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This supersedes the previous Request for Standing Offers no. 5P004-100154/A, dated
October 26, 2011 and closed November 30, 2011 at 2:00 p.m

PART 1 - GENERAL INFORMATION

1. Introduction

The Request for Standing Offers (RFSO) is divided into seven parts plus attachments and annexes, as
follows:

Part 1 General Information: provides a general description of the requirement;

Part 2 Offeror Instructions: provides the instructions applicable to the clauses and conditions of
the RFSO;

Part 3 Offer Preparation Instructions:  provides offerors with instructions on how to prepare their
offer to address the evaluation criteria specified;

Part 4 Evaluation Procedures and Basis of Selection: indicates how the evaluation will be
conducted, the evaluation criteria which must be addressed in the offer, if applicable, and
the basis of selection;

Part 5 Certifications:  includes the certifications to be provided;

Part 6 Security, Financial and Insurance Requirements:  includes specific requirements that
must be addressed by offerors;  and

Part 7 7A, Standing Offer, and 7B, Resulting Contract Clauses:

7A, includes the Standing Offer containing the offer from the Offeror and the applicable  
clauses and conditions; 

7B, includes the clauses and conditions which will apply to any contract resulting from a     
call-up made pursuant to the Standing Offer.

The Annexes include the Statement of Work, the Basis of Payment, Security Requirements Checklist and
PWGSC-TPSGC 942 Call-ups Form.

2. Summary

2.1 Parks Canada Agency (PCA) has a requirement for translation, editing and updating services,
from English to French and from French to English. The aim is to establish up to four (4) National
Individual Standing Offers (NISOs) to meet PCA’s requirements in translation and related editing and
updating services. The Work is to be performed across Canada.   

Each National Individual Standing Offer (NISO) period will be for two (2) years from the date of award with
the possibility to extend the period of the Standing Offer by up to three (3) additional one-year (1) periods
under the same terms and conditions.
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2.2 There is a security requirement associated with this requirement.  For additional information,
consult Part 6 - Security Requirements, and Part 7A - Standing Offer. Offerors should consult the
"Security Requirements for PWGSC Bid Solicitations - Instructions for Bidders"

2.3 Pursuant to section 01 of Standard Instructions 2006, Offerors must submit a complete list of
names of all individuals who are currently directors of the Offeror.  Furthermore, as determined by the
Special Investigations Directorate, Departmental Oversight Branch, each individual named on the list may
be requested to complete a Consent to a Criminal Record Verification form and related documentation.

2.4 This requirement is limited to Canadian goods and/or services.

3. Security Requirement 

There is a security requirement associated with the requirement of the Standing Offer. For additional
information, see Part 6 - Security Requirements, and Part 7 - Standing Offer and Resulting Contract
Clauses.

4. Debriefings

After issuance of a Standing Offer, Offerors may request a debriefing on the results of the Request for
Standing Offers process. Offerors should make the request to the Standing Offer Authority within 15
working days of receipt of the results of the Request for Standing Offers process. The debriefing may be
in writing, by telephone or in person.

PART 2 - OFFEROR INSTRUCTIONS

1. Standard Instructions, Clauses and Conditions

All instructions, clauses and conditions identified in the Request for Standing Offers (RFSO) by number,
date and title are set out in the Standard Acquisition Clauses and Conditions Manual
(https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual)
issued by Public Works and Government Services Canada.

Offerors who submit an offer agree to be bound by the instructions, clauses and conditions of the RFSO
and accept the clauses and conditions of the Standing Offer and resulting Contract(s).

The 2006 (2012-11-19) Standard Instructions - Request for Standing Offers - Goods or Services -
Competitive Requirements, are incorporated by reference into and form part of the RFSO.

Subsection 5.4 of 2006, Standard Instructions - Request for Standing Offers - Goods or Services -
Competitive Requirements, is amended as follows:

Delete: sixty (60) days
Insert: one hundred and eighty (180) calendar days

2. Submission of Offers

Offers must be submitted only to Public Works and Government Services Canada (PWGSC) Bid
Receiving Unit by the date, time and place indicated on page 1 of the Request for Standing Offers.
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Due to the nature of the Request for Standing Offers, transmission of offers by facsimile to PWGSC will
not be accepted.

3. Enquiries - Request for Standing Offers

All enquiries must be submitted in writing to the Standing Offer Authority no later than five (5) calendar
days before the Request for Standing Offers (RFSO) closing date. Enquiries received after that time may
not be answered.

Offerors should reference as accurately as possible the numbered item of the RFSO to which the enquiry
relates. Care should be taken by Offerors to explain each question in sufficient detail in order to enable
Canada to provide an accurate answer. Technical enquiries that are of a proprietary nature must be
clearly marked "proprietary" at each relevant item. Items identified as "proprietary" will be treated as such
except where Canada determines that the enquiry is not of a proprietary nature. Canada may edit the
questions or may request that Offerors do so, so that the proprietary nature of the question is eliminated,
and the enquiry can be answered with copies to all Offerors. Enquiries not submitted in a form that can be
distributed to all Offerors may not be answered by Canada.

4. Applicable Laws

The Standing Offer and any Contract resulting from the Standing Offer must be interpreted and governed,
and the relations between the parties determined, by the laws in force in Ontario.

Offerors may, at their discretion, substitute the applicable laws of a Canadian province or territory of their
choice without affecting the validity of their offer, by deleting the name of the Canadian province or territory
specified and inserting the name of the Canadian province or territory of their choice. If no change is
made, it acknowledges that the applicable laws specified are acceptable to the Offerors.

PART 3 - OFFER PREPARATION INSTRUCTIONS

1. Offer Preparation Instructions

Canada requests that Offerors provide their offer in separately bound sections as follows:

Section I: Technical Offer: four (4) hard copies;
Section II: Financial Offer: one (1) hard copy; and
Section III: Certifications: one (1) hard copy.

Prices must appear in the financial offer only.  No prices must be indicated in any other section of the
offer.

Canada requests that Offerors follow the format instructions described below in the preparation of their
offer.

(a) use 8.5 x 11 inch (216 mm x 279 mm) paper;
(b) use a numbering system that corresponds to that of the Request for Standing Offers.

In April 2006, Canada issued a policy directing federal departments and agencies to take the necessary
steps to incorporate environmental considerations into the procurement process Policy on Green
Procurement
(http://www.tpsgc-pwgsc.gc.ca/ecologisation-greening/achats-procurement/politique-policy-eng.html).       .
To assist Canada in reaching its objectives, offerors are encouraged to:

Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur

5P004-100154/B 519zf

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No/ N° VME

5P004-100154 519zf5P004-100154

Page 6 of -  de 47



1) use paper containing fibre certified as originating from a sustainably-managed forest and/or
containing minimum 30% recycled content; and

2) use an environmentally-preferable format including black and white printing instead of colour
printing, printing double sided/duplex, using staples or clips instead of cerlox, duotangs or binders.

Section I: Technical Offer

In their technical offer, Offerors should explain and demonstrate how they propose to meet the
requirements and how they will carry out the Work.

Section II: Financial Offer

Offerors must submit their financial offer in accordance with the Pricing Schedule in Attachment 1 to Part
3 and with the Basis of Payment in Annex B. The total amount of Goods and Services Tax or Harmonized
Sales Tax must  be shown separately, if applicable.

Payment by Credit Card

Canada requests that Offerors complete one of the following:

(a) (   ) Government of Canada Acquisition Cards (credit cards) will be accepted for payment of
call-ups against the Standing Offer.

The following credit card(s) are accepted:    VISA _______       Master Card _______

(b) (   ) Government of Canada Acquisition Cards (credit cards) will not be accepted for payment
of call-ups against the Standing Offer.

The Offeror is not obligated to accept payment by credit card. 

Acceptance of credit cards for payment of call-ups will not be considered as an evaluation criterion.

Section III:  Certifications

Offerors must submit the certifications required under Part 5.

PART 4 - EVALUATION PROCEDURES AND BASIS OF SELECTION 

1. Evaluation Procedures

(a) Offers will be assessed in accordance with the entire requirement of the Request for Standing
Offers including the technical and financial evaluation criteria.

(b) An evaluation team composed of representatives of Canada will evaluate the offers.

1.1. Technical Evaluation

1.1.1 Mandatory Technical Criteria

Refer to Attachment 1 to Part 4 and Attachment 2 to Part 4.
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1.1.2 Point Rated Technical Criteria

Refer to Attachment 1 to Part 4.  Point-rated technical criteria not addressed will be given a score of zero.

1.1.3 Reference Checks

1.1.3.1  For reference checks, Canada will conduct the reference check in writing by email. Canada will
send all email reference check requests to contacts supplied by all Offerors, within a 48-hour period using
the email address provided in their offer. Canada will not award any points unless the response is received
within five (5) working days of the date that Canada's email was sent. 

1.1.3.2 On the third working day after sending out the reference check request, if Canada has not
received a response, Canada will notify the Offeror by email, to allow the Offeror to contact its reference
directly to ensure that it responds to Canada within 5 working days. 

If the individual named by an Offeror is unavailable when required during the evaluation period, the Offeror
may provide the name and email address of an alternate contact person from the same client. Offerors
will only be provided with this opportunity once for each client, and only if the originally named individual is
unavailable to respond (i.e., the Offeror will not be provided with an opportunity to submit the name of an
alternate contact person if the original contact person indicates that he or she is unwilling or unable to
respond). The Offeror will have 24 hours to submit the name of a new contact. That contact will again be
given five (5) working days to respond once Canada sends its reference check request. The five (5)
working days will not be extended to provide additional time for the new contact to respond.

1.1.3.3   Wherever information provided by a reference differs from the information supplied by the
Offeror, the information supplied by the reference will be the information evaluated. 

1.1.3.4   Points will not be allocated and/or a Offeror will not meet the mandatory experience requirement
if the reference client is not a client of the Offeror itself (for example, the client cannot be the client of an
affiliate of the Offeror instead of being a client of the Offeror itself). Nor will points be allocated if the client
is itself an affiliate or other entity that does not deal at arm’s length with the Offeror. 

1.1.3.5 Whether or not to conduct reference checks is discretionary. However, if PWGSC chooses to
conduct reference checks for any given rated or mandatory requirement, it will check the references for
that requirement for all bidders who have not, at that point, been found non-responsive. 

1.2 Financial Evaluation

1.2.1      For offer’s evaluation and Offeror(s) selection purposes only, the evaluated price of a Standing
Offer will be determined in accordance with the Pricing Schedule detailed in Attachment 1 to Part 3. 

1.2.2    The volumetric data included in the pricing schedule detailed in Attachment 1 to Part 3 are
provided for offer’s evaluated price determination purposes only. They are not to be considered as a
Contract guarantee nor does it represent a commitment by Canada that Canada’s future usage of the
services described in the Request for Standing Offer bid solicitation will be consistent with this data.

2. Basis of Selection

2.1 To be declared responsive, an offer must:

a. comply with all the requirements of the Request for Standing Offers; 
b. meet all mandatory technical evaluation criteria; and
c. obtain the required minimum of points for the technical evaluation criteria which are subject to point

rating.
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2.2  Offers not meeting a) or b) or c) will be declared non-responsive. Neither the responsive offer 
obtaining the highest number of points nor the one with the lowest evaluated price will necessarily be
accepted. The responsive offer with the lowest price per point will be recommended for the issuance of a
Standing Offer. 

2.3 The evaluated price per point of a responsive offer will be determined by dividing its evaluated
total price by the overall score obtained for all the point rated technical criteria detailed in Attachment 1 to
Part 4.

2.4  The responsive offers will be ranked in ascending order of evaluated price per point; the
responsive offer with the lowest evaluated price per point being ranked first. Of the highest ranked
responsive offers in ascending order of evaluated price per point, up to four (4) will be recommended for a
Standing Offer.  In the event two or more responsive offers have the same lowest evaluated price per
point,  these offers will be ranked in ascending order of evaluated price, the responsive offer with the
lowest evaluated price being ranked the highest.

PART 5 - CERTIFICATIONS

Offerors must provide the required certifications and related documentation to be issued a standing offer.
Canada will declare an offer non-responsive if the required certifications and related documentation are
not completed and submitted as requested.

Compliance with the certifications offerors provide to Canada is subject to verification by Canada during
the offer evaluation period (before issuance of a standing offer) and after issuance of a standing offer. The
Standing Offer Authority will have the right to ask for additional information to verify offerors' compliance
with the certifications before issuance of a standing offer. The offer will be declared non-responsive if any
certification made by the Offeror is untrue, whether made knowingly or unknowingly. Failure to comply with
the certifications, to provide the related documentation or to comply with the request of the Standing Offer
Authority for additional information will also render the offer non-responsive.

1. Mandatory Certifications Required Precedent to Issuance of a Standing Offer

1.1 Code of Conduct and Certifications - Related documentation

1.1.1 By submitting an offer, the Offeror certifies, for himself and his affiliates, to be in compliance with
the Code of Conduct and Certifications clause of the Standard instructions. The related documentation
hereinafter mentioned will help Canada in confirming that the certifications are true. By submitting an offer,
the Offeror certifies that it is aware, and that its affiliates are aware, that Canada may request additional
information, certifications, consent forms and other evidentiary elements proving identity or eligibility.
Canada may also verify the information provided by the Offeror, including the information relating to the
acts or convictions specified herein, through independent research, use of any government resources or
by contacting third parties.  

Canada will declare non-responsive any offer in respect of which the information requested is missing or
inaccurate, or in respect of which the information contained in the certifications is found to be untrue, in
any respect, by Canada. The Offeror and any of the Offeror's affiliates, will also be required to remain free
and clear of any acts or convictions specified herein during the entire period of the Standing Offer and any
call-ups made against the Standing Offer.

Offerors who are incorporated, including those submitting offers as a joint venture, must provide with their
offer or promptly thereafter a complete list of names of all individuals who are currently directors of the
Offeror. Offerors submitting offers as sole proprietorship, including those submitting offers as a joint

Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur

5P004-100154/B 519zf

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No/ N° VME

5P004-100154 519zf5P004-100154

Page 9 of -  de 47



venture, must provide the name of the owner with their offer or promptly thereafter.  Offerors submitting
offers as societies, firms, partnerships or associations of persons do not need to provide lists of names.  If
the required names have not been received by the time the evaluation of offers is completed, Canada will
inform the Offeror of a time frame within which to provide the information.  Failure to comply will render the
offer non-responsive. Providing the required names is a mandatory requirement for issuance of a standing
offer and award of a contract.

Canada may, at any time, request that an Offeror provide properly completed and Signed Consent Forms
(Consent to a Criminal Record Verification form- PWGSC-TPSGC 229)
(http://www.tpsgc-pwgsc.gc.ca/app-acq/forms/formulaires-forms-eng.html) for any or all individuals
aforementioned within the time specified.  Failure to provide such Consent Forms within the time period
provided will result in the offer being declared non-responsive.

2. Certifications Precedent to Issuance of a Standing Offer

The certifications listed below should be completed and submitted with the offer, but may be submitted
afterwards. If any of these required certifications is not completed and submitted as requested, the
Standing Offer Authority will so inform the Offeror and provide the Offeror with a time frame within which
to meet the requirement. Failure to comply with the request of the Standing Offer Authority and meet the
requirement within that time period will render the offer non-responsive.

2.1 Federal Contractors Program - Certification

2.1.1 The Federal Contractors Program (FCP) requires that some suppliers, including a supplier who is
a member of a joint venture, bidding for federal government contracts, valued at $200,000 or more
(including all applicable taxes), make a formal commitment to implement employment equity. This is a
condition precedent to the issuance of a standing offer. If the Offeror, or, if the Offeror is a joint venture
and if any member of the joint venture, is subject to the FCP, evidence of its commitment must be
provided before the issuance of a standing offer. 

Suppliers who have been declared ineligible contractors by Human Resources and Skills Development
Canada (HRSDC) are no longer eligible to receive government contracts over the threshold for solicitation
of bids as set out in the Government Contracts Regulations. Suppliers may be declared ineligible
contractors either as a result of a finding of non-compliance by HRSDC, or following their voluntary
withdrawal from the FCP for a reason other than the reduction of their workforce to less than 100
employees. Any offers from ineligible contractors, including an offer from a joint venture that has a
member who is an ineligible contractor, will be declared non-responsive.

2.1.2 If the Offeror does not fall within the exceptions enumerated in 3.(a) or (b) below, or does not
have a valid certificate number confirming its adherence to the FCP, the Offeror must fax (819-953-8768)
a copy of the signed form LAB 1168, Certificate of Commitment to Implement Employment Equity, to the
Labour Branch of HRSDC.

2.1.3 The Offeror, or, if the Offeror is a joint venture the member of the joint venture, certifies its status
with the FCP, as follows: 

The Offeror or the member of the joint venture:

a. ( ) is not subject to the FCP, having a workforce of less than 100 full-time or part-time permanent
employees, and/or temporary employees having worked 12 weeks or more in Canada;

b. ( ) is not subject to the FCP, being a regulated employer under the Employment Equity Act, S.C. 1995,
c. 44;
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c. ( ) is subject to the requirements of the FCP, having a workforce of 100 or more full- time or part-time
permanent employees, and/or temporary employees having worked 12 weeks or more in Canada, but
has not previously obtained a certificate number from HRSDC (having not bid on requirements of
$200,000 or more), in which case a duly signed certificate of commitment is attached;

d. ( ) is subject to FCP, and has a valid certificate number as follows: _______ (e.g. has not been
declared an ineligible contractor by HRSDC).

Further information on the FCP is available on the HRSDC Web site.

2.2 Former Public Servant Certification

Contracts with former public servants (FPS) in receipt of a pension or of a lump sum payment must bear
the closest public scrutiny, and reflect fairness in the spending of public funds. In order to comply with
Treasury Board policies and directives on contracts with FPS, offerors must provide the information
required below.

2.2.1 Definitions

For the purposes of this clause,

"former public servant" is any former member of a department as defined in the Financial Administration
Act R.S., 1985, c. F-11, a former member of the Canadian Armed Forces or a former member of the
Royal Canadian Mounted Police. A former public servant may be: 

a. an individual;
b. an individual who has incorporated;
c. a partnership made of former public servants; or
d. a sole proprietorship or entity where the affected individual has a controlling or major interest in the

entity.

"lump sum payment period" means the period measured in weeks of salary, for which payment has been
made to facilitate the transition to retirement or to other employment as a result of the implementation of
various programs to reduce the size of the Public Service. The lump sum payment period does not include
the period of severance pay, which is measured in a like manner.

"pension" means a pension or annual allowance paid under the Public Service Superannuation Act
(PSSA), R.S., 1985, c. P-36, and any increases paid pursuant to the Supplementary Retirement Benefits
Act, R.S., 1985, c. S-24 as it affects the FPS . It does not include pensions payable pursuant to the
Canadian Forces Superannuation Act, R.S., 1985, c. C-17, the Defence Services Pension Continuation
Act, 1970, c. D-3, the Royal Canadian Mounted Police Pension Continuation Act , 1970, c. R-10, and the
Royal Canadian Mounted Police Superannuation Act, R.S., 1985, c. R-11, the Members of Parliament
Retiring Allowances Act , R.S. 1985, c. M-5, and that portion of pension payable to the Canada Pension
Plan Act, R.S., 1985, c. C-8.

2.2.2 Former Public Servant in Receipt of a Pension

As per the above definitions, is the Offeror a FPS in receipt of a pension? YES ( ) NO ( )

If so, the Offeror must provide the following information, for all FPS in receipt of a pension, as applicable: 

a. name of former public servant;
b. date of termination of employment or retirement from the Public Service.
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By providing this information, Offerors agree that the successful Offeror's status, with respect to being a
former public servant in receipt of a pension, will be reported on departmental websites as part of the
published proactive disclosure reports in accordance with Contracting Policy Notice: 2012-2 and the
Guidelines on the Proactive Disclosure of Contracts. 

Work Force Reduction Program

Is the Offeror a FPS who received a lump sum payment pursuant to the terms of a work force reduction
program? YES ( ) NO ( )

If so, the Offeror must provide the following information:

a. name of former public servant;
b. conditions of the lump sum payment incentive;
c. date of termination of employment;
d. amount of lump sum payment;
e. rate of pay on which lump sum payment is based;
f. period of lump sum payment including start date, end date and number of weeks;
g. number and amount (professional fees) of other contracts subject to the restrictions of a work force

reduction program.

For all contracts awarded during the lump sum payment period, the total amount of fees that may be paid
to a FPS who received a lump sum payment is $5,000, including the Goods and Services Tax or
Harmonized Sales Tax.

2.3 Canadian Content Certification

2.3.1 SACC Manual clause A3050T (2010-01-11), Canadian Content Definition

2.4 Status and Availability of Resources

The Offeror certifies that, should it be issued a standing offer as a result of the Request for Standing Offer,
every individual proposed in its offer will be available to perform the Work resulting from a call-up against
the Standing Offer as required by Canada's representatives and at the time specified in a call-up or
agreed to with Canada's representatives. If for reasons beyond its control, the Offeror is unable to provide
the services of an individual named in its offer, the Offeror may propose a substitute with similar
qualifications and experience. The Offeror must advise the Standing Offer Authority of the reason for the
substitution and provide the name, qualifications and experience of the proposed replacement. For the
purposes of this clause, only the following reasons will be considered as beyond the control of the Offeror:
death, sickness, maternity and parental leave, retirement, resignation, dismissal for cause or termination
of an agreement for default.

If the Offeror has proposed any individual who is not an employee of the Offeror, the Offeror certifies that
it has the permission from that individual to propose his/her services in relation to the Work to be
performed and to submit his/her résumé to Canada. The Offeror must, upon request from the Standing
Offer Authority, provide a written confirmation, signed by the individual, of the permission given to the
Offeror and of his/her availability. Failure to comply with the request may result in the offer being declared
non-responsive.
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PART 6 - SECURITY REQUIREMENTS

1. Security Requirement

1.1 Before issuance of a Standing Offer, the following conditions must be met:

(a) the Offeror must hold a valid organization security clearance as indicated in Part 7A -
Standing Offer;

(b) the Offeror's proposed individuals requiring access to classified or protected information,
assets or sensitive work site(s) must meet the security requirement as indicated in Part
7A - Standing Offer;

(c) the Offeror must provide the name of all individuals who will require access to classified
or protected information, assets or sensitive work sites.

1.2 Offerors are reminded to obtain the required security clearance promptly. Any delay in the
issuance of a Standing Offer to allow the successful Offeror to obtain the required clearance will
be at the entire discretion of the Standing Offer Authority.

1.3 For additional information on security requirements, bidders should consult the “Security
Requirements for PWGSC Bid Solicitations - Instructions for Bidders”
(http://www.tpsgc-pwgsc.gc.ca/app-acq/lc-pl/lc-pl-eng.html#a31) document on the Departmental
Standard Procurement Documents Web site.
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List of Attachments

� Attachment 1 to Part 3 - Pricing Schedule: Estimated Standing Offer Evaluation Price Table
� Attachment 1 to Part 4 - Technical Criteria
� Attachment 2 to Part 4 - Profile Forms
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Attachment 1 to Part 3 
Pricing Schedule: Estimated Standing Offer Evaluation Price Table

Offerors must complete this pricing schedule and include it in its financial offer. The Offeror must respond
to this pricing schedule by inserting in its financial offer for each of the periods specified below its quoted
all inclusive firm rate (in Cdn $) in Column A and its estimated calculated price in Column C for each of the
category of services identified.

The rates specified below, when quoted by the Offeror, include the total estimated cost of all travel and
living expenses that may need to be incurred for:
   
a. work described in Part 7, Standing Offer and Resulting Contract Clauses, of this Request for Standing

Offer, required to be performed within the National Capital Region (NCR).  The NCR is defined in the
National Capital Act,  R.S.C. 1985, c. N-4, S.2. The National Capital Act is available on the Justice
Website:   http://laws.justice.gc.ca/eng/acts/N-4/  ;  

b. travel between the successfull Offeror’s place of business and the NCR; and
c. the relocation of resources
to satisfy the terms of any resulting contract.  These expenses cannot be charged directly and separately
from the professional fees to any contract that may result from the Request for Standing Offer.

The inclusion of volumetric data in this document does not represent a commitment by Canada that
Canada’s future usage of the services described in this Request for Standing Offer will be consistent with
this data.

$100 
hours

$/per hourUpdating
Urgent Level 2

12

$200 
hours

$/per hourUpdating
Urgent Level 1

11

$150 
hours

$/per hourUpdating
Regular Level 2

10

$300 
hours

$/per hourUpdating
Regular Level 1

9

$300
hours

$/per hourEditing
Urgent Level 2

8

$500
hours

$/per hourEditing
Urgent Level 1

7

$500 
hours

$/per hourEditing 
Regular Level 2

6

$1,000
hours

$/per hourEditing 
Regular Level1

5

$500,000 
words

$/per wordTranslation 
Urgent Level 2

4

$400 000 
words

$/per wordTranslation 
Urgent Level 1

3

$1,000,000 
words

$/per wordTranslation
Regular Level 2

2

$3,000,000
words

$/per wordTranslation 
Regular Level 1

Initial
Period of
Standing

Offer  

Note: Initial
Period is
equal to
two (2)

years. The
estimated

volume
herein is an

annual
volume 

1

Estimated
calculated

price (A x 2B)

Estimated annual
volume for
evaluation

purposes only

All-inclusive firm
rate proposed by

the Offeror

Category of servicePeriod
CBA
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$1,000,000 
words

$/per wordTranslation 
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Option
Year 2
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$/per hourUpdating
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$300
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$/per hourEditing
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$1,000
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$/per hourEditing 
Regular Level1
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$400 000 
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$/per wordTranslation 
Urgent Level 1
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$1,000,000 
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$/per wordTranslation 
Regular Level 2
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$3,000,000
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$/per wordTranslation 
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Option
Year 1
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$/per hourUpdating
Urgent Level 1

47
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$/per hourUpdating
Regular Level 2

46

$300 
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$/per hourUpdating
Regular Level 1

45

$300
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$/per hourEditing
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44

$500
hours

$/per hourEditing
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43
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$/per hourEditing 
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Option
Year 3
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Attachment 1 to Part 4
Technical Criteria

1. Mandatory Technical Criteria (MTC)

The offer must meet the mandatory technical criteria specified below. The Offeror must provide supporting
documentation in its proposal in order to demonstrate that each mandatory requirement has been met.  

Any offer which fails to meet the mandatory technical criteria will be declared non-responsive. Each
mandatory technical criterion should be addressed separately.

All responses will be addressed as a Pass or Fail.  Offers not meeting all mandatory requirements will be
given no further consideration. 

Definitions

For the purpose of this Attachment,

� <<Large Translation Project>> means a translation services project with at least 100,000 words with
a complex linguistic profile as specified in Table A2,  Categories of texts, Complexity levels of texts
and Subject Fields, of Article 14 of Annex A, Statement of Work, and requiring the services of several
translators working simultaneously on the project to meet delivery deadlines as specified in Table A1
of Article 12.1, Expected Delivery Timeline, of Annex A, Statement of Work.

� <<Translation Services and/or Work>> means translation, editing and updating services as
specified in  Articles 12.2.1, 12.2.2 and 12.2.3 of Annex A, Statement of Work.

� <<Hands-on experience>> means practical experience in providing translation services of at least
one Large Translation Project as defined above. 

� <<Recent References>> means names of the organizations and their contact persons to verify the
experience of the translators and/or the Offeror in a Large Translation Project.

� <<Quality Assurance and/or Quality>> means proofreading of a translated text by the Quality
Assurance Reviewer thoroughly to ensure that all typing errors, grammatical, vocabulary, semantics
and syntax errors are corrected. The tone of the translated text should be equivalent to the tone used
in the original version and the length should be approximately the same. In other words, the quality of
the translated version should be equivalent to the quality of the original version.

1.1 Offeror's Experience

i. The Offeror must have provided Translation Services for at least five (5) years since January 1, 2003.
  

ii. The Offeror must provide a brief description of the history of the Offeror's firm, including the length of
businesss operation, number of employees, experience in providing translation, editing and updating
services. The Offeror must also include the name of the manager(s), physical address of the
company, telephone number, fax number and the e-mail address in their response. Offeror’s
response should not be more than two (2) pages. If more than two (2) pages are provided, only the
first two (2) pages will be considered.
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iii. The Offeror must have conducted at least three (3) Large Translation Projects, as defined above,  
before RFSO's closing date.

iv. The Offeror must provide details regarding each of these projects including: 

� Department/Organization for which the experience is claimed;
� Size, scope, nature and complexity of work;
� Standing offer or contract value and duration;
� Roles and responsibilities of the Offeror in the translation project; and
� Client's Project References: Client's contact names, current phone numbers and /or e-mail

address

1.2 Offeror's Resources Capability

The estimated average volume of Parks Canada Agency's requirements for various types of translation
services is approximately 6.4 million words per year, from English to French, and 1.6 million words per
year, from French to English.  The inclusion of volumetric data in this document does not represent a
commitment by Canada that Canada’s future usage of the services described in the Request for Standing
Offer bid solicitation will be consistent with this data. 

i. The Offeror must demonstrate that it has at least three (3) in-house translators, from English to
French, and one (1) in-house translator, from French to English, capable of handling translation,
editing and updating services.

ii. The Offeror must also demonstrate that it has at least one (1) in-house quality assurance reviewer,
from English to French, and one (1) in-house quality assurance reviewer, from French to English,
capable of handling translation, editing and updating services. The same quality assurance reviewers
can be proposed for both languages. 

1.2.1 Client Manager (Offeror proposed Project Manager)

i. The Offeror must propose a Client Manager who will manage the Standing Offer as described in
section 13.1 of Annex A.

ii. The Client Manager must have a minimum of 3 years of work experience since January 1, 2003, in
providing customer services related to translation services projects. 

iii. To demonstrate the experience, the Offeror must: 

a. complete Form C-1 "Experience of Proposed Client Manager Profile Form" specified in
Attachment 2 to Part 4, enlisting translation projects managed by the proposed individual that
involved customer/business relationships OR provide the information required on the Form C-1,
and 

b. submit a resume of the proposed individual.

1.2.2 Translators

The Offeror’s proposed translators must:

i. have a degree from a recognized university with acceptable specialization in translation, journalism,
literature, social sciences or communication and three (3) years of work experience in translation
services since January 1, 2003 OR have worked as a translator for at least 5 years since January 1,
2003.

Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur

5P004-100154/B 519zf

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No/ N° VME

5P004-100154 519zf5P004-100154

Page 19 of -  de 47



ii. The Offeror must complete the "Translator's Profile Form" (Form C-2 specified in Attachment 2 to Part
4) for each proposed translator OR provide the information required on the Form C-2

1.2.3 Quality Assurance Reviewer 

The Offeror’s proposed quality assurance reviewers must:

i. have worked as a reviewer in translation quality assurance for at least three (3) years since January 1,
2003 and have a degree from a recognized university with acceptable specialization in translation,
journalism, literature, social sciences or communication OR a minimum of five (5) years experience
since January 1, 2003 as a reviewer in translation, in English and French.  

ii. The Offeror must complete the "Quality Reviewer Profile Form" (Form C-3 specified in Attachment 2
to Part 4) for each proposed quality assurance reviewer OR provide the information required on the
Form C-3

2.    Point Rated Technical Criteria (PRTC)

The Offeror's offer will be rated according to how it addresses the requirements stated herein. A rating
mechanism with an associated weight has been established for each rated criterion.  By addressing each
criterion separately, the Offeror must provide the information as requested.  

Offerors must achieve a minimum overall score of 70% (70/100) and score the minimum required points
in each category of the point-rated criteria in order to be considered responsive.

315221OVERALL SCORE

5539PRTC3 EXPERIENCE OF OFFEROR'S
PROPOSED CLIENT MANAGER

4028PRTC2 - OFFEROR'S APPROACH AND
METHODOLOGY 

220154PRTC1 - OFFEROR'S EXPERIENCE
Maximum Number of pointsMinimum Number of PointsPoint Rated Technical Criteria (PRTC)
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Points will be awarded as
follows for the demonstrated
experience that meets the
criterion:

For 5 years or less: 0 Points

For 5 years plus 1 day to 6
years : 5 Points

For 6 years plus 1 day to 7
years: 7 Points

For 7 years plus 1 day and
more: 10 Points

AND

1,300,000 words or less, from
English to French, and 200,000
words or less, from French to
English: 0 points

1,300,001 to 1,550,000 words
from English to French and
200,001 to 250,000 words from
French to English: 50 points

1,550,001 to 1,800,000 words
from English to French and 
250,001 to 300,000 words from
French to English : 75 points

More than 1,800,001 words
from English to French and
more than 300,001 words from
French to English: 100 points

Maximum points available:   
110

A. For each translation project
proposed, the Offeror must
provide, as a minimum, the
following information:

1. A complete and detailed
description of each translation
work claimed;

2. The name of the client for whom
the translation work was done, as
well as, the name, title and current
e-mail address and/or telephone
number of the delegated
representative who would be able
to confirm the information provided
by the Offeror; 

3. The duration (from mm/yr to
mm/yr);

4. The volume of work in words; and

5. The source and the target
languages involved.

B The Offeror must also provide the
total number of words per year for
the translation projects claimed.

PRTC 1.1- Offeror’s Capacity
 
The Offeror’s experience
providing translation services,
since January 1, 2003:
 
�in English to French for a
minimum of 1,300,000 words per
year; and
�in French to English for a
minimum of 200,000 words per
year.

* 1 year = 12 consecutive months

Note:

i. The experience of 1,300,000
words, from English to
French, and 200,000 words,
from French to English, must
be demonstrated within a
maximum of 12 consecutive
month for each year since
January 1, 2003

ii If an Offeror has a
combination of different
volumes than those stated in
the Weighting Column, the
points awarded will be based
on the total number of words
translated from English to
French without considering
the number of words
translated from French to
English.

For example, if an Offeror
demonstrates its experience
in the translation of 1,300,000
words from English into
French and 1,000,000 words
from French into English, a
maximum of 50 points will be
awarded.

Weighting (Points)Bid Preparation InstructionsPoint Rated Technical Criteria

PRTC 1 - OFFEROR’S EXPERIENCE       
Maximum Points : 220 -  Minimum Points: 154 (70% of 220)

Point Rated Technical Criteria (PRTC)
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Points will be awarded as
follows for the experience that
meets the criterion:

For translation services
provided in any subject fields
and complexity levels  for a
duration of three (3) years or
less: 0 Points

For translation services
provided for a duration of more
than three (3) years:

a. in 4 subject fields in
category 1, complexity
level 1, and 2 subject
fields in category 2,
complexity level 2:
70 points  

b. in 5 subject fields in
category 1, complexity
level 1, and 3 subject
fields in category 2,
complexity level 2:
90 points   

c. in 6 subject fields in
category 1, complexity
level 1 and 4 subject fields
in category 2, complexity
level 2: 
110 points

Maximum points available:   
110   

A. For each translation project, the
Offeror must provide, as a
minimum, the following
information:

 
1. A complete and detailed

description of each translation
project claimed; 

2. The name of the client for which
the translation work was done, as
well as, the name, title and current
e-mail address and telephone
number of the delegated
representative who would be able
to confirm the information provided
by the Offeror;

3. The duration of the translation
project (mm/yr) to (mm/yr);

4. The subject fields of the translation
project;

5. The source and target languages
involved;

6. The number of words per translation
project; and

7. The number of words per year;

B The Offeror  must also provide the
total number of words translated per
year.

PRTC 1.2- Subject Fields and
Complexity Levels  
 
The Offeror’s experience in
providing translation services,
since January 1, 2003:

�in English to French for a
minimum of 1,300,000 words per
year; and
�in French to English for a
minimum of 200,000 words per
year 

for the categories of texts, subject
fields and complexity levels
identified in Table A2 of the
Statement of Work, Annex A, in
Part 7 of this RFSO.

*1 year = 12 consecutive months

Note:

i. The experience of 1,300,000
words, from English to
French, and of 200,000, from
French to English, must be
demonstrated within a
maximum of 12 consecutive
month, since January 1, 2003

ii If the Offeror has a
combination of subject fields
different from those
expressed in Weighting
Column, the points will be
awarded based on the
minimum for each of category
1, Complexity level 1 and
category 2, Complexity level
2.  

� For instance, if the Offeror
has 4 subject fields for
category 1, complexity level 1
and 4 subject fields for
category 2, complexity level
2, a maximum of 70 points
will be awarded.
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Points will be awarded as
follows for the demonstrated
experience that meets the
criterion: 
 
The Offeror demonstrated 1 of
the sub-criteria (A or B or C or
D): 10 points   

The Offeror demonstrated 2
sub-criterias out of 4: 20 points

The Offeror demonstrated 3
sub-criterias out of 4: 30 points

The Offeror demonstrated all
of the sub-criteria (A and B and
C and D): 40 points

Maximum points available:   
40   

The plan must include the following,
as a minimum:

1. Dictionaries used to perform
the work;

2. The reference material and
access to the specialized
terminology software
TermiumPlus;

3. Automated translation devices
or translation memories used
to perform the translation
projects;

4. Automated software and
human resources used to
perform review of
standardization of format and
terminology; and

5. Database of publications and
reference materials.

PRTC 2.1 - Standardization
Proposed by the Offeror

The Offeror’s bid should include a
detailed plan that demonstrates
procedures and standardization of its
translation projects.

Sub-criteria

A. Offeror will have a dedicated
resource to conduct each
translation project to ensure
consistency of terminology. 

B. Offeror currently maintains and
will maintain a terminology data
bank, and has and will have
access to the terminology and
linguistic
database"TermiumPlus",
terminology libraries and other
terminology software.

C. Offeror will review each
translation project to ensure
standardization of format and of
terminology by using the
following method: automated
software and/or human
resources review before it is
delivered to the client.

D. Offeror maintains and will
maintain a database of various
publications and reference
material respecting financial
terminology or administration
related to financial terminology,
which documents were
translated for a canadian
government organization at
either the federal, provincial or 
municipal level.

Weighting (Points)Bid Preparation InstructionsPoint Rated Technical Criteria

  PRTC 2 - OFFEROR’S APPROACH AND METHODOLOGY 
Maximum points : 40, Minimum Points: 28 (70% of 40)

Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur

5P004-100154/B 519zf

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No/ N° VME

5P004-100154 519zf5P004-100154

Page 23 of -  de 47



Points will be awarded as follows
for the demonstrated experience
that meets the criterion:

The Client Manager has 3 years
of work experience or less in any
of the 2 subject fields and
complexity levels: 0 points 

The Client Manager has 4 years
of work experience in any of 2
subject field and complexity
levels: 20 points 

The Client Manager has 5 years
of work experience in any of the 2
subject fields and complexity
levels: 25 points 

The Client Manager has more
than 5 years of work experience
in any of the 2 subject fields and
complexity levels: 30 points

Maximum points availaible: 30

A. For each translation 
experience claimed, the
Offeror must provide, as a
minimum, the following
information:

1. A complete and detailed
description of each translation
work claimed;

2. The name of the organization,
the name and telephone
number of a contact person
and, the following for each
Client Manager; 

3. The duration of all projects
claimed (from mm/yr to
mm/yr) for each Client
Manager;

4. The subject fields of all
translation projects claimed,
for each Client Manager;

5. The volume of work in number
of words translated for each
translation project claimed, for
each Client Manager; and

6. The source and the target
languages of all translation
projects claimed, for each
Client Manager.

B For Client Manager’s
experience claimed, the Offeror
must complete the Form C-1:
<<Experience of Proposed
Client Manager Profile Form>>
attached in Attachment 2 to
Part 4 OR provide the
information required on the
Form C-1 

PRTC 3.1- Experience 
managing translation projects:
 
The Offeror’s proposed Client
Manager has, since January 1,
2003, a minimum of three (3) years
work experience managing
translation projects: 

�from English to French, with a
minimum of 1,300,000 words, and 

�from French to English with a
minimum of 200,000 words, 

for the subject fields and complexity
levels identified in Table A2 of the
Statement of Work, Annex A, in
Part 7 of this RFSO.

*1 year = 12 consecutive months.

Note:

i. The experience of 1,300,000
words, from English to French,
and of 200,000, from French to
English, must be demonstrated
within a maximum of 12
consecutive month, since
January 1, 2003.

Weighting (Points)Bid Preparation InstructionsPoint Rated Technical Criteria

PRTC 3 - EXPERIENCE OF THE OFFEROR’S PROPOSED CLIENT MANAGER 
Maximum points : 55,  Minimum Points: 39 (70% of 55)
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Points will be awarded as follows
for the demonstrated experience
that meets the criterion:

For each described project, the
Client Manager has managed a
minimum of 5 resources where at
least 4 out of the 5 resources
were translators and 1 was a
quality assurance reviewer: 
15 points 

For each described project, the
Client Manager has managed a
minimum of 6 resources where at
least 5 out of the 6 resources
were translators and 1 a was
quality assurance reviewer: 
20 points 

For each described project, the
Client Manager has managed
more than 7 resources where at
least 5 out of the 7 resources
were translators and 2 were
quality assurance reviewers: 
25 points

Maximum points availaible: 25

The Offeror must provide, as a
minimum: 

1. A complete and detailed
description of each translation
work claimed;

2. The name of the organization,
the name and telephone
number of a contact person
and, the following for each
Client Manager;

3. The duration of the translation
projects (from mm/yr to
mm/yr);

4. The quantity of translators and
quality assurance reviewers
assigned to each translation
project;

5. Confirmation that the
proposed Client Manager has
managed each of the
translators indicated for the
translation projects in
response to 1), 2), 3), and 4).

6. The source and the target
languages involved.

PRTC 3.2 - Experience managing
human resources 

Since January 1, 2003, experience
of the Offeror's proposed Client
Manager in assessing the work
volume received by clients and
determining its distribution amongst
translators, and in managing these
translators for both English to
French and French to English
projects.
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Attachment 2 to PART 4 
Profile Forms

1. Form C-1: Experience of Proposed Client Manager Profile Form

Description of the translation work project:
From: (month and year)                          to: (month and year)                                
Number of words translated:                                                                                      
Target language                                                                                                                                 
Source language                                                                                                                      
Subject fields of text translated:
Contact Telephone number:                         Contact E-mail address:             
Client Organization Contact Name:                                             
Client Organization Name:    

Section B - English to French
Description of the translation work project:                                                  
From: (month and year)                          to: (month and year)                                
Number of words translated:                                                                                      
Target language:                                                                                                                                 
Source language:                                                                                                                               
Subject fields of text translated: 
Contact Telephone number:                         Contact E-mail address:             
Client Organization Contact Name:                                             
Client Organization Name:    

The following information is to be supplied for each Translation project for which the experience is
claimed:

Section A - French to English

French to English - Cumulative Total Number of Words:                                
English to French - Cumulative Total Number of Words:                                
Name of the Client Manager:                                                         

Experience of Offeror’s Client Manager
Insert year for which the experience is claimed YEAR:(           )      

2 Form C-2: Translator's Profile Form

Identify a supervisor (name and telephone number or e-mail address)
who can validate the experience with respect to this qualification.

Briefly describe how the duties the translator  performs in this (these)
position(s) relate to the experience qualification requested.

Name of the company/companies where the translator has accumulated
work experience in translation from English to French and French to
English.

Primary Branch of Study

Name of University and Degree/Designation or years of experience (with
details regarding functions, employer, etc.)

Translator's Name
Offeror's ResponseParticulars

Translator's Profile
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3 Form C-3: Quality Assurance Reviewer Profile Form

Identify a supervisor (name and telephone number or e-mail address)
who can validate the experience with respect to this qualification.

Briefly describe how the duties the reviewer performs in this (these)
position(s) relate to the experience qualification requested.

Name of the company(ies) where the reviewer has accumulated work
experience in quality assurance

Primary Branch of Study

Name of University and Degree/Designation or years of experience (with
details regarding functions, employer, etc.)

Quality Reviewer's Name
Offeror's ResponseParticulars

Quality Assurance Reviewer Profile
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PART 7 - STANDING OFFER AND RESULTING CONTRACT CLAUSES

A. STANDING OFFER

1. Offer

1.1 The Offeror offers to perform the Work in accordance with the Statement of Work at Annex "A".

2. Security Requirement

a. The Contractor/Offeror must, at all times during the performance of the Contract/Standing Offer, hold
a valid Facility Security Clearance at the level of SECRET, with approved Document safeguarding at
the level of SECRET.

b. The Contractor/Offeror personnel requiring access to CLASSIFIED information, assets or sensitive
work site(s) must EACH hold a valid personnel security screening at the level of SECRET, granted or
approved by the CISD, PWGSC.

c. Processing of CLASSIFIED information electronically at the Contractor's site is NOT permitted under
this Contract.

d. Subcontracts which contain security requirements are NOT to be awarded without the prior written
permission of CISD/PWGSC.

e. The Contractor/Offeror must comply with the provisions of the:

i. Security Requirements Check List and security guide (if applicable), attached at Annex C;
ii. Industrial Security Manual (Latest Edition).

3. Standard Clauses and Conditions

All clauses and conditions identified in the Standing Offer and resulting contract(s) by number, date and
title are set out in the Standard Acquisition Clauses and Conditions Manual  
(https://buyandsell.gc.ca/policy-and-guidelines/standard-acquisition-clauses-and-conditions-manual)
issued by Public Works and Government Services Canada.

3.1 General Conditions

2005 (2012-11-19) General Conditions - Standing Offers - Goods or Services, apply to and form part of
the Standing Offer.

3.2 Standing Offers Reporting

The Offeror must compile and maintain records on its provision of goods, services or both to the federal
government under contracts resulting from the Standing Offer. This data must include all purchases,
including those paid for by a Government of Canada Acquisition Card.

The Offeror must provide this data in accordance with the reporting requirements detailed in Annex "A". If
some data is not available, the reason must be indicated. If no goods or services are provided during a
given period, the Offeror must still provide a "nil" report.
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In addition to the reporting requirements detailed in Annex "A", the same data must be submitted on a
quarterly basis to the Standing Offer Authority covering usage for the quarterly reporting periods as
defined below.

The quarterly reporting periods are defined as follows:

1st quarter: April 1 to June 30;
2nd quarter: July 1 to September 30;
3rd quarter: October 1 to December 31;
4th quarter: January 1 to March 31.

The data of quarterly reporting periods must be submitted to the Standing Offer Authority no later than
fifteen (15) calendar days after the end of the reporting period.

4. Term of Standing Offer

4.1 Period of  the Standing Offer

The period for making call-ups against the Standing Offer is from __________ to __________.

4.2 Extension of Standing Offer

If the Standing Offer is authorized for use beyond the initial period, the Offeror offers to extend its offer by
up to three (3) additional one-year (1) periods under the same conditions and at the rates or prices
specified in the Standing Offer, or at the rates or prices calculated in accordance with the formula
specified in the Standing Offer.

The Offeror will be advised of the decision to authorize the use of the Standing Offer for an extended
period by the Standing Offer Authority thirty (30) days before the expiry date of the Standing Offer. A
revision to the Standing Offer will be issued by the Standing Offer Authority.

5. Authorities

5.1 Standing Offer Authority

The Standing Offer Authority is:

Mohamed Souleiman, Standing Offer Authority
Linguistic Services Division
Professional Services Procurement Directorate
Public Works and Government Services Canada
Place du Portage, Phase III, 10C1
11, Laurier, Gatineau, Québec, Canada, K1A 0S5
Telephone: 819-956-8348
Facsimile: 819-956-2675
E-mail address: Mohamed.Souleiman@pwgsc-tpsgc.gc.ca

The Standing Offer Authority is responsible for the establishment of the Standing Offer, its administration
and its revision, if applicable. Upon the making of a call-up, as Contracting Authority, he is responsible for
any contractual issues relating to individual call-ups made against the Standing Offer by any Identified
User.
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5.2 Project Authority

The Project Authority for the Standing Offer is identified in the call-up against the Standing Offer. The
Project Authority is the representative of the department or agency for whom the Work will be carried out
pursuant to a call-up under the Standing Offer and the Technical Authority is responsible for all the
technical content of the Work under the resulting Contract.

Technical matters may be discussed with the Project Authority; however, the Project Authority has not the
authority to make changes to the scope of the Work. Changes to the scope of the Work can only be made
through an amendment to the Standing Offer issued by the Standing Offer Authority.

5.3 Offeror's Representative and Client Manager (Offeror’s Project Manager)

(The names of Offeror's Representative and Client Manager will be identified in the Standing Offer)

6. Identified Users

The Identified User authorized to make call-ups against the Standing Offer is: Parks Canada Agency

7. Call-up Procedures

7.1 To request the services under NISOs, Parks Canada Agency will place individual call-ups 
electronically by e-mail. The Offeror must be prepared to start receiving and delivering call-ups 
from the Parks Canada Agency within thirty (30) days of the standing offer award.

7.2 A  PWGSC-TPSGC 942 Call-up Form, as provided in Annex D, will be used by the Project 
Authority of the Identified User for services to be provided in accordance with the terms and 
conditions of the Standing Offer.

7.3  Allocation of Work

i. Allocation of Work to the Offeror must be made in accordance with the following procedures,
using the call-up Instrument specified in article 8, below.

Call-ups for Work against this Standing Offer will be processed as follows:

ii If and when the need arises, the Project Authority will contact the Offeror appearing first in the list
below, provided that the planned Work will not exceed the Standing Offer Work distribution as
described in article 3.1 of Annex “A”, Statement of Work.

iii The Project Authority will provide to the Offeror with a description of the Work to be performed.
Information should include:
a. the details of the services to be performed, either translation, editing and/or updating, within

the scope of this Standing Offer including the source language (English or French);
b. the targeted language required (English or French);
c. a description of deliverables and reports to be submitted;
d. a schedule indicating completion dates for services and/or submission dates for deliverables

and reports;.
e. the firm all-inclusive hourly rate or per word rate from Annex "B" of the Standing Offer;
f. the total value of the call-up;and
g. the authorizing signature of the Identified User.
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iv Should the said Offeror be unable to perform the requested Work due to unavailability, the Offeror
must notify the Project Authority, in writing, within twenty four (24) hours of receiving the
description of the Work to be performed. This process will then be repeated with the next Offeror
in the order of ranking (from highest to lowest) until such time as an Offeror capable of fulfilling
the requirement is found. Should no Offeror be able to provide the Work requested, Canada
reserves the right to procure the specified Work by other arrangements.

v Should the said Offeror be accepting the Work, the Offeror must notify its acceptance to the
Project Authority, in writing, within two (2) working days of receiving the Call-up with the work
description. If the Offeror confirms that it is accepting the Work, the Offeror must submit to the
Project Authority, an acknowledgement of the Call-up and documents using the part to be filled by
the Offeror on the PWGSC-TPSGC 942 Call-up Form (see the form in Annex D), including:

 
� the number of words and/or hours;
� the all-inclusive firm rates in accordance with the Basis of Payment in Annex “B”; and
� the persons assigned to the task.

vi The Offeror will be informed by the Identified User to proceed with the Work by the issuance of
the form prescribed in article 8, below entitled "Call-up Instrument" and duly authorized by the
Identified User.

vii The Project Authority will continue to request Work from the first ranked Offeror until the Offeror's
Standing Offer Financial Limitation is reached.

viii The same process will be followed for each Offeror, in order of rank from highest to lowest, as
described below.

ix The Offerors' order of ranking is as follows: (to be identified in the resulting Standing Offer)

1. ________________________________________
2. ________________________________________
3. ________________________________________
4. ________________________________________

8. Call-up Instrument

The Work will be authorized or confirmed by the Identified User using form PWGSC-TPSGC 942, Call-up
Against a Standing Offer.

9. Limitation of Call-ups

Individual call-ups against the Standing Offer must not exceed $100,000.00 (Goods and Services Tax or
Harmonized Sales Tax included).

10. Financial Limitation - Total

The total cost to Canada resulting from call ups against the Standing Offer must not exceed the sum of
$_____ (Goods and Services Tax or Harmonized Sales Tax excluded) unless otherwise authorized in
writing by the Standing Offer Authority. The Offeror must not perform any work or services or supply any
articles in response to call ups which would cause the total cost to Canada to exceed the said sum, unless
an increase is so authorized.
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The Offeror must notify the Standing Offer Authority as to the adequacy of this sum when 75 percent of
this amount has been committed, or thirty (30) calendar days before the expiry date of the Standing Offer,
whichever comes first. However, if at any time, the Offeror considers that the said sum may be exceeded,
the Offeror must promptly notify the Standing Offer Authority.

11. Priority of Documents

If there is a discrepancy between the wording of any documents that appear on the list, the wording of the
document that first appears on the list has priority over the wording of any document that subsequently
appears on the list.

a) the call up against the Standing Offer, including any annexes;
b) the articles of the Standing Offer;
c) the general conditions 2005 (2012-11-19), General Conditions - Standing Offers - Goods or

Services
d) the general conditions 2035 (2012-11-19), Higher Complexity - Services;
e) Annex A, Statement of Work;
f) Annex B, Basis of Payment;
g)     Annex C, Security Requirements Check List;
h)     the Offeror's offer dated _________

12. Certifications

12.1 Compliance

Compliance with the certifications provided by the Offeror is a condition of authorization of the Standing
Offer and subject to verification by Canada during the term of the Standing Offer and of any resulting
contract that would continue beyond the period of the Standing Offer. In the event that the Offeror does
not comply with any certification or it is determined that any certification made by the Offeror in its offer is
untrue, whether made knowingly or unknowingly, Canada has the right to terminate any resulting contract
for default and set aside the Standing Offer.

13. Applicable Laws

The Standing Offer and any contract resulting from the Standing Offer must be interpreted and governed,
and the relations between the parties determined, by the laws in force in ________.

B. RESULTING CONTRACT CLAUSES

The following clauses and conditions apply to and form part of any contract resulting from a call-up against
the Standing Offer.

1. Statement of Work

The Contractor must perform the Work described in the call-up against the Standing Offer.

2. Standard Clauses and Conditions

2.1 General Conditions
2035 (2012-11-19), General Conditions - Higher Complexity - Services, apply to and form part of the
Contract.
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Section 17,  Interest on Overdue Accounts, of 2035 (2012-11-19) will not apply to payments made by
credit cards.

3. Term of Contract

3.1 Delivery Date

Delivery must be completed in accordance with the call-up against the Standing Offer.

3.2 Period of the Contract

The Work must be completed in accordance with the call-up against the Standing Offer.

4. Payment

4.1 Basis of Payment

In consideration of the Contractor satisfactory completing all of its obligations under the Contract, the
Contractor will be paid an all-inclusive firm rate per word for translation services and an all-inclusive firm
rate per hour for editing and updating services, in Canadian dollars, FOB destination, in accordance with
the Basis of Payment in Annex B. Customs duties and excise taxes are included, where applicable, and
Good and Services Tax or Harmonized Sales Tax is extra, if applicable. Transportation for the supply and
delivery of the Work is included.

Canada will not pay to the Contractor for any design changes, modifications or interpretations of the Work
unless these design changes, modifications or interpretations have been approved in advance and in
writing by the Contracting Authority before they have been incorporated in the Work.

4.2 Limitation of Expenditure

1.     Canada's total liability to the Contractor under the Contract must not exceed $ _______.  Customs
duties are included, and Goods and Services Tax or Harmonized Sales Tax is extra, if applicable.

2.     No increase in the total liability of Canada or in the price of the Work resulting from any design
changes, modifications or interpretations of the Work, will be authorized or paid to the Contractor unless
these design changes, modifications or interpretations have been approved, in writing, by the Contracting
Authority before their incorporation into the Work. The Contractor must not perform any work or provide
any service that would result in Canada's total liability being exceeded before obtaining the written
approval of the Contracting Authority. The Contractor must notify the Contracting Authority in writing as to
the adequacy of this sum:

       (a)    when it is 75 percent committed, or
       (b)    four (4) months before the contract expiry date, or
       (c)    as soon as the Contractor considers that the contract funds provided are inadequate for the 

  completion of the Work,

       whichever comes first.

3.     If the notification is for inadequate contract funds, the Contractor must provide to the Contracting
Authority a written estimate for the additional funds required. Provision of such information by the
Contractor does not increase Canada's liability.
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4.3 Method of Payment

4.3.1 Monthly Payment

Canada will pay the Contractor on a monthly basis for work performed during the month covered by the
invoice in accordance with the payment provisions of the Contract if:
a. an accurate and complete invoice and any other documents required by the Contract have been

submitted in accordance with the invoicing instructions provided in the Contract;
b. all such documents have been verified by Canada;
c. the Work performed has been accepted by Canada. 

OR

4.3.2 Single Payment

Canada will pay the Contractor upon completion and delivery of the Work in accordance with the payment
provisions of the Contract if:

a. an accurate and complete invoice and any other documents required by the Contract have been
submitted in accordance with the invoicing instructions provided in the Contract;

b. all such documents have been verified by Canada;
c. the Work delivered has been accepted by Canada.

4.4 SACC Manual Clauses

A9117C (2007-11-30), T1204 - Direct Request by Customer Department
C2000C (2007-11-30), Taxes - Foreign-based Contractor
C0305C (2008-05-12), Cost Submission

4.5 Payment by Credit Card

The following credit card is accepted: _____________. or;

The following credit cards are accepted: __________ and _________.

5. Invoicing Instructions

1. The Contractor must submit invoices in accordance with the section entitled "Invoice Submission" of
the general conditions. Invoices cannot be submitted until all work identified in the invoice is
completed.

2.     Invoices must be distributed as follows:

a. The original and one (1) copy must be forwarded to the address shown on page 1 of the Contract
for certification and payment.

b. One (1) copy must be forwarded to the Contracting Authority identified under the section entitled
"Authorities" of the Contract.
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ANNEX "A"
STATEMENT OF WORK

1. Objective

The objective of the standing offer is to reduce costs, to provide standardized, quality and timely
translation, editing and updating services, to streamline internal business processes and to improve
overall process efficiencies within Parks Canada Agency (PCA).

2. Background

Parks Canada Agency (PCA) is a federal government agency.

2.1 Parks Canada Agency - Mandate 

On behalf of the people of Canada, PCA protects and presents nationally significant examples of
Canada's natural and cultural heritage, and foster public understanding, appreciation and enjoyment in
ways that ensure their ecological and commemorative integrity for present and future generations. In
doing so, PCA contributes to the economic and social well-being of Canadians. 

2.2 Parks Canada Agency - Organization

PCA is a decentralized organization with branches grouped in the National Office (located in the National
Capital Region), four regional Service Centres (Western and Northern Service Centre, Atlantic Service
Centre, Quebec Service Centre and Ontario Service Centre), and 34 Field Units across the country.

3. Scope and Business Requirements

PCA has the wide-ranging objective of optimizing translation services to achieve best value for money
spent by reducing costs while providing easier access to employees for quality services delivered on a
timely basis. 

PCA spends approximately $3.5 to 4.0 million dollars per year on translation, related editing and
updating services. The number of transactions for translation services is more than 3,000 per year, with
over 8 million words translated annually. The business volume is based on past consumption and is
provided as information only and should not be considered as a commitment of future business volume. 

In order to maintain consistency in the quality and uniformity of the translation, editing and updating
services required for a Parks Canada Agency project, PCA’s Project Authority will be allowed to issue call
ups to any of the four (4) Standing Offers in accordance with the procedures specified in Article 7, Call-up
Procedures at PART 7 - STANDING OFFER AND RESULTING CONTRACT CLAUSES above. PCA’s
Project Authority will be allowed to deal with the selected Offeror for all translation services required for the
entire project, from the start of the project until the completion of the project.

3.1 Standing Offer Work distribution

PCA will regularly monitor the performance and usage of the standing offers and ensure that each of the
four (4) Offerors selected receive their specified share of the business volume during the Standing Offer
period, including the option years if exercised.

PCA will use the following work distribution amongst the Offerors, under the following situations:
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N/AN/AN/A100%1
N/AN/A45%55%2
N/A20%35%45%3
10%20%30%40%4

4th ranked
Offeror 

3rd ranked
Offeror 

2nd ranked
Offeror

1st ranked
Offeror 

Number of lowest ranked
Standing Offers

Work Distribution percentage (%)

4. Framework

4.1 Business Arrangement 

The Contractor must have a work distribution and tracking system that ensures PCA’s documents are
handled by Offeror's personnel with appropriate level of security and knowledge, as described in this
Statement of Work. 

The Contractor must ensure accountability for the delivery of quality work at the level described in the
Statement of Work and within expected time frames.   

All translation, editing and updating services must be performed at the Contractor's secure site and all
work must be carried out only by the Contractor.

4.2 Client-Management Approach

The Contractor must develop, implement and maintain a client management approach to be used during
the period of the standing offer. 

In order to fulfil PCA's Translation Services requirements in terms of all services required under the Article
12.2 of this Statement of Work including the level of services specified at the Article 12.4 of the same
Statement of Work herein, the Contractor's client management approach must respect the following
processes and/or systems:

� Work distribution and tracking system to ensure on time delivery of consistent, high quality translation
and editing services to clients;

� The Contractor’s Client Manager must assess the work volume received from clients and its
distribution amongst translators and manage these translators for both English to French and French
to English projects;

� The Contractor’s Client Manager must track the progress of translation projects assigned to
translators and steps taken to ensure on time delivery of completed work to the clients;

� The Contractor’s Client Manager must be responsible for receiving and resolving customer complaints
365 days a year;

� A dispute resolution plan that contain an escalation process for resolving customer complaints that
can't be resolved under the Contractor's routine procedures for problem resolution;

� A remedial plan for replacing personnel during sick leave, vacation or any other absence by having
qualified, standby translators available for up to 365 days / year;

� A backup plan to resolve electronic systems and all component failures within three hours for up to
365 days a year; and

� The Contractor must deal with excessive workload and/or with work with a firm and very tight
deadline, including workload exceeding the normal daily capacity required and/or the client's requests
received outside normal working hours and/or unexpected request from the client for translation,
editing and updating requiring the work to be carried in whole or in part outside normal working hours.
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4.3 Hours of Operation and Urgent Requirements

The Contractor must provide services for all PCA locations from 8 a.m. to 6 p.m. EST during normal
working days (statutory holidays are not included).  

The daily cut-off time for call-ups placement by PCA is 3:00 p.m. local time at the requester's location.
Call-ups submitted after the cut-off time will be time-stamped by the Contractor at 8 a.m. EST the next
business day and handled accordingly.  

For urgent call-ups not submitted to the Contractor before the cut-off time, PCA will notify the Contractor in
advance by telephone, fax or email for an outside regular hours service (in such a case, the urgent rate
would apply). 

In exceptional situations, call-ups may be placed with the Contractor that will require working outside
normal working hours, during weekends or statutory holidays.

4.4 Languages - User Option

The Contractor must provide all services in both Official Languages of Canada, either in English or French
or both as requested by PCA’s Project Authority.  

5. Service Level Reporting - Monthly Reports 

Parks Canada Agency needs this information for: 

i. monitoring the call-ups issued to each of the four (4) Offeror and their annual business volumes and 
to make internal arrangements to ensure that each of the four (4) Offeror is receiving its share of 
PCA's annual business volume.

ii To monitor PCA’s user satisfaction and the effectiveness of Contractor's client management
approach.

Within 10 working days from the last working day of each month, the Contractor must provide, at no
additional cost to PCA standard reporting data in MS Excel format and other electronic formats, as may be
agreed upon. Reports to be provided on an ongoing basis must include:

� a report on all complaints received from PCA’s users (including name of complainant, date and time
received, date and time resolved, description of complaint and resolution, follow-up steps to ensure
problem doesn't reoccur);

� a usage report by region and branch level, one on translation and one on editing and updating
including total number of words translated, edited and updated and the cost of the service for the
month and the totals to-date; and 

� a report addressing the percentages of call-ups delivered within the standing offer delivery
requirements.

PCA will review the reports and communicate with the Contractor regarding the quality of work performed
pursuant to the Standing Offer through the Contracting Authority.

6. Required Software and Layout
 

The list of software and formats being currently used within PCA include: Windows Office Suite for
MS-Word, MS PowerPoint, MS Excel, MS Project, HTML, Visio and Access. The Contractor must acquire
and use other software programs identified by PCA. If the above-mentioned products change (i.e. different
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products and/or versions), the Contractor will be given 30 calendar days notice before a change in product
is implemented.

The Contractor must use virus detection and elimination systems and must not use unauthorized codes,
e.g. macros in word processing or creating tables, protective or restrictive coding, etc. The Contractor
must take necessary measures to ensure the delivery of its translations on electronic media or systems is
free of viruses (the virus software currently certified by PCA's Information Technology Branch is McAfee
Virus Scan v8.1.i with the latest DAT files.

7. Premises

All Work must be performed at the Contractor's premises. The Contractor must provide a corporate
infrastructure and facility that enables the Contractor to meet the delivery timelines established in Table
A1 for <<Protected C>> and higher security classified documents that must be delivered in person or by
courier.

7.1 Receiving and Transmitting Texts

Texts for translation, editing and updating services will be sent by PCA’s Project Authority through a
Call-up to the Contractor and the completed work returned by the Contractor to the Project Authority either
in MS format by e-mail, hard copy, on diskette(s), on CD(s), in person or by courier depending on the
Security Level of the document, at the expense of the Contractor.  Secret Level documents or higher will
be sent in person at the expense of the Contractor.

In the case of the lengthy texts or work requiring particular documentation, irrespective of Security Level,
the Project Authority may deliver the text to the Contractor. The completed work must be delivered by the
Contractor in MS format, by e-mail, in hard copy, on diskette(s) or CD(s), in person or by courier
depending on the Security Level of document, at the expense of the sender.  Secret Level documents or
higher will be sent in person at th expense of the sender.

The Contractor must ensure that completed Work is returned to the PCA’s Project Authority by the same
delivery method as the one initially used by the Project Authority to send the Work to the Contractor.

8. Supplies 

The Contractor is responsible for the supply of all of the necessary equipment, supplies, services,
software, and instruments required by its employees to do the work.

9. Office Equipment 

The Contractor's facility must be equipped with standard office equipment, including an operational fax
machine and internet connectivity for receiving and transmitting texts and electronic documents by e-mail.

10. Government of Canada Communications Policy, rules and directives

For translations, editing and updating texts, the Contractor must follow the rules and directives prescribed
by the Communications Policy of the Government of Canada:

� The Canadian Style (for English texts); and 
� Le Guide du rédacteur (for French texts).

10.1 Reference Tools
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The Contractor's facility must be equipped with internet connectivity for its resources to have access to the
following reference tools recommended by Parks Canada Agency:

� Termium plus (www.termiumplus.gc.ca);
� Federal legislation (http://laws.justice.gc.ca/en/index.html); and
� PCA’s Web site resources (www.pc.gc.ca)

10.2 For English writing style, spelling, and terminology, the Contractor must use the following 
tool:

� Canadian Oxford Dictionary

10.3 For French writing style, spelling, and terminology, the Contractor must use the following 
tools:

� Multidictionnaire des difficultés de la langue française;
� Le nouveau Petit Robert;
� Le Robert-Collins;
� Les mots pour le traduire; and
� Le guide du rédacteur

11. Communication with Parks Canada Agency Project Authority

The Contractor must contact PCA identified Project Authority in the call-up document for the resolution of
any dispute related to the services requested by the user.

12. Services Required

12.1 Expected Delivery Timeline

The Contractor must provide translation services in accordance with the following schedule specified in
Table A1 herein.  It is expected that editing and updating services will be performed within approximately
the same time that is required for translation services.

Table A1 
Expected Delivery Time

up to 5 daysup to 3.5 days up to 2 days up to 7.5
hoursIf not
during regular
working hours,
must be
delivered by
next morning 9
a.m. (local
time of
request)
originator)

If during
regular
working hours:
up to 5 hoursIf
not, must be
delivered by
next morning
9 a.m. (local
time of
request)
originator) 

If during
regular
working
hours: up to
3.5 hoursIf
not, must be
delivered by
next morning
9 a.m. (local
time of
request)

Urgent
up to 8 daysup to 5 days up to 3 daysup to 14 hoursup to 10 hoursUp to 7 hoursRegular

10,001 -
15,000 words

4,001 - 10,000
words

2,001- 4,000
words

1001-2000
words

600 to 1,000
words

Less than
600 words

Type of
services

Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur

5P004-100154/B 519zf

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No/ N° VME

5P004-100154 519zf5P004-100154

Page 39 of -  de 47



up to 5 days
using several
translators to
meet deadline

up to 5 days
using several
translators to
meet deadline

up to 5 days
using several
translators to
meet deadline

up to 5 days
using several
translators to
meet deadline

up to 5 days
using several
translators to
meet deadline

Urgent
up to 18 daysup to 16 daysup to 14 daysup to 12 daysup to 10 daysRegular

Over 35,000
words

30,001 -
35,000 words

25,001 -
30,000 words

20,001 -
25,000 words

15,001 -
20,000 words

Type of
services

Note: 

Regular Hours:  Work to be performed during normal business hours from 8:00 a.m. to 5:00 p.m., client
local time,  Monday to Friday, excluding weekends and federal statutory holidays.

Outside Regular Hours: Work to be performed outside the Regular Hours, namely from. 5:00 p.m. to
8:00 a.m. client local time from Monday to Friday, on weekends and on statutory holidays.

Statutory Holiday: means New Year's Day, Good Friday, Easter Monday, Victoria Day or the Fête des
Patriotes, Saint-Jean Baptiste (Quebec) or the first Monday in August (depending on the location of the
Contractor's place of business), Canada Day, Labour Day, Thanksgiving, Remembrance Day, Christmas
Day and Boxing Day.

12.2 Translation, Editing and Updating Services

12.2.1 Translation Services

i. Translate from English to French or French to English, all documents sent to be translated under a
Call-up during the period of the Standing Offer.

ii. Process all documents for translation, including quality control, within the deadlines described above
in Table A1.

iii. Translate text in icons, graphics and illustrations keeping the same format. 

iv. Ensure that all translations are reviewed for quality, as described in Statement of Work section 12.4
"Level of Services Required" before being delivered to PCA within deadline.

v. Ensure the consistency of translation of large texts by limiting, as far as is reasonable, the number of
different translators working on one text, and by providing an overall review of the completed text to
ensure quality through-out as well as consistency in terminology and style.

vi. Ensure that the translation services and materials provided in one official language is an accurate
reflection to those in the other official language.

vii. Translate changes that have been made to a source text. PCA will highlight the changes to be
translated.

12.2.2 Editing Services

The Contractor must edit all texts sent to be edited.

In this Statement of Work, editing involves improvement of a text by making corrections to grammar,
spelling, syntax and punctuation; and ensuring standardized style and appropriate use of terminology,
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resulting in a text that is easier to read and understand and concordant with the messages as in the
original text (when working with a translated text).  Editing services are of two types:

� Unilingual editing: editing the text of a source document (one language)
� Parallel or Concordance editing: in-depth comparison of a source document with the same document

in the other official language and correction of the latter in terms of both form and substance.

12.2.3 Updating Services

The Contractor must update all texts sent to be updated. 

In this Statement of Work, updating involves adjusting a text and its translation after it underwent a round
of changes. This service includes editing the original version, integrating new information in the original
version and/or doing a concordance check on the translated version and making sure it reflects the new
messaging, tone and sequence. In most cases, the originator will highlight the changes, if not, a "compare
texts" must be performed using MS Word to ensure all changes are identified and taken into
consideration.

12.3   Word Count

<<Word>> means a continuous series of characters.  When the document to be translated is submitted in
electronic format, the Word count will be done electronically using the same version of the software in
which PCA provided the text.  If the software in which PCA provided the text does not have a Word count
function, the word count will be done by 'copy and paste' to the MS Word. 

When the document to be translated is not submitted in electronic format, the Word count of the source
text will be calculated manually.

The Word count will be done by PCA before the document is sent to the Contractor.

PCA may request translation of selected text within a document. The selected text will be clearly identified
by PCA.  The Word count will be based only on the sections to be translated and not the entire document.

If changes are requested by PCA to a text that has already been translated, such a change must be
treated as a new call-up. The Word count will be based only on the changed sections to be translated and
not the entire document. Again, those changed sections would be clearly identified.

In cases of disagreement, PCA's Word count prevails and it must be used in the call-up.

12.4   Level of Services Required

The Contractor must ensure that: 

a. the messages of the original text are conveyed accurately in the translated document, including proper
terminology;

b. spelling and rules of grammar are respected and the text is corrected accordingly;
c. the translatation of a text into another language takes into account the tone, style and terminology as

used by the author, and is appropriate for the audience for which the text is intended;
d. the scientific, social or technical exactitude of a translation is accurate in comparison with and

conforms to the source text; and
e. each translated or edited text is reviewed, approved and  provided in the same format at no additional

cost by the Contractor's quality assurance reviewer before the text is delivered to PCA.
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13. Capacity 

The Contractor must have a sufficient number of in-house translators and reviewers to provide translation
editing and updating services of approximately 6.4 million words per year, from English to French, and 1.6
million words per year, from French to English, and have a quality assurance function. Those figures
represent PCA's yearly average volume of all categories of translation services with various types of
delivery requirements specified in the Statement of Work herein.   

The approximative 6.4 million words per year, from English to French, and the approximative 1.6 million
words per year, from French to English, will be divided by the total number of selected Offerors based on
the work distribution detailed in Article 3.1 of the Statement of Work herein.

13.1 Client Manager

<<Client Manager>> means the person designated by the Contractor within their organization to provide
customer services to PCA, liase with PCA users and provide assistance in dispute resolution. The Client
Manager must undertake full responsibility for hands-on management of call-ups issued by PCA users
and ensure delivery of translation services in accordance with the terms and conditions specified in the
Standing Offer.

The Contractor must provide an individual resource who will perform the function of a Client Manager for
PCA. 

The Contractor must ensure the following:

a. PCA will be able to communicate personally and readily with the Client Manager;
b. the Client Manager must be able to address and respond to issues and concerns raised in a timely

manner;
c. the Client Manager's responsibilities must be carried out during his/her absence;
d. the Client Manager must report on the activities of the Standing Offer across Canada; and
e. the Client Manager must have technical support and administrative support personnel to respond to

technical and administrative issues and concerns raised.

13.2 Quality Assurance Reviewer

<<Quality Assurance Reviewer>> means the person proofreading all translated text thoroughly to ensure
that all typing errors, grammatical, vocabulary, semantics and syntax errors are corrected. The tone of the
translated text must be equivalent to the tone used in the original version and the length must be
approximately the same. In other words, the quality of the translated version must be equivalent to the
quality of the original version.  The Contractor must ensure that the Quality Assurance Reviewers reviews
and approves the translated or edited text for accuracy, sentence structure, language rules, grammar and
spelling prior to delivering the completed work to PCA.

14.   Categories of texts, Complexity levels of texts and subject fields

Texts sent to the Contractor for translation, editing or updating will either pertain to general administration
and business, media communication category - Complexity Level 1 or specialized texts pertaining to legal,
legislation, scientific, environmental and specialized research and surveys category - Complexity Level 2
Examples of texts to be translated, edited, and updated with their relevant categories and complexity 
levels are shown in Table A2 herein:

Solicitation No. - N° de l'invitation Amd. No. - N° de la modif. Buyer ID - Id de l'acheteur

5P004-100154/B 519zf

Client Ref. No. - N° de réf. du client File No. - N° du dossier CCC No./N° CCC - FMS No/ N° VME

5P004-100154 519zf5P004-100154

Page 42 of -  de 47



Table A2
Categories of texts, Complexity Levels of texts, and Subject Fields

�Legal text;
�highly technical/specialized texts, ecology,
environmental issues, 
�science and technology, social sciences, research,
surveys, studies difficult or unusual terminology,
including complex sections of legislation that may be
found at: http://laws.justice.gc.ca/en/index.html
�information technology technical texts, including
technical specifications and computer sciences

2. Complexity Level 2: 
Legal, legislation, scientific, environmental and
specialized research and surveys.

�Management documents, policy documents and
administrative texts, including but not limited to
memoranda, ministerial correspondence, general
correspondence, and presentations;
�Communications (Press releases, speeches,
Publications, web sites); 
�Tourism, advertisements, Public notices;
�Human resource management in the Public Service
(Job descriptions, statement of qualifications);
�performance management;
�career management;
�business requirement (high level and detailed);
�program evaluation and monitoring technology
development;
�procurement related text, including statements of
work, evaluation criteria, requests for proposal (RFP)
and contracts;
�financial texts, such as financial statements,
charts and accounting documents, training
material, including guides, lessons and plans

1. Complexity Level 1: 
General administration, business and media
communication category.

Subject Fields - Description/ExamplesCategory of texts
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ANNEX B
BASIS OF PAYMENT

The Contractor will be paid in accordance with the following Basis of payment for work performed under
the contract. 

1. All-inclusive firm rate 

The Contractor will be paid all-inclusive firm rate per word for translation services and all-inclusive firm
rate per hour for editing and updating services, in Canadian dollars, based on the table shown below
during the period stated herein.

a. All-inclusive firm rates shown below include all costs related to the work described in Annex A,
Statement of Work. These expenses include, without limitation, word processing, reports,
photocopies, courier services, costs related to the software, telephone, reception and transmission or
delivery of documents and all related expenses, excluding GST. 

b. All deliverables are FOB Destination, Canada customs duties included, if applicable. 
c. For invoicing purposes, the overall firm rates in effect at the date indicated in the request for

translation services must be used. 
d. The invoices will be based on the word count of the source document. 
e. All-inclusive firm rates listed in the table below for the optional years, apply only if the option to extend

the Standing Offer is exercised by Canada.

$/per wordTranslation 
Regular Level 2

14

$/per wordTranslation 
Regular Level 1

13

$/per hourUpdating
Urgent Level 2

12

$/per hourUpdating
Urgent Level 1

11

$/per hourUpdating
Regular Level 2

10

$/per hourUpdating
Regular Level 1

9

$/per hourEditing
Urgent Level 2

8

$/per hourEditing
Urgent Level 1

7

$/per hourEditing 
Regular Level 2

6

$/per hourEditing 
Regular Level1

5

$/per wordTranslation 
Urgent Level 2

4

$/per wordTranslation 
Urgent Level 1

3

$/per wordTranslation
Regular Level 2

2

$/per wordTranslation 
Regular Level 1

Initial
period of
Standing

Offer  

Note: Initial
Period is
equal to
two (2)
years. 

1

All-inclusive 
firm rate 

Category of servicePeriod
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$/per hourEditing 42

$/per hourEditing 
Regular Level1

41

$/per wordTranslation 
Urgent Level 2

40

$/per wordTranslation 
Urgent Level 1

39

$/per wordTranslation 
Regular Level 2

38

$/per wordTranslation 
Regular Level 1

Option
Year 3

37

$/per hourUpdating
Urgent Level 2

36

$/per hourUpdating
Urgent Level 1

35

$/per hourUpdating
Regular Level 2

34

$/per hourUpdating
Regular Level 1

33

$/per hourEditing
Urgent Level 2

32

$/per hourEditing
Urgent Level 1

31

$/per hourEditing 
Regular Level 2

30

$/per hourEditing 
Regular Level1

29

$/per wordTranslation 
Urgent Level 2

28

$/per wordTranslation 
Urgent Level 1

27

$/per wordTranslation 
Regular Level 2

26

$/per wordTranslation 
Regular Level 1

Option
Year 2

25

$/per hourUpdating
Urgent Level 2

24

$/per hourUpdating
Urgent Level 1

23

$/per hourUpdating
Regular Level 2

22

$/per hourUpdating
Regular Level 1

21

$/per hourEditing
Urgent Level 2

20

$/per hourEditing
Urgent Level 1

19

$/per hourEditing 
Regular Level 2

18

$/per hourEditing 
Regular Level1

17

$/per wordTranslation 
Urgent Level 2

16

$/per wordTranslation 
Urgent Level 1

15

Option
Year 1
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$/per hourUpdating
Urgent Level 2

48

$/per hourUpdating
Urgent Level 1

47

$/per hourUpdating
Regular Level 2

46

$/per hourUpdating
Regular Level 1

45

$/per hourEditing
Urgent Level 2

44

$/per hourEditing
Urgent Level 1

43

Regular Level 2

2. Travel and living expenses

Canada will not accept any travel and living expenses for:

a. Work performed within the National Capital Region (NCR).  The NCR is defined in the National 
Capital Act,  R.S.C. 1985, c. N-4, S.2.  The National Capital Act is available on the Justice 
Website:  http://laws.justice.gc.ca./en/N-4/ ;   

b. Any travel between the Contractor's place of business and the NCR; and
c. Any relocation of resources

required to satisfy the terms of the Contract.  These expenses are included in the all-inclusive firm rates
specified above.

3. GST or HST: GST or HST is in addition to the amounts indicated above.
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ANNEX C AND D
SECURITY REQUIREMENTS CHECK LIST AND 

PWGSC-TPSGC 942 FORM

Security Requirement Checklist and PWGSC-TPSGC 942 Form at the end of the document
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