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Request For Proposal (RFP) for Notetaking and Report Writing for the MVRMA Resource Co-
Management Workshop  

Issued by: Mackenzie Valley Environmental Impact Review Board on behalf of the MVRMA Resource 
Co-Management Committee. 

Date of Issue: December 16, 2025 

Proposal Submission Deadline: January 5, 2026 

 

1. Introduction and Background 
The Mackenzie Valley Resource Management Act (MVRMA) Resource Co-Management Committee 
(Committee) consists of Land and Water Boards of the Mackenzie Valley (Gwich’in, Sahtú, Mackenzie 
Valley, and Wek’èezhìı), Government of the Northwest Territories, Crown-Indigenous Relations & 
Northern Affairs Canada, and Mackenzie Valley Environmental Impact Review Board (Review Board).  

The committee hosts annual workshops for sharing information and facilitating feedback from 
developers, governments, consultants, Indigenous groups as well as other invited groups from across 
the Mackenzie Valley. Interpretation will be provided in Indigenous languages within the Mackenzie 
Valley for the workshop participants 

This year’s workshop theme is Indigenous Traditional Knowledge – A Path to Better Decisions, the 
workshop is taking place from January 13-15, 2026, in Yellowknife, NT, at the Chateau Nova. Prior to 
the workshop, there will be two pre-online engagement sessions: 

• December 16 2025 - Tracing the Evolution of Resource Development  
• January 6, 2026 -Traditional Knowledge Guidelines Review 

The main goal of the workshop is to help familiarize participants with the co-management and 
integrated system of land and water management established through the Mackenzie Valley Resource 
Management Act (MVRMA) and Land Claim and Self- Government Agreements. The workshop will 
provide an opportunity to share knowledge, ideas, experiences, and to discuss how to meaningfully 
participate in existing resource co-management processes. These three days of collaboration, learning, 
and dialogue will be centered on this year’s theme of Indigenous Traditional Knowledge – a Path to 
Better Decisions.   

 

2. Objective 
Notetaking and Reporting Writing: 

• Document the proceedings of the workshop, including key discussions, insights, participant 
recommendations and outcomes. 

• Document participant recommendations shaping future workshops 

 

3. Scope of work 
Attend and note take at the workshop 
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• January 13-15, 2026, in Yellowknife at the Chateau Nova 
• Record real-time notes and key points from the discussions. 
• Summarize and review preliminary findings with participants from daily discussions. 

Prepare a public draft Summary Report of the workshop 

• Summarize the workshop discussions and feedback to identify key themes and insights. 
• Draft a summary that includes: 

o An overview of the workshop objectives and structure. 
o Daily summaries of key discussions and participant contributions. 
o Recommendations for topics that will inform future workshop(s) and opportunities for 

future initiatives. 
• Submit a digital draft Summary Report to the committee for review and feedback. 
• Finalization of the Summary Report will be completed by the committee 

 

4. Deliverables 
The contractor will be required to deliver the following: 

• Draft workshop Summary Report for the MVRMA workshop, Indigenous Traditional 
Knowledge – A Path to Better Decisions.  

o Deadline: January 30, 2026 

 

5. Proposal Submissions Requirements 
Executive Summary 

• Overview of the proposed approach and understanding of the project 

Work Plan and Timeline 

• Detailed work plan with key milestones and deliverables. 

Budget and Cost Breakdown 

• Itemized cost estimates for: 
o Attendance of pre-online engagement  
o Summary of pre-online engagement 
o Attendance of in-person workshop 
o Draft Workshop Summary Report 

• Any additional anticipated costs. 

Experience and Qualifications 

• Knowledge of co-management systems and Indigenous Traditional Knowledge in the 
Mackenzie Valley. 

• Demonstrated expertise in environmental assessment and regulatory processes.  
• Experience in notetaking and report writing. 
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References 

• Contact information for at least two organizations for which the contractor has completed 
similar projects. 

 

6. Proposal Evaluation Criteria 

Criteria  Weight 

Technical Expertise – Demonstrated experience in note taking and report writing, 
knowledge of environmental assessment and regulatory training 

25% 

Northern Presence & Benefit 20% 

Alignment with Objectives – Understanding of the committees’ goals  15% 

Cost and Value – Clear and competitive pricing structure 15% 

Experience and References – Proven track record of similar projects 15% 

Timeline Feasibility – Ability to meet deadlines and project milestones 10% 

 
7. Submission Process 
Proposals must be submitted electronically in PDF format to:  

• Mark Cliffe-Phillips, Executive Director  
Mackenzie Valley Environmental Impact Review Board  
Email: mcliffephillips@reviewboard.ca  
Subject Line: RFP Submission – Notetaking and Report Writing for the MVRMA Resource Co-
Management Workshop  

 

8. Terms and Conditions 
• The Committee reserves the right to accept or reject any or all proposals. 
• All materials developed will become the property of the Committee. 
• Contractors are responsible for their proposal preparation costs 

 

For further inquiries, contact: Mark Cliffe-Phillips Executive Director, Mackenzie Valley Environmental 
Impact Review Board Phone: (867) 766-7055 Email: mcliffephillips@reviewboard.ca  
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