for condo directors elected or appointed after November 1, 2017, 
to help them understand their oversight and legal obligations. 

• Easily accessible and cost-effective online dispute resolution service through the 
Condominium Authority Tribunal (CAT). 
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• Easy to navigate condominium returns system to allow corporations to file and 
update key information; and 

• Publicly available and searchable Condominium Public Registry containing 
information on every condo corporation in Ontario. 

• Provide information on common issues to assist condo communities in proactively 
resolving issues.  

• For more information about CAO, please visit www.condoauthorityontario.ca  

1.3 Background information about previous audits 
• Fiscal calendar runs from April 1st to March 31st. 
• Please find all the previous audit annual reports on this link here.   

 

2. Scope of Services 
• The outcome of the RFS is to identify and secure an Audit firm for the next five years’ 

annual audit and assurance services.  

2.1 The scope of services: 
 

• Prepare an auditor’s report and management letters in a format consistent with 
generally accepted auditing standards.  
 

• Discuss the auditor’s draft report and management letters with Management and 
the Audit and Risk Committee prior to their distribution.  

• Present your Audit Report and comments on significantly related matters to 
a meeting with the Audit and risk committee and the Board of directors. 

• In this connection, completion of the audit is required in time to meet the 
reporting requirements of the Loan Agreement, Administrative Agreement as 
well as those of the Ontario Not-for-Profit Corporations Act. Additionally, 
scheduling should allow sufficient time for review and approval by senior 
management and the Board. 

• Meet audit or reporting requirement dates tentatively as set out below each 
year.  

 
Event  Key Dates / Timing 
Audit plan presentation to the audit risk 
committee 

Early March 

Completion of year-end audit work  Early June 

http://www.condoauthorityontario.ca/
https://www.condoauthorityontario.ca/about-us/corporate-documents/
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Completion and presentation of draft 
financial statements and management 
letter to audit and risk committee  

Mid June 

Audit and risk committee meeting to 
review financial statements and the 
management letter  

Mid to end June 

Board meeting to review and approve 
final audited financial statements and 
management letter 

August 

 
• Prepare the organization’s tax returns on their behalf. The tax returns are listed 

below.  
T2 Corporation Income Tax Return 
T1044 Non-Profit Organization (NPO) Information Return 
 

The Audit firm must meet the following conditions in order to be considered as a 
bidder. 
 

1.  Ensure all Services comply with provincial laws and regulations.  
 

2. Lead engagement firm/ Individual responsible for signing reports or statements 
should hold public accounting license (PAL) from CPA Ontario.  

 
 

3. If the organization submitting a Service must outsource or contract any work to 
meet the requirements contained herein, this must be clearly stated in the Service. 
Additionally, all costs included in Services must be all-inclusive to include any 
outsourced or contracted work. Any Services which call for outsourcing or 
contracting work must include a name and description of the organizations being 
contracted. All costs must be itemized to include an explanation of all fees and 
costs. 

 
4. Contract terms and conditions will be negotiated upon selection of the winning 

bidder for this RFS. All contractual terms and conditions will be subject to review 
by CAO legal Counsel and will include scope, budget, schedule, and other 
necessary items pertaining to the project. 

 
5. This RFS is for five years commencing from with fiscal year ending March 31, 

2024 and onwards till March 31, 2028. The annual appointment will be contingent 
upon approval by the members of the corporation at CAO’s AGM. 

2.2 Additional information: 
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1. As CAO is a small organization and has limited resources, its preference is to 
have the entire audit done once at the end of the fiscal year and no interim 
audit steps. 

2. Finance department of CAO comprised of Chief Financial and Operating 
Officer, Manager Finance, Sr. Accountant, Jr. Accountant and an Accounting 
Intern.  

3. Job descriptions for the finance department and the other departments exist 
and they are up to date and can be provided as part of the audit planning.  

4. CAO has a documented accounting procedure and it is updated as on 
required basis. 

5. CAO currently uses external payroll services to disburse the payroll and 
statutory deductions.  

6. CAO has a defined contribution plan (matching the voluntary contribution up 
to a limit) for its employees but is not responsible for managing the 
investments.  

7. CAO prepares the draft financial statement as part of the audit preparation. 
The formal annual financial statements are currently prepared by the auditors, 
but CAO has no preference.  

8. CAO also publishes the French-language version of the annual financial 
statements. CAO prefers to get the financial statements translated by CAO 
translators and then have them reviewed and signed by the auditors.   

9. CAO has no concerns if the auditor plans to use audit confirmations for cash 
and cash equivalents, accounts receivable, accounts payable, the long-term 
loan payable to MGCS, and to legal counsel for the confirmation of legal 
claims if any.  

10. CAO will provide all the required documents to the auditors in electronic form, 
excel or PDF.  

11. Auditors may choose to work at CAO’s office location or perform audit work 
remotely. CAO has no preference. 

12. CAO has an audit and risk committee comprised of three members of the 
Board of Directors. 

13. All the CAO Board meetings and committee meeting minutes are maintained 
and kept by the Executive Assistant and Board administrator.   

14. CAO has no history of any disputes with current or historic auditors. 
 
 

3. Timelines 
• The timeline for selection will be as follows: 

Activity Timeframe 

Issue RFS March 22, 2023 
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Deadline for Questions by noon EST April 12, 2023  

Proposal Submission Deadline by noon 
EST 

April 26, 2023 

Proposal Evaluation Period April 27, 2023, to June 20, 2023 
 

Final decision and approval June 20, 2023, to June 30, 2023 
 

Appointment (on AGM)  September 13, 2023 

 
All timelines in this proposal are tentative and may be changed by CAO at its sole 
discretion. 

4. Terms and Conditions for the RFS Process 
4.1 Proposal Outline 

To assist in review, please include in your response:  
• The overview of your firm’s experience in providing assurance services to regulatory 

and administrative authorities such as CAO. 
• Your knowledge of the Delegated Administrative Authority model/ other similar 

organization; accompanied with references.  
• Your proposed approach to the audit. 
• Your use of technology in the conduct of audits and your philosophy regarding 

communication with management, the Audit Committee, and/ or the Board of 
Directors. 

• Your estimated fees (factoring in point - 2 Scope of services), both in the first year 
and, in subsequent years. The estimated fees should provide a breakdown 
between Audit fee, Review of the French translated financial statements, 
disbursements, and any other costs. 

• A copy of your firm’s proposed engagement letter. 
• Your expectations of CAO staff in preparing working papers and analyses to be 

provided to you in the conduct of your audit. 
• For additional instructions please see section 5. 

4.2 Submission Inquiries 
• All inquiries must be submitted electronically to CAO no later than noon EST on April 

12, 2023. Inquiries received after that time may not be responded to. Responses to 
inquiries will be shared with all Submitters. Please submit inquiries to the attention 
of: 
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Heta Pandya 
Condominium Authority of Ontario  
Email:  RFSresponse@condoauthorityontario.ca 

 

4.3 Submission Instructions 
• Provide an electronic submission in PDF format to the attention of Heta Pandya at 

RFSresponse@condoauthorityontario.ca. Submissions must be received on or 
before noon EST on April 26, 2023. It is the responsibility of the Submitter to ensure 
that the submission is received by the time and date specified. 

• By submitting a response to the proposal, the Submitter acknowledges that: 
• The proposal submissions are irrevocable and open for acceptance for a period of 

120 days following the proposal closing. 
• The Submitter will be responsible for all losses suffered or incurred by CAO arising 

from the Submitter’s inability or failure to carry out the responsibilities under the 
proposal once notice of acceptance is provided to the Submitter by CAO 

• The Submitter warrants that it is sufficiently experienced, properly qualified, 
equipped, staffed, organized, and financed to provide the services. 

• CAO may at any time cancel, amend, or clarify this RFS by issuing a written notice 
to this effect to the Submitters. No Submitter may rely on any oral explanation or 
interpretation respecting this RFS by CAO or any of its representatives unless the 
information or instructions are provided in writing by the CAO RFS contact. 

4.4 Evaluation Process 
• The evaluation process consists of a review of the mandatory requirements and the 

point-rated requirements. Mandatory requirements are not assigned a point score. 
All Submitters must meet the mandatory requirements before proceeding to the 
point-rated evaluation stage. Proposals that do not comply with all mandatory 
requirements will be disqualified and not evaluated further. The proposal evaluation 
will be based on the point rate requirements as outlined in Section 5.2. 

• The evaluation is based on the information and documentation provided in the 
proposal, and it is recommended that each item in the point rated requirements to 
be addressed in depth. The proposal should explain and demonstrate how the 
Submitter will carry out the work identified and satisfy the contract deliverables. 
Those responding to this RFS shall submit all data required herein in order for the 
proposal to be evaluated and considered for award. Failure to submit such data 
could result in disqualification of the proposal from further consideration. 
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• The Evaluation Criteria will be as follows: 

 
• More information regarding the type of information that the CAO is looking for under 

each evaluation category can be found in Section 5.2, which details the Point Rated 
Requirements. 

• All decisions as to the degree to which a proposal meets the requirements of the 
RFS are solely within the judgment of the CAO Management. 

4.5 Contract Award 
• CAO reserves the right to accept or reject proposal submissions, in whole or in part, 

to adjust the scope of work or to modify any term or condition, which has been 
provided to the Submitter at its sole and absolute discretion. 

• CAO does not bind itself to accept any proposal submission. CAO reserves the right 
to terminate the process without awarding the contract. 

• The awarding of the contract is subject to the availability of funds for this statement 
of work. Should all proposals received exceed the specified budgeted funds, CAO 
reserves the right to terminate the process without awarding the contract. 

• Each proposal will constitute an offer by the Submitter to enter into an agreement 
on the terms of that proposal. After the closing date, CAO may interview any 

• Criteria • Description • Rating 

• Knowledge 
and 

• Experience 

• Firm’s experience and track record in 
providing audit and assurance services for 
similar organisations.  

• Ability to conduct an audit within specific 
timelines. 

• Use of technology in the conduct of the 
audits. 

• Understanding of condo sector and condo 
owners needs 

• 50% 

• Quality and 
Completeness 
of Proposal 

• Understanding of the scope of work and 
CAO’s needs, organizational resources to 
complete work, and pertinent references. 
 

• 10% 

• Price 

• Evaluation of breakdown of pricing and 
proposed total pricing; include costs for any 
anticipated additional expenses. 

 

• 40% 

• TOTAL WEIGHTING • 100% 



RFS EXTERNAL AUDIT SERVICES 20230322 
 

  
©2023 CONDOMINIUM AUTHORITY OF ONTARIO 

 
Page 10 of 13 

 
 

Submitter and may seek clarification or additional information in respect of the 
Submitter’s proposal. 

• CAO’s interpretation of the contents of the official proposal documents shall prevail. 
• CAO will notify all Submitters of whether or not they have been selected as the 

successful candidate. Any material submitted by the Submitter that is to be 
considered confidential must be clearly marked as such and must include all 
applicable restrictions. All documentation and manuals submitted by the Submitter 
shall become the property of the CAO unless requested otherwise by the Submitter 
at the time of submission. 

4.6 Confidentiality and Non-Disclosure 
• The Submitter acknowledges that any and all information provided by CAO in 

connection with this RFS is confidential and proprietary to CAO and shall not be 
disclosed to anyone except as required in order to prepare the submission without 
the prior written consent and approval of CAO, which may be reasonably withheld. 

• Any material provided by the Submitter that is to be considered confidential must be 
clearly marked as such and must include all applicable restrictions. All 
documentation submitted by the Submitter shall become the property of CAO unless 
requested otherwise by the Submitter at the time of submission. 

• The Submitter, which if applicable includes its partners, officers, directors, 
employees, contractors, agents, co-venturers, shareholders, and all persons or 
entities connected with or associated with the Submitter in any way ("the 
Submitter"), shall keep confidential and shall not communicate, release, disclose, 
copy, transfer, give or sell to any person or corporation or used for any commercial 
purpose all or any part of any information, including but not restricted to, lists, 
records, contracts, documents, data, proprietary designs, that is belonging to or 
obtained from or maintained by or through or about CAO or any of its employees, 
agents, or authorization holders under the FBCSA, which comes to the Submitter's 
knowledge or possession or control except as may be required in the course of the 
engagement of the Submitter's services by CAO or as CAO may separately approve 
in writing. 

• Unless CAO has given such a written release to the Submitter, the Submitter's 
obligations under this provision shall survive the term of the submission and be an 
ongoing obligation, regardless of whether a particular contract for the Submitter's 
services is in existence or has been completed or CAO enters into a new contract 
for the Submitter's services or CAO is no longer using the Submitter's services or 
any other agreement or business relationship between CAO and the Submitter is 
terminated. 
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4.7 Cost of Submission 
• All costs incurred in the preparation and presentation to respond to this RFS in any 

way whatsoever will be wholly absorbed by the Submitter. 

4.8 Save Harmless 
• By submitting a proposal, the Submitter agrees to protect and save harmless CAO 

against any damages, costs, or liability for any injuries or damages to any person 
(including death) or property arising from acts or omissions of the Submitter, its 
employees, or agents, any of which result from or are a consequence of the 
purchase or lease of goods and services from the Submitter’s proposal. 

4.9 Disposition of Proposals and Submissions 
• All materials submitted in response to this RFS will become the property of the CAO 

and will be returned only at CAO’s option and the Submitter’s expense. 

4.10 Bankruptcy, Insolvency, or Change in Control 
• The Submitter shall notify CAO if he/she/it becomes bankrupt, insolvent or 

undergoes a change in control after submission of its proposal but before the 
awarding of the contract, which event shall constitute sufficient grounds for CAO to 
not award the contract to that individual/entity. 

5. Proposal Requirements 
• The following sections outline the requirements for this RFS. 

5.1 Mandatory Requirements 
• Mandatory requirements are not assigned a point score. A pass will be assigned for 

each item submitted that meets the requirements. If any component fails or contains 
an item that for any reason does not meet the following requirements, the 
submission shall be deemed as non-compliant, and the evaluation process will not 
continue to the next phase. 

• Submission Criteria: 
• submitted according to the submission instructions outlined above in section 4.3. 
• contains signed cover letter accepting terms and conditions outlined in this RFS; 

and 
• a covering letter signed and dated by a duly authorized signing officer agreeing to 

be bound by the terms and conditions of this proposal (unconditional acceptance) 
with confirmation at or before the time of closing that the mandatory requirements 
have been met. 
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• A statement confirming that the Submitter can meet all the mandatory requirements 
outlined in this RFS. 

• any actual or perceived conflicts of interest. 
 

5.2 Point Rated Requirements 

5.2.1 Knowledge and Experience 
• In this section, CAO is looking for a description of the individual/firm and its relevant 

experience. The proposals will be assessed based on knowledge and experience in 
the areas. The following items should be addressed: 

a. The name of the individual/firm, address, telephone number, facsimile number, 
name of the key contact person, and email address of the key contact person. 

b. Outline knowledge and experience with projects of similar size and scope. 
c. Provide current curriculum vitae for each employee assigned to deliver the scope 

of work. 
d. Required three (3) written references must be, with whom the Submitter has 

worked within the last three years and provided relevant services that will 
demonstrate knowledge, experience, and improvements made in similar projects. 
CAO’s preference will be to contact the references directly. For each reference, 
the following information shall be provided: 

• company name, primary contact person, and phone number 
• time and duration of service provided; technology used and 
• a written summary of services and outcomes of such services provided. 

5.2.2 Quality and Completeness of Proposal 
• Proposals shall clearly state the consultant’s understanding of the work to be 

performed and of the CAO’s needs. Proposals must include a project plan with a 
focus on the scope of work, including the following: 

a. A proposed approach and methodology to achieve the desired outcomes. 
b. An assessment of the project timelines. 
c. Any risks that are perceived in completing the project and projected mitigation for 

those risks. 
d. Evidence of an organizational structure, including in-house resources to 

successfully manage and accomplish the tasks identified in the scope of work. 
e. A detailed breakdown of all the deliverables identified in the scope of work. 
f. A process to track and report work progress and successful completion of 

milestones; and 
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g. A demonstrated commitment to corporate governance excellence and continuous 
improvement. 

5.2.3 Price 
• The proposal should clearly establish the basis for remuneration as follows: 
a. Include collective and separate quotes for the components of the project as 

described in point 4.1. 
b. Estimation of the time required for each component of the project. 
c. Estimation of travel, disbursement, and other anticipated incidental expenses. All 

anticipated additional expenses (i.e., travel, mileage, accommodations, etc.) must 
be stated separately. 

d. All pricing/fees are to be stated in Canadian funds. 
e. Applicable taxes should be stated separately. 
f. Outline standard terms for payment. 
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